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[bookmark: introduction]1. Introduction
Holy Trinity Church & Community Centre, Yeovil, is committed to protecting your personal data and respecting your privacy. This Data Privacy Notice explains how we collect, use, store, and protect your personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
This notice applies to members of the church, volunteers, employees, hirers, donors, visitors, and anyone who comes into contact with Holy Trinity Church & Community Centre.

[bookmark: what-is-personal-data]2. What is personal data?
Personal data is any information relating to a living individual who can be identified directly or indirectly from that data. This includes information such as names, contact details, dates of birth, images, and records of involvement with church activities.
Some personal data is classified as special category data, which requires a higher level of protection. This includes information about religious belief, safeguarding matters, and health information.

[bookmark: who-are-we]3. Who are we?
The Parochial Church Council (PCC) of Holy Trinity Church, Yeovil, is the data controller. This means the PCC decides how your personal data is processed and for what purposes.

[bookmark: what-personal-data-do-we-collect]4. What personal data do we collect?
Depending on your relationship with us, we may collect and process the following categories of personal data:
· Names, titles, and contact details (addresses, telephone numbers, email addresses)
· Dates of birth and family relationships (where relevant)
· Records of church membership and involvement
· Electoral roll information
· Gift Aid declarations and donation records
· Employment and volunteer records, including references and DBS information where required
· Safeguarding records
· Booking and hire information for the church and community centre
· Images, video, or audio recordings (for example, photographs or livestreams of services)
· Correspondence and communications with us

[bookmark: how-do-we-use-your-personal-data]5. How do we use your personal data?
We use personal data for the following purposes:
· To provide pastoral care and support
· To administer church membership and the electoral roll
· To manage employees and volunteers
· To process donations and Gift Aid claims
· To manage bookings and hire of church and community centre facilities
· To communicate with you about services, events, activities, and news
· To fundraise and promote the work and mission of the church
· To comply with legal and regulatory obligations
· To maintain parish records, including registers of baptisms, marriages, and funerals

[bookmark: lawful-basis-for-processing]6. Lawful basis for processing
Under UK GDPR, we must have a lawful basis for processing personal data. Depending on the purpose, we rely on one or more of the following:
· Legal obligation – for example, maintaining parish registers, employment records, and Gift Aid reporting
· Contract – where processing is necessary for an employment contract or hire agreement
· Legitimate interests – for activities necessary for the administration and pastoral mission of the church
· Consent – for example, sending certain types of communications or using images where required
· Not-for-profit processing – processing carried out in the course of legitimate activities with a religious aim, relating only to members, former members, or those in regular contact with us
[bookmark: special-category-data]Special category data
Where we process special category data (such as information revealing religious belief or safeguarding information), we rely on Article 9(2)(d) UK GDPR (processing by a not-for-profit body with a religious aim) and, where applicable, additional legal obligations or explicit consent.

[bookmark: sharing-your-personal-data]7. Sharing your personal data
We treat your personal data as strictly confidential.
· Personal data may be shared internally within the church on a need-to-know basis
· We may use trusted third-party service providers (data processors), such as email providers, cloud storage services, accounting software, or parish administration systems, who process data on our behalf under appropriate contractual safeguards
· We will not share your personal data with third parties for marketing purposes
· Data will only be shared externally where required by law or with your consent

[bookmark: international-data-transfers]8. International data transfers
We do not routinely transfer or hold personal data outside the UK. 

[bookmark: how-long-do-we-keep-your-personal-data]9. How long do we keep your personal data?
We keep personal data only for as long as necessary and in accordance with the Church of England guidance ‘Keep or Bin: Care of Your Parish Records.’
This includes:
· Electoral roll data: while current
· Gift Aid declarations and associated records: 6 years after the end of the relevant tax year
· Employment records: in line with statutory requirements
· Parish registers (baptisms, marriages, funerals): retained permanently
· Safeguarding records: retained in accordance with national safeguarding guidance

[bookmark: your-rights]10. Your rights
Under UK GDPR, you have the following rights, subject to certain legal limitations:
· The right to access your personal data
· The right to request correction of inaccurate or incomplete data
· The right to request erasure of your personal data where it is no longer necessary
· The right to restrict processing in certain circumstances
· The right to object to processing
· The right to data portability, where applicable
· The right to withdraw consent at any time (where processing is based on consent)
You can exercise these rights by contacting us using the details below. We will normally respond within one month.

[bookmark: complaints]11. Complaints
If you have any concerns about how we use your personal data, please contact us in the first instance so we can try to resolve the matter.
You also have the right to lodge a complaint with the Information Commissioner’s Office (ICO):
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Telephone: 0303 123 1113
Website: www.ico.org.uk

[bookmark: contact-details]12. Contact details
For questions, requests, or to exercise your data protection rights, please contact:
Parish Administrator
Holy Trinity Church, Yeovil
Telephone: 01935 415266
Email: HTYOffice@protonmail.com 

[bookmark: changes-to-this-notice]13. Changes to this notice
We may update this Data Privacy Notice from time to time. Any significant changes will be communicated, and the most recent version will always be available from Holy Trinity Church & Community Centre.

Approved by: The Parochial Church Council of Holy Trinity Church, Yeovil, Date: xxxx
