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THE PAROCHIAL CHURCH COUNCIL OF THE ECCLESIASTICAL 
PARISH OF OLD BASING AND LYCHPIT 

(Registered Charity Number 1136606) 
“The PCC”  

 
DATA PROTECTION POLICY 

 

 
 
1. Introduction 

This Policy sets out the obligations of the PCC regarding data protection and the 
rights of its employees, members of the congregation, members of the electoral roll, 
users of St. Mary’s Church or its Parish Room, contacts and suppliers (“data 
subjects”) in respect of their personal data under Data Protection Law (all legislation 
and regulations in force from time to time regulating the use of personal data and the 
privacy of electronic communications including, but not limited to, EU Regulation 
2016/679 General Data Protection Regulation (“GDPR”), the Data Protection Act 
2018, and any successor legislation or other directly applicable EU regulation relating 
to data protection and privacy for as long as, and to the extent that, EU law has legal 
effect in the UK). 
This Policy sets the PCC’s obligations regarding the collection, processing, transfer, 
storage, and disposal of personal data. The procedures and principles set out must 
be followed at all times by the PCC, its employees, agents, contractors, or other 
parties working on behalf of the PCC. 

 
2. Definitions 
 

“consent” means the consent of the data subject which 
must be a freely given, specific, informed, and 
unambiguous indication of the data subject’s 
wishes by which they, by a statement or by a 
clear affirmative action, signify their agreement 
to the processing of personal data relating to 
them; 

“data controller” The PCC is the data controller of all personal 
data used by it relating to its employees, 
members of the congregation, members of the 
electoral roll, users of St. Mary’s Church and 
its Parish Room, contacts and suppliers  

“data processor” means a natural or legal person or 
organisation which processes personal data 
on behalf of the data controller; 

“data subject” means a living, identified, or identifiable 
natural person about whom the PCC holds 
personal data; 
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“personal data” means any information relating to a data 

subject who can be identified, directly or 
indirectly, in particular by reference to an 
identifier such as a name, identification 
number, location data, an online identifier, or 
to one or more factors specific to the physical, 
physiological, genetic, mental, economic, 
cultural, or social identity of that data subject; 

“personal data breach” means a breach of security leading to the 
accidental or unlawful destruction, loss, 
alteration, unauthorised disclosure of, or 
access to, personal data transmitted, stored, 
or otherwise processed; 

“processing” means any operation or set of operations 
performed on personal data or sets of 
personal data, whether or not by automated 
means, such as collection, recording, 
organisation, structuring, storage, adaptation 
or alteration, retrieval, consultation, use, 
disclosure by transmission, dissemination or 
otherwise making available, alignment or 
combination, restriction, erasure or 
destruction; 

  
“special category personal data” means personal data revealing racial or ethnic 

origin, political opinions, religious or 
philosophical beliefs, trade union membership, 
health, sexual life, sexual orientation, 
biometric, or genetic data. 

 
3. Scope 

3.1 The PCC is committed not only to the letter of the law, but also to the spirit of 
the law and places high importance on the correct, lawful, and fair handling of 
all personal data, respecting the legal rights, privacy, and trust of all 
individuals with whom it deals. 

3.2 The PCC’s Data Protection Officer is Debbie Filer, Parish Aministrator 
admin@stmarysoldbasing.org.uk 07541 698235 c/o The Vicarage, Church 
Lane, Old Basing, Basingstoke RG24 7DJ The Data Protection Officer is 
responsible for administering this Policy and for developing and implementing 
any applicable related policies, procedures, and/or guidelines. 

3.3 The members of the PCC, Parish Officers, Employees and Volunteers (“data 
users”) holding personal data must comply with this policy and are responsible 
for ensuring that all employees, agents, contractors, or other parties working 
on behalf of the PCC comply and, where applicable, must implement such 
practices, processes, controls, and training as are reasonably necessary to 
ensure such compliance. 

3.4 Any questions relating to this Policy or to Data Protection Law should be 
referred to the Data Protection Officer. In particular, the Data Protection 
Officer should always be consulted if a personal data breach (suspected or 
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actual) has occurred or if personal data is to be shared with third parties 
(whether such third parties are acting as data controllers or data processors); 

 
4. The Data Protection Principles 

This Policy aims to ensure compliance with Data Protection Law. The GDPR sets out 
the following principles with which any party handling personal data must comply. 
Data controllers are responsible for, and must be able to demonstrate, such 
compliance. All personal data must be: 
4.1 processed lawfully, fairly, and in a transparent manner in relation to the data 

subject; 
4.2 collected for specified, explicit, and legitimate purposes and not further 

processed in a manner that is incompatible with those purposes. Further 
processing for archiving purposes in the public interest, scientific or historical 
research purposes or statistical purposes shall not be considered to be 
incompatible with the initial purposes; 

4.3 adequate, relevant, and limited to what is necessary in relation to the 
purposes for which it is processed; 

4.4 accurate and, where necessary, kept up to date. Every reasonable step must 
be taken to ensure that personal data that is inaccurate, having regard to the 
purposes for which it is processed, is erased, or rectified without delay; 

4.5 kept in a form which permits identification of data subjects for no longer than is 
necessary for the purposes for which the personal data is processed. Personal 
data may be stored for longer periods insofar as the personal data will be 
processed solely for archiving purposes in the public interest, scientific or 
historical research purposes, or statistical purposes, subject to implementation 
of the appropriate technical and organisational measures required by the 
GDPR in order to safeguard the rights and freedoms of the data subject; 

4.6 processed in a manner that ensures appropriate security of the personal data, 
including protection against unauthorised or unlawful processing and against 
accidental loss, destruction, or damage, using appropriate technical or 
organisational measures. 

 
5. The Rights of Data Subjects 

The GDPR sets out the following key rights applicable to data subjects: 
5.1 The right to be informed; 
5.2 the right of access; 
5.3 the right to rectification; 
5.4 the right to erasure (also known as the ‘right to be forgotten’); 
5.5 the right to restrict processing; 
5.6 the right to data portability; 
5.7 the right to object; and 
5.8 rights with respect to automated decision-making and profiling. 
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6. Collection of Data 
 
Data users must: 
6.1 Only collect personal data to the extent that it is required for the specific 

purpose notified to the data subject. 
6.2 Seek the data subject’s consent to the processing of their data. This means 

that persons providing personal data must be clearly informed about: 
6.2.1 The purpose or purposes for which the PCC intends to process their 

personal data; 
6.2.2 The types of third parties (if any) with which the PCC may share or to 

whom it may disclose their personal data; 
6.2.3 And the means, if any, with which data subjects can limit the PCC’s 

use and disclosure of their personal data. 
6.3 Not use personal data for direct marketing purposes without the express 

consent of the data subject and the PCC. 
6.4 Not collect or process special category personal data unless this is absolutely 

necessary and the express written consent of the data subject has been 
obtained. 

 
 

7. Accuracy of Data and Keeping Data Up-to-Date 
7.1 The PCC shall ensure that all personal data collected, processed, and held by 

it is kept accurate and up-to-date. This includes, but is not limited to, the 
rectification of personal data at the request of a data subject 

7.2 The accuracy of personal data shall be checked when it is collected and at 
regular intervals thereafter. If any personal data is found to be inaccurate or 
out-of-date, all reasonable steps will be taken without delay to amend or erase 
that data, as appropriate. 

 
8. Data Retention 

8.1 The PCC shall not keep personal data for any longer than is necessary in light 
of the purpose or purposes for which that personal data was originally 
collected, held, and processed. 

8.2 When personal data is no longer required, all reasonable steps will be taken to 
erase or otherwise dispose of it without delay. 

8.3 The Parish Administrator will retain data in accordance with the guidance set 
out in the guide “Keep or Bin: Care of Your Parish Records” published in the 
Record Management Guides located  on the Church of England Website 
(https://www.churchofengland.org/more/libraries-and-archives/records-
management-guides)  
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9. Safeguarding 
In safeguarding cases different rules on the treatment and disclosure of personal data 
may apply (for example to prevent the risk of harm to a child or vulnerable adult or 
where a criminal investigation is ongoing). Advice will be sought from the Diocesan 
Safeguarding Advisor and/or the Diocesan Registry without delay where personal 
data relating to a safeguarding concern needs to be processed and shared. Records 
relating to safeguarding will be retained permanently. 

10. Secure Processing 
10.1 All data users are responsible for ensuring that personal data is held securely 

and is not disclosed or transferred to any unauthorised third parties in any 
format. Any unauthorised disclosure will be treated as a breach of this policy 
and will be dealt with appropriately. 

10.2 No disclosure of special category personal data is permitted without the 
approval of the Data Protection Officer and the Chair or Deputy Chair of the 
PCC. 

10.3 Data users must: 
10.3.1 Shred paper documents and delete electronic records no longer 

required: 
10.3.2 Log off from their computer when it is left unattended  
10.3.3 Restrict access to computers by password protection; 
10.3.4 In so far as possible keep records in locked cupboards and drawers. 

 
11. Accountability and Record-Keeping 

11.1 The Data Protection Officer is responsible for administering this Policy and for 
developing and implementing any applicable related policies, procedures, 
and/or guidelines. 

11.2 The PCC’s data protection compliance shall be regularly reviewed and 
evaluated by means of Data Protection Audits. 

 
12. Data Subject Access 

12.1 Data subjects may make subject access requests (“SARs”) at any time to find 
out more about the personal data which the PCC holds about them, what it is 
doing with that personal data, and why. 

12.2 A Subject Access Request should be made in writing to the Data Protection 
Officer who will then be responsible for  managing and responding to the 
request in accordance with relevant guidance from the Information 
Commissioners 

12.3 Responses to SARs must normally be made within one month of receipt, 
however, this may be extended by up to two months if the SAR is complex 
and/or numerous requests are made. If such additional time is required, the 
data subject shall be informed. 

12.4 The PCC does not charge a fee for the handling of normal SARs. The PCC 
reserves the right to charge reasonable fees for additional copies of 
information that has already been supplied to a data subject, and for requests 
that are manifestly unfounded or excessive, particularly where such requests 
are repetitive. 
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13. Rectification of Personal Data 

13.1 Data subjects have the right to require the PCC to rectify any of their personal 
data that is inaccurate or incomplete. 

13.2 The PCC shall rectify the personal data in question, and inform the data 
subject of that rectification, within one month of the data subject informing the 
PCC of the issue. The period can be extended by up to two months in the 
case of complex requests. If such additional time is required, the data subject 
shall be informed. 

13.3 In the event that any affected personal data has been disclosed to third 
parties, those parties shall be informed of any rectification that must be made 
to that personal data. 

 
14. Erasure of Personal Data 

14.1 Data subjects have the right to request that the PCC erases the personal data 
it holds about them in the following circumstances: 
a) it is no longer necessary for the PCC to hold that personal data with 

respect to the purpose(s) for which it was originally collected or 
processed; 

b) the data subject wishes to withdraw their consent to the PCC holding 
and processing their personal data; 

c) the data subject objects to the PCC holding and processing their 
personal data (and there is no overriding legitimate interest to allow the 
PCC to continue doing so); 

d) the personal data has been processed unlawfully; 
14.2 Unless the PCC has reasonable grounds to refuse to erase personal data, all 

requests for erasure shall be complied with, and the data subject informed of 
the erasure, within one month of receipt of the data subject’s request. The 
period can be extended by up to two months in the case of complex requests. 
If such additional time is required, the data subject shall be informed. 

14.3 In the event that any personal data that is to be erased in response to a data 
subject’s request has been disclosed to third parties, those parties shall be 
informed of the erasure (unless it is impossible or would require 
disproportionate effort to do so). 

 
 
15. Data Breach Notification 

15.1 All personal data breaches must be reported immediately to the PCC’s Data 
Protection Officer. 

15.2 If an employee, agent, contractor, or other party working on behalf of the PCC 
becomes aware of or suspects that a personal data breach has occurred, they 
must not attempt to investigate it themselves. Any and all evidence relating to 
the personal data breach in question should be carefully retained. 

15.3 If a serious personal data breach occurs the Data Protection Officer must 
ensure that the Information Commissioner’s Office is informed of the breach 
without delay, and in any event, within 72 hours after having become aware of 
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it. 
15.4 Data breach notifications shall include the following information: 

15.4.1 The categories and approximate number of data subjects concerned; 
15.4.2 The categories and approximate number of personal data records 

concerned; 
15.4.3 The name and contact details of the PCC’s data protection officer (or 

other contact point where more information can be obtained); 
15.4.4 The likely consequences of the breach; 
15.4.5 Details of the measures taken, or proposed to be taken, by the PCC to 

address the breach including, where appropriate, measures to mitigate 
its possible adverse effects. 

 
16. Implementation of Policy 

This Policy was approved by the PCC on 25th November 2019 band will be reviewed 
annually in May. 

 

Name:  

Heather Leppard 

Incumbent 
 


