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PRIVACY NOTICE
[DRAFTING NOTES:
1. Remove all text in yellow highlight before issuing.
2. Replace any text in blue with your congregation’s information.
3. This Privacy Notice should be communicated to the Congregation by using the most appropriate mechanism e.g. printing and displaying it on a public notice board within the church and/or uploading it to the congregation’s website.]

[Insert name e.g. Congregation of St Agatha’s, Anytown]
This Privacy Notice explains how Insert name of relevant Congregation (the “Congregation”), which is part of the Scottish Episcopal Church, uses your personal data.
Your personal data – what is it?
Personal data relates to a living individual who can be identified from that data.  Identification can be by the information alone or in conjunction with any other information in the data controller’s possession or likely to come into such possession. The processing of personal data is governed by the UK version of the General Data Protection Regulation and the Data Protection Act 2018 (together the “UK GDPR”).
The types of personal data that we process include your name, your contact details, baptismal and membership details, visual images (e.g. photographs, video, live streaming), information about how you use our website (if applicable), and (for clergy) information collected for the purposes of providing counselling and pastoral care.
We also process special category data, for example relating to your religion, ethnic or racial origin or health data.
Who are we? 
The Congregation is the data controller and, in some cases the Congregation will act jointly with the Scottish Episcopal Church’s clergy, Dioceses and General Synod as other data controllers. This means that they each decide how your personal data is processed and for what purposes. This Privacy Notice is provided by the Congregation on our own behalf and on behalf of our Congregation’s clergy. In the rest of this Privacy Notice we use the words “we” and “us” to refer to the Congregation or our clergy, as appropriate.  The Dioceses and General Synod have their own privacy notices on their websites and these provide further information about how they process your personal data.
How do we process your personal data?
As data controllers we comply with our obligations under the UK GDPR by keeping personal data up to date; by storing and destroying it securely; by not collecting or retaining excessive amounts of data; by protecting personal data from loss, misuse, unauthorised access and disclosure and by ensuring that appropriate technical and organisational measures are in place to protect personal data.
We use your personal data for the following purposes: -
[Insert relevant details – The notice must include a description of all the purposes for which the personal data will be processed.  It is advisable to keep the description of the purposes as broad as possible, whilst ensuring that it is accurate and not in any way misleading.  If a purpose is missed out, the personal data may not, in most cases, be used for that purpose without reissuing the data protection notice setting out the new purpose, processing condition and other relevant information.   That said, this does not mean that you can include in the notice every possible purpose, the purposes included must be reasonably foreseeable. Examples of the relevant purposes are set out below] 
· [bookmark: _Hlk157706322]To administer membership records of communicants and adherents and maintain baptismal, wedding and funeral records; 
· To fundraise and process gift aid applications;
· To promote the interests of the Congregation and the Scottish Episcopal Church in accordance with our charitable purposes; 
· To manage our employees and volunteers; 
· To maintain our own accounts and records;
· To enable us to provide a voluntary service for the benefit of the public; 
· To administer and benefit from the Protecting Vulnerable Groups (PVG) Scheme and to ensure the implementation of safeguarding policy generally;
· To inform individuals of news, events, activities or services run by the Congregation or the wider Scottish Episcopal Church;
· To fulfil legal obligations (e.g. our obligations in relation to weddings) or contractual obligations;
· If we use CCTV, to prevent and detect crime;
· To contact individuals via surveys to conduct research about their opinions of current services or of potential new services that may be offered; 
· To share information if we were ever to consider merging with another congregation; 
· [bookmark: _Hlk157705744]To provide counselling and pastoral care and to administer records such as the Communicants’ Roll and the Adherents’ Roll.
[Please note that these lists are not exhaustive and you may process personal data for other purposes, which will need to be recorded. Remember, at the heart of this is ensuring that individuals are aware of exactly what you are going to do with their personal data and giving them the opportunity to consent where necessary]
What is the legal basis for processing your personal data? [You will need to insert here the relevant processing condition contained in Article 6 of the GDPR – e.g. consent, legitimate interests of the data controller etc.  The most likely examples are set out below. Irrelevant processing conditions can be deleted.]
· [bookmark: _Hlk157706994]Where you have given your consent to the processing for one or more specific purposes. You can withdraw that consent at any time, using the contact details provided below;
· Where the processing is necessary for the purposes of our legitimate interests, and our interests are not overridden by your interests or your fundamental rights and freedoms;
· Where the processing is necessary for the performance of a contract with you; 
· Where the processing is necessary for compliance with a legal obligation;
· [bookmark: _Hlk157707201]In a life or death situation.

 [If you are processing special category personal data, as well as satisfying one of the processing conditions set out in Article 6 (above), you will also need to satisfy one of the processing conditions set out in Article 9 (below).  Personal data which reveals religious belief is classed as special category personal data under the UK GDPR. Others include health data, ethnic or racial data, political beliefs or biometric data].
When we process personal information which is classed by UK GDPR as “special category data” or criminal records data, in addition to meeting one of the above legal bases, we will ensure that one or more of the following applies:
· You have given your explicit consent. You can withdraw that consent at any time, using the contact details provided below;
· We carry out processing in the course of our legitimate activities with appropriate safeguards as a not-for-profit body with a religious aim and on condition that the processing relates solely to our members, or to former members, or to people who have regular contact with us in connection with our purposes and that the personal information is not disclosed outside the Scottish Episcopal Church without your consent;
· In a life or death situation;
· Processing relates to personal data manifestly made public by the data subject;
· Processing is necessary for the establishment, exercise or defence of legal claims or where courts are acting in their judicial capacity.
[The following are additional legal bases – use these as applicable to your activities]
· Processing is necessary for carrying out obligations under employment, social security or social protection law, or a collective agreement;
· Processing is necessary for reasons of substantial public interest on the basis of EU or Member State law;
· Processing is necessary for reasons of preventative or occupational medicine, for assessing the working capacity of an employee, medical diagnosis, the provision of health or social care or treatment or management of health or social care systems and services on the basis of UK law or a contract with a health professional;
· Processing is necessary for the reasons of public interest in the area of public health;
· Processing is necessary for archiving purposes in the public interest, or scientific and historical research purposes or statistical purposes,
[The wording of the UK GDPR including full details of the processing conditions contained in Article 6 and Article 9 can be found here - https://gdpr-info.eu/]
Sharing your personal data
We will only share your personal data where this is necessary for the purposes set out above. Information will not be shared with any third party outside the Scottish Episcopal Church unless we have your consent or we are obliged or permitted to do so by law. 
How long do we keep your personal data?
We keep your personal data for no longer than reasonably necessary.  We will keep your personal information for as long as you are a member or have regular contact with us or so long as we are obliged to keep it by law or may need it in order to respond to any questions or complaints or for the purpose of legal proceedings.  We may also keep it for statistical purposes, but if so we will only use it for that purpose.  When the information is no longer needed it will be securely destroyed or permanently rendered anonymous.  You can ask us for information about our retention and destruction policy.
Your rights and your personal data  
Unless subject to an exemption under the UK GDPR, you have the following rights with respect to your personal data: -
· The right to request a copy of your personal data which we hold about you; 
· The right to request that us to correct any personal data if it is found to be inaccurate or out of date;  
· The right to request your personal data is erased where it is no longer necessary for us to retain such data;
· The right to withdraw your consent to the processing at any time;
· The right to request that the data controller provide the data subject with his/her personal data and where possible, to transmit that data directly to another data controller, (known as the right to data portability), (where applicable); [Only applies where the processing is based on consent or is necessary for the performance of a contract with the data subject and in either case the data controller processes the data by automated means]
· The right, where there is a dispute in relation to the accuracy or processing of your personal data, to request that a restriction be placed on further processing;
· The right to object to the processing of personal data, (where applicable); [Only applies where processing is based on legitimate interests (or the performance of a task in the public interest/exercise of official authority); direct marketing and processing for the purposes of scientific/historical research and statistics]
· The right to lodge a complaint with the Information Commissioner’s Office.
Transfer of Data Abroad
If we transfer your personal data out of the UK, will we ensure that appropriate safeguards are in place.]
[If the personal data is to be transferred to countries or territories outside the UK or EEA – note that you will need to put appropriate safeguards in place. The ICO provides guidance A guide to international transfers | ICO]. 
Further processing
If we wish to use your personal data for a new purpose, not covered by this Privacy Notice, then we will provide you with a new notice explaining this new use prior to commencing the processing and setting out the relevant purposes and processing conditions. Where and whenever necessary, we will seek your prior consent to the new processing.
Contact Details
To exercise all relevant rights, queries or complaints please contact the Vestry Secretary / Church Administrator at insert contact details or the priest at insert contact details.  
You can contact the Information Commissioner’s Office on 0303 123 1113 or via email https://ico.org.uk/global/contact-us/email/ or at the Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire. SK9 5AF.  We would, however, appreciate the chance to deal with your concerns before you approach the ICO so please contact us in the first instance.
This Privacy Notice was last updated on [insert date]

Cookie Notice AND COOKIE BANNER

[Note: If your website uses cookies a cookie notice should be used along with a pop-up cookie banner, which should give users on their first visit ways to accept or reject all cookies or adjust preferences. Alternatively you can use commercial applications such as cookiebot to set a cookie banner 
COOKIE BANNER
Cookie banner wording suggestion: 
Our website uses cookies. A cookie is a small file of letters and numbers that we put on your computer which are essential for the website to function properly and which help to provide you with a better online experience. These cookies cannot be switched off and do not store any of your information.
[bookmark: _Hlk157774509]OPTION IF YOU USE ANALYTICAL COOKIES [We use "analytical" cookies, which allow us to recognise and count the number of visitors and to see how visitors move around the site when they are using it. This helps us to improve the way our website works, for example by ensuring that users are finding what they are looking for easily.]
ACCEPT
REJECT].
OPTION IF YOU USE MARKETING COOKIES [We would like to use cookies for commercial and advertising messages tailored to your interests based on your browsing habits.]
ACCEPT
REJECT]
Read more about the individual cookies we use, their duration and how to recognise them in our Cookie Policy [insert link].
You can withdraw your consent at any time by clicking here [INSERT LINK to Consent Management Solution].
ACCEPT ALL
REJECT ALL



COOKIE NOTICE
Our website uses cookies. A cookie is a small file of letters and numbers that we put on your computer if you agree. These cookies allow us to distinguish you from other users of our website, which helps us to provide you with a good experience when you browse our website and also allows us to improve our site. The cookies we use are:
[bookmark: _1486215393-265127][bookmark: _1526823593-76861227][bookmark: _1526826318-3117627][bookmark: _1526823593-99851027]Our use of cookies
The table below provides more information about the cookies we use and why:
	The cookies we use
	Name
	Purpose
	Whether cookie is essential for us to provide you with a service that you have requested and whether we will seek your consent before we place the cookie

	[Describe the type of cookie, including its owner e.g. ‘Universal Analytics (Google)’]
	[Insert cookie name(s) e.g. _ga, _gali, _gat, _gid]
	[Insert a general description, e.g.: This is a web analytics service provided by Google Inc which uses cookies to show us how visitors found and explored our site, and how we can enhance their experience. It provides us with information about the behaviour of our visitors (e.g. how long they stayed on the site, the average number of pages viewed) and also tells us how many visitors we have had]
This cookie collects [information in an anonymous form including: [insert] OR personal information including: [insert]]
[Insert details of how long the cookie will remain—see drafting notes for alternative text]
[Read [insert link to third party guidance on how the third party (e.g. Google or YouTube) uses the cookies and the data generated by them where relevant] for guidance on how [insert name of third party] uses these cookies and the data generated by them]
	[Insert, e.g. [Yes, essential (we will therefore not request your consent before placing this cookie) OR No, will therefore request your consent before placing this cookie]]

	[Insert details of other cookies]
	[Insert details of other cookies]
	[Insert details of other cookies]
	[Insert details of other cookies]


[bookmark: _1570027775-12292193][bookmark: _609da35b-60ab-4404-8ac6-926d8619ff44][bookmark: _1517312850-14857825]How to contact us
Please contact us if you have any questions about this cookie policy or the information we hold about you.
If you wish to contact us, please send an email to insert email address, write to insert address or call insert telephone number.
[bookmark: _1486215393-6684127]Changes to this policy
This cookie policy was last updated on insert date.
We may change this policy from time to time.
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