
Emmanuel Epsom  
Data Privacy Policy 

Your privacy is important to us. We are committed to safeguarding the 
privacy of your information. This document sets out what personal data 
Emmanuel Epsom (“we”; “us”; “EE”) may hold about you, why we hold it 
and how it is processed and protected. 

What personal data might we hold and why? 

If you are a formal member of Emmanuel Epsom we collect and process 
your data on a legitimate interest basis. This means we typically hold 
your name, address, email and telephone number so we can (via email, 
phone calls and text): 

● keep a formal record of who is in membership 
● contact you with membership and church related matters such as 

meetings, events, prayer, training, rotas, church finances  
● provide appropriate pastoral support.  

We may also hold your age, marital status and if you have children to 
help us plan age-related events and activities. 

Although your contact details (name, email address, phone number) are 
not shared with everyone in the church, there is an expectation that as a 
member of the church you will be willing to share your contact details 
with other members where necessary - for rotas, life groups and so on. 

If you consider EE your home church but you are not in formal 
membership, we collect and process your data on a consent basis. We 
seek consent to hold your name, address, email and telephone number 
so we can (via email, phone calls and text - depending on the permission 
you give): 

● contact you with matters related to church life such as meetings, 
events, prayer, rotas and training 

● provide appropriate pastoral support. 

For all those who regularly worship at EE (members and non members), 
under a legitimate interest basis, we typically record your gender, marital 
status and partner’s name, to help us provide appropriate pastoral care. 
We also record – where appropriate - what small group(s) you belong, 



what events you are attending and what rota team(s) you serve on. This 
allows us to administer these teams / groups and provide rota reminders 
via email and / or text message. These details will be shared with the 
leaders and, where appropriate, other members of the small group(s) 
and rota team(s). This is usually done at a group or rota level and 
communication is usually via email or Whatsapp/text. 

We have a duty of care for all those who consider EE their spiritual home 
and hence from time to time we may record notes about pastoral issues / 
concerns including agreed next steps. These are kept securely and only 
shared with your consent (unless we have a legal obligation to share 
them). 

If you are new to the church (and have filled-in a Welcome card or 
requested contact from the church in another way), we typically hold 
your email address and phone number, so we can contact you about the 
church. 

If you have made a financial donation to the church (a UK registered 
charity), we have a legal obligation to record the amount(s) given, 
including Gift Aid information and will contact you on an annual basis to 
provide you with a record of your giving. 

If you are a regular giver to the church our treasurer keeps a record of 
your bank details and gift amount on a secure spreadsheet. This may be 
accessed by auditors on an annual basis. 

If your child attends one of our church youth groups (including creche) 
and / or holiday clubs, we need your contact phone number(s) in case of 
an emergency and your email address to contact you about group 
related matters such as the group programme, group holiday and group 
events - these details are kept on a password protected spreadsheet 
and on Mailchimp. We usually need the age of your child as well so that 
we know which group to allocate your child to.  

To assist us in safeguarding your child, we also need details of any 
medical conditions or special needs they may have. To help administer 
the group, we also record your child’s attendance. The information about 
your children is stored on paper and kept in a locked cupboard.  

 



If you volunteer to help with any of our children, young people or 
vulnerable adults work you will be expected to undertake a DBS check. 
The information gathered as part of this check will be kept securely and 
disposed of at the earliest possible time once the DBS check has been 
carried out. 

If you attend one of our regular groups, we collect and process your data 
on a consent basis. We seek consent to hold your name, address, email 
and telephone number so we can contact you in relation to that group. 
To help us administer the group, we typically record attendance. We 
may also record an emergency contact phone number. These details are 
kept by the group leader on a password protected spreadsheet and/or 
on Mailchimp. If you give your consent, you may also be added to a 
relevant email or WhatsApp group. 

If you have signed-up for an event, we typically hold your phone number 
and / or email address so we can contact you about the event. These 
details are kept on Mailchimp. Once the event has finished we will delete 
your details unless you have given us permission to contact you in the 
future. 

How is your personal data stored and protected? 

The majority of personal data is stored in Mailchimp and a password 
protected spreadsheet which only the pastor and elders of the church (or 
relevant group leader/event organiser) have access to. Team leaders, 
rota leaders, life group leaders will hold the contact details of the people 
in their teams/rotas/life groups.  

Who do we share your personal data with? 

You can be assured that we will treat your personal data as strictly 
confidential. It will only be shared with third parties where it is necessary 
to carry out a task; or where you have given us consent; or where we are 
legally required to do so. At the time of writing, the only instances where 
we share your personal data are shown below: 

How long is your personal data retained? 

Our general rule is to keep your data no longer than necessary. We 
operate an annual review process where we will contact you to check 



that the information we are holding about you is accurate and that you 
wish to continue connecting with us.  

As part of the annual review process, or at any other time, you have the 
option “to be forgotten” i.e. removed from our database. We keep some 
records for an extended period of time. For example, it is current best 
practice to keep financial records for a minimum period of 6 (tax) years 
to support HMRC audits. We also keep a record of (adult) baptisms. 

Requesting access to your personal data 

Under data protection legislation, you have the right to request details of 
what personal data we hold about you. To make a request for your 
personal information, please contact the pastor (see below). 

You also have the right to: 

● object to processing of personal data that is likely to cause, or is 
causing, damage or distress 

● prevent processing for the purpose of direct marketing 
● object to decisions being taken by automated means 
● in certain circumstances, have inaccurate personal data rectified, 

blocked, erased or destroyed 
● claim compensation for damages caused by a breach of the Data 

Protection regulations. 
● be “forgotten” i.e. have your personal data erased 

For further information on how your information is used; how we 
maintain the security of your information; and your rights to access 
information we hold on you, please contact the pastor or elders of the 
church. 

If you have a concern about the way we are collecting or using your 
personal data, you should raise your concern with us in the first instance 
or directly to the Information Commissioner’s Office at 

https://ico.org.uk/concerns/ 

Contact 

If you would like to discuss anything in this privacy notice, please 
contact: Daniel Sinclair, emmanuelepsom@gmail.com 
 


