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Information (Data Protection) Policy (v1.1) 
 
Quick Facts about Data Protection: 
The law regarding data protection is now contained in the Data Protection Act 1998 (the "Act"). 
 
The Act governs the "Processing" of "Personal Data" by a "Data Controller". 
 
"Processing" is the collection, use, disclosure and handling of personal data. 
 
"Personal data" is data relating in any way to a living individual which identifies or can identify an 
individual. 
 
The Act applies to "Data Controllers". This is defined as "a person or body that determines the 
purpose for which and the manner in which personal data are processed".  
 
Taunton Vineyard Church is “The Organisation” 
 
“The Organisation” is the data controller in respect of much of the personal data handled by the 
Organisation. In relation to such data, the Organisation is legally responsible for complying with the 
Act.  Liability  may  extend  to  persons,  including  Staff,  processing  the  data  under  certain 
circumstances. 
 
The Act covers records held on computer.  It  also  covers  manual  records  that  are  filed  by  
direct  or  indirect reference to individuals, provided information about the individual is "readily 
accessible" from the file. For now the Organisation treats all manual files as being covered. 
 
Breaches of the Act may have serious consequences. “Staff” (including employees, volunteers, 
agents, temporary and  casual  workers)  are  required  to  read  the  following  information,  and  to  
ensure  that  all  handling  of  personal data is carried out in accordance with the Act and this Policy. 
 
The  Information  Commissioner  is  the  government  officer  responsible  for  monitoring  
compliance  with  the  Act. The  Information  Commissioner  provides  a  Helpline  service  on  
01625  545745  and  has  also  issued  Codes  of Practice  and  Legal  Policy  in  relation  to  the  
Act.  These can  be  viewed  online  at www.dataprotection.gov.uk. The Organisation's obligation is 
to comply with the Act, not the Codes of Practice or other Policy. 
 
The Data Protection Officer for the Organisation is John Lambert. If you have any queries about this 
Policy or the Data Protection Act, please address them to him in the first instance. 
 
About this Policy 
 
This Policy applies to processing of all personal data by the Organisation. This includes  
data relating to members of  staff  or  third  party  individuals  such  as  members  of  the  
Organisation.  The Policy therefore generally  refers  to "individuals". 
 
What Does the Act Say? 

http://www.dataprotection.gov.uk/
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There are four main aspects of the Act: 
 
1. Notification 
2. Grounds for Processing 
3. Principles 
4. Individuals' Rights 
 
1. Notification 
 
The Organisation has notified the Office of the Information Commissioner of the types of personal 
data that the Organisation processes, and the uses made of those data. 
 
It is a criminal offence for the Organisation to process any personal data that is not covered by its 
Notification. 
 
If  you  are  a  member  of  staff  in  charge  of  any  particular  section  of  records  you  are  
required  to  assist  the Organisation  by  checking  the  existing  Notification  of  the  Organisation  
from  time  to  time  to  ensure  that  the Notification covers the records held by your section, and the 
uses to which your section's records are put. 
 
You can check the Organisation's Notification at www.informationcommissioner.gov.uk. Please 
advise any required updates or amendments to the Data Protection Officer. 
 
2. Grounds for Processing 
 
The Organisation may not process any personal data for any particular purpose unless one of the 
grounds in the Act applies to that processing for that purpose. 
 
In terms of Schedule 2 to the Act, the Organisation may process personal data (other than sensitive 
personal data - in  respect  of  which  see  further  below)  where  any  of  the  following  grounds  
applies  to  that  processing  of  that personal data: 
 
a) the individual has given his consent to the processing (consent can be assumed where the use is 
'obvious' and the individual has provided the information). 
 
b) the processing is necessary for the performance of a contract to which the individual is a party. 
 
c) the processing is necessary for the taking of steps at the request of the individual with a view to 
entering into a contract. 
 
d) the processing is necessary for compliance with any legal obligation (other than an obligation 
under a contract) to which the Organisation is subject, e.g., meeting the Organisation's legal 
responsibilities under health and safety laws or equal opportunities legislation. 
 
e) the processing is necessary in order to protect the vital interests of the individual. 
 
f) the processing is necessary for the administration of justice or for the exercising of any functions 
conferred on any  person  by  or  under  any  enactment  or  for  the  exercise  of  functions  of  the  
Crown  or  any  government department, or for the exercise of any other functions of a public nature 
exercised in the public interest by any person (not likely to apply to the Organisation). 
 
g) processing is necessary for the purposes of the legitimate interests of the Organisation or a third 
party to whom the data is disclosed, except where the processing is unwarranted in any particular 
case by reason of prejudice to the rights and freedoms or legitimate interests of the individual. 

http://www.informationcommissioner.gov.uk/
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Prejudice to rights and freedoms is interpreted by the Information Commissioner as meaning "cause 
unwarranted harm to the individual" 
 
In terms of Schedule 3 to the Act, where the personal data are "sensitive" i.e. relating to the 
following matters: 
 
• racial or ethnic origin of the individual, 
• his political opinions, 
• his religious beliefs or other beliefs of a similar nature, 
• his physical or mental health or condition, 
• his sexual life, 
• the commission or alleged commission by him of any offence, 
• any proceedings  for  any  offence  committed  or  alleged  to  have  been  committed  by  him,  
the disposal  of such proceedings or sentence of any court in such proceedings. The Organisation 
cannot process that sensitive personal data unless one of the following grounds also applies: 
• the individual has given his explicit consent (i.e.written consent to specific processing). 
• the processing is necessary for the purpose of exercising or performing any right or obligation 
conferred on the Organisation in connection with employment. 
• the  processing  is  necessary  to  protect  the  vital  interests  of  the  individual  or  another  
person  in  a  case where  the  individual  cannot  consent  or  the  Organisation  cannot  reasonably  
be  expected  to  obtain  the consent  of  the  individual,  or  to  protect  the  vital  interests  of  
another  person  where  consent  by  or  on behalf of the individual has been unreasonably withheld. 
• the processing is carried out in the course of legitimate interest by any body or association which 
is not established or conducted for profit where certain additional conditions are met. 
• the  processing  is  necessary  for  the  purpose  or  in  connection  with  any legal  proceedings  
including prospective legal proceedings. This could cover general risk management activities,  
e.g., using or disclosing information  about  an  individual's  disabilities  in  order  to  meet  the  
Organisation's  obligations  under  the Disability Discrimination Act. However, please note that all 
use and disclosure of such information must be handled sensitively and where possible with the 
individual's express permission. 
• the  processing  is  necessary  for  the  purpose  of  obtaining  legal  advice  or  is  otherwise  
necessary  for  the purpose of establishing, exercising or defending legal rights. 
• the processing is for medical purposes and is undertaken by a health professional or a person 
who has an equivalent  duty  of  confidentiality  to  the  individual —medical  purposes  includes  the  
provision  of  care  and treatment  and  may  cover  processing  sensitive  personal  data  for  the  
purposes  of  giving  pastoral  care  by Organisation staff who are under obligations of 
confidentiality. 
• the  processing  is  of  information  relating  to racial  or  ethnic  origin,  is  necessary  for  the  
purpose  of identifying or keeping under review the existence or absence of equality of opportunity 
and is carried out with  appropriate  safeguards  for  the  rights  and  freedoms  of  individuals.  
Generally,  the  Office  of  the Information  Commissioner  would  expect  to  see  such  information  
held  in  statistical  (anonymous)  form only. 
 
3. The Data Protection Principles 
The Organisation must process personal data in accordance with the Eight Data Protection 
Principles, as follows: 
 
The First Principle 
 
Personal data must be processed FAIRLY and LAWFULLY and no processing (use) of data must 
take place unless one of the grounds for processing in the Act applies (see Section 2 above). 
The general obligation on the Organisation to ensure that any processing of personal data is carried 
out "fairly and lawfully" is referred to as the "Fair Processing Code". 
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In  practical  terms  the  Fair  Processing  Code  means  that  individuals  identified  in  Organisation  
records  should  be aware  that  the  Organisation  holds  information  about  them,  that  the  
Organisation  is  responsible  for  that information, and the uses made of that information. 
Where an individual provides information himself for an obvious purpose there should be no 
difficulty. Where the purpose is not necessarily so obvious the Organisation must provide additional 
information to the individual about those uses.  In  addition  the  Organisation  will  require  to  
consider  whether  there  are  grounds  for  using  that information for that purpose (see Section 2 
above). Please consider this at all times when recording information about individuals. 
Where the individual has not himself provided the information the Organisation must provide 
information to the individual confirming the source of that information as soon as possible after 
receipt. 
 
The Second Principle 
 
Personal data shall be obtained only for one or more specified and lawful purposes and shall not be 
further processed in any manner incompatible with that purpose or those purposes. 
This is similar to the Fair Processing Code. The  Organisation  must  be  clear  when  it  records 
information  on  an  application  form  or  otherwise  that  the information  is  required  for  a 
legitimate  purpose  and  what  it  will  be  used  for.  Please refer all new  forms  to  the  
Data Protection Officer for review. The  purpose  must  be  specified  in  the  Organisation's  
Notification  and  the  advice  set  out  above  in  relation  to checking the Notification regularly 
applies. 
 
The Third Principle 
 
Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes 
for which they are to be processed. The Organisation needs to be able to show a reason for the 
collection and retention of any item of personal data. All forms that require to be completed by 
individuals must be checked by the Data Protection Officer, who will ensure that the questions will 
result in adequate information being provided for the purpose and to ensure that no irrelevant 
information is collected 
 
The Fourth Principle 
 
Personal data shall be accurate and where necessary kept up to date. 
The Organisation asks individuals to ensure that their records are kept up to date by advising the 
Organisation of any relevant changes — it is the individual's responsibility to ensure that any 
updated information is passed to the record holder. 
 
The Fifth Principle 
 
Personal  data  must  not  be  kept  for  longer  than  is  necessary  for  the  purpose  or  purposes 
for  which  they  are  being processed. Records managers must have procedures in place for 
regularly reviewing files and deleting records. Records must only be deleted in accordance with the 
Organisation's Document Retention Policy. 
 
The Sixth Principle 
 
Personal data must be processed in accordance with the rights of individuals under the Act. 
See Section 4 below for information regarding the specific rights that individuals have under the Act.  
 
The Seventh Principle 
 
Appropriate  technical  and  organisational  measures  must  be  taken  against  any  unauthorised  
or  unlawful  processing  of personal data and against accidental loss, destruction or damage to 
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personal data. The Act does not specify security measures such as locked filing cabinets, locked 
offices, firewalls, passwords etc. However,  staff  should  be  aware  that  access  to  personal  data  
will  be  suitably  restricted  by  the  Organisation  and each member of staff has responsibility for 
security of personal data taken off site; computer held records must be held on a backup. 
Where any third party collects or handles personal data on behalf of the Organisation, the 
Organisation requires that third party to sign a Data Processing Contract.  The Data Protection 
Officer holds the appropriate form of contract for this. For more information and advice, please 
contact the Data Protection Officer. 
 
The Eighth Principle 
 
Personal data shall not be transferred to a country or territory outside the European Economic Area, 
unless that country or territory ensures an adequate level of protection for the rights and freedoms of 
individuals in relation to the processing of personal data. 
Where  personal  data  are  transferred  overseas  the  individual  must  consent  to  this  transfer. 
Where the data is sensitive personal data written consent of the individual is required. If it is 
impracticable to obtain the consent of  
the  individual  in  a  given  case  please  seek  further  advice  from  the  Data  Protection  Officer. 
The Data Protection Officer may require to take legal advice. 
 
4. Individuals' Rights 
 
A. Subject Access Rights 
 
If any member of staff  receives  a  request  from  an individual  who  asks  what  information  is  
held  about  him,  the source of such information, to whom such information may be disclosed, or 
which asks for copies of information held about him, this is a "subject access request" under the Act. 
Such requests will not always be labelled as such. 
 
Where an individual makes a subject access request there is a legal obligation on the Organisation 
to respond to the  request  as  soon  as  possible  and  in  any  event  within  40  days  of  receipt  by  
the  Organisation  of  the  request (provided the request is made in writing and that the individual 
has paid the statutory maximum fee of £10). The Organisation may not charge more than £10 for 
providing copies of information. 
 
If a member of staff receives a subject access request they must advise the Data Protection Officer 
immediately. The Data protection Officer may take legal advice. 
 
In responding to subject access requests the Organisation must not disclose personal data relating 
to a third party (anyone other than the individual making the request), unless it is "reasonable in all 
the circumstances" to do so. Please ask  the  Data  Protection  Officer  for  a  decision.  The  Data  
Protection  Officer  will  consider  whether  it  is "reasonable in all circumstances" to disclose third 
party information and may require to take legal advice. 
 
There are also various other exceptions to the rights of access as follows: 
 
The  Organisation  is  not  required  to  provide  copies  of  all  information  held  where  this  would  
involve  a "disproportionate effort". A disproportionate effort is not defined in the Act. The question 
would be resolved by weighing  the  potential  advantage  to  the  individual  in  obtaining  copies  of  
the  information  held against  the  cost  in reallocating  staff  and  photocopying  costs  to  the  
Organisation. The Data Protection Officer will decide this and may require to take legal advice. 
 
Other  exemptions  involve  ongoing  negotiations  with  the  individual,  management  forecasting,  
corporate  finance. There  are  general  exceptions  which allow  the  Organisation  to  withhold  
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information  relating  to  these  matters. Again, the Data Protection Officer will decide and may 
require to take legal advice. 
 
B. Other Rights of Individuals 
Individuals will have the right to sue the Organisation for compensation for any damage or distress 
caused to them as a result of any breach by the Organisation of the Act. 
Individuals also have the right to request that the Organisation cease any processing which is likely 
to cause him damage or distress. Individuals also have the right to ask for any information held 
about them to be corrected or erased if inaccurate. The Organisation respects the rights of 
individuals under the Act. Staff are expected to be aware of them and to co-operate to enable the 
Organisation to meet its legal obligations. 
 
Monitoring and review 

This policy will be reviewed on an annual basis 

 

Chair of trustees Signed: 

   Date:      

 

Reviewed: 
 


