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1. INTRODUCTION  

 Riverside Church (Southwell) recognises its common law duties to safeguard the confidentiality of all 

personal information. Wherever disclosure of confidential information to another person or 

organisation is being considered, a check will always be made to ensure that such disclosure is lawful 

All Church staff must be made aware that the Data Protection Act 2018 (amended 2021) apply to the 

processing of all personal data, both in paper and electronic records. Where disclosure is proposed, 

and there is any doubt as to whether the Data Protection Act apply or whether only the common law of 

confidentiality applies, advice will always be sought, from the Church's Operations Manager or Senior 

Pastor. Legal advice will be sought where required 

The Church will always record its reasons for deciding not to observe any duty of confidence it owes to 

a person who is the subject of information disclosed 

  

2. STAFF OBLIGATIONS 
 
Staff employed with the Church will meet confidential information/data relating to the work of the 

Church, its members, and other staff. Staff are bound by their conditions of service to respect the 

confidentiality of any information that they may come into contact with and under no circumstances 

should such information be divulged or passed to any persons or organisation in any form unless such 

disclosure is authorised under this policy 

Any unauthorised disclosure of confidential information by Church staff may result in disciplinary 

action. Staff may also face prosecution under the Data Protection Act 2018 

Where Church staff misuse confidential information, e.g. access information outside of their official 

duties or use someone else's password to gain access to information which they are not authorised to 

access, they could face disciplinary action that could lead to dismissal. They may also be prosecuted 

under the Computer Misuse Act 1990 

Printed copies of personal information should be kept to a minimum. Where necessary it should be 

stored in a locked drawer or filing cabinet. Paper printouts which contain any confidential information 

should not be left where unauthorised people could view them, e.g. on a printer, or left unattended in 

the church office 

Managers must ensure that confidentiality is discussed with all new employees, as part of their 

induction and that they have completed Data Protection training. Employees are required to sign 

agreement to a confidentiality clause in their Contract of employment.  

Volunteers must also have their role in maintaining confidentiality made clear by the member of staff 

responsible for them and must be aware of and adhere to this policy. 

 


