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         Safeguarding GPDR Policy  

1.  Introduction    
The General Data Protection Regulation (GDPR) regulates the processing of information 
relating to individuals. This includes the obtaining, holding, using or disclosing of such 
information, and covers computerised records as well as manual filing systems and card 
indexes. Specific guidance for parishes can be found at https://parishresources.org.uk/the-
pcc-as-a-charity/parishes-and-gdpr/ 
 
The Parochial Church Council (PCC) of St Barnabas Swanmore complies with its obligations 
under the “GDPR” by keeping personal safeguarding 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 measures are in place to protect personal data. St Barnabas PCC shall 
hold the minimum safeguarding related and personal information necessary to enable them 
to perform their functions. All such information is confidential and should be treated with 
care to comply with the law.  
 
2. Data Controller 
St Barnabas PCC is the data controller and shall work together with St Barnabas Parish 
Safeguarding Officer (PSO) and Barn Church Assistant Safeguarding Officer’s (ASO) as joint 
data controllers. This means that they all are jointly responsible for the processing of 
safeguarding related information.  Day-to-day matters relating to safeguarding information 
will be dealt with by St Barnabas PSO and Barn Church ASO’s. It is their individual 
responsibility to be aware of the provisions of the GDPR and its impact on the work they 
undertake on behalf of the PCC. 

3. Data Privacy Notice  
St Barnabas PCC’s Data Privacy Notice covers all Church purposes, not just safeguarding and 
informs Church members why and how their personal information is being processed. It 
contains the legal obligation to collect and process personal data for safeguarding purposes, 
including keeping a record of Disclosure and Barring Service checks and safeguarding training 
undertaken by church volunteers and where relevant, employees and that this data is 
securely processed on behalf of the PCC. (Click here Information Hub) for the GPDR folder to 
read the Data Privacy Notice in full)  
 
4. Personal Information about Church Volunteers and where relevant, Employees.  
Section 16 of the Safer Recruitment and People Management Guidance provides a detailed 
list of the records that must be retained. 
16.2 The Information to be recorded for each individual must include (where relevant): 

• Role Details 
• Personal details of the individual – e.g. name, address, date of birth 
• Proof of identity checks performed 

https://parishresources.org.uk/the-pcc-as-a-charity/parishes-and-gdpr/
https://parishresources.org.uk/the-pcc-as-a-charity/parishes-and-gdpr/
https://stbarnabas.org.uk/information-hub/
https://www.churchofengland.org/safeguarding/safeguarding-e-manual/safer-recruitment-and-people-management-guidance/section-16-record-keeping
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• Evidence of qualifications 
The following details if a DBS/Barred List Check at the appropriate level has been required; 

• The date of issue on the disclosure certificate; 
• The name of the subject; 
• The level of disclosure requested; 
• The unique reference number of the disclosure;  
• The details of the recruitment decision. 

 
5.  Safeguarding Information 
Record keeping and notes must be made of all safeguarding incidents and concerns involving 
children, young people or adults at risk. Records shall be clear, concise and accurate and be a 
record of facts not opinions. Records must be treated confidentially and will be securely 
stored by the Incumbent/Barn Church Leader and/or Designated Person, namely the PSO and 
ASO’s.  During an interregnum, the Designated Person, namely the PSO will be responsible for 
all safeguarding records which will be passed to the incoming Incumbent.  
Section 16.5: Other records that must be also be kept 

• Where relevant, annually reviewed safeguarding polices & procedures, signed off at 
the appropriate level; 

• Ongoing and up to date employee and volunteer files, including DBS rechecks; 
• Safeguarding training completed and scheduled refreshers; 
• Incident and concerns recording – full chronology, signed, timed, dated etc. 

 
6. Parish Safeguarding Dashboard (PSD) Safeguarding Hub Information. 
The Safeguarding Hub is an online system, it comprises a suite of tools to help the PCC comply 
with the Church of England’s safeguarding requirements. The PCC can use a PSD Safeguarding 
Hub under licence for the duration of a service agreement, see Appendix i. The PCC appoints 
St Barnabas PSO as Hub Owner to be the primary user of their Safeguarding Hub, acting on 
their behalf. The role of the Hub Owner is set out in Appendix ii and can be added or removed 
at any time. The PCC assists the Diocesan Bishop fulfil their legal obligation by allowing the 
Diocese Safeguarding Team to view there Safeguarding Hub. (Click here Information Hub) for 
the GPDR folder to read a copy of Appendix i & ii in full) 
 
7. Record, Retention and Security 
The safeguarding case files, whether electronic or paper, shall be stored securely by the 
Incumbent/Barn Church Leader and/or the PSO and ASO’s. This must include identifying who 
has access to them.  

• St Barnabas safeguarding information will be stored electronically on a password 
protected ‘Dropbox’ storage system created for scanning into and filing all St Barnabas 
safeguarding confidential and other relevant safeguarding information and 
documents. St Barnabas safeguarding paper records will be destroyed and no hard 
copies kept. Ownership, access and permissions to view and/or edit are restricted to 
the PSO, Incumbent and Churchwardens. This allows the material to be stored 
securely and assists with handovers when a new PSO or Incumbent comes into post.  
Safeguarding records shall not be stored on personal computer desktops or within 
personal email accounts.   

• Barn Church safeguarding information will be stored electronically on a password 
protected ‘Dropbox’ storage system created for scanning into and filing all Barn 

https://stbarnabas.org.uk/information-hub/


 

V.3 October 2025 

Church safeguarding confidential and other relevant safeguarding information and 
documents. Barn Church safeguarding paper records will be destroyed and no hard 
copies kept. Ownership, access and permissions to view and/or edit are restricted to 
the ASO's, Barn Church Leader and St Barnabas PSO. This allows the material to be 
stored securely and assists with handovers when a new ASO or Barn Church Leader 
comes into post.  Safeguarding records shall not be stored on personal computer 
desktops or within personal email accounts 
 

8.  Retention of Safeguarding Information 
Records in relation to safeguarding issues, even if they have not been proven, should be 
maintained in accordance with the Church’s retention guidance and will not be retained for 
longer than necessary. Some other safeguarding records may be kept for an extended period 
of time, St Barnabas and Barn Church will keep some records permanently if legally required 
to do so (Parish Safeguarding Handbook (Promoting a Safer Church) 2018 p, 26.) Read Parish 
Safeguarding Handbook (Promoting a Safer Church) 2018 in full by clicking on this link Layout 
1. Records will be reviewed 6 monthly to ensure that they are accurate and relevant and 
discussions documented. The following links outline GDPR record keeping timescales and 
safeguarding record keeping guidance.  

• BCS-Retention Schedule Safeguarding Function.xlsx   
• Safeguarding Joint Practice Guidance - Safeguarding records.pdf   
• Records and Information Management | the Church of England 

 
9. Safeguarding, Confidentiality and Information Sharing  
St Barnabas PCC acknowledges that confidentiality and the sharing of information is guided 
by legislation and national documents. ‘It should be noted that the GDPR and the Data 
Protection Act 2018 place greater significance on organisations being accountable and 
transparent in relation to their use of personal data. Parishes handling personal data need to 
have the proper arrangements for collecting, storing and sharing information. Personal 
information in relation to safeguarding will often be sensitive and is likely to be classed as 
what is called ‘special categories of personal data’ under the GDPR, which means extra care 
will need to be taken when handling such data. Nevertheless, it is important to be aware that 
the Data Protection Act 2018 includes specific reference to processing data in relation to the 
‘safeguarding of children and individuals at risk’ and allows individuals to share, in certain 
situations, personal data without consent. The GDPR and Data Protection Act 2018 do not 
prevent, or limit, the sharing of information for the purposes of keeping children and young 
people safe’ and this can equally be said to apply to vulnerable adults’. (Parish Safeguarding 
Handbook (Promoting a Safer Church) 2018 p, 27-28) 
 
 
 
 
 
 
 
 
 
 

https://d3hgrlq6yacptf.cloudfront.net/62d6c0328cf55/content/pages/documents/parish-safeguarding-handbook.pdf
https://d3hgrlq6yacptf.cloudfront.net/62d6c0328cf55/content/pages/documents/parish-safeguarding-handbook.pdf
https://www.churchofengland.org/sites/default/files/2024-03/safeguarding-records-retention.pdf
https://www.churchofengland.org/sites/default/files/2024-03/safeguarding-records-retention.pdf
https://www.churchofengland.org/sites/default/files/2024-03/safeguarding-records-retention.pdf
https://www.churchofengland.org/sites/default/files/2024-03/safeguarding-records-retention.pdf
https://www.churchofengland.org/sites/default/files/2017-11/safeguarding%20joint%20practice%20guidance%20-%20safeguarding%20records.pdf
https://www.churchofengland.org/sites/default/files/2017-11/safeguarding%20joint%20practice%20guidance%20-%20safeguarding%20records.pdf
https://www.churchofengland.org/sites/default/files/2017-11/safeguarding%20joint%20practice%20guidance%20-%20safeguarding%20records.pdf
https://www.churchofengland.org/sites/default/files/2017-11/safeguarding%20joint%20practice%20guidance%20-%20safeguarding%20records.pdf
https://www.churchofengland.org/about/libraries-and-archives/records-and-information-management
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