SUPPLEMENTARY DATA PRIVACY NOTICE
Contacting Water Lane United Reformed Church
1. Purpose of this supplementary notice
This supplementary notice explains how Water Lane United Reformed Church handles personal information when people contact the Church using the email addresses and other contact details published on the Church website.
It supplements the Church's existing Data Privacy Statement and should be read alongside that statement.
2. Information we may receive
When you contact the Church by email, you may choose to provide personal information such as:
· your name; 
· your email address; 
· your telephone number; 
· your postal or other contact details; 
· the contents of your enquiry; and 
· any other personal information that you choose to include in your message. 
The Church does not require you to provide information that is not necessary to deal with your enquiry.
3. Why we process this information
We process information provided in enquiries in order to:
· respond to your enquiry; 
· provide information about the Church, its activities, services and events; 
· deal with enquiries about use or hire of the Church premises; 
· respond to enquiries concerning weddings, baptisms, funerals and other special services; 
· arrange further communication where necessary; and 
· maintain appropriate records where this is necessary for the Church's administration, legal obligations, safeguarding or other legitimate purposes. 
4. Who may have access to the information?
Information received through the Church's published contact details will normally be accessible to the Church Office and relevant Church officers who need the information to deal with the enquiry.
Information will not routinely be shared outside the Church unless there is a lawful basis for doing so, for example where:
· you have given consent; 
· disclosure is necessary to comply with a legal obligation; 
· disclosure is necessary for safeguarding purposes; or 
· disclosure is otherwise permitted or required by applicable data protection law. 
5. Email and Microsoft 365
The Church uses Microsoft 365 for its email services.
Email correspondence may therefore be processed and stored within the Church's Microsoft 365 environment in accordance with the Church's arrangements for managing its email and information.
The Church will take appropriate technical and organisational measures to protect personal information against unauthorised access, loss, misuse or disclosure.
6. How long will we keep enquiries?
Routine enquiries will normally be retained for 24 months after the enquiry has been dealt with.
Information may be retained for longer where this is necessary for legal, safeguarding, financial, insurance, complaint-handling or other legitimate Church purposes.
Where an enquiry results in another type of Church record being created, the retention period applicable to that type of record will apply.
7. Your rights
Your rights in relation to personal information are set out in the Church's Data Privacy Statement.
If you have a question about how your personal information has been handled, or wish to exercise your rights, please contact the Church Secretary in the first instance at:
office@waterlaneurc.org.uk
8. Review
This supplementary notice should be reviewed periodically and whenever there is a significant change to the Church's contact arrangements, email services or data-processing practices.

