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Privacy Notice 
 
For Employees and Contractors 
  
Introduction 
The Greek Orthodox Church (GOC) is open for everyone who wishes to discover the rich Greek 
culture and civilization, the unique entertainment and traditional customs or anyone who is keen to 
make some new friends and share the joy.  The GOC offer church services for worship, it provides 
and runs other community social events as well as offering a Greek School for children of school age.  
 
What is the purpose of this document?  
The Greek Orthodox Church is committed to protecting the privacy and security of your personal 
information. This privacy notice describes how we collect and use personal information about you 
during and after your working relationship with us, in accordance with the General Data Protection 
Regulation (GDPR).  
 
GOC a "data controller." This means that we are responsible for deciding how we hold and use 
personal information about you. Andreas Nicolaou, Treasurer, is responsible for Data Protection 
within the Greek Orthodox Church.   
 
This notice explains what decisions we have taken in relation to that information. We encourage you 
to read this notice carefully, together with any other privacy notice we may provide on specific 
occasions when we are collecting or processing personal information about you, so that you are aware 
of how and why we are using such information. This notice does not form part of any contract of 
employment, a contract to provide services or any other contract. We may update this notice at any 
time. It applies to all employees and contractors. 
 
If you have any questions about this privacy notice, including any requests to exercise your legal rights, 
please contact us using the details below. 
 
Contact details 
Andreas Nicolaou, Treasurer, Greek Orthodox Church 
Postal address: Church Offices, 44 Berkeley Road, Westbury Park, Bristol, BS6 7LP 
Tel: 0117 951 0500 
Email : Kanoni67@gmail.com 
 
Data protection principles  
We will comply with data protection law. This says that the personal information we hold about you 
must be:  

1. Used lawfully, fairly and in a transparent way  
2. Collected only for valid purposes that we have clearly explained to you and not used in any 

way that is incompatible with those purposes 
3. Relevant to the purposes we have told you about and limited only to those purposes 
4. Accurate and kept up to date 
5. Kept only as long as necessary for the purposes we have told you about 
6. Kept securely 
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The kind of information we may hold about you  
Depending on the circumstances, we may collect, store, a variety of categories of personal information 
about you.  These are detailed in the table later on in the document titled, ‘Your data and how we 
may use it.’  
 
Personal data, or personal information, means any information about an individual from which that 
person can be identified. It does not include data where the identity has been removed (anonymous 
data). There are "special categories" of more sensitive personal data which require a higher level of 
protection.  
 
We may also collect, store and use the following "special categories" of more sensitive personal 
information:  

• Information about your health relevant to your work, including, for example, any medical 
condition, health and sickness records  

• Information about criminal convictions and offences as part of a recruitment process  
 
How may your personal information be collected?  
We collect personal information about our employees through the application and recruitment 
process, either directly from candidates or sometimes from an employment agency or background 
check provider.  
 
We may sometimes collect additional information from third parties including former employers, 
credit reference agencies and/or other background credit agencies and the Disclosure and Barring 
Service.  
 
We will collect additional personal information in the course of job-related activities throughout the 
period of you working for us.  
 
How we may use information about you  
We will only use your personal information when the law allows us to. Most commonly, we may use 
your personal information in the following circumstances:  
 

1. Where we are taking steps at your request prior to entering into a contract.  
2. Where we need to perform a contract which we have entered into with you.  
3. Where we need to comply with a legal obligation.  
4. Where it is necessary for our legitimate interests (or those of a third party) and your interests 

and fundamental rights do not override those interests.  
 
We may also use your personal information in the following situations, which are likely to be rare:  

5. Where it is necessary to protect the vital interests of you or another person. 
6. Where it is needed in the public interest or for official purposes.  

 
Situations in which we may use your personal information  
There are a variety of situations in which we will use the information we collect about you and these 
are detailed in the table below.  
 
Primarily this will be where we are taking steps at your request prior to entering into a contract and 
to perform a contract we have entered into with you as your employer and in some cases, we may 
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use your personal information to pursue legitimate interests of our own or those of third parties, 
provided your interests and fundamental rights do not override those interests.   
 
Some of the grounds for processing will overlap and there may be several grounds which justify our 
use of your personal information. Please contact us if you need details about the specific legal ground 
we are relying on to process your personal data where more than one ground has been set out in the 
table below:  
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*not exhaustive list 

If you fail to provide personal information 	
If you fail to provide certain information when requested, we may not be able to perform the 
contract we have entered into with you (such as paying you or providing a benefit), or we may be 
prevented from complying with our legal obligations (such as to ensure the health and safety of our 
workers). 	

Type of Data* Source* Purpose of Processing* Legal basis for process

Personal details - name, address, marital 
status, date of birth, next of kin, skills & 
experience, education & qualifications, 
training, career history  (not exhaustive list)

CV, new starter form, 
certificates provided

a) to make recruitment decisions, offers and provide 
contracts of employment.  b)Workforce 
development, education, training and certification.                                          
c) to pay and administer benefits, liaising with your 
pension provider

a) Legitimate interest (pre-
employment)                                                   
b) necessary for the performance  of 
the contract of employment which 
we have entered into with you

Contact information including emergency 
contact details

New starter form a) to keep in contact with the individual                                                 
b) management of employee inc. health & Safety, risk 
management

a) Legitimate interests                                
b) legal - Health & Safety at Work Act 
1974

Remuneration - to pay annual salary Bank details, P45/P46/P60, 
NI number, date of birth

a) to pay the employee the correct pay, administer 
benefits and pension contributions.  expense 
management.                                                                                       
b)budgetary and financial planning and 
administration.                                                                                  
c) to comply with HMRC rules and regulations.  
Comply with the National living and minimum wage 

a) Necessary for the performance  of 
the contract                                                      
b) legitimate interest                                   
c) legal

Pre-employment checks - References,  proof of 
address, passport etc

Application form, data 
received from referees and 
forms of ID

References to validate data provided via CV and 
interview

Legitimate Interests

Proof of right to work in the UK E.g. Passport, Birth Cert.  Or 
other recognised document 
defined by the Home Office

To validate an potential new employees right to work 
in the UK

Legal Asylum and Nationality Act 
2006 (the 2006 Act).

Accident records Record book To identify any potential Health & Safety risks Legal - The Reporting of Injuries, 
Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR)(SI 
1995/3163) as amended

Records relating to working time/Annual 
leave

Additional hours and annual 
taken is record on excel 
spreadsheet

a) to monitor staff working hours                                                             
b) to pay the correct salary                                                      c) 
organisational planning

a) Legal - The Working Time 
Regulations 1998                                          
b) necessary for the performance of 
contract                                                               
c) legitimate interest                          

Absence Records Days absent recorded on a 
spreadsheet.  Self 
Certification and Return to 
work records 

To enable to organisation to respond appropriately 
to the health and well being needs of its employees  

a) Necessary for the performance of 
the contract                                                     
b) legitimate interests                                 
c) legal                                                                  
d) consent is sought when requesting 
medical information under the 
access to medical reports Act 1988

Performance Records Notes of 1-1's and records 
relating for performance 
management

To actively manage individual performance.  Provide 
employees with timely feedback and appropriate 
support/training

a) Necessary for the performance of 
the contract                                                     
b) Legitimate Interests       

Disciplinary Records Paperwork collected during 
informal and formal 
investigations

To allow the organisation to respond to 
issues/complaints relating to conduct

Legitimate Interests

Grievance Records Paperwork collected during 
informal and formal 
investigations

To allow the organisation to respond to 
issues/complaints relating to a grievance

a) Necessary for the performance of 
the contract                                                     
b) legal - Equality Act 2010

Pension Records The Company offers a Auto Enrolment compliant 
Pension Scheme through Nest Pensions.  Currently no 
employees are eligible to join

Organisational change - Records or 
restructure, Redundancy, change in working 
practices

Written communication to 
employees on changes that 
affect them

Facilitate organisational change Legitimate Interests

Termination records Resignation letters, exit 
interview, P45

To process employees termination Legitimate Interests
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Change of purpose	
We will only use your personal information for the purposes for which we collected it, unless we 
reasonably consider that we need to use it for another reason and that reason is compatible with 
the original purpose. If we need to use your personal information for an unrelated purpose, we will 
notify you and we will explain the legal basis which allows us to do so.  
 
We may process your personal information without your knowledge or consent where this is 
required or permitted by law.  
 
How we may use special categories personal information  
We do not need your consent if we use your personal information in accordance with our written 
policy to carry out our legal obligations or exercise specific rights in the field of employment law.  
 
In limited circumstances, we may approach you for your written consent to allow us to process 
certain particularly sensitive data. If we do so, we will provide you with full details of the information 
that we would like and the reason we need it, so that you can carefully consider whether you wish 
to consent. You should be aware that it is not a condition of your contract with us that you agree to 
any request for consent from us.  
 
We may use special categories of personal information in the following ways:  

• We may use information relating to leaves of absence, which may include sickness absence 
or family related leaves, to comply with employment and other laws 	

• We may use information about your physical or mental health, or disability status, to ensure 
your health and safety in the workplace and to assess your fitness to work, to provide 
appropriate workplace adjustments, to monitor and manage sickness absence and to 
administer benefits 	

• We may use information about your race or national or ethnic origin, religious, philosophical 
or moral beliefs, or your sexual life or sexual orientation, to ensure meaningful equal 
opportunity monitoring and reporting 	

• We will only collect information about criminal convictions if it is appropriate given the 
nature of the role and where we are legally able to do so. Where appropriate, we will collect 
information about criminal convictions as part of the recruitment process or we may be 
notified of such information directly by you in the course of you working for us.  

 
Why might you share my personal information with third parties?  
We may have to share your data with third parties, including third-party service providers. We 
require third parties to respect the security of your data and to treat it in accordance with the law.  
We will share your personal information with third parties where required by law, where it is 
necessary to administer the working relationship with you or where we have another legitimate 
interest in doing so.  
 
All our third-party service providers are required to take appropriate security measures to protect 
your personal information in line with our policies. We do not allow our third-party service providers 
to use your personal data for their own purposes. We only permit them to process your personal 
data for specified purposes and in accordance with our instructions.  Any third parties with whom 
we might share your personal information and the basis on which we do so are detailed in the table 
above.  
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Data security  
We have put in place appropriate security measures to prevent your personal information from 
being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, 
we limit access to your personal information to those employees, agents, contractors and other 
third parties who have a business need to know. They may only process your personal information 
on our instructions and they are subject to a duty of confidentiality.  
 
We have put in place procedures to deal with any suspected data security breach and will notify you 
and any applicable regulator of a suspected breach where we are legally required to do so. Details of 
these measure can be found in the Company’s Data Protection Policy. 
 
Some of the external third parties may be based outside the European Economic Area (EEA) so their 
processing of your personal data may involve a transfer of data outside the EEA. Whenever we transfer 
your personal data out of the EEA, or use an external third party who may transfer your personal data 
outside the EEA, we ensure a similar degree of protection is afforded to it by ensuring at least one of 
the following safeguards is implemented:  
 

• Most of our External Third Parties are based in the US which is covered by the EU-US Privacy 
Shield. Where we use such providers, we will transfer data to them only if they are part of the 
Privacy Shield which requires them to provide similar protection to personal data shared 
between the Europe and the US.  

• We will only transfer your personal data to countries that have been deemed to provide an 
adequate level of protection for personal data by the European Commission.  

• Where we use certain service providers, we may use specific contracts approved by the 
European Commission which give personal data the same protection it has in Europe.  

 
For further details, see https://ec.europa.eu/info/law/law-topic/data-protection_en 
Please contact us if you want further information on the specific mechanism used by us when 
transferring your personal data out of the EEA.  
 
Data retention 
We will only retain your personal information for as long as necessary to fulfil the purposes we 
collected it for, including for the purposes of satisfying any legal, accounting, or reporting 
requirements.   
 
To determine the appropriate retention period for personal data, we consider the amount, nature, 
and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure 
of your personal data, the purposes for which we process your personal data and whether we can 
achieve those purposes through other means, and the applicable legal requirements.  
 
In some circumstances we may anonymise your personal information so that it can no longer be 
associated with you, in which case we may use such information without further notice to you.  
 
Once you are no longer an employee, worker, contractor or candidate of the company, we will retain 
and securely destroy your personal information in accordance with applicable laws and regulations.  
Details regarding specific retention periods of personal data can be provided on request.  Please 
contact us. 
 
Your duty to inform us of changes  
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It is important that the personal information we hold about you is accurate and current. Please keep 
us informed if your personal information changes during your working relationship with us.  
 
Your rights in connection with personal information  
Under certain circumstances, by law you have the right to:  
 

• Request access to your personal information (commonly known as a "data subject access 
request"). This enables you to receive a copy of the personal information we hold about you 
and to check that we are lawfully processing it.	

	
• Request correction of the personal information that we hold about you. This enables you to 

have any incomplete or inaccurate information we hold about you corrected.	
 	

• Request erasure of your personal information. This enables you to ask us to delete or 
remove personal information where there is no good reason for us continuing to process it. 
You also have the right to ask us to delete or remove your personal information where you 
have exercised your right to object to processing (see below). 	

	
• Object to processing of your personal information where we are relying on a legitimate 

interest (or those of a third party) and there is something about your particular situation 
which makes you want to object to processing on this ground. You also have the right to 
object where we are processing your personal information for direct marketing purposes. 	

	
• Request the restriction of processing of your personal information. This enables you to ask 

us to suspend the processing of personal information about you, for example if you want us 
to establish its accuracy or the reason for processing it. 	

	
• Request the transfer of your personal information to another party. 	

 
If you want to review, verify, correct or request erasure of your personal information, object to the 
processing of your personal data, or request that we transfer a copy of your personal information to 
another party, please write to Andreas Nicolaou, Treasurer, Greek Orthodox Church.  
 
No fee usually required  
You will not have to pay a fee to access your personal information (or to exercise any of the other 
rights). However, we may charge a reasonable fee if: 
 

• your request for access is clearly unfounded or excessive.  
• you request further copies of your data following a request.  

 
Further information on data subject matter requests can be found in the Company’s Data Protection 
Policy.  
 
What we may need from you  
We may need to request specific information from you to help us confirm your identity and ensure 
your right to access the information (or to exercise any of your other rights). This is another 
appropriate security measure to ensure that personal information is not disclosed to any person 
who has no right to receive it.  
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Right to withdraw consent  
In the limited circumstances where you may have provided your consent to the collection, 
processing and transfer of your personal information for a specific purpose, you have the right to 
withdraw your consent for that specific processing at any time. To withdraw your consent, please 
write to Andreas Nicolaou, Treasurer, Greek Orthodox Church.  
 
Once we have received notification that you have withdrawn your consent, we will no longer 
process your information for the purpose or purposes you originally agreed to, unless we have 
another legitimate basis for doing so in law.  
 
Changes to this privacy notice  
We reserve the right to update this privacy notice at any time, and we will provide you with a new 
privacy notice when we make any substantial updates. We may also notify you in other ways from 
time to time about the processing of your personal information.  
 
Reminder – how to contact us. 
If you have any questions about this data protection or this privacy notice, please contact Andreas 
Nicolaou, Treasurer, Greek Orthodox Church 
 
Postal address: Saint Peter & Saint Paul Church Offices, 44 Berkeley Road, Westbury Park, Bristol, 
BS6 7LP 
Tel: 0117 951 0500 
Email : Kanoni67@gmail.com 
 
Complaints to the ICO  
You have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), 
the UK supervisory authority for data protection issues.  


