[Church Name] Data Asset Register

	Name of Data Asset
	Purpose of Data Asset
	Personal Data held
	Information Asset Owner
	Location / Method of storage / Data Processor
	Security precautions
	On UK Servers
	Duration of Retention / Period of Review

	Church Management System (for example churchsuite)
	· Membership list
· Children’s groups
· Donor records
· DBS records
· Small groups list
· Rotas for Sunday teams
· Rotas for midweek teams
· Event attendance
	· Names
· Addresses
· Tel numbers
· Email addresses
· Family structure, marital status
· D.O.B.
· Gender
· Pastoral notes
· Amount of donations
· Age of children
· I.P. addresses of devices
· Timeline of activity
· Religious affiliation
· Job
· Skills / Interests

	J. Bloggs (Appointed person)
	Cloud based with churchsuite
	· Password protected
· Specific permissions for access 
· Hierarchical structures
· Encrypted servers
	yes
	· For duration of active engagement plus 3 months
· Archive function exists in CMS
· Reviewed termly and annually

	Electoral roll list
	
	
	
	
	
	
	

	Family list (Address book)
	
	
	
	
	
	
	

	Folder of children’s group registration forms
	
	
	
	
	
	
	

	Gift Aid declarations
	
	
	
	
	
	
	

	Accountancy package or gift aid programme
	
	
	
	
	
	
	

	Small group directory
	
	
	
	
	
	
	

	Membership roster
	
	
	
	
	
	
	

	Flower rota
	
	
	
	
	
	
	

	PCC noticeboard
	
	
	
	
	
	
	

	Church website
	
	
	
	
	
	
	

	DBS checks and certificates
	
	
	
	
	
	
	

	Trustee meeting minute book
	
	
	
	
	
	
	

	Team lists
	
	
	
	
	
	
	

	Alpha course register
	
	
	
	
	
	
	



