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THE FACULTY OFFICE

Privacy notice 

Scope

 We collect, use and share data primarily in the exercise of our legal functions. Those functions 
– and our powers and duties – are chiefly found in primary legislation – the Ecclesiastical 
Licences Act 1533, the Public Notaries Act 1843, the Courts and Legal Services Act 1990, the 
Legal Services Act 2007 and the Money Laundering, Terrorist Financing and Transfer of Funds 
(Information on the Payer) Regulations 2017. We also collect and use data to comply with our 
duties with equality legislation including the Equality Act 2010. Our legal functions generally 
fall within three categories:

o Special Marriage Licences – for couples to marry in a particular church building 
where they could not otherwise obtain the correct legal permission.

o Notaries – to appoint a person as a Notary and to permit them to practise.

o Lambeth degrees – to award a degree to a person either after completion of the 
Lambeth Research Degrees in Theology or to persons who have proven themselves 
worthy of such distinction.

Our lawful basis for processing information is normally under UKGPR Article 6 Section 1(e) 
and Article 9 Section 2(g) as it is necessary for the exercise of our official authority in the 
public interest.

What is personal data and special category data?
Personal data is defined in the UK GDPR as any information relating to an identified or 
identifiable natural person. It can include obvious data like your name but also identification 
numbers, online identifiers and/or one or more factors specific to the physical, physiological, 
genetic, mental, economic, cultural or social identity of that person.

Special category data includes data revealing race or ethnic origin, political opinions, religious 
or philosophical beliefs, or trade union membership, and genetic data, biometric data, data 
concerning health or data concerning a person’s sex life or sexual orientation.



2

Why we collect your personal information
This policy applies to information we collect about you:

 visitors to our website 
 applicants to become a notary or for their qualifications to be assessed 
 notaries including their regulatory record, details of insurance, contact details, 

photograph
 people making complaints about regulated persons 
 people making complaints about us 
 people who make enquiries or ask for general advice
 others connected to our work 
 job applicants and employees 
 information about intended place of marriage, names, ages, marital status, as part of 

applications for marriage licences

As a regulator of a legal profession, most of the personal data we process is data
relating to our regulatory functions, powers and duties. In our role in granting marriage 
licences, our data concerns the applicants seeking a licence and their personal circumstances. 

We generally process data on the basis it is necessary for the performance of a task carried out 
in the public interest and/or in the exercise of our statutory functions. When we process 
special category data we do so either in the substantial public interest to achieve regulatory 
objectives or to comply with our equality duties or we do so because we are exercising our 
protective functions designed to protect the public from misconduct, unfitness or 
incompetence.

Data may also be processed because it is necessary for the pursuit of our legitimate interests.
There may be occasions where we process data to comply with legal obligations, particularly in 
the context of legal proceedings and/or compliance with requests by law enforcement 
agencies, for example; although, even in these cases, our regulatory functions will also 
generally be engaged. We will also make pro-active disclosures to police and other authorities 
as part of our public interest role.

We will not generally rely on consent as a basis for processing personal data. In the limited 
circumstances where we may rely upon consent, we will specifically obtain this.

We may also use data to improve our level of service. Where we do this, we do it to help 
inform us how to improve the way we work since both we and those we deal with have an 
interest in us doing so.

Applications for marriage licences

Those applying for a marriage licence must submit information about them (such as name, 
address, marital status, age) and about the proposed location and date of wedding and the 
reasons why the Faculty Office should exercise its discretion and approve a special marriage 
licence. Generally, this will involve setting out the personal connections the applicants have to 
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the church or chapel in which they wish to be married, or connections held by close family 
members. We also require sight of legal documents concerning nationality as there are legal 
requirements under the Marriage Act 1949 (as amended) to prove nationality and to provide 
specified evidence. We also need to be satisfied that the presenting applicants are who they 
say they are. We also ask for legal documents evidencing the dissolution of any previous 
marriage as this is required to demonstrate that there is no legal impediment for the marriage, 
and require details about the reasons for a divorce because the position the Church of England 
takes on marriage that it be a lifelong union. These applications are submitted through ou#r 
online portal but we do receive email and correspondence by letter in connection with such 
applications. When an application is approved an affidavit is drawn up with the details of the 
applicants and the resulting special licence will also contain the names, ages, addresses of the 
parties and the location of the intended marriage. 

We also give advice to clergy and to church officers in the Church of England and Church in 
Wales about Anglican marriage preliminaries and the law of marriage and may have disclosed 
to us during that the personal details of the parties concerned so that we can better provide 
that advice function. 

Degree awarding powers

The Faculty Office will receive details of names and academic status of those who would be 
conferred with a degree from the Archbishop of Canterbury but generally the information we 
hold on such applicants is insignificant, unless there is a concern around academic misconduct 
or suitability, in which case we may be in receipt of information required to assess to the 
probity of the applicant. 

Applications to become a notary

There are generally two stages at which the Faculty Office will receive data from applicants 
wishing to enter the notarial profession. The first stage is when an applicant is seeking 
approval to be admitted to the Notaries Practice Course. An applicant first needs to obtain a 
Certificate of Exemption that they have satisfied the requirements of the academic stage of 
training set out in the Qualification Rules 1998. As part of that application the we receive 
information about the applicant’s academic and professional background including a 
professional reference. This information is shared with the members of the Notarial 
Qualifications Board who make an assessment about whether the candidate has completed 
the academic stage of training. We also share the information with University College London 
which is the provider of the Notaries Practice Course.

The second stage is when the candidate has completed the Notaries Practice Course and 
wishes to apply to the Master of Faculties to be admitted as a notary following the 
requirements of the Qualification Rules 1998. As part of that application references are 
collected and a criminal record check is done. Criminal record checks are completed on our 
behalf by Due Diligence Checking Ltd.

Generally, we use the personal information to consider the application at both stages and to 
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make a decision about the application itself. Some of the data is captured for a full regulatory 
history of an individual. Failure to provide requested information may result in an application
being refused. 

Data received may also be used to check our level of service. Where we do this we do it to help 
inform us how to improve the way we work since both we and those we deal with have an 
interest in us doing so. We may also prepare and publish or share statistics or research 
obtained from data we collect such as the number and types of applications we receive but 
not in a form that identifies anyone. 

Notaries

NotaryPro lets you manage your information online. We use it to allow regulated persons to 
keep us up to date and to make applications, in particular the annual application for a 
practicing certificate.   

Personal information we collect on an annual basis from individuals or firms may be used to 
inform our regulatory work. This may include investigations, enforcement and applications 
made to us. It may also inform our ‘thematic work’, for example, the data used collectively
identifies trends about risks that either exist or are emerging in the legal market and which 
lead us to engage with those we regulate on a one to one basis.

From time to time, we may contact regulated professionals in relation to research projects we 
are undertaking (or you may be contacted by a research organisation acting on our behalf). We 
undertake research to gain more insight into the profession and emerging issues to inform
policy development, achieve regulatory objectives, comply with equality duties and decision 
making (which, again, accords with our regulatory powers and duties). We also prepare and 
publish or share statistics obtained from data we collect from those we regulate but not in a 
form that identifies anyone.

We make some information publicly available such as the practicing details of notaries and 
disciplinary sanctions These may appear on published registers including the “Find a Notary” 
page, on the Legal Choices [https://www.legalchoices.org.uk] website and are made available 
for re-use, for example for creation of products to help customers find a notary. 

If a notary contacts us for guidance or advice we use the information we collect to handle the 
request for help. We may also use the information to check our level of service.

Notaries  manage the provision of information to us through on-line accounts, activated by 
email and we use email to reset lost or forgotten passwords.

Email addresses of regulated persons are used:

 to remind those we regulate about notifications and reminders for key changes to the 
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NotaryPro account, or relating to regulatory requirements such as practising certificate 
renewal

 to inform notaries of regulatory news, time sensitive regulatory requirements, events, 
and other important information to ensure that members of the profession are 
informed of any changes which will affect them.

Personal information obtained in the course of our email management and email campaigns 
may also be used to inform our regulatory work.

For conferences and events we process personal data for registration purpose. This is to assist 
us with understanding how many individuals attend events and the arrangements that we 
have to put in place to ensure that the events can operate appropriately and effectively.

People making complaints about notaries

When we receive complaints about notaries regulate we create a complaint file. Usually the 
file will contain details of the complainant and other people involved in the complaint.

As part of our regulatory work, we may have to disclose a complainant's details to the person 
complained about or to the firm in which that person is involved. If a person making a 
complaint does not want to be identified we will try to respect that. However, if we are unable 
to progress a complaint where we think there is an overriding need to protect the public we 
may decide to disclose a person's identity. More information is available in our advice on how 
to make a complaint. 

Information obtained via this process may be used to inform our regulatory work which may 
include using information in investigations, enforcement and applications made to us. Your 
details may be shared with relevant third parties where this required to establish the facts of
the case, explain our decisions and ensure transparency in our processes. It may also inform 
our thematic work, for example, the data used collectively identifies trends about risks that 
either exist or are emerging in the legal market and which lead us to engage with those we
regulate on a one to one basis.

Where we take action as a result of a complaint, where possible, we try to keep those making 
the complaint informed of progress.

We keep records of complaints as this could along with any other complaints or concerns we 
received about the same individual or firm result in a follow up action in the future.

We may also prepare and publish or share statistics and research obtained from data we 
collect such as the number and types of complaints we receive but not in a form that identifies 
anyone. We will also generally obtain diversity data and some special category data in the 
course of compiling complaint files. In some cases the data may be relevant to the complaint 
itself such as data concerning health that may be relevant to reasonable adjustments. We may 
also use the data to monitor outcomes to help us achieve regulatory objectives, as well as our 

https://www.facultyoffice.org.uk/notaries/for-the-public-about-notaries/service-and-conduct-complaints/
https://www.facultyoffice.org.uk/notaries/for-the-public-about-notaries/service-and-conduct-complaints/
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equality duties.

We give information about the use of our website and cookies in our section about 'Visitors to 
our website'. 

Data received may also be used to check our level of service. Where we do this we do it to help 
inform us how to improve the way we work since both we and those we deal with have an 
interest in us doing so.

Complaints about us

When we receive complaints about us we create a complaint file. Usually the file will contain 
the identity of the person complaining and other people involved in the complaint.

We use personal information to deal with the complaint. We may also use the information to 
check and improve our level of service. Where we do this we do it to help inform us how to 
improve the way we work since both we and those we deal with have an interest in us doing 
so.

We may also prepare and publish or share statistics and research obtained from data we 
collect such as the number and types of complaints we receive about our service but not in a 
form that identifies anyone.

On the request of the person making the complaint, data may be shared with an independent 
reviewer who is asked to review the way we have handled matters.

When aiming to achieve the regulatory objectives, in particular to protect and promote the 
public interest, it is necessary and in the substantial public interest that we ensure we handle 
complaints fairly and effectively. We therefore commission an annual review to help improve
how we handle complaints. To do this it is necessary to share personal data with the 
independent reviewer.

People who make enquiries or ask for general help

When enquiries are sent to us we usually only use the information to handle the request or to 
deal with any later issues.

We may also use information to help inform the way we regulate and to check and improve 
our level of service. Where we do this we do it to help inform us how to improve the way we 
work since both we and those we deal with have an interest in us doing so.

Others connected to our work

The nature of our work means that we handle personal information about third parties who 
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are, in some way, connected to the work we do. This category is broad and examples include 
witnesses to an investigation and clients of those we regulate.

We may receive and investigate reports in relation to third parties who are not a regulated 
person. In such circumstances, these reports may be received in order for us to assess if we 
have jurisdiction to investigate the report which has been made (for example, an unqualified 
person pretending or holding out to be a notary).

We may also obtain diversity data and some special category data about such third parties 
during our engagement with them. We will only do so where we have identified the 
requirement for such data to monitor outcomes to help us achieve regulatory objectives or our 
equality duties.

Some data is collected when people sign up to newsletters, act as an organisation's contact, 
respond to our consultations or register with us for events or webinars. We use personal data 
collected in this way to deliver the service we provide or to improve the service we offer.

Respondents to consultations will generally be identified in the consultation responses 
documents, although the respondents can ask to have their details kept confidential.

Job applicants and employees

When people apply to work with us, we use the information sent to us to process applications 
and to monitor our recruitment. To ensure we are an equal opportunities employer we collect  
about age, disability, ethnicity, sex, gender reassignment, sexual orientation and religion or 
belief. This information is not used in relation to the application itself and is treated with strict 
confidence. We will only use the information to help us monitor and deliver equal opportunity
measures. With the exception of the disclosure of a disability which may be used to meet our 
legal obligations and our commitment to the disability confident scheme.

Successful applicants who secure fixed term or permanent contracts are asked to agree to – 
where applicable - an appropriate background check. This will be in addition to reference 
checks and proof of eligibility to work in the UK. If you are aware of anything that could 
adversely affect your application, you are required to disclose this prior to an interview and/or
formal offer being made by us.

Once a person is employed by us, we compile a file relating to their employment. We keep this 
information secure and only use it for purposes directly related to their employment. When a 
person's employment ends with us we destroy the file in line with our retention
and disposal policies.

For unsuccessful applicants we keep the information secure and destroy the file in line with 
our retention and disposal policies.
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How long we keep information
We keep personal information for as long as necessary to ensure we can fulfill our regulatory 
role in the public interest and in line with our published retention and disposal policies.

How we keep information secure
We are under a general duty to keep personal data and information confidential. Where we 
share information, we take all reasonable steps to keep it secure, use it fairly and ensure that 
data protection safeguards are in place. We use secure portals and encryption tools when 
necessary to ensure data in transit is protected.

Your rights
Depending on the information we hold about you, and the reason for us holding it, you have 
certain rights which are set out below. In some cases, exemptions disapply your rights and the 
obligations we have towards you. If you have any concerns of this nature, you can email us at 
Faculty.Office@1thesanctuary.com.

The right of access
You have the right to request a copy of personal data we hold about you, including the reasons 
why we hold it, who the data will be shared with, as well as details of the period for which the 
data will be retained.

To help us identify the relevant information when you are making such a request, please 
provide us with the following:

 your name (including any aliases, if relevant)
 any other information we use to identify or distinguish you from other individuals 
 a comprehensive list of what personal data you want to access, based on what you 

need
 any other details, relevant dates, or search criteria that will help us
 identify what you want such as any relevant case reference numbers
 up to date contact details

You will also need to let us have a postal or email address so that we can send you the 
information.

We usually send a hard copy by special delivery post to your residential address or an 
electronic copy by email. We can make other arrangements in some cases. Please email us at 
Faculty.Office@1thesanctuary.com if you would like to agree alternative arrangements.

To submit your request, you can Email or post it to us.

Please note, if you do make such a request to us, we may need to satisfy ourselves as to your 
identity before we are able to process it.

mailto:Faculty.Office@1thesanctuary.com
mailto:Faculty.Office@1thesanctuary.com
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In many cases your identity will be obvious to us from our previous engagement, but there 
may be cases where we need to contact you to request documents to prove your identity to 
ensure that we are sending the information to the right person.

We may also need further information if you have appointed someone else to request your 
information on your behalf or if someone is acting on your behalf.

Where we do require proof of identification from you, or any other information to progress a 
request, we will contact you directly and explain what we need and why.

In most instances, we will provide the information to which you are entitled within one month 
of receipt of a valid request. Requests which are complex or numerous may however take up 
to three months.

In some cases, we won’t be able to provide all or some of the personal data being processed 
because an exemption applies. This is likely to be because:

 the data is also the personal data of another person and it would not be reasonable to 
disclose it to you without their consent

 disclosing the data would prejudice our regulatory functions, for example by making it 
difficult for us to conduct our investigations or other regulatory functions

 the data is held as part of information that is subject to legal privilege.

Where we conclude that an exemption applies to any personal data that has been requested, 
we will explain this in our response.

Requests which are considered manifestly unfounded or excessive will be refused.

The right to rectification
In most cases you are entitled to have your records amended if the personal data we hold is 
inaccurate or incomplete

If you have access to a NotaryPro account, you can update your details there.

The right to rectification does not always apply. For example, it does not include amending 
data which was accurate about you at one time even though the current position is different. 

Nor does it include changing records of information sent to us by others which you say is 
inaccurate because the information is an accurate record of what was sent to us.

The right to erasure
You have a right to request your data is deleted in certain circumstances, i.e. where it is no 
longer needed for the purposes it was collected; the (rare) occasions where consent is relied 
upon as the lawful basis for processing, consent is withdrawn and there is no other lawful basis 
for our continuing to process it; you object to the processing (see below) and there are no 
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overriding legitimate grounds to continue; where the data has been unlawfully processed; or 
where it has to be erased for compliance with a legal obligation.

This right does not apply where we need the information for the performance of our 
regulatory functions and for example there is a need to comply with a legal obligation or it is 
necessary to process the data in connection with legal proceedings or legal advice.

The right to object or to restrict processing
You have the right to object to us processing your information where we are processing data in 
connection with the exercise of our regulatory functions or other data in pursuit of our 
legitimate interests. In such case, we will stop processing unless we can demonstrate 
compelling legitimate grounds for continuing the processing which override your interests.

If you have concerns about how we are using your information and believe that this should 
stop, you can email Faculty.Office@1thesanctuary.com.

Internal review of data subject rights responses
We have in place an internal review process for decisions made in response to data subject 
rights requests. If you have received a response from us regarding your rights under data 
protection law (such as access, rectification, erasure, or objection), and you believe the 
outcome requires further consideration, you may request an internal review.

To ensure fairness and transparency any such a review will be conducted by a member of our 
team who was not involved in the original decision. We aim to complete internal reviews 
within 20 working days of the receipt of your request and will inform you of the outcome in 
writing.

If you wish to request such an internal review, please set out your concerns and Email or post 
it to us.

Reporting concerns about how we process your data
If you have any concerns about the matters in this statement or the way we process your data 
then you can email Faculty.Office@1thesanctuary.com who can assist with queries and are the 
point of contact for engagement. We have a separate complaints policy. 

You also have the right to lodge a complaint with the Information Commissioner’s Office 
[https://ico.org.uk/concerns/] .

Information sharing with third parties

We share information with the following third parties:

 Lee Bolton Monier-Williams LLP under an accommodation and services agreement and 
separate information sharing memorandum of understanding. 

mailto:Faculty.Office@1thesanctuary.com
mailto:Faculty.Office@1thesanctuary.com
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 Members of the Notaries Qualification Board for the purpose of assessing the 
qualifications and professional experience of an applicant for a Certificate of 
Exemption.

 Investigators, Prosecutors, the Judge and Assessors of the Court of Faculties involved in 
the investigation, prosecution and consideration of cases of alleged notarial 
misconduct.

 Inspectors appointed to inspect notaries.
 The Notaries Society and the Scriveners’ Company or a member of a panel of notaries 

in a consumer complaint about the standard of service under the first-tier complaints 
procedures set out in the Notaries (Conduct and Discipline) Rules 2026.

 Overseas notarial membership societies.
 Members of the Master’s Quarterly Council, Advisory Board, Audit Committee and 

other boards and committees, although personal data would not normally be shared 
with such boards and committees. 

 The Faculty of Laws at the University College London in case of applications for 
admission on the Notaries Practice Course. We may also receive personal data from 
UCL for the purpose of statistical analysis or in the event of academic misconduct or 
alleged misconduct. 

 Due Diligence Checking Ltd for criminal record checks.
 We use WorldPay and PayPal. to process payments and will share limited personal 

data, e.g. email address so that they can manage payments.
 We also share data with organisations who perform audit and assurance roles for us 

and those who provide professional advisory services. This includes legal, medical and 
other professional advisers; again, with whom we have arrangements to ensure their 
compliance with our requirements.

 For degrees to be awarded, with Lambeth Research Degrees in Theology based at 
Lambeth Palace. 

 For marriage licences, exceptionally, with the Archbishop of Canterbury or the 
archbishop’s staff. 

Research bodies
We work with third parties to carry out research to help us achieve the regulatory objectives 
found in the Legal Services Act 2007 and to work in the public interest. We may also do so in 
connection with our equality duties. For example, we need to collect certain data including 
special category data in to monitor the diversity of the profession. The outcome of any 
research will not relate to or identify any individual.

Research may also inform our 'thematic work', for example, it may identify trends about risks 
that either exist or are emerging in the legal market which lead us to engage with those we 
regulate on a one to one basis.

Other regulators and enforcement agencies or Government agencies
In appropriate cases, personal information will be disclosed to other regulators, the Legal 
Ombudsman, law enforcement or Government agencies where it is reasonable to do so to 
support our, or the relevant agency's, statutory or public function.
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o 

o 

o

o

Jersey and Guernsey

Gibraltar

New Zealand and Queensland (Australia) 

Papua New Guinea

In most cases, we will tell the person whose information we hold that we are sending their 
information somewhere else. We have an overarching Memorandum of Understanding with 
the other legal regulators. 

There will be occasions where we will not tell the individual that their data is being shared, 
particularly in law enforcement connected regulatory matters, where to inform the relevant 
individual may defeat the purpose of making the disclosure (and/or, in certain cases, involve
disproportionate effort).

Other third parties
We may disclose data where a third party has a legitimate interest in it and where we are 
satisfied disclosure is necessary and lawful, such as where a person is making or seeking to 
establish legal claim. It may be necessary in the performance of our regulatory function to 
share or disclose data with expert witnesses, translators and other relevant professional 
advisers.

Overseas transfers of data
International transfer of data occurs where we need to send information to our international 
regulatory counterparts or to officials overseas in connection with regulatory or criminal 
investigations or processes. We handle any international transfer of data in line with the 
relevant legislation and guidance to ensure appropriate safeguards are in place.

In such circumstances, the relevant individuals will not generally be informed that their data 
has been transferred if doing so would undermine the purpose for which it was transferred.

We also regulate notaries in the following overseas jurisdictions: 

Information collected from third parties
As explained more particularly below, we also obtain data from third parties. Generally, when 
we do this, it is in the exercise of our regulatory functions, powers and duties, including:

 complainants, 
 other regulatory bodies, 
 law enforcement agencies,
 the two notarial membership bodies: the Notaries Society, and the Society of Scrivener 

Notaries, and from overseas membership bodies for overseas notaries,
 witnesses and experts in connection, for example, with a regulatory investigation or 
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other enforcement matter.

Visitors to our website
Cookies
We may use cookies. A cookie is a small amount of data which is stored on your computer’s 
hard drive which makes it easier to identify you and which is revealed to us when you use this 
website. We also use cookies to track the interest of our users so that we can subsequently 
enhance their experience on our website. You can configure your web browser not to accept 
cookies, although this may hinder the functionality of the website.

Links
The website may contain links that make it easy for you to visit other websites. If you use the 
links to leave the website and visit a website operated by a third party, we do not have any 
control over that website. Accordingly, we cannot be responsible for the protection and 
privacy of any information which you have provided while visiting such websites. You should 
exercise caution and look at the privacy statement applicable to the website in question.

Version date:  June 2026


