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PRIVICY NOTICE

 
Introduction
Support’ed Limited understands that your privacy is important to you and that you care about how your personal data is used. We respect and value the privacy of all our employees and those we support. 

We will only collect and use personal data in ways that are described here, and in a way that is consistent with our obligations and your rights under the law.

Support’ed Limited - Limited Company registered in England under company number 9310446.
Email Address: info@support-ed.uk 
Telephone Number: 01752 858115
Registered Address: GF 113 North Hill, Plymouth PL4 8JY 

Data Protection Officer: Robin Vacquier
Email Address: Robin@support-ed.uk
Telephone Number: 07800 650454

	What Does This Notice Cover? 
This Privacy notice explains how we use your personal data: how it is collected, how it is held, and how it is processed. It also explains your rights under the law relating to your personal data. 

	What is Personal Data? 
Personal data is defined by the General Data Protection Regulation (EU Regulation 2016/679) (the “GDPR”) as ‘any information relating to an identifiable person who can be directly or indirectly identified in particular by reference to an identifier’. 
Personal data is, in simpler terms, any information about you that enables you to be identified. Personal data covers obvious information such as your name and contact details, but it also covers less obvious information such as identification numbers, electronic location data, and other online identifiers.
 
	Your Rights
	The data that we keep about you is your data and we ensure that we keep it 	confidential and that it is used appropriately. You have the following rights when it 	comes to your data:

· You have the right to request a copy of all of the data we keep about you. Generally, we will not charge for this service;
· You have the right to ask us to correct any data we have which you believe to be inaccurate or incomplete. You can also request that we restrict all processing of your data while we consider your rectification request;
· You have the right to ask that we erase any of your personal data which is no longer necessary for the purpose we originally collected it for. For more information on how we store our data, please refer to our Data Retention Policy 
· You may also request that we restrict processing if we no longer require your personal data for the purpose we originally collected it for, but you do not wish for it to be erased. 
· You can ask for your data to be erased if we have asked for your consent to process your data. You can withdraw consent at any time – please contact us to do so. 
· If we are processing your data as part of our legitimate interests as an organisation or in order to complete a task in the public interest, you have the right to object to that processing. We will restrict all processing of this data while we look into your objection.
· We do not use your data for any automated processing, automated decision-making or automated profiling. 
· For more information about our use of your personal data or exercising your rights as outlined above, please contact us using the details provided in the introduction
· If you have any cause for complaint about our use of your personal data, you have the right to lodge a complaint with the Information Commissioner’s Office.

Further information about your rights can also be obtained from the Information Commissioner’s Office or your local Citizens Advice Bureau.

If you do not want us to hold any of your personal data, or to discuss anything to do with your personal data and data protection including to make a subject access request, please use the contact details provided in the introduction



How and Where Do You Store or Transfer My Personal Data? 

We only store your personal data electronically and back this information up using a third party organisations that are fully GDPR compliant. This means that it will be fully protected under the GDPR. 
 
The security of your personal data is essential to us and to protect your data, take several important measures, including the following: 

· Secure storage using Microsoft 365 encryption services (GDPR Compliant) 
· Password protection on all cloud storage systems. 

	Changes to this Privacy Notice 
We may change this Privacy Notice from time to time. This may be necessary, for example, if the law changes, or if business in a way that affects personal data protection.  Any changes will be communicated to you via email. 

	How Can I Access My Personal Data? 
If you want to know what personal data we have about you, you can ask us for details of that personal data and for a copy of it (where any such personal data is held). This is known as a “data subject access request”.

All subject access requests should be made in writing and sent to the email or postal addresses shown in Part 11. To make this as easy as possible for you, a Subject Access Request Form is available for you to use. You do not have to use this form, but it is the easiest way to tell us everything need to know to respond to your request as quickly as possible. 

There is not normally any charge for a subject access request. If your request is 
‘manifestly unfounded or excessive’ (for example, if you make repetitive requests) a fee may be charged to cover our administrative costs in responding. 

We will respond to your subject access requests within 4 weeks and, in any case, not more than one month of receiving it. Normally, we aim to provide a complete response, including a copy of your personal data within that time. In some cases, however, particularly if your request is more complex, more time may be required up to a maximum of three months from the date we receive your request. You will be kept fully informed of our progress. 


	Supported Persons

1. What Personal Data Do We Collect? 
In order for us to carry out our functions we need to collect and hold personal data about you.  We may record the following types of data:
· Your basic details and contact information e.g. your name, address, date of 	birth and next of kin;

	We also record the following data which is classified as “special category”:
· Health and social care data about you, which might include both your physical and mental health data

2. 	How Do We Collect Your Personal Data?
	So that we can provide high quality care and support we need specific data. This is 	collected from or shared with:

· You or your legal representative(s)
· Third Parties

	Third parties are organisations we have a legal reason to share your data with. These 	may include:

· Other parts of the health and care system such as local hospitals, the GP, the pharmacy, social workers, and other health and care professionals; 
· The Local Authority;
· The police or other law enforcement agencies if we must by law or court order
· Organisations we have a legal obligation to share information with i.e. for safeguarding, the CQC;
· Your family or friends – with your permission.

	For further information, please refer to the Data Protection Policy [June 2021]
 
3. How Do We Use Your Personal Data? 
	Under the GDPR, we must always have a lawful basis for using personal data. This 	may be because the data is necessary for our performance of a contract with you, 	because you have consented to our use of your personal data, or because it is in our 	legitimate business interests to use it. 
	We will not share any of your personal data with any third parties for any purposes, 	subject to one important exception. In some limited circumstances, we may be 	legally required to share certain personal data, which might include yours, if we are 	involved in legal proceedings or complying with legal obligations, a court order, or 	the instructions of a government authority.
	We process your data because:
· We have a legal obligation to do so – generally under the Health and Social Care Act 2012 or Mental Capacity Act 2005.
	We process your special category data because:
· It is necessary due to social security and social protection law (generally this would be in safeguarding instances);
· It is necessary for us to provide and manage social care services;
· We are required to provide data to our regulator, the Care Quality Commission (CQC), as part of our public interest obligations.
	We may also process your data with your consent. If we need to ask for your 	permission, we will offer you a clear choice and ask that you confirm to us that you	consent. We will also explain clearly to you what we need the data for and how you 	can withdraw your consent at any time. 

4. 	How Long Will We Keep Your Personal Data? 
We will not keep your personal data for any longer than is necessary in light of the reason(s) for which it was first collected. Your personal data will therefore be kept for as long as it is reasonably required and/or your employment with the organisation ends. For further detail please refer to the organisations Data Retention Policy.

Signed: Robin Vacquier
Date: 22/09/2022
 

Staff

1. What Personal Data Do We Collect? 
In order for us to carry out our functions we need to collect and hold personal data about you.  We may record the following types of data:
· Your basic details and contact information e.g. your name, address, date of 	birth, National Insurance number and next of kin;
· Your financial details e.g. details so that we can pay you, insurance, pension 	and tax details;
· Your training records;
· Information gathered about a team member and any references obtained during recruitment
	We also record the following data which is classified as “special category”:
· Health and social care data about you, which might include both your physical and mental health data – we will only collect this if it is necessary for us to know as your employer, e.g. fit notes or in order for you to claim statutory maternity/paternity pay
[These lists are non-exhaustive]

2. How Do We Collect Your Personal Data?
You directly provide Support’ed Limited with the data we collect. We collect and process data when you:
· Submit forms and questionnaires for Support’ed Limited, such as; Medical Questionnaires, Application Forms, New Starter Forms, Right to Work Forms etc.
· Submit your personal information relating to your employment and any subsequent changes to this information, such as; Home Address, Bank Account, Next of Kin, Telephone Number etc.

	[These lists are non-exhaustive]

	For further information, please refer to the Data Protection Policy [June 2021]
 
3. How Do We Use Your Personal Data? 
[bookmark: _Hlk75857052]Under the GDPR, we must always have a lawful basis for using personal data. This may be because the data is necessary for our performance of a contract with you, because you have consented to our use of your personal data, or because it is in our legitimate business interests to use it. 
We will not share any of your personal data with any third parties for any purposes, subject to one important exception. In some limited circumstances, we may be legally required to share certain personal data, which might include yours, if we are involved in legal proceedings or complying with legal obligations, a court order, or the instructions of a government authority. 

Your personal data may be used for one of the following purposes: 

· Your personal details are required in order for us to enter into a contract with you. 
· To ensure you are paid 
· Communicating with you. This may include responding to emails or calls from you. 
· Supplying you with information by email essential to your work  
 
4. How Long Will We Keep Your Personal Data? 
We will not keep your personal data for any longer than is necessary in light of the reason(s) for which it was first collected. Your personal data will therefore be kept for as long as it is reasonably required and/or your employment with the organisation ends. For further detail please refer to the organisations Data Retention Policy 

Signed: Robin Vacquier
Date: 22/09/2022

Friends/Relatives

1. 	What Personal Data Do We Collect?
In order for us to carry out our functions we need to collect and hold personal data about you.  We may record the following types of data:

· Your basic details and contact information e.g. your name and address

2. 	How Do We Collect Your Personal Data?
So that we can provide high quality care and support we need specific data. This is collected from or shared with:

· You or your legal representative(s)
· Third Parties

	Third parties are organisations we have a legal reason to share your data with. These 	may include:
· Other parts of the health and care system such as local hospitals, the GP, the pharmacy, social workers, and other health and care professionals; 
· The Local Authority;
· The police or other law enforcement agencies if we must by law or court order

3. 	How Do We Use Your Personal Data?
	Under the GDPR, we must always have a lawful basis for using personal data. We 	process your data because we have a legitimate business interest in holding next of 	kin and lasting power of attorney information about the individuals who use our 	service and keeping emergency contact details for our staff.

4. 	How Long Will We Keep Your Personal Data? 
We will not keep your personal data for any longer than is necessary in light of the reason(s) for which it was first collected. Your personal data will therefore be kept for as long as it is reasonably required and/or your employment with the organisation ends. For further detail please refer to the organisations Data Retention Policy.

Signed: Robin Vacquier
Date: 22/09/2022


May 2018 	  
May 2018 	  

Last updated: [January 2025]
Date of next review: [January 2028]
4
  
image1.png
[ TA
Supported




image2.png
[ TA
Supported




image2.jpg
O/\O




