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Privacy Statement — Newark Emmaus Trust help fOl‘ fhe goung homeless

Introduction

Newark Emmaus Trust ("We") promises to respect and keep safe any personal data you share with
us. We aim to be clear about how we will use your data and not do anything you wouldn’t
reasonably expect from us.

For the purpose of the General Data Protection Regulation and the Data Protection Act 1998 the
data controller is Newark Emmaus Trust, 37 Northgate, Newark, Nottinghamshire NG24 1HD
Registered Charity No. 1017344

What information will we collect?
If you join us at Newark Emmaus Trust we will usually collect the following information about you:

Name

Date of birth

Nationality

National insurance number

Housing situation and housing history
Support records

Risk assessments

We may also collect, store and use the following "special categories" of more sensitive personal
information:

Health (including history of drug and alcohol use and details of additional support needs)
Eligibility to claim benefits

Racial or ethnic origin

Political opinions

Religious of philosophical beliefs

Sex life and sexual orientation

How is your personal information collected?
We collect information:

e When you apply to join Newark Emmaus Trust you provide information in your application
form.

e When we carry out risk assessments and Keyworking as part of the process of providing
you with support

o When we record details of support sessions and interventions carried out during your time at
Newark Emmaus Trust

Why do we collect your information?

We need all the categories of information in the list above primarily to allow us to provide support to
you during your time living at Newark Emmaus Trust. The legal basis for processing your personal
data is to protect your vital interests. The situations in which we will process your personal
information are listed below:
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To meet your support needs

e To address the risk to the community, other residents, staff, volunteers, members of the
public and yourself

e To claim Housing Benefit and other services you might be eligible to.

How we use particularly sensitive personal information

"Special categories" of particularly sensitive personal information require higher levels of protection.
We need to have further justification for collecting, storing and using this type of personal
information. Our legal basis for processing special categories of personal data is that such
processing is carried out in the course of our legitimate activities as a charity with appropriate
safeguards in place.

We will use your particularly sensitive personal information in the following ways:

e To share your information with doctors or other relevant agencies to meet your support and
Housing needs
e Emergency services

Do we need your consent?
The law requires us to determine how we process different categories of your personal information,
and to notify you of the basis for each category.

If a basis on which we process your personal information is no longer relevant, then we shall
immediately stop processing your data.

1. Information we process because we have a contractual obligation with you

2. Information we process with your consent

3. Information we process because we have a legal obligation

4. Information we process because we have a legitimate business interest to do so.

We do not need your consent if we process your personal information to supply our services to you
or to carry out our legitimate activities as a charity. In limited circumstances, we may approach you
for your written consent to allow us to process sensitive personal 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 staying with us that you agree to any request for consent from us.

Information about criminal convictions

We may only use information relating to criminal convictions (e.g. sex offender registration and
unspent criminal convictions) where the law allows us to do so. This will usually be where such
processing is necessary to carry out our obligations and provided we do so in line with our data
protection policy. Less commonly, we may use information relating to criminal convictions where it
is necessary in relation to legal claims, where it is necessary to protect your interests (or someone
else's interests) and you are not capable of giving your consent, or where you have already made
the information public.

We envisage that we will hold information about criminal convictions and we will use information
about criminal convictions and offences in the following ways:

e To conduct risk assessments
e To assess your eligibility about being housed with Newark Emmaus Trust
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Visiting our website
When you visit our website, we collect standard internet log information for statistical purposes. In
short ...

o We use cookies to collect information in an anonymous way, including the number of visitors
to the site, and the pages they visited.

o We do not make any attempt to identify visitors to our website.

¢ When we collect personal information, for example using a form, we will explain what we
intend to do with it.

e  Our websites contain links to various third-party websites. We are not responsible for the
content or privacy practices of any external websites that are linked from our sites.

Accessing information from other sources

We may gain access to your information from other third party organisations, when you give them
permission to do so or if the information is available publicly. This information will only be recorded
if it is beneficial in order to provide you with support during your time at Newark Emmaus Trust

Data Sharing
Should you move on from Newark Emmaus Trust we may transfer details from your support record
to the new housing provider to allow consistency of support and to secure your move-on housing.

We will not share your personal details with any other third parties without your consent.

Data security
We have put in place measures to protect the security of your information. Our data is stored within
the EU. Details of these measures are available upon request.

Third parties will only process your personal information on our instructions and where they have
agreed to treat the information confidentially and to keep it secure.

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 who have a business need to
know. They will only process your personal information on our instructions and they are subject to a
duty of confidentiality. Details of these measures may be obtained from the Community Director.
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.

Your rights in connection with personal information
Under certain circumstances, by law you have the right to:

e 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.

e 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.

e 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).
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e 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.

o 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 contact the CEO on 01636 612892 or write to the CEO at, Newark Emmaus
Trust, 37 Northgate, Newark, Nottinghamshire, NG24 1HD

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. Alternatively, we may refuse to comply with the request in such circumstances.

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.

How long we will retain your information for

We will retain your personal information for the duration of your time at Newark Emmaus Trust for a
specified time (as per our data retention policy) after you leave. At that point all information we hold
about you will be securely disposed of.

Keeping our records up to date
It is your responsibility to inform us of any changes to your personal details.
We may change this Privacy Policy from time to time. If we make any significant changes in the

way we treat your personal information we will make this clear by contacting you directly.

If you have any questions, comments or suggestions, please let us know by contacting the CEO at
Newark Emmaus Trust on 01636 612892



