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1. [bookmark: _Toc237351283]Introduction

1.1 Perthyn is committed to protecting and respecting your privacy. We understand the importance of keeping your personal information safe, secure, and confidential.

1.2 This Privacy Policy explains how we collect, use, store, share, and protect information about the people we support, their families, representatives, and others involved in their care and support. 

1.3 We process personal information in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and other relevant legislation.


2. [bookmark: _Toc237351284]Who We Are

2.1 Perthyn provides support services to vulnerable adults and is responsible for deciding how your personal information is used. For data protection purposes, Perthyn is the Data Controller.
Contact Details:

Data Protection Officer
Perthyn
Vivian Court
Llys Felin Newydd
Phoenix Way
Swansea
SA7 9FG
Tel: 01792 311980
Email: dataprotection@perthyn.org.uk
2.2 If you have any questions about this policy or how we use your information, please contact us using the details above or speak to your house manager.

3. [bookmark: _Toc237351285]Information We Collect

To provide safe, effective, and person-centred support, we may collect and hold information including:
Personal Information
· Name
· Date of birth
· Address
Contact details
· Emergency contact information
· NHS number or other identification numbers
· Communication preferences
Special Category Information
We may collect information about:
· Physical and mental health
· Medical history
· Disabilities and support needs
· Medication
· Cultural, religious, or dietary requirements
· Ethnicity (where relevant)
· Sexual orientation (where relevant to support planning)
Other Information
· Risk assessments
· Support plans
· Financial information where we help manage finances
· Incident and safeguarding records
· Correspondence and communication records
· Photographs and videos where consent has been given or where required for care and support purposes
4. [bookmark: _Toc237351286]Why We Use Your Information
We use your information to:
· Deliver safe and effective support services
· Develop and review support plans
· Protect your health, safety, and wellbeing
· Meet our legal and regulatory responsibilities
· Safeguard adults at risk
· Communicate with you, your family, or representatives
· Manage complaints, concerns, and incidents
· Improve our services and quality of support
· Meet contractual requirements with local authorities, health bodies, and commissioners
5. [bookmark: _Toc237351287]Our Lawful Basis for Processing

5.1 Under UK GDPR, we process your information because:

· It is necessary to provide health and social care services.
· It is necessary to protect your vital interests.
· We have a legal obligation to do so.
· It is in the public interest.
· You have provided consent, where consent is required.

5.2 Where we rely on consent, you may withdraw it at any time unless another legal basis requires us to continue processing the information.

6. [bookmark: _Toc237351288]Sharing Your Information 

6.1 We only share information when it is necessary, lawful, and proportionate.

6.2 Your information may be shared with:

· Local authorities
· Health professionals and NHS services
· Care inspectors and regulators
· Safeguarding teams
· Emergency services
· Advocacy services
· Benefits agencies where appropriate
· Courts, police, or legal representatives where required by law
· Third-party service providers who support our operations and are bound by confidentiality requirements

6.3 We will not sell your personal information.
7. [bookmark: _Toc237351289]Safeguarding
7.1	As a provider of services to vulnerable adults, Perthyn has a legal and ethical responsibility to share information when there are concerns about abuse, neglect, exploitation, or serious risk of harm.
7.2	Where possible, we will explain what information is being shared and why. However, in some situations, information may need to be shared without consent to protect an individual or comply with the law.
8. [bookmark: _Toc237351290]How We Store and Protect Your Information

8.1 We take appropriate technical and organisational measures to keep your information secure, including:

· Secure electronic systems
· Password-protected devices and accounts
· Staff training in confidentiality and data protection
· Restricted access to records
· Secure storage of paper records
· Procedures for managing data breaches

8.2 Only authorised staff members and approved professionals will have access to information that is necessary for them to perform their duties.

9. [bookmark: _Toc237351291]How Long We Keep Your Information

9.1 We keep records only for as long as necessary to meet legal, contractual, safeguarding, and operational requirements.

9.2 When information is no longer required, it will be securely deleted, destroyed, or anonymised in accordance with our retention schedule.

10. [bookmark: _Toc237351292]Your Rights

10.1  Under data protection law, you have the right to:
· Be informed about how your information is used
· Access a copy of your personal information
· Request correction of inaccurate information
· Request deletion of information in certain circumstances
· Restrict the processing of your information
· Object to certain uses of your information
· Request transfer of your information where applicable
· Withdraw consent where processing is based on consent
10.2	Requests can be made by contacting Perthyn’s Data Controller using the details provided above in section 2, or by asking a member of your team or manager to make initial contact for you to the Regional Manager. 
10.3	Subject Access Requests (SAR) are usually free of charge. Perthyn may charge a reasonable fee, or refuse to comply with a request, where the request is manifestly unfounded, excessive, or repetitive, as permitted under UK GDPR and the Data Protection Act 2018.
[bookmark: _Toc237351293]11.	How We Obtain Consent
11.1	Perthyn is committed to ensuring that people we support are involved in decisions about their personal information wherever possible.
11.2    When We Ask for Consent
We will seek your consent before collecting, using, or sharing your personal information if consent is the appropriate legal basis for processing. This may include:
· Taking and using photographs or videos.
· Sharing information with third parties when there is no legal or safeguarding requirement to do so.
· Using information for promotional materials, case studies, or surveys.
· Any other situation where the law requires us to obtain consent.
       11.3    How Consent Is Obtained
We obtain consent in a way that is appropriate to the individual's communication needs and level of understanding. This may include:
· Verbal discussions using clear and accessible language.
· Written consent forms.
· Easy Read documents and visual aids.
· Support from family members, advocates, or representatives where appropriate.
· Recording consent decisions within support plans or care records.
      11.4      Staff will explain:
· What information is being collected or shared.
· Why it is needed.
· Who it may be shared with.
· Any risks or benefits involved.
· The individual's rights regarding their information.
      11.5     Capacity to Consent
11.5.1 	Perthyn recognises that some people we support may have difficulties understanding, retaining, or weighing information needed to make decisions about their personal data.
11.5.2	Where there are concerns about a person's capacity to provide informed consent, we will act in accordance with the Mental Capacity Act 2005. This includes:
· Providing information in a way that supports decision-making.
· Taking all practical steps to help the individual make their own decision.
· Assessing decision-making capacity where necessary.
· Making decisions in the person's best interests when they lack capacity, following legal requirements and involving relevant professionals, family members, advocates, or representatives as appropriate.
       11.6      Withdrawing Consent
11.6.1	Where consent is the legal basis for processing personal information, individuals may withdraw their consent at any time. Withdrawing consent will not affect any use of information that took place before consent was withdrawn.
11.6.2	Requests to withdraw consent can be made to any member of staff or by contacting Perthyn using the details provided in this policy.
       11.7       Recording Consent
Perthyn maintains records of consent decisions, including:
· When consent was given.
· What consent was given for.
· How consent was obtained.
· Any restrictions placed on the use or sharing of information.
· Any withdrawal of consent.
11.7.1	This helps ensure transparency, accountability, and respect for the rights and preferences of the people we support.
[bookmark: _Toc237351294]12. 	Verbal Consent and Written Consent
Perthyn recognises that consent can be given either verbally or in writing, depending on the circumstances, the level of risk involved, and the preferences and communication needs of the person being supported.
12.1	Verbal Consent
12.1.1	Verbal consent is an individual's spoken agreement to the collection, use, or sharing of their personal information after they have been provided with sufficient information to make an informed decision.
12.1.2	Verbal consent may be appropriate where:
· The decision is low risk and routine.
· Immediate action is required to support the individual.
· The person prefers to communicate verbally.
· Obtaining written consent would create an unnecessary barrier to support.
12.1.3	When verbal consent is obtained, staff will:
· Explain the purpose of the information sharing or processing.
· Check that the individual understands what they are consenting to.
· Provide an opportunity for questions.
· Record the consent in the individual's support records, including the date, time, purpose, and staff member obtaining consent.
Example:
"John agreed verbally on 10 July 2026 to staff sharing relevant information with his GP regarding changes to his health condition."
12.2	Written Consent
12.2.1	Written consent provides a clear, documented record that an individual has agreed to a specific use or disclosure of their personal information.
12.2.2	Written consent may be required or preferred when:
· Sharing information is more sensitive or carries greater risk.
· Photographs, videos, or marketing materials are involved.
· A partner organisation requires written evidence of consent.
· There is a possibility that consent may later be disputed.
· Legal, contractual, or regulatory requirements specify written consent.
                    	12.2.3  Written consent may be obtained through:
· Signed consent forms.
· Electronic signatures.
· Completed electronic forms.
· Accessible formats such as Easy Read consent forms.
12.2.4  The written consent record should clearly state:
· What the individual is consenting to.
· Who information may be shared with.
· How the information will be used.
· The date consent was given.
· Any limitations or conditions placed on the consent.
12.3	Choosing the Most Appropriate Method
12.3.1	Perthyn will choose the most appropriate method of obtaining consent based on:
· The person's communication needs.
· The complexity of the decision.
· The sensitivity of the information involved.
· Any legal or regulatory requirements.
· The need for a clear audit trail.
12.3.2	Regardless of whether consent is given verbally or in writing, it must always be:
· Freely given.
· Specific.
· Informed.
· Unambiguous.
· Given by a person with the capacity to make the decision, or managed in accordance with the Mental Capacity Act 2005 where capacity is lacking.
12.4	Both verbal and written consent are valid forms of consent when obtained appropriately and appropriately recorded. Written consent is not automatically "better" than verbal consent, but it often provides stronger evidence that consent has been obtained.

[bookmark: _Toc237351295]13. Making a Complaint

If you are unhappy with how Perthyn handles your personal information, please contact us so we can try to resolve your concerns.
You also have the right to complain to:
Information Commissioner's Office (ICO)
Wycliffe House, Water Lane
Wilmslow, Cheshire
SK9 5AF
Website: https://www.ico.org.uk
Telephone: 0303 123 1113

[bookmark: _Toc237351296]14. Changes to This Policy
14.1	We may update this Privacy Policy from time to time to reflect changes in legislation, guidance, or the way we provide services.
14.2 The latest version will always be available from Perthyn on request.

[bookmark: _Toc237351297]15. Easy Read Summary

15.1 We collect information about you so we can support you safely and properly.
We:
· Keep your information safe
· Only share it when we need to.
· Follow the law.
· Respect your privacy.
· Let you see information we hold about you.
· Help you understand how your information is used.
15.2 If you have questions about your information, please speak to a member of staff.
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