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Privacy Statement

The Shakespeare Hospice is committed to protecting your privacy and right to confidentiality
and this privacy policy states how we use any personal information we collect about you
based on your relationship with The Hospice, detailing how we collect data, how we store it
and how we use it and protect it.

This privacy policy applies to the all personal information provided to us whether in person,
online, via telephone, via email or other means and includes data from our website.

The purpose of this policy is to give you a clear explanation about how we use and protect
your personal information and to show that we adhere to the United Kingdom General Data
Protection Regulation (GDPR) and the Data Protection Act 2018 (DPA).

Under Data Protection law you have rights available to you as follows:

e Therightto be informed about the collection and use of your personal data

e Access to your information - You have the right to ask for a copy of the personal
information held about you

e Rightto rectification - You have the right to ask us to rectify information you
think is inaccurate or incomplete

e Rightto erasure - In certain circumstances you have the right to ask us to erase
your personal information

e Rightto restriction of processing - In certain circumstances you have the right to
restrict the processing of your information

e Rightto object to processing - you have the right to object to the processing of
your data when the lawful basis is legitimate interest, it relates to direct
marketing or for research and statistics

e Rightto data portability - you have the right to obtain your personal information
in an accessible format

e Right not to be subject to automated individual decision making - you have the
right to prevent automated processing of your personal information

e Theright to complain to the Information Commissioner

e More information on your rights can be found in the ICO guidance available on
the ICO website.

If you have any queries about this policy or your personal information please contact:

Jayne Taylor-Farren

Head of Finance and Data Manager
The Shakespeare Hospice Church Lane
Shottery

Stratford upon Avon CV37 9UL

Email: dpm@theshakespearehospice.org.uk
Tel: 01789 266852
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The Shakespeare Hospice’s is registered under the Data Protection Act 2018
registration no 26383074, and any data collected will be used and held in
accordance with the requirements of the Data Protection Act 2018.

If you wish to lodge a complaint or seek advice from a supervisory authority please contact:
The Office of the Information Commissioner

Woycliffe House

Water Lane

Wilmslow

Cheshire SK9 5AF

Tel: +44 (0) 01625 545 745

Website: www.ico.org.uk

Retention of personal Data

The Shakespeare Hospice has adopted the NHSX Records Management Code of Practice for
Health and Social Care 2021.

This details the minimum periods of retention of records and can be found in The Shakespeare
Hospice’ current policy library.

Use of CCTV

The Shakespeare Hospice uses CCTV for the prevention and detection of crime,
stakeholder safety and prevention of loss or damage to property. The use of CCTV is
covered under the Hospice CCTV Surveillance Policy and this privacy policy.

Patient and Service Users - Adults
4.1 The information we collect about you

When you are referred to our services we may ask for or hold personal confidential
information about you, which will be used to support the delivery of appropriate care
and treatment. Your doctor, as well as other health and social care professionals
looking after you, record details of your health and any treatments or services you
have received. This, alongside information that you may be able to directly provide,
enables us to ensure that your care, from our hospice team, is truly individualised and
meets all your specific needs, we can therefore provide you with the highest quality of
care.
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4.2

4.3

4.4

What information do we collect?
The information we hold about you could include:

e basic details, such as your name, address, next of kin and medical history

e any contact we have had with you and when you have visited us

e notes and reports about your health and any treatment you have received,
either from us or other healthcare providers

¢ Information from people who care for you and know you well, such as
health professionals and relatives.

It may also include personal sensitive information such as sexuality, race, your
religion or beliefs, and whether you have a disability, allergies or health conditions.
It is important for us to have a complete picture, as this information assists staff
involved in your care to deliver and provide improved care and to deliver
appropriate treatment and care plans, to meet your needs.

Where do we get your information from?

Your information is collected in several ways; from your health or social care team
when you are referred to our services (this is normally your district nurse, GP or
hospital consultant). Alternatively, you may have self-referred to our hospice and
therefore information will have been obtained directly from you.

What happens to the information we collect about you?

Information is retained in secure electronic and paper records and access is
restricted to only those who need to know. Our staff and volunteers are expected to
adhere to strict contractual conditions that are underpinned by our sharing and
processing of information agreements that are in place.

The secure patient record system (EMIS) is hosted by South Warwickshire Foundation
Trust (SWFT) and as such your data may be shared with other parties and Health Care
providers. Data sharing agreements are in place with 4 local Hospice providers,
selected healthcare professionals and a network of GP practices for the legitimate
sharing of patient data.

We may share your information with other health and social care providers when it is
in your best interests. For example, this may be information provided to your doctor
about the care that you have received from our hospice; it may be to a hospital or
another health or social care service, where we consider that you would benefit from
their involvement. We will speak to you about any referrals that we recommend and
the reasons for them.

You may be contacted by any one of these organisations for a specific reason; they
will have a duty to tell you why they have contacted you. Information sharing is
governed by specific rules and law.
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4.5

We will not disclose any health information to third parties without your

explicit consent, unless there are exceptional circumstances, such as when the health
or safety of others is at risk or where the law requires the disclosure of information.
We may also be asked to share basic information about you, such as your name and
parts of your address, which does not include sensitive information from your health
records.

Generally, we would only do this to assist other health and social care providers (such
as the NHS) to carry out their statutory duties (such as usages of healthcare services,
public health or national audits). In these circumstances, where it is not practical to
obtain your explicit consent, we are informing you through this notice, which is
referred to as a Privacy Notice, under the Data Protection Act.

You have the right to refuse/withdraw consent to information sharing at any time. We
will fully explain the possible consequences to you, which could include delays in you
receiving care.

In some cases, we use your anonymised information (by removing anything that
identifies you) for:

e To support the health of the general public.

e To ensure our services can meet future needs.

e To review care provided to ensure it is of the highest standard possible.

e To train healthcare professionals.

e Forresearch and audit.

e To prepare statistics on our performance.

e To monitor how we spend money.

e To share with external regulators, e.g. The Care Quality Commission (CQC)

Why we need it and the lawful basis for processing

Broadly your health records are used as a guide to help us to plan the care that you
will receive from our hospice, however the information can also be used in many
ways:

e To help inform decisions that we make about your care

e To ensure that your treatment is safe and effective.

o To work effectively with other organisations who may be involved in your
care.

e To investigate any concerns or complaints you may have, either about your
care or the standards of any health or social care professionals looking after
you.

We will process your data where:

e We have a legitimate interest to do so
e We have a legal obligation

Approved by: FAC

Date of Approval:
February 2025

No: DSP001

Revision No. V3:0
Date of Implementation: February 2025
Page 6 of Revision due by: February 2028

14




e We have obtained consent from you
e Itisinthe publicinterest to do so

4.6 The National Data Opt-Out

The National Data Opt-Out is an NHS initiative that allows patients to opt-out from
their personal identifiable patient data being used for research and planning
purposes.

At The Shakespeare Hospice we do not process patient information that allows
patients to be identified in any way other than for purposes you would expect to
enable us to deliver your individual care. The Shakespeare Hospice does not process
patient identifiable data for research and planning. To find out more you can visit:
https://www.nhs.uk/your-nhs-data-matters/.

5. Patient and Service Users - Children

As a child service user, you are entitled to the same rights and protections as adult
service users. We collect the same type of information about you as we do from the
adults and process under the same basis.

Where data is held under the lawful basis of consent we may need to gain consent of
your parents/guardian but where possible we will ask you for your consent. Your
details are kept securely with restricted access and handled with the greatest respect
for privacy.

6. Employees, Applicants and Volunteers
6.1 The information we collect about you

When you apply to work at The Shakespeare Hospice we will only use the
information you give us to process your application and to monitor recruitment
statistics unless you are employed by us. If we want to disclose information to
someone outside the Hospice e.g a reference request or DBS check we will make
sure we tell you beforehand unless we are required to disclose this information by
law. Unless your application is successful we will retain this information for 6
months before securely deleting it.

6.2 What information do we collect?

When you apply or go on to work at The Shakespeare Hospice we will typically
collect the following information about you:

e Name
e Date of Birth
e Address

e Contact details and emergency contacts
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e National Insurance number

e Copy of passport or immigration certificate

e Evidence of skills, knowledge and qualifications
e Professional body registrations

e Contact details of referees

e Pre employment information (for DBS)

e Full employment history

e Equality and diversity monitoring information

e Health information

Where your application is successful and you are employed by us we will also collect
data about you during the course of your employment. This will include payroll
information, pensions information, performance data, training and appraisals and
sickness data.

6.3 What happens to the information we collect about you?

We will keep your information in secure employment and payroll files. Electronic
datais stored on the HR Database and Hospice IT systems.

We may share some of this information with

e Your line manager, certain members of the finance team or Senior Manager
e The DBS service

e Pensions Providers

e Occupational Health/external counsellors

e HMRC

e Third party Archiving providers

In all cases not governed by regulation or legislation the employee personal data is
shared under the terms of a written agreement between the Hospice and the third
party which includes appropriate security measures to protect the personal data in
Line with this notice and our obligations. The third parties are permitted to use the
personal data only for the purposes which have been identified or as permitted by
law and not for their own purposes. They are not permitted to further share the
information without our express permission.

6.4 Why we need it and the lawful basis for processing

We use the information to
e Manage the recruitment process
e Assess and confirm a candidates suitability for a role
e Assess and implement any reasonable adjustments
e Pay salaries and benefits due under the contract of employment
e Manage day to day tasks and responsibilities and operational logistics
e Manage performance and appraisals
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e Comply with legal requirements such as reporting to professional regulators
e Address disciplinary, grievance or health issues
e Monitor proper use of IT systems
e Manage incidents
e Prevent fraud or other illegal activity
e Meet our legal obligations under health and safety and disability legislation
e Record absence and other metrics

We will use the information to fulfil our obligations as an employer. The lawful bases
we rely on for processing are:

e We have a contractual obligation
e We have a legal obligation
e We have obtained consent from the data subject

7. Donors, Supporters or Customers

7.1

7.2

What information do we collect?

The personal information we collect will vary depending on the type of fundraising
interaction but might include name, address, email address, telephone numbers, date
of birth, bank account details (for setting up regular direct debit or payment
information), and your family relationships to avoid duplicating communications.

Data Protection law recognises that certain categories of personal information are
more sensitive. These are known as special categories of data and cover health
information race, religious beliefs and political opinions. We do not usually collect
special categories of data about our supporters unless we have a lawful basis for
doing so.

Occasionally we obtain publicly available information such as contact information or
we research information to help us perform due diligence checks to ensure we are not
being abused by fraudsters or criminals posing as genuine donors or to ensure that
there are no conflicts of interest from potential supporters or organisations prior to
our engagement. For further information around this please see the marketing
section below.

Why we need it and the lawful basis for processing
We may use your personal information for:

e Dealing with your enquiries, requests and complaints

e Processing your donations and orders made online or through our shops

e Providing you with information about our work activities events and services
e Complying with our legal obligations policies and procedures

e Providing and personalising our services
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e Administering membership records
e Fundraising
e Conducting market research

We will use the information to administer our income generation activities. The lawful
bases we rely on for processing are:

e We have a legal obligation (Some events, fundraising activities etc)
e We have obtained consent from the data subject

8. Using your credit or debit card to donate or purchase through our shops

e Ifyou use your credit or debit card to donate to us, buy something, or pay for a
registration online or over the phone, we will ensure this is done securely and
in accordance with the Payment Card Industry Data Security Standard. You can
find out more information about PCI DSS here:_
https://www.pcisecuritystandards.org/pci_security/.

e Wedo not store your credit or debit card details at all following the completion
of your transaction. All card details are securely destroyed once the payment or
donation has been processed. Only staff authorised and trained to process
payments will able to see your card details.

8.1 How we protect your information?

We adopt appropriate data collection, storage, and processing practices, and
security measures to protect against unauthorized access, alteration, disclosure, or
destruction of your personal or transactional data stored on our website and systems.

Marketing

Being able to communicate with you is important, as your support will help transform
the lives of patients with life limiting conditions. And we believe in being open, honest
and transparent with our supporters and want you to feel comfortable about your
decision to give us your personal information and how we use it.

We will use the details you provide to us to communicate with you about how your
support is helping us to provide services to young people and adults in our
community with a life limiting illness, ensuring that patients and their families are
supported with the care and compassion they need. We would also like to tell you
how your support is helping and other ways you can help in the future whether that’s
through volunteering, participating in events, or fundraising. From time to time we
might also send you appeals asking for a donation so we can continue to raise the
voluntary funding needed for our hospice.
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We promise that we will only communicate with you in the way you wish us to and
we will always respect your privacy. You can change your mind at any time and its
quick and easy to let us know that you no longer want to hear from us by calling the
Fundraising team on 01789 266852, email
fundraising@theshakespearehospice.org.uk. We will always respond to your wishes
in a sensitive, timely, courteous and professional way.

In certain instances, we collect and use your personal information by relying on the
legitimate interest legal basis.

This is because when you, for example, request to receive services or products from
us, we have a legitimate organisational interest to use your personal information to
respond to you and there is no overriding prejudice to you by using your personal
information for this purpose. However, we will always provide you with the option to
opt-out of hearing from us. In most instances, however, we will rely on obtaining
your consent to our use of your personal information. This is the case, for example,
where we seek to obtain your consent to receive email marketing from The
Shakespeare Hospice.

We will only communicate to you in the way you have told us. For example:
Email/text marketing

If you actively provide your consent to us along with your email address and/or mobile phone
number, we may contact you for marketing purposes by email or text message. By subscribing
to The Shakespeare Hospice’s emails or opting in to email communication from The
Shakespeare Hospice’s you grant us the right to use the email for email marketing.

Post/telephone marketing

If you have provided us with your postal address or telephone number we may send you
direct mail or telephone you about our work unless you have told us that you would prefer
not to receive such information or we receive a notification from the Fundraising Preference
Service that you have requested marketing communications to stop. We also actively check
telephone numbers against the Telephone Preference Service (TPS) and will only make
telephone calls to you where your telephone number is listed on the TPS if you have
specifically told us that you do not object to such calls and have consented to receive them
from The Shakespeare Hospice. It’s your decision.

It is always your decision as to whether you want to receive information about our
work, how we raise funds, and the ways you can get involved. If you do not want us
to use your personal information in these ways please indicate your preferences on
the form on which we collect your data.
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You may opt-out of our marketing communications at any time by clicking the
‘unsubscribe’ link in at the end of our marketing emails or sending us an "opt-
out" text message following the instructions we provide you in our initial text.

You can also change any of your contact preferences at any time including telling us
that you don’t want us to contact you for marketing purposes by calling the
Fundraising team on 01789 266852, email
fundraising@theshakespearehospice.org.uk.

10. Personalisation and Profiling

We also carry out targeted fundraising activity to ensure that we are contacting
you with the most appropriate communication, which is relevant and timely and
will ultimately provide an improved experience for you.

For example, by providing timely news about our work, letting you know the
different ways you can support us and how you can help raise funds.

In order to do this, we may also use profiling techniques to provide us with
general information about you, which you have volunteered around your lifestyle
and purchasing habits. This will help us tailor our communication so you hear
about the areas of our work that are of most interest to you i.e. volunteering,
events, and how your support is helping us to provide services to young people
and adults in our community with a life limiting illness, ensuring that patients and
their families are supported with the care and compassion they need.

We may also use your personal information that we have gathered in the course
of our relationship to understand the likelihood of you responding to a
fundraising communication from us, potentially donating and in some instances
donating or supporting us at a higher level. Because we have a greater
understanding of you, this means our communication will hopefully be relevant
and of interest to you and in turn it will help us reduce our costs for
communication by only communicating with supporters that want to hear from
us.

You can opt out of your data being used for profiling. However, this may mean
that you stop receiving marketing communications from us or they become more
generic and less relevant to you as they are no longer based on your interests in
our cause. If you do wish to opt-out please contact the Fundraising team on
01789 266852, email fundraising@theshakespearehospice.org.uk.

11. Disclosure

We will never pass your personal information on to other organisations for them to
use for their own marketing purposes.
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However, we may disclose your personal information in the following circumstances:

e To third parties who provide a service to us and are data processors. This would
include our trusted partners that work with us in connection with our
employment /volunteering charitable purposes, and other entities that may act
as fundraisers for The Shakespeare Hospice, sell The Shakespeare Hospice’s
products or provide The Shakespeare Hospice’s information and marketing
(subject to your communication preferences and our internal policies and
procedures). We require these third parties to comply strictly with our
instructions and data protection laws and we will make sure that appropriate
controls are in place. We enter into contracts with all our data processors and
regularly monitor their activities to ensure they are complying with The
Shakespeare Hospice’s policies and procedures.

e Where we are under duty to disclose your personal information in order to
comply with law or the disclosure is ‘necessary’ for purposes of national
security, taxation and criminal investigation or we have your writtenconsent.

e We need to perform due diligence checks to prevent money laundering from
the proceeds of crime, reputational risks, and to ensure we do not engage
persons that are unsuitable to work in an environment with vulnerable adults
and children.

12. Consent from parents/guardians if you’re under 13

13.

14,

We are committed to protecting the privacy of the young people that engage with us
through our website and at fundraising events.

Our fundraising events also request specific information about the age of
participants. Anyone under the age of 16 must obtain parental or guardian consent
before participating in an event organised by The Shakespeare Hospice. Children
aged under 13 must obtain the consent of a parent or guardian before providing any
personal information.

Other websites

Our website may contain links to other websites that are outside our control and are
not covered by this Privacy Policy. If you access other sites using the links provided
the operators of these sites may collect information from you that will be used by
them in accordance with their privacy policy which may differ from ours.

Internet-based transfers
Given that the Internet is a global environment using it to collect and process

personal data necessarily involves the transmission of data on an international basis.
This means for instance that data you pass to us may be processed outside the
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15.

European Economic Area, although the data will always be held securely and in line
with the requirements of UK data protection legislation. By communicating
electronically with us you acknowledge and agree to our processing of personal data
in this way.

Use of Cookies

A cookie is a small piece of information sent by a webserver to a web browser which
enables the server to collect information from the browser.

The Shakespeare Hospice uses cookies to improve your experience of navigating the
website. The Cookies that are categorised as necessary are stored on your browser as
they are essential for the working of basic functionalities of the website.

Some of these cookies allow us to analyse and understand how visitors experience
the website. The data collected is not shared with any 3rd party.

You will be asked to consent or manage your cookies when you enter the website.

We are committed to maintaining the privacy of our website users and ensuring
transparency in our data handling practices. In line with recent updates to Google’s Cookie
Policy, we have adjusted how we use cookies and similar tracking technologies on our
website.

Our updated practices mean that we comply with Google’s latest standards for cookie
usage, focusing on respecting user privacy and providing clearer choices for cookie settings.
We use cookies to enhance your experience, track analytics, and improve our services, but
we do so in a way that aligns with Google’s requirements for responsible data use.
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