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Green Trees

Green Trees Care Home ("we", "our", "us") is committed to protecting your privacy and
handling your personal mformatlon falrly, lawfully and transparently in accordance with the
UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and other
applicable legislation.

This Privacy Notice explains what personal information we collect, why we collect it, how we
use it, who we share it with, how long we keep it and your rights.

Who is responsible for your information?

Data Controller

Green Trees Care Home

Address: 21 Crescent East, Hadley Wood, EN4 OEY

Telephone: 020 8449 6381

Email: manager@gtch.co.uk

Privacy contact/Data Protection Lead: Colin Haydon

If you have any questions about this Privacy Notice or how we process your personal
information, please contact us using the details above.

Residents
What personal information do we collect?
To provide safe, effective and high-quality care, we collect and maintain information including:
Personal information
e Name
e Address
e Date of birth
o Contact details
e NHS number (where applicable)
e Next of kin and emergency contact details
e Funding information
e Financial information relating to payment for care
o Care preferences
e Correspondence with you or your representatives
Special category information
We also process information about:
e Physical health
e Mental health
e Medical history
e Medication
e Care plans
e Assessments
e Race or ethnic origin
e Religion or beliefs (where relevant)
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e Sexual orientation (where relevant to care)
o Disability information
o Safeguarding information

Why do we process this information?
Our lawful bases under UK GDPR include:
e Performance of a contract with you.
e Compliance with our legal obligations.
e Legitimate interests in managing and improving our services where these are not
overridden by your rights.
e Public task where required by health and social care legislation.
Where we process special category information, we rely on one or more of the following
conditions:
e Health or social care purposes.
e Social protection law.
o Safeguarding individuals at risk.
e Reasons of substantial public interest.
e Explicit consent where required.

Who do we share your information with?
We may share information with:
e NHS organisations
e YourGP
e Hospitals
e Pharmacies
e Community healthcare professionals
e Social workers
e Local Authorities
e Integrated Care Boards (ICBs)
e Care Quality Commission (CQC)
e Safeguarding authorities
o Emergency services
e Police or law enforcement where required by law
e Courts and tribunals where legally required
e Professional advisers where appropriate
We only share information that is necessary and lawful.

Employees
What information do we collect?
We collect information including:
¢ Name
e Address
e Date of birth
o Contact details
e National Insurance number
e Emergency contact details
e Bank details
e Payroll information
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e Pension information

e Taxinformation

e Qualifications

e Employment history

e Training records

e Attendance records
We may also collect special category information including:

e Health information

e Occupational health records

o Disability information

e Equality monitoring information

e Race or ethnic origin

e Religion or beliefs

e Sexual orientation (where voluntarily provided)

e Trade union membership (where applicable)
We also process criminal offence information where required, including Disclosure and Barring
Service (DBS) checks in accordance with Article 10 UK GDPR and the Data Protection Act 2018.

Why do we process employee information?
We process employee information to:

e Recruit staff

e Paysalaries

e Administer pensions

e Meet employment law obligations

e Ensure staff are appropriately trained

e Protect residents

e Meet regulatory requirements

e« Manage employment relationships
Our lawful bases include:

e Contract

e Legal obligation

e Legitimate interests

e Public task where applicable

Who do we share employee information with?
We may share information with:

e HM Revenue & Customs (HMRC)

e Pension providers

e Payroll providers

o Disclosure and Barring Service (DBS)

e Care Quality Commission (CQC)

e Skills for Care

e Occupational health providers

e Professional advisers

e Police or law enforcement where legally required

Relatives, Representatives and Visitors
We may hold information about:
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e Next of kin

e Attorneys under a Lasting Power of Attorney

e Deputies appointed by the Court of Protection
e Emergency contacts

e Visitors

This information may include:
e Name
e Address

e Telephone number

e Email address

e Relationship to the resident
We process this information because it is necessary to provide safe care, communicate with
families, protect residents and comply with legal obligations.

How do we collect your information?
Information may be obtained:

e Directly from you

e From your legal representative

e From family members

e From NHS organisations

e From Local Authorities

e From previous care providers

e From GPs

e From hospitals

e From recruitment agencies

e From referees

e From the Disclosure and Barring Service (where applicable)
Information may be collected in person, by telephone, by email, through our website, by post
or via electronic care management systems.

Third-party service providers
We use carefully selected organisations to help us deliver our services, including:
o Care management software providers
e [T support companies
o Cloud storage providers
e Payroll providers
e Email providers
e Accountants
e Professional advisers
Where these organisations process personal information on our behalf, they do so under
written contracts that require them to protect your information.

International transfers

Where personal information is stored or processed outside the United Kingdom, we ensure
appropriate safeguards are in place as required by UK GDPR, including approved contractual
safeguards where necessary.

How long do we keep your information?
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We retain information only for as long as necessary and in accordance with legal requirements
and the NHS Records Management Code of Practice 2021.
Examples include:
e Resident care records — generally retained for the period required under current NHS
Records Management guidance.
o Staff employment records — retained in accordance with employment legislation and
NHS Records Management guidance.
e Recruitment records — retained only for as long as necessary.
e Financial records — retained in accordance with HMRC requirements.
When information is no longer required, it is securely destroyed.

Your rights
Under UK GDPR you have the right to:
e Beinformed about how your information is used.
e Access your personal information.
e Request correction of inaccurate information.
e Request erasure in certain circumstances.
e Request restriction of processing.
e Object to processing where applicable.
e Request data portability where applicable.
e Withdraw consent where consent is the lawful basis.
e Not be subject to decisions based solely on automated processing where applicable.
We will normally respond to requests within one month.
To protect your information, we may ask you to provide proof of identity before responding.

Security

We take appropriate technical and organisational measures to protect personal information
against unauthorised access, loss, misuse or disclosure. Access is restricted to authorised staff
who require the information to perform their duties.

Cookies and our website

If you use our website, we may collect limited technical information such as IP addresses,
browser type and website usage through cookies.

For further information, please refer to our Website Privacy Policy and Cookie Policy.
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