ATTACH-Manchester

Privacy Notice
Who we are

ATTACH-Manchester was set up by an adoptive mum and a social worker to provide help and
support for children who have had a difficult start in life. Sometimes these children struggle in
education settings and with friendships or family relationships; sometimes they display
challenging behaviour and have difficulty in communicating their thoughts and feelings. We
provide a safe place where children can talk and we help them share their feelingsin a more
comfortable way; and we try to help them and their families find a happier, safer way of being
together. We also help them explore alternative ways of gaining life skillsand a broad education
so that they canfind successinadultlife. We provide supportto children and young people, and
to parents, kinship carers, foster carers and special guardianship carers.

Most of our services are provided under contracts with local authorities.

How we use your information

The purpose of this privacy notice is to tell you how ATTACH-Manchester collects and processes
information about you, also known as Personal Data. How we manage your Personal Data is
governed by laws called the General Data Protection Regulation (GDPR) and the Data Protection
Act. This means that we can only keep records that are relevant to our work with you. These
records must be accurate, up to date, secure and kept for a certain amount of time only.



The information we collect about you

The types of information we collect, process, hold and share about you include:

e personal information (such as name, date of birth and address)

e characteristics (such as gender, ethnicity and disability)

¢ information relating to your early childhood

e the local authority that is working with your family or the local authority you live in

e details and notes about your special educational and other needs, including notes and
reports about you

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

It may also include more sensitive information (defined in the GDPR as Special Category Data),
such as details relatingto your race, yourreligion or beliefs, your sexuality and whetheryou have
a disability, allergies or health conditions. It is important for us to have a complete picture, as
this information helps staff to deliver the right support to meet your needs.

Why we collect and use this information

We use this information in a number of ways:

e to help us decide how best we can help you

e torecord how we have worked with you and other services that may be involved in your
case

e to assess how successful we have been in helping you

e for security purposes.

Sometimes we use the information to help us improve our services. When we do, only non-
identifiable information will be used. This means thatinformation that can identify you, such as
your name, date of birth, address, etc., will be removed so no one will be able to know the
information is about you.

If you have any questions abouthow we are collecting and using your data, please ask our staff
or contactour Data Protection Lead. Details of how to do thisare setoutatthe end of this privacy
notice.



The legal basis for collecting information about you

We collect and process information about children and families to whom we provide services.
By law we need to have a lawful reason for processing your Personal Data. This is called a legal
basis.

We process your data because:

e you have given your permission for us to process it

e wearerequiredto dosoinorderto fulfila contractthat we have with you, your parents
or carers, or your local authority

e we have a legal obligation to do so

e itis necessary to protect you or another person who might be at risk

e wearerequiredtodo soin our performance of atask carried outin the publicinterestor
in the exercise of official authority

We process your Special Category Data because:

e it is necessary due to social protection law (generally this would be in safeguarding
instances)

e itis necessary for us to provide and manage social care or education-related services

e itis necessary for us to provide our treatment or training service

e itis necessarywheninvolvedina legal matter or where courts are acting in their judicial
capacity

e we are required to provide data to a regulator as part of our legal obligations.

We may also process yourdata 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.

Please note that some Special Category Dataisanonymised, e.g. when providing statistical data.
This means that we remove your name and anything that identifies who you are.

How your data is collected



Information is collected in a number of ways, including face to face, via phone, email, our
website, post and via forms.

How your data is stored
There are strict rules we have to follow to ensure your Personal Data is kept safe and secure.

Informationis kept in secure electronicand paper records on our computers and the Cloud, and
accessed by staff through desktop, laptop and other mobile devices. Paper records are kept
securely and locked away when notin use. Access to yourinformationis restricted to staff who
areworkingdirectly with you or those giving administrative supportand management oversight
and training to them. They can only see the amount of information necessary for the task they
are doing. Access to your Special Category Data (health, disability, etc.) is more restricted. All
information is restricted by means of passwords and other security devices we use to ensure
that only those people who need to see your Personal Data in order to process it correctly can
do so.

How long we store the information we collect about you

When the work with you and your family comes to an end, the file will be closed. Some records,
such as those relating to fosteringand adoption, we have to keep by law for a certain length of
time. Thisincludes those cases where children and families have attended ATTACH -Manchester
for assessment and treatment.

Who we share this information with
Third parties are organisations we have a legal duty to share your data with. These include:

e parts of the health and care system we might work with such as local hospitals, the GP,
social workers and other health and care professionals

e thelocal authorityto check that ATTACH-Manchester’s work is proceeding as it should

e organisationswe have a legal obligation to share information with, i.e. for safeguarding

e the police or other law enforcement agencies, if we have to by law or court order



e regulators who might look at your record to check that ATTACH-Manchester is working
properly and keeping clear and accurate records

Why we share this information

We will ask for your permission before sharing your record with other services that work with
you. We will always respect your wishes if you do not consentto us sharinginformation, except
in the following circumstances:

e where sharing information with another agency is part of the contract for the service —
we will tell you whenever this applies

e where ATTACH-Manchester is delivering the service on behalf of another organisation —
again we will explain to you what this means at the outset

e where we believe you are at risk or where someone else may be at risk, if we are legally
required to share the information, for example following a court order.

Your rights: how you can ask to see your information

You, or your parent or carer on your behalf, are able to see your records and receive copies at
anytime by applyingto our Data Protection Lead. This will usually happen quickly and must take
place within 30 days of you asking. If we hold a large amount of information about you and we
believe we need more than 30 days to provide it, we must tell you that within the first 30 days
and then, in all circumstances, supply the information you asked for within three months.

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:

e You havethe right to requesta copy of all of the data we keep about you. Generally, we
will not charge for this service.

e You have the right to ask us to correct any data we have which you believe to be
inaccurate. You can also request that we restrict all processing of your data while we
consider your request to have it corrected.

e Youhave therightto requestthat we erase any of your Personal Data whichis no longer
necessary for the purpose we originally collected it for. 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.

e Youcan askforyour datato be erasedif we have asked for your consentto process your
data. You can withdraw consent at any time — please contact us to do so.

e If weare processingyourdata as part of our legitimate interests as an organisation (such
as developing new services to help and support children, young people and adults who
have been adopted or spenttimeinthe care system) orin order to completeataskin 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.

You may need to provide adequate information for our staff to be able to identify you, for
example a passportor birth or adoption certificate. This is to make sure that data is not shared
with the wrong person inappropriately. We will always respond to your request as soon as
possible.

To make a request for your personal information, email Lisa Williams at lisa@attach-
manchester.co.uk.

If you have a concern about the way we are collecting or using your Personal Data, you should
raise your concern with us in the firstinstance or directly with the Information Commissioner’s
Office at https://ico.org.uk/make-a-complaint/. Alternatively, you can phone their helpline on

0303 123 1113, which is open Monday to Friday between 9 a.m. and 5 p.m. (apart from bank
holidays).

Can any information be withheld?

Sometimes ATTACH-Manchester receives information from someone (e.g. a doctor) that is
written in confidence. When this happens we have to obtain the agreement of the person
providing the information before sharing it with you. Also, we might withhold some of the
information becauseit could seriously harmyou to see it. References to other people mightalso
be withheld.

What to do if you are not satisfied with the process, or with what is in your file
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If you do not see your file within 30 days of asking to do so or have any other complaints about
the contents of your file, you can take it up through ATTACH-Manchester’s complaints
procedure. You can also complain to the Information Commissioner's Office at
https://ico.org.uk/concerns/.

Contact

If you would like to discuss anything in this privacy notice, please contact Lisa Williams, Data
Protection Lead, lisa@attach-manchester.co.uk.

Director and data protection lead
Lisa Williams
lisa@attach-manchester.co.uk

Director
Justine Giuffra
justine@attach-manchester.co.uk
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