
Privacy Notice - Scope - Adult Care and 
Support Services 
 
This Privacy Notice was last updated on 24/05/2018, and further changes will be 
communicated by updating this notice. 
 
Introduction 
 
Scope is committed to complying with the General Data Protection Regulation (GDPR) and 
the Data Protection Act 2018. Looking after the personal information you share with us is 
very important, and we want you to be confident that your personal data is kept safely and 
securely. To enable you to understand how we use your information for particular purposes 
we have put together this privacy notice. This notice explains what information we will hold, 
why we need it, what we will do with it, how long we will keep it for, who can access your 
information and what your rights are. 
 
What we need 
 
In order to provide care and support to you we need to maintain records about you, which 
may include the following: 

• Personal details such as your name, date of birth, next of kin, GP details etc. 
• Medical history, including details of any disability, medication and health background. 
• Relevant information from other professionals, relatives and those who care for you. 
• Financial information including any benefits, savings, income and payment details. 

 
Why we need it 
 
As part of the pre-admission/pre-service assessment process we collect personal information 
to make sure we can safely meet your needs. 
 
We use this information to: 

• Complete a care plan which informs the care and support you receive. 
• Understand your preferences regarding who is involved in your care, including family, 

other professionals and other representatives. 
• Work in partnership with others involved in your care. 
• Complete a financial assessment that enables you to pay for your care and ensure 

you are claiming any benefits you may be entitled to. 
• Protect your vital interests. 
• Contact your next of kin in case of an emergency. 

 
We will not collect any data from you we do not need. 
 
What we do with it 
 
We will always make sure that your information is protected and treated securely. 
 
Assessments, care plans and supporting documents held as paper records are stored in a 
secure cabinet or locked room and are accessed only by staff involved in your care and 
support. 
 



Assessments, care plans and supporting documents held as electronic records are stored in 
our secure database and are accessed only by staff involved in your care and support. 
 
Financial information will be stored in our secured database and used only to perform 
financial assessments or provide evidence of your circumstance. 
 
Your information is only shared by the staff directly involved in your care and their Managers. 
All information about you is held securely and all staff are trained to keep information about 
you confidential. 
 
We would only share your information with other organisations with your explicit consent or 
when legally required to do so. 
 
Organisations that may request information about you may include: 

• GPs, Community Nurses, Pharmacies and other health professionals 
• Hospitals 
• West Sussex County Council, who have contracted us to provide services to you 
• The Care Quality Commission who regulates our services 
• The organisation/person who funds your care and support including Power of 

Attorney, Solicitors and Finance Teams in the Local Authority 
• Adult Social Care including Social Workers, Care Managers and Safeguarding Teams 
• Relatives with an interest in your care, who do not have a legal right to information 

about you 
 
Any third party organisation will only use your data as we have instructed them and will never 
use it for their own purposes. We have agreements in place to ensure the security and 
confidentiality of any data they have access to and your rights are not affected in any way. 
 
We will not transfer your data to another country, however for the purposes of IT hosting and 
maintenance this information may be located on servers within the European Union. 
 
We do not use automated decision making. 
 
How long we keep it 
 
We are required by legislation to retain your records for the duration of your service plus an 
additional 7 years after which it will be destroyed in accordance with our confidential disposal 
procedures. 
 
We will only keep your records for longer than this period if required by overriding legislation 
or legal obligation. 
 
How we protect it and who can see it 
 
Information held about you may be held electronically or on paper, and we use the following 
methods to ensure it is kept securely: 

• Written information is kept in a locked cabinet. 
• Information stored on a computer is protected by an individual user password. 
• Documents are anonymised wherever possible. 
• Documents are securely transferred to other organisations e.g. by recorded delivery 

or a secured email service. 
 



All of our staff, volunteers and contractors are committed to keeping your data safe and have 
received appropriate training in handling and protecting data. 
 
Our organisation has a number of policies, procedures and plans in place to ensure that all 
data is protected and handled in a compliant manner. 
 
What are your rights? 
 
You have the following rights regarding the use of your personal data: 

• You have a right to request to see the information we hold about you. 
• You have the right to correct any information we hold about you. 
• You have the right to request that any information we hold about you is erased. 
• You have the right to request we keep your data but do not use it. 
• You have the right to object to how we are using your data. 
• You have a right to request that your information is shared with a third party. 
• You have the right to change your preferences about what information we hold about 

you and who it is shared with. 
 

Any requests need to be made to the senior staff providing your care, who may direct your 
enquiry to the Data Protection Officer. We will process your request within 30 days and this is 
usually completed free of charge. 
 
Additionally, we must inform you if we believe that your data has been accidently lost or 
inappropriately disclosed. 
 
How to complain about the use of your data 
 
If you wish to raise a complaint about how we have handled your personal data, you can 
contact the Data Protection Officer who will investigate your concerns. 
 
If you are not satisfied with our response, or believe we are using your data unfairly or 
unlawfully, you can complain to the Information Commissioner’s Office (ICO). You can find 
further information about the ICO and their complaints procedure here: 
https://ico.org.uk/concerns/  

https://ico.org.uk/concerns/

