

COMPLETED SERVICE REFERRAL FORM CONTAINS PERSONAL DATA AND SPECIAL CATEGORY DATA

PROTECT THIS DOCUMENT WHEN COMPLETED


PRIVACY NOTICE FOR RESIDENTS

(Version 1.0 (long version))

in compliance with the Data Protection Act 2018 and the EU General Data Protection Regulation (“GDPR”)

1. We provide services ourselves or use the services of third parties to help us achieve our mission, which is to help people live through homelessness. We must be compliant with the new EU data protection laws, we have updated our Privacy Policy and internal processes.
2. These updates ensure we are complaint with the new European Laws (known as General Data Protection Regulations, or GDPR) and give you more transparency and control over how we deal with your personal information.
How we collect data
3. As a resident of St Paul’s Hostel, including our Resettlement houses, we collect personal data about you in connection with our service in the following ways;

a. From the Service Referral Form we receive from Local Authority Housing Teams, Worcester City Council, Probation Services or other referral agencies.
b. Through your interactions with us whether over the phone, in person, in writing or through emails.

c. From the Revenue and Benefits office, Probation Services and the Police.

HOW WE USE YOUR PERSONAL DATA
4. As a resident the main ways in which we may use your personal information are to;
a. Help us decide which service are appropriate for you.

b. Communicate with you and provide information on third party services.

c. Administer state benefits that you may be entitled to by staying at St Paul’s hostel.

d. Maintain the safety of others in our services, as well as detect and investigate activities that may be illegal or put others at risk of harm.
Sharing your personal information

5. As a resident we may share your personal information with third parties who provide services for us or for you such as;

a. Revenue and Benefits Offices
b. Local Authorities
c. Housing Authorities

d. Homeless Services

e. Probation services

f. Drugs and alcohol services

g. Adult Social Care 

h. Children’s Services

i. Police service

6. We will do this to:
a. Ensure you have the state benefits you are entitled

b. Refer you to other services you need

c. Safeguard you and others in our service.

d. Comply with our legal obligations; court orders, laws or regulations
How the law protects you?

7. Data protection law say that we are allowed to use personal information only if we have proper reason to do so. When St Paul’s processes Personal Data, whether as a Data Controller or as a Data Processor, we will rely on the following grounds for processing each of the categories of data we hold.
	      Residents
	Contract. The categories of data are necessary to allow St Paul’s to assess a person’s suitability for our services, communicate with them and obtain the necessary Housing Benefit income for the service.

Necessary to protect your vital interest. For example, if you are seriously ill we will pass your medical information to the medical staff.

Legal reasons.  Where required by court orders, laws or regulations.
Legitimate interest. Our legitimate interest is the administration of the charity.


Retaining your personal information

8. We will retain your personal information for as long as is necessary for the purposes described above. Typically, we will retain your data for a minimum of seven years; to fulfil our business purposes, to comply with legal and regulatory requirements or for any legal claim.
9. We may keep your data for longer where this is necessary for statistical and historical research purposes. However, we will ensure all personally identifiable information is removed where technically feasible. We will maintain the security and protection of any information we hold.

              Your data subject rights
10. As well as our obligations and commitment to respect the privacy of your information, you also have certain right relating to the personal information we hold about you which are outlined below. None of these are absolute and are subject to various exceptions and limitations. You can exercise these rights at any time by contacting us using the details provided in this notice. 

11. You have rights to;

Request access to the information we hold about you (Data Access Request)

12. You may request access to a copy of the personal information we hold about you. We can refuse to provide information where to do so may reveal another person’s personal data or would otherwise negatively impact another person’s rights.

Object to processing (Right to object)
13. You may object to us using your personal data for direct marketing. This includes any profiling we perform as part of our direct marketing activities. Once we receive and have processed your objection, we will stop using your personal data for these purposes.

Request a copy of your data (Data Portability)

14. Where you gave us the information directly or via the referral form sent to us, and it was processed electronically, you can request the data we hold on you in a commonly used machine-readable format.

Request that your data is deleted (Right to be forgotten)

15. You can ask us to delete the personal information we hold about you when it is no longer required for a legitimate business need, legal or regulatory obligations or for the purposes it was collected for.

Amend or correct your information (Right to rectification)

16. If you believe that the personal information we hold about you is incomplete, inaccurate or incorrect please contact us as soon as possible so we can update it.

Restrict the processing of your information (Right to restrict)
17. You may ask us to restrict our processing of your data whist we resolve any complaint you have about the way your data is used, require it for legal claim or if you think our processing is unlawful but you do not want us to delete your data.

Rights in relation to consent (Right to withdraw)

18. At any time, you may withdraw the consent you granted for your personal information to be used for direct marketing. When you withdraw your consent, it will not affect the lawfulness of any past activities we have undertaken based on the previous consent.

How we respond to your rights

19. You can exercise these rights at any time by contacting us using the details in this notice. We may need to validate your identify before we can respond to your request.

20. If we are unable to confirm your identify, or have strong reasons to believe that your request is unreasonably excessive or unfounded, we may deny it. 

21. Once we have validated your identify, we aim to respond to your requests within 30 days and not later than 3 months from receipt of complex requests. We will let you know if we need additional time to complete.

22. We will let you know whether we accept, or refuse your request.

Security

23. We take all reasonable precautions to keep your personal information secure, including safeguards against unauthorised access, use, or data loss. This includes ensuring our staff, partners and any third parties who perform work on our behalf comply with security standards as part of their contractual obligations.

Making a data protection complaint
24. If you have any concerns about the use of your personal data, or the way we handle your requests relating to your rights, you can raise a complaint directly with us using the contact details in this notice.

25. If you are not satisfied with the way we handle your complaint, you are entitled to raise a complaint directly with the UK Information Commissioner’s Office via the details on their website: www.ico.org.uk

	This form is for refer a person for ALL services at St. Paul’s Hostel. Please indicate below to which service this referral is being made. 

	St. Paul’s Service
	Please Tick Applicable

	St. Paul’s Hostel 

Resettlement Houses
Community House at Bromyard Road

	☐
☐
☐


Referral Details

	District
	Choose an item.
	Date of Contact
	Click here to enter a date.

	Local Authority/Referral Agency
	
	Email
	

	Contact Name
	
	Contact  Tel No
	


Clients Details

	Clients Name
	

	Address
	

	Date of Birth
	

	Contact Number
	

	Email address
	

	Nationality
	

	Immigration Status
	

	Gender
	


Where has the client lived over the last five years?

(Please put in as much info as possible if exact dates not known just indicate approximate months, please include periods of any rough sleeping starting with most recent)

	Address
	Tenancy type

(Private rent, Parents etc)
	From
	To 
	Reason for leaving

Eg: rent arrears, ASBO

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Is the client registered on Home Choice Plus or Redditch Home Choice? 
	No

	If Yes Registration number and banding 
	

	Reason homeless or potentially homeless
	Choose an item.

	Please supply further information


	


The Support Needs

	Primary Need


	Select as many that apply
	Further Information

(Include as much information as possible to help us support the person. This must be filled in if you have ticked a box)

	Alcohol Problems 
	Choose an item.
	

	Drug Problems
	Choose an item.
	

	Physical Health/ Disability
	Choose an item.
	

	Mental Health Problems
	Choose an item.
	

	Offending Behaviour
	Choose an item.
	

	Risk of Domestic Violence
	Choose an item.
	

	Learning Disability
	Choose an item.
	

	Refugees/Asylum Seeker
	Choose an item.
	


Is the client working with any other agency (social services, probation, drug agency etc.)

	Agency
	Contact
	Contact Number

	
	
	

	
	
	

	
	
	


Further Information on support needs 
	Does the client have rent arrears?


	Choose an item.
	Amount and Landlord details

	
	
	

	Does the client have any convictions?
	Choose an item.

	Further Information

	
	
	 

	If Yes does the conviction include 

· Arson

· Sexual Assault

· Violent Crime

· ASB or public order

· Other (please give further information)
	Choose an item.
Choose an item.
Choose an item.
Choose an item.
Choose an item.

	

	Is the client still in prison?

If Yes what date did they enter prison & what is the release date?

What is the current offence?
	No
	

	
	Date In
	Date of Release

	
	
	

	
	

	Please supply further information on any previous prison sentences served.
	Please attach separate sheet or type in further information on this form


Income Details

	Income Type
	Choose an item.


	Secondary Income
	Choose an item.


Medical Information

	Is the  Client registered with a GP
	Choose an item.

	If Yes – Address of GP
	

	Give Details of current/past health issues


	

	Are they taking any medication 
	Choose an item.

	If yes – what medication and dosage
	


Supporting Information (Please provide brief information on client's history and their current needs. The more accurate and detailed the better)
	

	Signed

(Referral Agency)
	
	Dated 
	Click here to enter a date.

	I have read the data privacy notice that forms part of this Service Referral Form.


	Signed

(Applicant)
	
	Dated
	Click here to enter a date.


	FOR OFFICE USE ONLY
Service Referral Process

Clients Name:


	ADMIN Officer                                                                      Date:

	Lived in Hostel previously:  □

Previous Debt □        Amount _________________

Suspensions/Concerns:  □ Detail _______________________________________

ESA □ JSA □ UC □   Payment date _________________________________

Comments_______________________________________________________________



	Project Workers on Shift                                                        Date:

	Shift Staff considering referral – Names 

	Recommend to allow Service Accept  ☐
Recommendation not to Service Accept ☐
Comments:



	Housing Services Manager                                                     Date:

	Observations:

Recommendation:



	Support and Quality Assurance Manager                                Date:

	Observations:

Recommendation: 



	CEO   (where CEO is to make decision according to policy)   Date:

	


THE PROCEDURE FOR MAINTAINING DATA SECURITY DURING TRANSMISSION TO A THIRD PARTY





St Paul’s hostel takes the security and privacy of personal data seriously. A particular risk involves the loss of data between organizations.  The following procedures must be followed for Service Referrals to St Paul’s. A copy of our Privacy Notice can be found on our public website.





Transmission by insecure e-mail





Once completed this document must be protected from a breach of personal data.  BEFORE sending a completed Service Referral form by email to St Paul’s Hostel this document must be encrypted with a strong password. 





MS Word has the capability to do this. The password must be at least 8 characters, contain a mixture of upper and lower case, symbols and numbers. The email to use is � HYPERLINK "mailto:info@stpaulshostel.co.uk" �info@stpaulshostel.co.uk�     


                                                                                                 


The password is then passed to Service Referral Officer by telephone (01905 723729 # 1 # 2) or via text to 07889707271. On receipt, the Service Referral Officer will be able to unlock the Service Referral Form, save it securely on our IT system and then process the information. 





Transmission by postal services





Documents containing personal data must be secure during postal transit. Completed Service Referral Forms sent by post must use the ‘double envelope method’. The inner envelope contains the address and contact number of the sender. The outer envelope is to show ‘Service Referrals St Paul’s Hostel, Tallow Hill, Worcester, WR5 1DB” and on the reverse, the address that the envelope is to be returned which is “If found, please return to [name and address of person making referral]”.
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