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Privacy Policy 
This privacy policy explains when and why we collect personal information; how we use it, keep it secure and in what circumstances we may share it with other organisations.



Who we are

East Lothian Young Carers is a local independent charity and Company Limited by Guarantee. We provide a range of practical and emotional support services to unpaid carers of all ages and their families across East Lothian. Our main funders are; MELDAP and East Lothian Health and Social Care Partnership with whom we have agreements with to:
· Identify carers through development work
· Deliver a wide range of information, advice, support services and short breaks
· Carry out young carers statements
We are committed to protecting your personal information and making every effort to ensure that your personal information is processed in a fair, open and transparent manner.


How we collect Information about you
Everything we do, we do to ensure that we can help young carers and their families get the support and recognition.  We want to make sure you receive the communication that are most relevant to you, through visiting our website or receiving emails, post or phone calls. 
When you contact us for information, advice or support relating to your caring role you are engaging with us in an agreement for the provision of those agreed services (known as a ‘contract’ for lawful processing). 

We collect information from you when you interact with us in the following ways
Directly
You may interact with us by telephone, by visiting our website, by post or in person. You may contact us to ask about our activities or to ask us a question, register with us, request a young carers statement (whether direct or via a 3rd Party), engage with support services, make a donation, apply for a job or volunteering opportunity or otherwise provide us with your personal information.
If you request that we refer you to another organisation or service we will only undertake this with your permission.
We will never sell or share your information with organisations so that they can contact you for any marketing activities.  We will never sell any information about your web browsing activity.
When you visit our website
When you use our website it will collect and use information to help us understand more about how the website is used, including:

· information about your computer and about your visits to and use of this website (including your IP address, geographical location, browser type and version, operating system, referral source, length of visit, page views, website navigation and details);

· information that you provide to us for the purpose of registering as a Carer

· In some cases, anonymous internet and website data is collected using cookies.  Cookies are small pieces of data sent by a web server to collect data from a web browser.  It also allows a website to recognise a user and their setting preferences the next time they visit the website and may allow some features to load more quickly. Most browsers will allow you to turn off or manage cookies.

What information do we collect?
The personal information we collect will include your name, address, age, contact details, and details of your caring role.
We will also ask you for personal information such as your religious beliefs, ethnic background, sexual orientation and health, but this information will only be held with your explicit consent. The purpose for collecting this information is for monitoring purposes to help us ensure that our services are fully accessible and to inform the further development of these. It will not restrict your access to a service if you choose not to provide this detail.
If you provide information about a 3rd party (typically either the person you care for or an emergency contact) we will need to confirm that they are aware of this, the personal information that we hold and their rights under data protection legislation.
We collect information about you and your caring role, in order to:
· carry out our obligations arising from any agreement entered into by you and us, for the provision of information, advice and support to you in relation to your caring role;
· seek your views or comments on the services we provide;
· notify you of changes to our services;
· send you communications which you have requested;
· inform our future service development 
· provide anonymised monitoring information to our service commissioners  to demonstrate the take up and effectiveness of services; with specific reporting by characteristics such as area, age, caring responsibility or background;
· to send you details of upcoming activities, and carer newsletters, 
· if you have given your consent to send you information, information about how you could support our work

How we use your information
We collect information about you and your caring role, in order to:
· carry out our obligations arising from any agreement entered into by you and us, for the provision of information, advice and support to you in relation to your caring role;
· to keep a record of your relationship with us
· Add or update your details to our database
· Add or update the “cared for” details to our database
· seek your views or comments on the services we provide
· notify you of changes to our services
· send you communications which you have requested
· Only pass on sensitive information if it is your interest to do so and always with your permission.  The only time information will be passed on without your permission is if there is a legal requirement or duty to do so, or there is a risk of serious harm or threat to life.
· inform our future service development 
· provide anonymised monitoring information to our service commissioners to demonstrate the take up and effectiveness of services; with specific reporting by characteristics such as area, age, caring responsibility or background;
· to process your donations or other payments, to claim Gift Aid on your donations



Sensitive Personal Information
Data protection law recognises that some categories of personal information are more sensitive.  Sensitive personal information can include information about a persons’ health, race, ethnic origin, political opinions, sexual orientation or religious beliefs.  
If you provide us with sensitive information we will only use this information for the following purposes:
· dealing with your enquiry, 
· supporting you
· monitoring
· evaluating the service we provide
We will not pass on your details to anyone else without your express permission except in exceptional circumstances or where you have given us your full consent.

Keeping Your Information Safe
East Lothian Young Carers takes looking after your information very seriously.  We have put in place appropriate measures to protect the personal information we hold.  We keep our computers, files and office secure.

How Long we hold your information for
We will only keep your information for as long as is reasonable and necessary for the relevant activity.
We review our retention periods for personal information on a regular basis in line with legislation and best practice.

Your rights under Data Protection
From the 25th May 2018, your rights under Data Protection legislation are as follows:
The right to:
· be informed. Met by access to this Privacy Policy.
· access your own data and confirmation of how it is processed
· rectification of any of your personal data if it is inaccurate or incomplete.
· You can withdraw consent for us to hold your sensitive data at any time, but most personal data is held under the service contract and in order to have this information removed you must agree to disengage completely from the service. Once information has been deleted it cannot be recovered.
· restrict processing. When you request that processing is restricted it will be excluded until such time it has been confirmed that the data has been corrected or that it is being processed in the way that complies with the legal purpose.
· data portability. You have the right to your personal data in a format that is machine readable.
· object. You have the right to object to how we process your information.
With regards to your rights in relation to automated decision making and profiling East Lothian Young Carers does not use profiling or automated decision making.
If you believe that any of your personal details need to be corrected, updated or you no longer wish to access the services provided by East Lothian Young Carers then please call us on our 01620 826558 and we can immediately update our system.

Our website 
‘Cookies’ are text files placed on your computer to collect standard internet log information and visitor behaviour information. This information is used to track visitor use of the website and to compile statistical reports on website activity.
You can set your browser not to accept cookies and the above websites tell you how to remove cookies from your browser. However in a few cases some of our website features may not function as expected.

[bookmark: _GoBack]16 or Under 
We are concerned to protect the privacy of children aged 16 or under. If you are aged 16 or under‚ you will need to get your parent/guardian’s permission beforehand whenever you provide us with personal information.
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