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NOTES:
· This notice is to be provided to guests. It has been drafted in plain and simple terms. However, staff must ensure that it is understood by the guests, possibly by taking them through the key points/  
· This notice refers to a number of other documents including Data Processing and Information Security Policy, which will also need to be in place. 
· This notice must specify the lawful bases / conditions relied upon to process personal data / special category data. It should be cross-referred to the Article 30 Record of Processing in which these are set out. If consent is relied upon, it should be clear exactly what the guest has consented to. 
· If the project is not a data controller, the wording below will need to be amended to reflect this. 
· This document has been drafted as an example and does not have generic application to all projects. It must be read carefully and amended to reflect the particular circumstances of each project. 

[Project name] recognises that any guest has the right to expect that any information shared by them to [project name] will be handled securely and responsibly. [Project name] recognises your right to be treated with respect and dignity.  

This privacy notice sets out:

1 Who we are
2 The information which we need about you 
3 Why we need this information
4 What we do with this information
5 What you can do it you are concerned 

Who we are

[Paragraph identifying the entity providing the service and confirming the name of the data controller, as well as contact details for individual responsible for data processing at that entity]

The information which we hold about you 

When you become a guest at our night shelter, you and / or the organisation which referred you to [project name] gives us the following information about you:

· Your name, date of birth, contact details and benefit status
· [Family information? Next of kin?]
· [Your last accommodation and reason for seeking accommodation]
· [Health information? Drug and alcohol dependence? Dietary requirements? Allergies?]
· [Your criminal convictions or cautions]
· Information about your stay in this night shelter, including concerns you or others raise during your stay
· [Other information?]

This information is recorded on [name of document]. Other information may be recorded by [project name] staff on this [document] including the number of nights you stay in the night shelter, information about other services available to you, health issues, concerns raised by you or the [project name] staff, any incidents which occur during your stay. We also maintain a log book in which we note [what information?]. [Information held any other places? Electronic storage? Central database of guests and stays?]

Some of this information, in particular information concerning your health and any criminal history, is sensitive information. 

What we do with this information 

We keep the [document] for a period of 7 years, after which it is destroyed. We share the information we hold about you with:

· The organisation which referred you to our night shelter
· [Anyone else?]

We need to report to the organisations which give us funding on the numbers of individuals using our night shelter and provide them with basic details about those individuals. We do not provide the names of our guests to these organisations. 

[Project name] keeps your information securely in accordance with our Data Protection and Information Security Policy. 

Why we need this information 

We need this information about you for the following reasons:

· To provide you and our other guests with appropriate and safe accommodation in [project name]’s night shelter
· To identify other relevant services available to you (for example, health, benefits, debt and housing services) and assist you in accessing these services
· To take necessary steps if there are any risks of harm to you, our other guests, our staff and those in our community
· To plan and manage our services to meet the needs of the community, including ensuring we provide equal opportunity and treatment to our guests
· To comply with professional, regulatory and legal obligations 
· [Other reasons?]

We will only use and hold your information where it is necessary for the purpose of providing secure night shelter services to you and our other guests, to protect the vital interests of you or another person, or to comply with a legal obligation. 
 
When we record and share sensitive information, we will do so where it is necessary to protect an individual at risk from harm, including you and other guests, or it is necessary to protect the vital interests or you or another person. 

We do not rely upon your consent in using or holding your personal information or special category information. 

Your rights and what you can do if you are concerned

You are able to:

· Request access to your information 
· Request correction of your information 
· Request erasure of your personal information where there is no good reason for [project name] to continue to hold it. 
· Object to processing of personal information where you consider it impacts on your fundamental rights and freedoms. 
· Request restriction of processing of your personal information in certain specific circumstances 

These rights are subject to various legal exceptions. If you make a request, these will be explained to you if relevant. 

If you have any concerns, please contact [name] at [project name] who would be happy to discuss these with you. You also have the right to make a complaint at any time to the Information Commissioner’s Office (ICO). Full details can be found on the ICO’s website www.ico.org.uk.  
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