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Privacy Notice: Families / Carers / Adult and Child Hamlet users* 

This Privacy Notice tell you how we will use and store the information you give us when you or 

your child / adult you care for uses The Hamlet. 

Data controller: The Hamlet Centre Trust (working name: The Hamlet) 

The Hamlet collects and processes personal data relating people who use our services to 

manage how we work together and to ensure that we can provide the services you need. 

The Hamlet is committed to being transparent about how it collects and uses that data and 

to meeting its data protection obligations. 

What information does The Hamlet collect? 

The Hamlet collects and processes a range of information about you. This includes:  

• your name, address and contact details, including email address and telephone 

number 

• date of birth and gender; 

• the services you use 

• details of disabilities and medical conditions 

• details of care needs 

• medication  

• dietary requirements 

• communication needs 

• any procedures that we will have to administer while in our care 

• other professionals involved in your care for example Social Workers, Occupational 

Therapists, Speech Therapists 

• other settings you attend for example colleges, schools 

• details of next of kin, dependants and emergency contacts; 

• details of periods of absences from The Hamlet taken by you, including holiday and 

sickness absence. 

• information including about your ethnic origin, sexual orientation and religion or belief 

that we need to be aware of in order to provide the appropriate care for you 

• Information about transport arrangements and how you are to be transported to and 

from The Hamlet and who is authorised to do this 
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• Any information on legal restrictions to people coming into contact with your child / 

adult while they are at The Hamlet or people who are not permitted to collect the 

child / adult at the end of the session. 

• Data to verify your child’s date of birth (Early Years) 

• Evidence to verify your residency in the United Kingdom (Early Years) 

The Hamlet may collect this information in a variety of ways. For example, data might be 

collected through admission forms, registration forms; obtained from your passport or other 

identity documents such as birth certificates; from forms completed by you when you start to 

use The Hamlet services, from correspondence with / from you; or through, meetings or other 

assessments. 

In some cases, The Hamlet may collect personal data about you from third parties, such as 

Social Workers, Physiotherapists, or other professionals working with you.  

Data will be stored in a range of different places, including care plans, Charity Log and in 

other IT systems across the organisation (including The Hamlet's email system). 

Why does The Hamlet process personal data? 

To ensure you, your child or the adult you care for receives the best possible care with the 

most up to date and accurate information, the information is used to facilitate the service 

you receive 

In some cases, The Hamlet needs to process data to ensure that it is complying with its legal 

obligations. For example, it is required to check a child has an entitlement to access to free 

early education.  

In many cases, we have a contract with you which requires us to keep and process the data. 

If we have safeguarding concerns this will be shared with the appropriate child or vulnerable 

adult teams. 

You or your nominated representative, guardian or attorney may withdraw consent to use 

your personal data at any time, but this may affect our ability to provide you with the 

necessary level of service or care. 

 

Who has access to data? 

Your information may be shared internally, with staff who are involved with the service you 

use and the finance staff who need to contact you for finance related purposes.  

The Hamlet shares your data with carefully-selected third parties at reviews, in reports to case 

conferences and under Working Together principles with other professionals, in order to 

ensure the correct care and support is given. 

The Hamlet will not transfer your data to countries outside the European Economic Area. 
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How does The Hamlet protect data? 

The Hamlet takes the security of your data seriously. The Hamlet has internal policies and 

controls in place to try to ensure that your data is not lost, accidentally destroyed, misused or 

disclosed, and is not accessed except by its employees in the performance of their duties or  

with third parties at reviews, in reports to case conferences and under Working Together 

principles with other professionals, in order to ensure the correct care and support is given. 

Our policies are available on the Hamlet website or by request to your service manager at 

Ella Road or Johnson Place. 

Where The Hamlet uses third parties to store personal data on its behalf we have ensured as 

far as we are able that they are compliant in the GDPR with the appropriate technical and 

organisational measures to ensure the security of data. 

For how long does The Hamlet keep data? 

The Hamlet will hold your personal data for the duration of you or your families’ attendance 

at the Hamlet and for any statutory requirement period after this as described in our 

retention of records procedure 

Your rights 

As a data subject, you have a number of rights. You can: 

• access and obtain a copy of your data on request; 

• require The Hamlet to change incorrect or incomplete data; 

• require The Hamlet to delete or stop processing your data, for example where the 

data is no longer necessary for the purposes of processing 

If you would like to exercise any of these rights, please contact 

admin@thehamletcharity.org.uk or phone 01603 766566 (Children’s Service) or 01603 616094 

(Adult Services) and ask to speak to the Senior Manager. 

If you believe that The Hamlet has not complied with a data protection request or if you 

believe that we have held or processed your data wrongfully or unlawfully, you can 

complain to the Information Commissioner. 

What if you do not provide personal data? 

While you can exercise your right not to provide information we are not able to provide care 

or services for you, your child or adult if you are not willing to do so and therefore we would 

not be able to offer you a service at The Hamlet. 

Our legal basis for collecting and processing your data There are several lawful reasons why 

we need to collect, hold and process your personal data, and the data we process often 

includes sensitive personal data: 

• You may have given your consent to our processing of some of your ordinary data 

(The General Data Protection Regulation (‘GDPR’) permits processing of data with 

consent under para 1(a) of Article 6.) 

• The Hamlet probably has a contract with you for the provision of our services (GDPR: 

Art 6, para 1(b)) 

mailto:admin@thehamletcharity.org.uk
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• Sometimes, processing of your data is necessary so that the Hamlet can comply with 

legal obligations (GDPR: Art 6, para 1(c)).  

• Some of your data may be processed in order to protect your vital interests - or those 

of another person (GDPR: Art 6, para 1(d)) 

• For children who are service users, processing is sometimes necessary to meet the 

interest of third parties (but not so as to override the fundamental rights of the child) 

(GDPR: Art 6, para 1(f)) 

• Your sensitive personal data may be processed when you, or your carer, have given 

explicit consent (GDPR: Art 9, paras 1 and 2(a)). 

• Your sensitive personal data may also be processed when it is necessary for the 

provision of health and social care services (GDPR: Art 9, paras 1 and 2(h)). 

 

 

*The wording in this document reflects the requirements of the General Data Protection 

Regulation (GDPR), as from 25 May 2018. 


