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GDPR Privacy Notice for Prospective Adoptive Parents, Adoptive Parents and other Service Users
[bookmark: _GoBack]
Data Controller:  Scottish Adoption, 161 Constitution Street, Edinburgh, EH6 7AD
Data Protection Officer: Alison Hanlon

Introduction

Scottish Adoption is committed to being transparent about how it handles your personal information, protecting the privacy and security of your personal information and to meeting its data protection obligations under the General Data Protection Regulation (“GDPR”) and the Data Protection Act 2018. 

If you have any questions about this Privacy Notice or how we handle your personal information, please contact Alison Hanlon, our Data Protection Officer.

Data protection principles

In collecting and processing your personal information we will comply with the six data protection principles by ensuring that the information we hold about you is:
1. [bookmark: _Hlk503771823]Used lawfully, fairly and in a transparent way.
2. Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with these purposes.
3. Relevant to the purposes we have told you about and limited only to those purposes.
4. Accurate and, where necessary, kept up to date.
5. Kept only as long as necessary for the purposes we have told you about
6. Kept securely.

[bookmark: _Hlk503514545]What types of personal information do we collect about you?

Scottish Adoption collects, stores and uses a range of personal information about you. This includes (as applicable):

· your contact details, including name, address, telephone number and personal e-mail address
· your initial enquiry form and initial interview record
· your BAAF-Coram Form F Homestudy Assessment Report
· your Minute of Approval as an adoptive parent with Agency Decision
· copy formal letter of acceptance as prospective adopters from Scottish Adoption
· Form AH Adult Health Report on prospective adopters
· Form AH2 Update Adult Health Report on prospective adopters (if applicable)
· Foster Carer Review Minute and Agency Decision (if applicable)
· Local Authority linking, matching and co-ordination reports 
· Court reports
· Summary notes of our work with you 
· This list will be reviewed on an ongoing basis.

How do we collect your personal information?

Scottish Adoption collects personal information either directly from you or from third parties such as GPs, Disclosure Scotland, Referees, Local Authorities. 

We will also collect additional personal information throughout the period of our working relationship. This may be collected in the course of your homestudy assessment, to facilitate an adoption placement or to provide you with a support service.. Whilst some of the personal information you provide to us is mandatory and/or is a legal requirement, some of it you may be asked to provide on a voluntary basis. We will inform you whether you are required to provide certain personal information to us or if you have a choice in this.

Your personal information may be stored in different places, including in our service user files and in our CHARMS  management system.

Why and how do we use your personal information?

We will only use your personal information when the law allows us to. This is known as the legal bases for processing. We will use your personal information in one or more of the following circumstances:

· where we need to do so to perform the requested service
· where we need to comply with a legal obligation
· where it is necessary for our legitimate interests (or those of a third party), and your interests or your fundamental rights and freedoms do not override our interests.

Our legitimate interests include: performing or exercising our obligations or rights under the direct relationship that exists between Scottish Adoption and you. 

The purposes for which we are processing, or will process, your personal information are to:

· enable us to maintain accurate and up-to-date adoption records 
· enable us to provide you with the service you have requested
· comply with the Adoption Agencies (Scotland) Regulations 2009.
· provide required information to the Care Inspectorate 
· This list will be reviewed on an ongoing basis.

Please note that we may process your personal information without your consent, in compliance with these rules, where this is required or permitted by law.

What if you fail to provide personal information?

If you fail to provide certain information when requested or required, we may not be able to provide the service you have requested, or we may be prevented from complying with our legal obligations. 

Change of purpose

We will only use your personal information for the purposes for which we collected it. If we need to use your personal information for a purpose other than that for which it was collected, we will provide you, prior to that further processing, with information about the new purpose, we will explain the legal basis which allows us to process your personal information for the new purpose and we will provide you with any relevant further information. We may also issue a new privacy notice to you.

Who has access to your personal information?

Your personal information may be shared internally within Scottish Adoption, including with Managers, Panel Members and Agency Decision Maker, HR and IT staff if access to your personal information is necessary for the performance of their roles.

Scottish Adoption with your consent may share your personal information externally with Local Authorities, other Adoption Agencies, and other Support Services as part of the service requested by you.  We may also share your personal information where we have a legal basis to do this. 
 
How do we protect your personal information?

Scottish Adoption has put in place measures to protect the security of your personal information. It has internal policies, procedures and controls in place to try and prevent your personal information from being accidentally lost or destroyed, altered, disclosed or used or accessed in an unauthorised way. In addition, we limit access to your personal information to those employees and other third parties who have a business need to know in order to perform their job duties and responsibilities. You can obtain further information about these measures from our data protection officer.

Where your personal information is shared with third-party service providers, we require all third parties to take appropriate technical and organisational security measures to protect your personal information and to treat it subject to a duty of confidentiality and in accordance with data protection law. We only allow them to process your personal information for specified purposes and in accordance with our written instructions and we do not allow them to use your personal information for their own purposes. 

Scottish Adoption also has in place procedures to deal with a suspected data security breach and we will notify the Information Commissioner’s Office (or any other applicable supervisory authority or regulator) and you of a suspected breach where we are legally required to do so.

For how long does Scottish Adoption keep your personal information?

Prospective Adoptive/Adoptive Parents

To comply with the Adoption Agencies (Scotland) Regulations 2009 part VIII Regulation 27 & 28 we are required to create a case record in respect of all prospective adopters which is retained for a period of at least 100 years for prospective adopters in respect of whom adoption orders are granted and a period of at least 10 years for prospective adopters in respect of whom adoption orders are not granted.

For anyone who expresses an interest in adoption but does not formally make an application to become a prospective adopter, the retention periods are:-

If an Initial Enquiry form is completed but the applicant does not proceed to interview, Scottish Adoption will hold this personal data for a period of six months.

If an Interview is held with an applicant but the applicant does not proceed to preparation group, Scottish Adoption will hold this personal data for a period of 12 months.

If a Preparation Group is completed by an applicant but the applicant does not proceed to assessment, Scottish Adoption will hold this personal data for a period of 24 months.
	
If the applicant consents to Scottish Adoption keeping their personal data on file in case they wish to resume their interest in adoption, we will hold their personal data for a further six months beyond the retention periods or until they withdraw their consent if earlier.

Other Service Users

For anyone accessing any of our services where there is not a legislative requirement to retain information we will seek consent to retain a summary record of the support provided for a period of ten years.	

Your rights in connection with your personal information

It is important that the personal information we hold about you is accurate and up to date. Please keep us informed if your personal information changes, e.g. you change your contact details, during your working relationship with us so that our records can be updated. Scottish Adoption cannot be held responsible for any errors in your personal information in this regard unless you have notified us of the relevant change.

As much as we are allowed to do so while ensuring compliance with the Adoption Agencies (Scotland) Regulations, we will:

· give you access to your personal information 
· enable rectification of your personal information if you think we are holding inaccurate or incomplete information
· erase any personal information where there’s no compelling reason for its continued processing, 
· restrict the processing of your personal information if you ask us to suspend the processing of your personal information, e.g. if you contest its accuracy and so want us to verify its accuracy 
· allow you to object to the processing of your personal information - this enables you to ask us to stop processing your personal information where we are relying on a legal basis for processing which you dispute.
· enable data portability - this gives you the right to request the transfer of your personal information to another party so that you can reuse it across different services for your own purposes.

If you wish to exercise any of these rights, please contact our data protection officer. 

If you believe Scottish Adoption has not complied with your data protection rights, you have the right to make a complaint to the Information Commissioner’s Office (ICO) at any time. The ICO is the UK supervisory authority for data protection issues.

Transferring personal information outside the European Economic Area

Scottish Adoption will not transfer your personal information to countries outside the European Economic Area.

Automated decision making

Automated decision making occurs when an electronic system uses your personal information to make a decision without human intervention. 

[bookmark: _Hlk503704898]We do not envisage that any employment decisions will be taken about you based solely on automated decision making, including profiling. However, we will notify you in writing if this position changes.

Changes to this privacy notice

Scottish Adoption reserves the right to update or amend this privacy notice at any time and we will provide you with a new privacy notice when we make any substantial updates.  We may also notify you about the processing of your personal information in other ways.

Contact

If you have any questions about this privacy notice or how we handle your personal information, please contact our data protection officer or Chief Executive.
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