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Privacy Notice- companions and potential companions

IN BRIEF:
This privacy notice explains the purposes for which Emmaus Lancashire, Emmaus UK and the Emmaus Federation may process your personal information. 
This notice references companions throughout but the information in this notice relates to other groups who are supported by or live in Emmaus communities, for example, Residential companions, Accommodation residents (supported), Accommodation residents, Non-Residential Companions (supported volunteering), Support Beneficiaries, Solidarity Beneficiaries, volunteers.
If you have any questions about this privacy notice, including any requests to exercise your legal rights, please contact the us using the information set out in the contact details section below.
THE DETAIL:
For the purpose of the UK General Data Protection Regulation and the Data Protection Act 2018 the data controller is Emmaus Lancashire of 165 Ribbleton Lane, Preston, PR1 5ST a registered charity with Charity Number: 1073677.
We are part of the Emmaus federation which is a charitable movement that aims to provide support for people who have experienced homelessness and social exclusion.  
Emmaus UK (EUK) is the umbrella organisation that supports the Emmaus communities across the United Kingdom, providing governance, guidance and strategic support to ensure that all Emmaus communities adhere to the core ethos and values of the movement.  Emmaus UK is incorporated and registered in England and Wales with charity number 3422341 whose registered office is at Regus Apex House, Calthorpe Road, Edgbaston, Birmingham, England B15 1TR.
We also work with other Emmaus Communities to meet our charitable objectives.  Those Communities contact details and privacy notices can be located here.   Community privacy statements - Emmaus UK

1. What information will we collect?
IN BRIEF:
If you join our community or apply to join our community we will need to process personal information about you.  This will usually include your basic contact information, information about whether you are currently or previously in another community, information about your family and personal situation, information about your housing and financial situation, right to work status and your support needs (e.g. substance use, health conditions, disabilities and criminal convictions). 
THE DETAIL:
Here is a full list of the personal information we may process about you if you join, or apply to join, our community:  
· Basic Data: Name, Date of birth, National insurance number, NHS number.
· Contact Data: Contact number, email address.
· Community Data: Information relating to whether currently or previously in a community.
· ED&I Data: Equality, diversity and inclusion data (e.g. nationality, religious beliefs, etc).
· Nationality and Immigration status data.
· Family and Personal Relationship Data: including next of kin details and familial relationships.
· Dietary Requirements Data 
· Referral Data: Details of referral to Emmaus (including information relating to housing situation, financial situation, right to work status, support needs at time of referral (e.g. substance use, finance, criminal justice, neurodivergence, housing, learning difference/disability/convictions, charges and arrest warrants) and decision to accept or refuse referral.
· Assessment Data: Including outcome of assessment and reason for this and support needs (e.g. substance use, finance, criminal justice, neurodivergence, housing, learning difference/disability/convictions, charges and arrest warrants)  and level of risk, developmental goals.
· Support Data: Information regarding the type of support needs a person might have (substance use, finance, criminal justice, neurodivergence, housing, learning difference/disability/convictions, charges and arrest warrants) and on support provided by our community to you (e.g. actions taken by caseworkers, type of support issues, time spent engaging with our support workers, information on training accessed.
· Move-on Data: Information relating to move-on (including move-on destination and type of accommodation, whether move is planned or not, area moved to, information on employment after leaving our community, preferences for follow-up support and contact.
· Housing/Accommodation History Data
· Employment History Data
· Medical Data: Information relating to medical conditions (e.g. existing physical and mental health conditions, type and frequency of medication, appointments and other engagement with healthcare professionals).
· Benefits Data: Information relating to entitlement and receipt of housing benefits
· ID information: A copy of ID documents like a passport or driving licence.
· Outcome/Milestone Data: Data relating to any achievements or changes in situation while staying with an Emmaus Community like gaining qualifications, securing accommodation or achieving personal goals.
· Bank Details.

2. Purposes for which we use your personal information 
IN BRIEF:
We need to process your personal information primarily to assess your eligibility to join our community and to allow us to provide support to you during your time living at Emmaus Lancashire. We will also process your personal information to address any risks to the community, other companions, staff, volunteers, members of the public and yourself, for safeguarding and complaint handling purposes and to ensure you receive urgent medical assistance if required. 
Generally, we do not need your consent to process your personal information.  In most cases, we process your personal information because processing your personal information is within our legitimate activities as a housing provider and charity and because it is necessary to ensure we are supporting you effectively.  
We may also process your personal information because it is in the vital interest of you or another person or to ensure that we are complying with our legal obligations.  In limited circumstances, we may approach you for your written consent to allow us to process certain particularly sensitive data.  For example, we might ask you if you would like to share your story to promote the work of our community and the wider Emmaus Federation.  If we do so, we will provide you with full details of the information that we would like and the reason we need it, so that you can carefully consider whether you wish to consent. You should be aware that it is not a condition of your staying with us that you agree to any request for consent from us.

THE DETAIL:
Here is a full list of all the ways we process the various categories of your personal information. 

	Purpose/Use
	Type of data

	To meet your support needs
	· Support Data
· Nationality and Immigration status data.
· Medical Data
· Family and Personal Relationship Data
· ED&I Data

	To assess and address any risks to the community, other companions, staff, volunteers, members of the public and yourself
	· Referral Data
· Community Data
· Initial Assessment Data
· Support Data

	To claim Housing Benefit and other services you might be eligible
	· Basic Data
· Contact Data
· Support Data
· Nationality and Immigration status data.
· Housing/accommodation history data
· Employment History Data
· Benefits Data
· Bank Details

	To assess your eligibility about joining Emmaus Lancashire
	· Basic Data
· Community Data
· Nationality and Immigration status data.
· Referral Data
· Initial Assessment Data
· Support Data
· Benefits Data

	To facilitate training, events and activities
	· Basic Data
· Contact Data
· ED&I Data
· Dietary Requirements Data
· Outcome/Milestone Data

	To publish details of companion stories on our website and publicity materials
	· Support Data
· Outcome/Milestone Data

	To make referrals throughout the Emmaus federation
	· Basic Data
· Contact Data
· Community Data
· Referral Data
· Support Data

	To ensure effective complaints handling and resolution
	· Basic Data
· Contact Data
· Community Data

	To contribute to reporting, research and analysis purposes conducted on an anonymous and aggregated basis to demonstrate compliance with our charitable objectives
	· Community Data
· ED&I Data
· Nationality and Immigration status data.
· Referral Data
· Assessment Data
· Support Data
· Move-on Data
· Housing/accommodation History Data
· Employment History Data
· Medical Data
· Benefits Data
· Outcome/Milestone Data

	For Equality, Diversity and Inclusion purposes
	· EDI Data

	To ensure you receive emergency assistance including medical emergencies or missing persons. 
	· Basic Data
· Contact Data
· Family and Personal Relationship Data 
· Medical Data

	To manage safeguarding on receipt of a disclosure.
	· Basic Data
· Contact Data
· Support Data
· Community Data



3. Disclosures of your personal information outside of the Emmaus Federation
IN BRIEF:
We generally do not share personal information about you outside of the Emmaus Federation unless there is a good reason to do so and only where it is legally permitted. This may include in instances to protect your safety or that of others, to meet medical or support needs or when requests come from legal authorities to do so. 
THE DETAIL:
Some of the instances in which we may share your personal information are:
· to protect the safety and well-being of someone (including you) who we believe to be at risk of harm;
· with doctors or other relevant agencies to meet your support needs;
· if there is a medical emergency; 
· if the police or other relevant authorities ask us for information to support an investigation, or if we are told we must disclose your personal information by a court;

We also may engage various third-party service providers who perform functions on our behalf, such as IT support, database management.  These service providers are contractually bound to use personal information only as necessary to provide the specified services to us.
We may also share your personal information with our professional advisors such as lawyers, auditors, or insurers when necessary for professional advice or to manage risks.
To help us to assess whether we are able to support you and to ensure the safety of others living in the community we may undertake background checks on you. For example, to understand if you have any outstanding criminal convictions. To enact these checks, we may need to share some of your personal information with third parties. By applying to join the community you agree for this transfer of information to take place. At Emmaus Lancashire we may use the following checks for this purpose:
· Disclosure and Barring Service
· Police
· Ministry of Justice

4. Disclosures of your personal information within the Emmaus Federation
We may share personal information about you with other Emmaus communities throughout the country for the following purposes: 
· to communicate with other communities via email for specific charitable purposes
· to pass details to another member when a companion applies to join a community which is full or not able to accept that companion, in order to find a home for them
· to allow consistency of support for companions moving between communities 
· to allow communities to exchange information where a companion could pose a risk to others
· to ensure the referral and transfer of companions by EUK and throughout the Emmaus Federation 
· for safeguarding purposes
In these cases, Emmaus Lancashire is acting as “Joint Controller” with the other community.  A Joint Controller is where the parties work together to make decisions on your personal data.
EUK may share personal information with us, and we with them, for the following purposes:
· to facilitate training, events and activities with companions
· to ensure the referral and transfer of companions by EUK and throughout the Emmaus Federation 
· for safeguarding purposes
· to ensure effective complaints handling and resolution
· anonymous reporting, research and analysis purposes to demonstrate compliance with our charitable objectives and for equality, diversity and inclusion purposes

5. How long we will retain your information for
If you are successful in joining our community, we will retain your personal information for the duration of your time at Emmaus and for 5 years after you leave. At that point all information we hold about you will be securely deleted and / or disposed of.
If you application for joining our community has been unsuccessful, we will retain your personal data for a period of 6 months following the conclusion of the application process. After a period of 6 months your personal data will be anonymised, meaning that the data will be stripped of personal identifiable information and retained only in a form that doesn’t allow you to be identified. This anonymised data may be used for statistical and reporting purposes to assist Emmaus in improving our application process and understanding trends in applications. 

6. Cross-border transfers 
IN BRIEF:
If we use external service providers to process your personal information that are based outside of the UK or EU, we will ensure a similar degree of protection is afforded to your personal information so that your data protection rights are not weakened. 
THE DETAIL:
We will do this by ensuring at least one of the following safeguards is implemented:
· We will only transfer your personal information to countries that have been deemed to provide an adequate level of protection for personal information by the UK Secretary of State.
· Where we use certain service providers, we may use specific contracts approved for use in the UK which give personal information the equivalent protection that it has in the UK.

7. Your rights in connection with personal information
IN BRIEF:
Under certain circumstances, by law you have the right to request access, correction, erasure, restriction and portability of your personal information, as well as the right to object.
If you would like to exercise your data protection rights, please contact us using the contact details in section 9 of this privacy notice.
THE DETAIL:
· Request access to your personal information (commonly known as a “data subject access request”). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.
· Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.
· Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).
· Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your particular situation which makes you want to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.
· Request the restriction of processing of your personal information. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.
· Request the transfer of your personal information to another party.
You will not have to pay a fee to access your personal information (or to exercise any of the other rights). However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive. Alternatively, we may refuse to comply with the request in such circumstances.
What we may need from you
We may need to request specific information from you to help us confirm your identity and ensure your right to access the information (or to exercise any of your other rights). This is another appropriate security measure to ensure that personal information is not disclosed to any person who has no right to receive it.

8. Keeping our records up to date
We may change this privacy notice from time to time. If we make any significant changes in the way we treat your personal information we will make this clear by contacting you directly.

9. Contact details
If you have any questions, comments, or suggestions, please let us know by contacting us at Emmaus Lancashire on 01772 796622





