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1
INTRODUCTON

1.1
The law determines how organisations can use the personal information they collect.  This is underpinned by the Common Law Duty of Confidentiality together with legislation we must comply with including:

· Data Protection Act 1998

· Human Rights Act 1998

· Health and Social Care Act 2012

1.2
Glastonbury Surgery retains the personal and confidential information of each employee staff for a number of purposes.  This notice summarises in general terms the type of information we hold about you, how we may use it and who we may share your information with.  It underpins the fair, lawful and transparent use of your personal information.
1.3 If you would like to see any of the information we hold on you, please speak to the Practice Manager.
2
INFORMATION HELD

2.1
Glastonbury Surgery collects personal confidential information about you which we require for either contractual or statutory purposes and your continuing employment with the practice is subject to fulfilment of this requirement.  This information may include (but is not limited to):

· Your name, address, telephone number, date of birth, proof of identify and next of kin

· References and criminal record clearance 

· Terms and conditions of your employment 

· Evidence of professional qualifications and training completed

· Health and safety  

· Salary, payroll and pension 

· Annual leave, absence and sickness records

· Appraisal, performance review and management

2.2
The practice uses this information for the following reasons:

· to undertake administrative and management functions in connection with your employment

· to help inform the decisions that we make about your employment

· to ensure that you are kept safe whilst working for us

· to help us work effectively with other organisations who may also be involved in your employment benefits

3
INFORMATION SHARING

3.1
Glastonbury Surgery may share information held about you with other organisations to support:

· to facilitate payment of your salary

· to facilitate management of your pension records

· to provide references upon request

· to assess and manage your risk from infection

· to meet mandatory requests from NHS England 

· to meet CQC statutory requests

· to ensure that medical indemnity cover is provided (where appropriate)

· to facilitate training and education

· to facilitate patient and public safety

· to confirm accreditation for service commissioners


For planning and assurance (information in anonymised format which does not include information from the employee’s personnel record):

· to manage and plan services for the future

· to review quality of care provided by the practice to ensure it remains effective

· to comply with a legal obligation

3.2
Organisations with which information is routinely shared with for the reasons set out above include but are not limited to:


For personnel management functions:

· Practice Accountants

· The NHS Pensions Agency

· Practice Solicitors

· Somerset CCG


For planning and assurance:

· NHS England

· Somerset Clinical Commissioning Group

· Somerset County Council – Public Health service

· Somerset LMC

· Care Quality Commission

3.3
We will not share your identifiable information for any other reason other than personnel management and service planning within the NHS, unless we first obtain consent from you.

3.4
We sometimes share non-identifiable information for statistical and research purposes. These records will be entirely anonymised so you cannot be identified. 

3.5
You have the right to make a Subject Access Request in connection with your information held on record. 

3.6
For more detailed information about your rights and our responsibilities in respect of data protection, further information can be found on the Information Commissioner’s website https://ico.org.uk/. You also have the right of complaint to the Information Commissioner’s Office if you believe your data is not being processed fairly.

4
SECURITY & RETENTION OF YOUR INFORMATION

4.1
Glastonbury Surgery have a range of security measures in place to ensure that your information is held, and where appropriate, shared in a secure way.  Your personnel record will only be accessed by those members of practice staff who are authorised to do so.

4.2
Information in connection with your employment with the practice will be retained after your employment has been terminated for a period of 7 years, in line with the Glastonbury Surgery retention protocol.

4.3
Non electronic pension data pre-dating April 2016 will be retained indefinitely in case of future claims.

4.3
Under the authorisation of the Practice Partners, the Practice Manager will be the Data Controller for personnel data and information.

4.4 
Under the authorisation of the Practice Partners, Clinical Governance Lead will be the Data Protection Officer for personnel data and information.
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