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Privacy Notice 
Southwark Short Breaks Booking System
Read our privacy notice for information on how we collect, store and process your data.
Introduction
The proper handling of personal information is very important to the delivery of services at Southwark Council. We are committed to ensuring that your personal information and data is protected and stored securely (both digitally and on paper). 
To make sure that we treat personal information correctly, we will meet in full, the requirements of data protection law. This privacy notice has been produced to explain, as clearly as possible, how we aim to process and use your personal data.
About EEQU and Keyring
Eequ is a secure online booking system commissioned by Southwark Council to support Southwark’s Targeted Short Breaks service. Parents and carers are invited to register for short break activities and book places for eligible children through the booking system. 
KeyRing has been commissioned to undertake eligibility checks related to short breaks provision, and to support families to navigate and access the short breaks offer via delivery of Southwark’s Disability Hub. 
Through accessing the council’s Targeted Short Breaks service, you are providing your information to Southwark Disability Hub (KeyRing) and Southwark Council’s Commissioning, SEND and All Age Disability Teams.
The Data Controller for your data
Southwark Council is the data controller for purposes of the Data Protection Act (2018) and the UK General Data Protection Regulation (UK GDPR) and is registered as a data controller with the Information Commissioner’s Office (ICO).
KeyRing is a data processor.
Why we collect your personal data
Personal data is collected on the EEQU booking system when you register for and book activities that are funded by Southwark Council. If you cannot register then the funded provider will complete the information on your behalf to enable you to access the service. 
This data will be used to verify eligibility, to assess whether the provider is meeting their contractual obligations and to ensure that appropriate support is in place to meet the needs of all children and young people accessing the service. Anonymised data may also be included in reports on the outcomes and impact of the service. 
Any data and information requested upon registration to a short breaks activity will remain within the provider’s records until the end of the contractual period (up to end March 2029).
Who we share your information with
To check eligibility and to fulfil our duties, we (or KeyRing on our behalf) may need to share information with your child’s school or college. 
There are other specific situations where we may be required to disclose information, such as:
· where we are required to provide the information by law
· where disclosing the information is in the vital interest of the person concerned (i.e. a safeguarding concern regarding a child or adult)
How your data will be stored
Your data will be securely stored on the EEQU system on behalf of Southwark Council.  Only authorised staff members from the relevant teams and Southwark’s Disability Hub will have access to the data.
We will only retain your personal data for as long as reasonably necessary to fulfil the purposes that it was collected for. 
Your data protection rights
Under GDPR, you have certain rights concerning your information:
· the right to be informed about the collection and use of your data
· the right to obtain access to your data
· the right to have any inaccurate or incomplete data rectified
· the right to have personal data erased in specific circumstances
· the right to restrict processing of data in specific circumstances
· the right to object to processing of your data in certain circumstances
Check your rights in relation to your personal information.
How to get advice or make a complaint
Data Protection Officer
If you have a concern about how we collect or use your personal data, you can contact the Council’s Data Protection Officer by:
· emailing dpo@southwark.gov.uk 
· mailing a letter to: Data Protection Officer, 2nd Floor Hub 1, Southwark Council, PO Box 64529, SE1P 5LX
· phoning 0207 525 5000
How to make a complaint
We aim to resolve all complaints about how we handle personal information. You also have the right to make a complaint about data protection and our handling of your personal data to the Information Commissioner’s Office here.
Similarly, you can contact them by: 
· mailing a letter to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
· phoning 030 1231 113
If your complaint is not about data protection, find details on how to make a complaint about a council service.
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