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1. Introduction 
 
1.1. This policy has been developed by Hospiscare to meet the requirements of 

the Data Protection Act 2018. Hospiscare processes Special Category and 
Criminal Offence information in accordance with the Data Protection 
Legislation. 

 
1.2. Schedule 1, Part 4 of the Data Protection Act requires us to have in place this 

document, called an ‘Appropriate Policy Document’, when we rely on 
certain conditions for processing Special Category and Criminal Offence 
information. This policy will tell you what Special Category and Criminal 
Offence information we process, our lawful bases for processing, the 
purposes for which we process it, and how we ensure compliance with the 
principles of the Data Protection Legislation. 

 

2. Scope 
 

2.1. This policy covers personal data held and processed by Hospiscare. 
Personal information is information from which a living person can be 
identified, either from the information alone, or when combined with other 
information that is or may become available to the recipient of the 
information.  
 

2.2. It applies to information held electronically and on paper.  
 

2.3. This policy applies to: 
 

• All personal data processed by Hospiscare 
• All staff including locum staff, contractors, students, and trainees. 



 
 
 
 

 
Appropriate Policy Document V1.2 3 

 
3. Description of the information processed. 

 
3.1. Hospiscare may process the following: 

 
• Information relating to racial/ethnic origin. 
• Political opinions 
• Information relating to religious or philosophical beliefs. 
• Trade union membership 
• Genetic and biometric information 
• Information concerning health 
• Information concerning sex life or sexual orientation. 

 
3.2. The above are all types of Special Category information.  

 
3.3. We may also process Criminal Offence information. 

 
 

 
4. Schedule 1 DPA 2018 conditions of processing  

 
4.1. When processing Special Category and Criminal Offence Information, 

Hospiscare are required to have a Schedule 1 condition under the Data 
Protection Act 2018. Please refer to our privacy notice which lists our lawful 
basis for processing.  
 

4.2. Our privacy notice can be found: Privacy policy 
 
 
5. Compliance with the Data Protection Principles  

 
5.1. Hospiscare adheres to the principles set out in Article 5 of the UK GDPR.  

 
5.2. The Hospice ensures accountability by: 

 
• Maintaining a Record of Processing Activities (ROPA) under Article 30 of 

the UK GDPR. 
• Carrying out Data Protection Impact Assessments (DPIAs) for uses of 

personal data that are likely to result in a risk to individuals’ data 
protection rights and freedoms. 

• Entering into agreements with Data Controllers and/or Data Processors, 
where required.  

• Appointing a Data Protection Officer whose roles and responsibilities 
aligns with the provisions of the UK GDPR.  

https://hospiscare.co.uk/about-us/privacy-and-data/
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5.3. Personal information is processed lawfully, fairly and in a transparent 

manner. The Hospice ensures this by: 
 

• Ensuring only personal information is processed where a lawful basis has 
been identified and where processing is lawful.  

• Having a Privacy Notice which explains the different types of personal 
information we process and why. 
 

5.4. Personal information is collected for specified, explicit and legitimate       
purposes. The Hospice ensures this by: 

 
• Collecting and processing information only when it is necessary to do so. 
• Only using the information for compatible purposes.  
• Having a Privacy Notice which explains the different types of personal 

information we process and why. 
 

5.5. Any personal information that is collected is adequate, relevant and limited 
to what is necessary. The Hospice ensures this by: 

 
• Using data collection forms which are designed to only collect the 

information necessary for our purpose. 
• Outlining our purposes for using your personal information in our Privacy 

Notice.  
• Adhering to our retention schedule which sets out the correct disposal 

action once records are no longer required.  
 

5.6. Personal information that is held is accurate, and where necessary, kept up-
to-date. The Hospice ensures this by: 

 
• Having processes in place so that personal information is accurate and 

kept up to date. For example, we will check your personal information 
with you from time to time.  

• Undertaking quality checks of the information we hold. 
• Having processes in place to deal with any challenges regarding the 

accuracy of the information that we have. 
 

5.7. Personal information should be kept in a form which permits identification of 
individuals for no longer than necessary. The Hospice ensures this by: 

 
• Adhering to our retention schedule. The retention policy for record 

categories is determined by our legal and regulatory obligations, and our 
business requirements. The retention schedule is available and a copy 
can be provided on request. Alternatively, there are times where we 
adhere to the NHS Code of Practice. 



 
 
 
 

 
Appropriate Policy Document V1.2 5 

 
5.8. Personal information is processed in a manner to ensure the appropriate 

security of the information. The Hospice ensures this by: 
 

• Providing regular training to staff regarding Data Protection and 
Confidentiality. 

• Restricting access to information based on roles. 
• Undertaking due diligence on third party organisations that we work with. 
• Having appropriate policies and processes in place.  

 
 
6. Retention and erasure policies 
 

6.1. We will retain personal information for as long as necessary to fulfil the 
purposes we collected the information for. Our retention period and 
disposal actions for records containing can be found on our retention 
schedule and a copy can be provided on request.  
 

6.2. When data is no longer required, it is safely deleted or confidentially 
destroyed.  

 
 
7. Review date 

 
7.1. The policy will be reviewed annually or revised more frequently if necessary. 

 
 
8. Additional Special Category and Criminal Offence 

Information 
 
8.1. We also process Special Category and Criminal Offence information where 

an Appropriate Policy Document is not required. For example, for research 
and statistical purposes. In these circumstances we will respect the rights 
and interests of our data subjects by informing them about the processing in 
our Privacy Notices. 
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9. Version control 
 

Version 
No. 

Review 
Date 

Edited  
By 

Approved  
By Comments 

1.1 21.05.2026 Bex Lovewell  Creation of Appropriate 
Policy Document.  

1.2 24.06.2026 Bex Lovewell  Update to location of 
retention schedule. 
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