Bearsted Dental Studio

{ 1 Cavendish Way,
' Bearsted,
Maidstone, Kent, ME15 8PW

BEARSTED DENTAL Telephone : 01622 736968

Website : www.bearsteddental.com
Email: info@bearsteddental.com

Privacy Policy and Privacy Statement

Introduction

We are committed to protecting and respecting your privacy. We aim to be clear when we
collect your data and not do anything you wouldn’t reasonably expect.

This Policy explains when and why we collect personal information, how we use it, the
conditions under which we may disclose it to others and how we keep it secure.

We may change this Policy from time to time so please check this page occasionally on our
website to ensure that you’re happy with any changes. By using our website, you agree to
be bound by this Policy.

Any questions regarding this Policy and our privacy practices should be sent to our Data
Controller. You can do this:

By email, to: info@bearsteddental.com

By telephone: 01622736968

By writing to: Mrs Radha Patel, 1 Cavendish Way, Bearsted Maidstone, ME15 8PW

We are a team of dental and pharmacy professionals who are passionate about providing
the highest possible standards of care.

To ensure we can provide your care safely and effectively, we need to be certain that we
have correctly addressed your needs and wishes, answered your questions and also have
taken account of your medical history and any treatment that you are undergoing as this
may affect how we can provide care for you safely.

Your care may involve several members of our team at this practice and we want to assure
you that all members of our team will respect the confidential nature of the information
that you have provided and will always protect it from being used by others in an
unauthorised way.

We will ask you to complete in writing how and in what circumstances we may use this
information in future.

You can choose to stop email, telephone calls, addressed post and/or text messages
directed to you by contacting us on or by email us: 01622736968/info@bearsteddental.com

Where do we collect information about you?
We collect information about you in the following ways:

When you give it to us DIRECTLY

We obtain information about you when you:
» Attend our practice as a patient

» Complete documentation such as a Medical History form
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» Agree to or request referral to other professionals

= Receive support from us by contacting us by telephone, text or email
= Take part in one of our surveys

= Attend one of our events

» Make payments to us using a card, credit agency or payment plan

= Use our website

When you give it to us INDIRECTLY?
e We may receive information about you from a referring practice

When you give permission to OTHER ORGANISATIONS to share
e If you permit other organisations to give us information such as if you apply for a
loan in connection with treatment

What type of information

The type and quantity of information we collect and how we use it depends on why you are
providing it.
Typically, the basic personal information we collect might include:

* Your name

= Your contact details

* Your email address

* Your telephone number

* Your GP name and practice address

= Your next of kin or carer contact details
» Your family members names

If you use our website we collect your IP address, and information regarding what pages are
accessed and when.

How do we use your information?
e We process and use your information to provide you with safe dental care.

How long do we keep this information?
e If you would like to know how long we keep your information for, please contact our
Data Protection Champion, Mrs Radha Patel on 01622736968 who is in a position to
answer all queries regarding the retention of all records.

How do we keep this information safe?



e When you give us personal information, we take steps to ensure that there are
appropriate technical measures in place to protect it. For example, access is
restricted only to those who are entitled to see the data, our online templates and
audits are always encrypted and our network is protected and routinely monitored.

Who has access to this information?

Your Rights
e You have aright to ask us to stop processing your personal data and, if it’s not

necessary for the purpose you provided it to us (e.g. to provide you with the
services, products or information you asked for, processing your payment) we will do
so.

You have a right to ask for a copy of the information we hold about you. If you want to

access your information, send an e-mail, to:

Alternatively, you can put your request in writing to:

By email, to: info@bearsteddental.com

By telephone: 01622736968

By writing to: Mrs Radha Patel, 1 Cavendish Way, Bearsted Maidstone, ME15 8PW

e You have aright to have any incorrect information to be corrected. If there are any
discrepancies in the information we provide, please let us know and we will correct
them.

You have a right to choose whether or not you wish to receive information from us.

How you can access your information

If you would like to access the information we hold about you, please send:

By email, to: info@bearsteddental.com

By telephone: 01622736968

By writing to: Mrs Radha Patel, 1 Cavendish Way, Bearsted Maidstone, ME15 8PW

Please note, we may ask you to complete a form in order to help us locate the information
that would like access to.

Marketing preferences
If you are updating your preferences, we need your name and address to make sure we
update the right information.

OUR practice Promise:

1. Everyone that works at the Bearsted Dental Studio has a legal duty to keep information
about you confidential. This practice complies with the Data Protection Act (1998) and
General Data Protection Regulation (GDPR) 2018. This means that we will ensure that
your information is processed fairly and lawfully.



2. We need to collect accurate information from you to help us deliver your dental
treatment safely. That is why we need to ask you about your past and current medical
status, what medications you may be taking, who your doctor is and if you have any
known allergies; personal details such as your age, address, telephone number and your
general medical practitioner.

3. Itis necessary to keep notes about your dental treatment so we know what treatment
options were given to you including the risks and benefits of each treatment, what
treatment you have consented to, costs and quotes given and if radiographs,
photographs or study models were taken. It is also very useful to look at you dental
history when making clinical decisions about your dental care.

4. We will not share your personal or medical information with any third party without
your consent, this includes us referring you for other dental services, orthodontic
services or other relevant healthcare provider.

5. Other people who may also need to use your records are:

e Your general medical practitioner

e The Hospital or Community Dental Services

e Other health care professionals who are caring for you

e NHS payment authorities

e The Inland Revenue

e Benefits Agency if you have claimed exemptions or remission for NHS charges

e Private dental schemes or Dental payment schemes of which you are a member

Disclosure will take place on a ‘need-to-know’ basis, so that only those
individuals/organisations who need to know in order to provide care to you and for the

proper administration of Government (whose personnel are covered by strict confidentiality

rules) will be given the information. Only information that the recipient needs to know will
be disclosed.

In very limited circumstances or when required by law or a court order, personal data may
have to be disclosed to a third party not connected with your health care. In all other
situations, disclosure that is not covered by this Code of Practice will only occur when we
have your specific consent. Where possible you will be informed of these requests for
disclosure.



6.

10.

We are required to retain your dental records, X- rays and study models while you are a
patient of this practice and after you cease to be a patient for up to 11 years or up to the
age of 25 years in cases of children. If you do not attend the Dental Practice within 2
years, your dental records will be marked as "Closed" and transferred to our archive.

Your information is held in the practice’s computer software, as well as in a secure
manual filing system. The information is only accessible to authorised personnel.
Personal information will not be removed from this practice without the patients
authorised consent. Your personal information is carefully protected by the staff at this
practice. All access to information is held securely and can only be accessed by regularly
changed passwords. Data is encrypted and computer terminals are closed if
unattended.

We have a procedure in place for the safe and confidential destruction of your dental
records should you not attend after 11 years.

Please do not hesitate to contact the Data Protection Champion if you wish to ask about
any information relation to your dental records or information held at the practice.

You have the right to access your dental records and can do this by making a formal
written request to the Data Protection Champion.

Contact us

The Data Protection Champion at this Practice is Mrs Radha Patel

You can contact us:

By email, to: info@bearsteddental.com

By telephone: 01622736968

By writing to: Mrs Radha Patel, 1 Cavendish Way, Bearsted Maidstone, ME15 8PW
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