PRIVACY NOTICE POLICY
At Scallywags we are committed to ensuring that any personal data we hold about you and your child is protected in accordance with data protection laws.

We adhere to the following GDPR principles,

· We have a lawful reason for collecting personal data. 

· We only use the data for the reason it is initially obtained.
· We do not collect any more data than is necessary.
· We do not keep it any longer than needed.
· We protect the personal data.
What personal data we collect
At Scallywags we collect personal data about you and your child to provide care and learning that is tailored to meet your child’s individual needs. We also collect information to verify your eligibility for free childcare as applicable.

On registration we collect the following information from our registration form
· Child’s full name, date of birth, address, parents contact details including email, telephone numbers and national insurance numbers contact details of other people who can collect your child, parents’ occupations, and dates of birth, who has parental responsibility, and doctors address and contact number. Information on dietary requirements, allergies, and any other special needs. 

During your child’s time at Scallywags, we will also collect the following information.
· Attendance records

· Medical records

· Accident/Incident records

· Safeguarding/child protection logs and reports

· Ongoing progress and development records

· Photographs (with permission)

· Birth certificate or passport for funding purposes

· Senco information – support plans etc

Why we collect this information

· To contact you in case of an emergency

· To support your child’s well being and development

· To manage any special educational, health or medical needs of your child whilst at Scallywags

· To carry out regular assessment of your child’s progress and to identify any areas of concern.
· To maintain contact with you about your child’s progress and respond to any questions you may have.
· To process your claim for up to 30 hours free childcare (where applicable)

· To keep you updated about our service.
We have a legal obligation to process safeguarding related data about your child should we have any concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school they will be attending. 

Who we share your data with?
· Ofsted – during an inspection or following a complaint about our service.
· The Local Authority – For funding purposes
· The governments eligibility checker (as above)

· The school that your child will be attending. 

· Social services (if applicable)

· Area Senco and other special needs agencies (if applicable)

How we protect your data

We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by ensuring the data is kept secure: all paper forms are kept locked away and all PC/laptops that are used are password protected. All data collected can only be accessed by authorised individual. 
How long we retain your data

All data and records are kept in accordance with legal requirements. Your child’s learning and development records are maintained by us and handed to you or their new setting/school. 

Your rights with respect to your data
You have the right to:

· Request access, amend or correct your/your child’s data.
· Request that we delete or stop processing your/your child’s personal data (other than information needed by law)

· Request that we transfer your and your child’s personal data to another person/setting.

If you wish to exercise any of these rights at any time or if you have any questions, comments, or concerns please speak to Michelle Howell (Manager).

If you continue to have concerns about the way your data is handled and remain dissatisfied, you have the right to complain to the Information Commissioner Office (ICO) on 0303 123 1113. 
This policy was adopted at a meeting of the pre-school held on 27.05.19.
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