SECTION 1

General Welfare Requirement: Safeguarding and Promoting Children’s Welfare

The provider must take necessary steps to safeguard and promote the welfare of children.


Collingwood Pre-school

Collingwood Rd

South Woodham Ferrers

Chelmsford Essex

CM3 5YJ

Tel: 07855 885484

Email: collingwoodpreschool@gmail.com
Website: collingwoodpreschool.com

Privacy Notice - how we use your data and your children’s data
Introduction
At Collingwood Pre-school we take your privacy seriously and are committed to ensuring that your personal data is protected in accordance with data protection laws and used in line with your expectations.

This privacy notice explains what personal data we collect, why we collect it, how we use it, the control you have over your personal data and the procedures we have in place to protect it. 

What personal data we collect
We collect and hold personal data about you, your child and their carers to provide care and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify your eligibility for free childcare as applicable.
The information we hold will include:
· registration forms containing contact details, i.e. address, phone/mobile numbers, email address, date of birth, religion, gender and emergency contact details
· ethnicity forms

· copy of your child’s birth certificate

· proof of address for ECC funding

· index cards

· information on health, allergies and specific medical needs
· ethnicity details

· password to safeguard your child in pre-school

· parental choice on how to contact you re accidents

· children’s starting points in the document All About Me

· session & lunch club registers/accident & incident books/signing in book
· special educational needs and disability information/plans/reviews/reports

· consent forms containing contact names (permission given to share with pre-school)
Where applicable we will obtain child protection plans from social care and health care plans from health professionals.

Where applicable we will also ask for information about who has parental responsibility for your child and any court orders pertaining to your child.

If you apply for 30 hours free childcare, we also collect your national insurance number or unique taxpayer reference (UTR), if you are self-employed.
We may also collect information regarding benefits and family credits that you are in receipt of.
Why we collect personal data and the legal basis for handling your data
We use this personal data for the administration of pre-school, to safeguard all stakeholders and to fulfil the contractual arrangement you have entered into. 

The information is also used for the contractual terms with Essex County Council and the online journal Tapestry. 
We use this personal data to:

· contact you in case of an emergency

· support your children’s learning and development and provide early intervention where agreed

· carry out regular assessments and report on their progress to parents/carers

· maintain contact with you and respond to any questions you may have

· manage any special educational, health or medical needs

· provide appropriate care and safeguard children in pre-school

· to process your claim for up to 30 hours’ free childcare (where applicable)

· to keep you updated with information about our services
Consent

Our setting gives all individuals real choice and control. All forms have an opt-in tick box system to ensure consent is explicit. Within this privacy notice we alert all stakeholders to the fact they can withdraw consent at any time.                    
The forms are written in plain language clear, concise and easy to understand Where families have English as a second language, assistance will be given to ensure they fully understand the content of the forms. Third party controllers are named clearly on the consent forms. The consent forms are monitored and reviewed on a regular basis to ensure compliance with the General Data Protection Regulations.

With your consent, we will also record your child’s activities for their individual learning record. This may include photographs and videos. You will have the opportunity to withdraw your consent at any time, for images taken by confirming so in writing.

We have a legal obligation to process safeguarding related data about your child should we have concerns about their welfare. We also have a legal obligation to transfer records and certain information about your child to the school that your child will be attending (see Transfer of Records policy).
Who we share the data with
In order for us to deliver childcare services we will also share your data as required with the following categories of recipients:

· Pre-school staff where necessary

· Ofsted – during an inspection or following a complaint about our service
· Statutory Assessment services

· banking services to process chip and pin and/or direct debit payments (as applicable)

· the Local Authority, Essex County Council (where you claim up to 30 hours’ free childcare as applicable)

· the government’s eligibility checker (as above)

· primary schools and outside agencies e.g., Health Visitor, Speech & Language Therapists, Inclusion Partners, SENIF, Specialist teachers and Educational Psychologists
· other setting or childminder your child may be attending
· Tapestry, which is an online record of your child’s Learning Journal
· our insurance underwriter (if applicable)

· our setting software management provider (if applicable)

· the school that your child will be attending
We will also share your data if:

· We are legally required to do so, for example, by law, by a court or the Charity Commission;

to enforce or apply the terms and conditions of your contract with us

· to protect your child and other children; for example, by sharing information with social care or the police;

· it is necessary to protect our/or others rights, property or safety

· we transfer the management of the setting, in which case will may disclose your personal data to the prospective buyer so they may continue the service in the same way.

We will never share your data with any other organisation to use for their own purposes.

We will not give information about your children to anyone without your consent unless the law and our policies allow us to do so. If you want to receive a copy of the information about your son/daughter that we hold, please contact:
The Manager at collingwoodpreschool@gmail.com

We are required, by law, to pass certain information about our children to our local authority, Essex County Council (ECC), for access to the Free Early Education Entitlement (funding) through the ECC Provider Portal. We have a signed contract with them to provide early years’ education for children between 2 years 6months - 5 years old.                                                            
Their Privacy Notice is circulated with the information provided at the start of your child’s time with us.
How we store your data

All data you provide us with is stored on secure laptops and encrypted memory sticks. Personal paper files are kept in a locked file/cupboard. 
Stakeholders are made aware from the outset what data will be processed and how it will be used in the administrative work of the pre-school. The Information Policy is shared with all stakeholders.
How we protect your data
Our setting’s computers, laptops and iPads are linked to Collingwood Primary School’s computer network. All computers are password protected with anti-virus software and firewalls. Our memory sticks have military grade encryption.    
When staff use their own IT equipment for Tapestry this is password protected and staff sign a declaration to inform the Manager immediately if a data breach occurs. No information is stored on their IT equipment and all passwords are changed regularly.
We would recognise a data breach through an anti-virus prompt alerting us to an attempted breach of our data. The responsibility lies with the Manager to deal with such a breach and assess the situation. It would be her responsibility to contact the individuals affected by the breach and escalate this to the ICO if necessary, within 72 hours. All breaches would be fully documented.
How long do we retain your data?
We retain your child’s personal data for up to 3 years after your child no longer uses our setting, or until our next Ofsted inspection after your child leaves our setting. 
Medication records and accident records are kept for longer according to legal requirements. Your child’s learning and development records are maintained by us and given to you when your child leaves.
In some instances, (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records policies).

“A personal data breach can be broadly defined as a security incident that has affected the confidentiality, integrity or availability of personal data. In short, there will be a personal data breach whenever any personal data is lost, destroyed, corrupted or disclosed; if someone accesses the data or passes it on without proper authorisation; or if the data is made unavailable and this unavailability has a significant negative effect on individuals.”

For information on the Retention Period guidance we follow please contact the Manager.
Access requests
If a stakeholder makes a request for information (pertaining to themselves or their child) no charge will be made. The Manager will comply within a month.

Individual rights
All stakeholders have:
· the right to be informed
· the right of access
· the right to rectification
· the right to erasure
· the right to restrict processing
· the right to data portability
· the right to object
· the right not to be subject to automated decision-making including profiling. 
If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us.
Complaints
The pre-school will inform all stakeholders of our Privacy Notice and of those organisations we pass information on to.

If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk
Changes to this notice

The pre-school Management Committee will keep this privacy notice under regular review and any changes will be posted on the pre-school website at collingwoodpreschool.com

Where appropriate all stakeholders will be notified by email, ensuring you are aware of how we use your data, at all times.

This Privacy Notice was adopted by Collingwood Pre-school

Date: 13th November 2023
Signature: L. Matthews



Title/Role: Chairperson
Date to be reviewed: Summer 2024 (or before if updates are received)
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