[bookmark: _Toc15917075]Privacy Notice (How we use children’s and parent/carers information)

Claverham Day Nursery processes personal information about its children and is a ‘data controller’ for the purposes of Data Protection legislation. We collect information from you and may receive information about you or your child from a previous setting or from health professionals. 

The categories of child information that we collect, hold and share include:

• Personal information (such as name, date of birth, contact details and address)
• Characteristics (such as ethnicity, language, religion and nationality)
• Attendance information (such as sessions attended, number of absences, absence reasons and any previous settings attended)
• Safeguarding information (such as court orders, professional involvement, welfare concern forms and referral forms)
• Special educational needs (including individual needs and referral forms)
• Medical and administration (such as doctors information, child health, dental health, allergies, medication, dietary requirements, application of sun cream, accident forms and pre-existing injury forms)
• Assessment and progress records (such as integrated progress review, summative assessments, reports as children move through the nursery, observations and planning and learning journey)
• Birth Certificate number or Passport number (for Early Years Educational Entitlement funding)
• Photographs 
• Video and audio recordings
• CCTV images
• Parent/carer details (such as name, address, contact details and emergency contact details
• Records of any reportable death, injury, disease or dangerous occurrence


The categories of parent/carer information that we collect, hold and share include:

· Personal information (such as name, contact details and address)
· Characteristics (such as ethnicity, language and nationality)
· Date of birth and national insurance number (for pupil premium eligibility)
· Safeguarding records (such as conversations with parents about safeguarding issues or where the nursery deems it relevant to the prevention of radicalisation or other aspects of the governments Prevent strategy.

Why we collect and use this information

We collect and use child and parent/carer information for the following purposes:
· To enrol a child into the nursery (administration purposes on the FAMLY educational platform) 
· To support child learning
· To monitor and report of child progress
· To provide appropriate care
· To keep children safe (food allergies, emergency contact details, medical condtions, CCTV, children’s photographs)
· To assess the quality of our services
· To meet the statutory duties placed upon us
· To provide an effective meals service
· To ensure nursery fees are paid


The lawful basis on which we use this information

We only collect and use children’s’ personal data when the law allows us to. Most commonly, we collect and process personal data to enable us to comply with a legal obligation or we are acting in the public interest or exercising our official authority. We may also process children’s data where we obtain consent from you or have a genuine legitimate interest which do not harm your rights or interests. Examples of the data we process under each lawful basis are outlined below: 

Legal Obligation 
For admission to the nursery, providing data to the DfE such as the Early Years Census, special educational needs, keeping children safe in education and reporting and investigating accidents. 

Necessary for a Contract
For nursery admissions, booking and data relating to Early Years Education

Public Interest 
Transfer of files to another educational establishment, monitoring behaviour, attainment and protecting our staff and children using CCTV. 

Special category data including race, ethnic origin, religion, health, sex life or sexual orientation is processed under Substantial Public interest. 

Consent 
Official and unofficial nursery photographs, video and audio recordings, healthcare plans and to send out any communication to parents for anything taking place on the school site which is not nursery related. 

Explicit consent will be requested for any special category data such as health. 

Consent can be withdrawn at any time by writing to the nursery. 

If consent is not given for photographs then one photo will be taken for our administrative systems only to identify and therefore safeguard your child under Legal Obligation. 

Legitimate Interest 
Communicating with parent/carers and recording medical requirements and assistance given. 


How we collect child and parent/carer information  

We collect personal information about the child and parent/carer from when the initial enquiry is made by the parent/carer through the enrolment process and until the child’s place at the nursery is terminated. In order to comply with the General Data Protection Regulation (GDPR), we will inform you whether you are required to provide certain child information to us or if you have choice in this. 

Consent for photographs, video and audio recordings for use within the nursery and for applying sun cream are collected via a consent form when a child starts at the nursery. 


How we store child and parent/carer data
We hold child and parent/carer data securely for the set amount of time shown in our data retention schedule. 

We store data in the following ways:
· On an office computer (password protected)
· Nursery devices – laptops, ipads, tablets (password protected)
· Written data (locked in filing cabinets within the nursery building)

Who we share child and parent/carer information with

We routinely share child and parent/carer information with:
· Settings or schools that the child attends after leaving us
· The Local Authority (LA)
· The Department for Education (DfE)
· Police
· Social services
· NHS/Health Service/Track and Trace
· Zebedees
· Online learning tools (FAMLY platform)
· Regulatory bodies

Who we regularly share child and parent/carer information

We do not share information about our children with anyone without consent unless the law and our policies allow us to do so.

The Department for Education (DfE) collects personal data from educational settings and local authorities via various statutory data collections (such as Early Years Census). We are required to share information about our children with the Department for Education (DfE) either directly or via our local authority for the purpose of those data collections. 

The individual child level data collection from early years settings is a statutory requirement on providers and local authorities through regulations under Section 99 of the Childcare Act 2006 and The Education (Provision of Information About Young Children) (England) Regulations 2009 (PDF, 55KB).

We are also required to share information about our children, staff and visitors with the NHS Track and Trace service as instructed by the government.

How long we hold your information for

We will only retain your personal information for as long as necessary to fulfil the purposes we collected it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. Details of retention periods for different aspects of your personal information are available in our retention policy which is available from the nursery manager. To determine the appropriate retention period for personal data, we consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from unauthorised use or disclosure of your personal data, the purposes for which we process Your personal data and whether we can achieve those purposes through other means, and the applicable legal requirements.
In some circumstances we may anonymise your personal information so that it can no longer be associated with You, in which case we may use such information without further notice to you. Once you are no longer a child or parent/carer accessing and using the Nursery,  we will retain and securely destroy your personal information 3 years after your child has left the nursery. Any records relating to permissions given by parents/carers on behalf of a child will be kept for 21 years and 6 months.

Records relating to safeguarding will be kept until the child reaches 25 years old if they cannot be passed onto a new setting e.g. primary school. 

Please see the Data Retention Schedule found at the end of this document.

Requesting access to your personal data
Under data protection legislation, parents and children have the right to request access to information about them that we hold. To make a request for your personal information, or be given access to your child’s educational record, please contact the nursery in writing addressed to Mrs S Hennessy (Nursery Manager).

You also have the right to:
· Object to processing of personal data that is likely to cause, or is causing, damage or distress
· Prevent processing for the purpose of direct marketing
· Object to decisions being taken by automated means
· In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and
· A right to seek redress, either through the ICO, or through the courts. 

If you have a concern about the way we are collecting or using your personal data, we request that you raise your concern with us in the first instance. Alternatively, you can contact the Information Commissioner’s Office at https://ico.org.uk/concerns/ 


Right to withdraw consent

In the limited circumstances where You may have provided Your consent to the collection, processing and transfer of Your personal information for a specific purpose, You have the right to withdraw Your consent for that specific processing at any time. To withdraw Your consent, please contact Sarah Hennessy – Nursery Manager. Once we have received notification that You have withdrawn Your consent, we will no longer process Your information for the purpose or purposes You originally agreed to, unless we have another legitimate basis for doing so in law.

Data Protection Officer

Roger Simmons, 07704838512, rsimmonsltd@gmail.com, www.rsimmonsltd.com 

However, please contact the nursery in the first instance if you have a query regarding this privacy notice or how your information is used. 
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DATA RETENTION SCHEDULE

	DOCUMENT
	DESCRIPTION
	RETENTION PERIOD
	RETENTION MEDIUM
	REMARKS

	Application forms
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Child’s personal details form
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Parent contract
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Image Consent form
	Original copy
	21 years and 6 months from date the child left the nursery
	Paper 
	

	Sun Protection Consent form
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Correspondence
	Received/Sent by management
	3 years from date the child left the nursery
	Electronic and paper
	

	Attendance records
	Original copy
	3 years 

	Paper
	

	Integrated Progress Review at 27 months
	Original copy
	Sent to child’s next setting/primary school on leaving the nursery
	Paper whilst child is present at nursery
	Sent via courier

	Summative assessments
	Original copy
	Sent to child’s next setting/primary school on leaving the nursery
	Paper whilst child is present at nursery
	Sent via courier

	Learning Journeys

	FAMLY app
	1 year from date the child left the nursery
	Online
	Password protected

	Special Educational Needs 
Forms/information
	Original copy
	Sent to child’s next setting/primary school on leaving the nursery
	Paper whilst child is present at nursery

	Sent via courier

	Safeguarding information (reports, welfare concern forms, minutes from Core group meetings, LAC reviews, court letters
	Original copy
	Sent to child’s next setting/primary school on leaving the nursery.
If no forwarding setting the nursery will hold the file until the child’s 25th birthday.
	Paper/electronic whilst child is present at nursery
	Sent via courier/secure email

	Safeguarding forms (pre-existing injury, recording marks on a child)
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Accident/Incident forms
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Closed Facebook members
	
	Within 1 month of the child leaving the nursery
	Online 
	Admin team of closed Facebook page to remove members

	Photographs within the nursery
	Original copy
Files on computer/ laptop/cameras
	Within 6 months of the child leaving the nursery
	Paper/online
	Devices are password protected

	Website photographs
	Digital images
	Within 6 months of the child leaving the nursery
	Online 
	

	Pupil Premium form
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Early Years Education Entitlement grant forms
	Original copy
	3 years from date the child left the nursery
	Paper 
	

	Complaints forms
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Permissions list
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Acceptable Use Agreements
	Original copy
	3 years from date the child left the nursery

	Paper
	

	Learning Journey Trust Statement 
	Original copy
	3 years from date the child left the nursery
	Paper
	

	Risk Assessments
	Original copy
	3 years from date recorded
	Paper

	

	Visitor’s book
	Original copy
	Kept between inspection periods

	Paper
	

	Online safety pledge
	Original copy
	3 years from date the child left the nursery
	Paper

	

	Medication forms
	Original copy 
	3 years from date the child left the nursery
	Paper
	

	Financial records
· Bank statements
· Receipts
· Invoices
· Cash book
· Accounts book/records
	Please refer to the schools retention record for financial information which can be found on the Claverham Community College website. 

	Insurance documents
	Please refer to the schools retention record for financial information which can be found on the Claverham Community College website.






			
