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 PRIVACY POLICY (GDPR)

BACKGROUND:

The Old School Playgroup understands that your privacy is important to you and that you care about how your personal data is used. We respect and value the privacy of everyone who completes our enrolment forms, any additional forms relating to your child or visits our website. We will only collect personal data about you and your child which is deemed essential for the registration of your child into our nursery and preschool; data which helps to ensure the health, safety and wellbeing of your child, whilst attending The Old School Playgroup,  will also be collected during the registration process. The data we collect, and why we collect it is listed in section 5 of this policy document. Any personal data we do collect will only be used as permitted by law. At present, no personal data is collected via our website.

Please read this Privacy Policy carefully and ensure that you understand it. Your acceptance of this Privacy Policy is deemed to occur upon your signing and return of the acceptance slip, located at the bottom of this Privacy policy. If you do not accept and agree with this Privacy Policy, you must inform our Data Protection Controller of your reasons immediately. The Data Protection Controller will consider any reasons given and make adjustment, if possible, where deemed necessary; however if agreement cannot be reached on the collection of ‘necessary’ data; the parent must consider not using the services of the Old School Playgroup. 
Information About Us 
The Old School Playgroup is owned and managed by Ms Janet Guvenc. It is run as a sole trading business.
[bookmark: _Hlk515787081]Our registered address: The Old School Playgroup, Neighbourhood Centre, 3 Gubbins Lane, Harold Wood, Romford, Essex. RM3 0QA
Data Protection Officer: Ms Janet Guvenc.
Email address: oldschoolplaygroup@outlook.com
Telephone number: 01708 379876
Postal Address: The Old School Playgroup, Neighbourhood Centre, 3 Gubbins Lane, Harold Wood, Romford, Essex. RM3 0QA

The Old School Playgroup is registered by : OFSTED
Registration number: EY395620
We are a member of the NDNA (National Day Nurseries Association).
We are a member of Citation PLC. (Support and advice re: Health & Safety, HR & Employment Law).

What Does This Policy Cover?
This Privacy Policy applies to how your data is collected, stored and used by The Old School Playgroup.

What is Personal Data?
Personal data is defined by the General Data Protection Regulation (EU Regulation 2016/679) (the “GDPR”) as ‘any information relating to an identifiable person who can be directly or indirectly identified in particular by reference to an identifier’.
Personal data is, in simpler terms, any information about you that enables you to be identified. Personal data covers obvious information such as your name and contact details, but it also covers less obvious information such as identifying numbers; such as your National Insurance Number.

What Are My Rights?
Under the GDPR, you have the following rights, which we will always work to uphold:
The right to be informed about our collection and use of your personal data. This Privacy Policy should tell you everything you need to know, but you can always contact us to find out more or to ask any questions using the details in Part 10.
The right to access the personal data we hold about you. Part 9 will tell you how to do this.
The right to have your personal data rectified if any of your personal data held by us is inaccurate or incomplete. Please contact us using the details in Part 10 to find out more.
The right to be forgotten, i.e. the right to ask us to delete or otherwise dispose of any of your personal data that we have. Please contact us using the details in Part 10 to find out more.
The right to restrict (i.e. prevent) the processing of your personal data.
The right to object to us using your personal data for a particular purpose or purposes.
The right to data portability. This means that, if you have provided personal data to us directly, we are using it with your consent or for the performance of applying for funding on your behalf and that data is processed using automated means, you can ask us for a copy of that personal data which is used for this purpose.
Rights relating to automated decision-making and profiling. We do not use your personal data in this way.
For more information about our use of your personal data or exercising your rights as outlined above, please contact us using the details provided in Part 10.
Further information about your rights can also be obtained from the Information Commissioner’s Office or your local Citizens Advice Bureau.
If you have any cause for complaint about our use of your personal data, you have the right to lodge a complaint with the Information Commissioner’s Office.

What Personal Data Do We Collect and the Reason for the Collection of this Data?
	NECESSARY DATA
	REASON

	Name of child
	Enrolment of child onto our register.

	Date of birth
	Enrolment of child onto our register.

	Home address (inc, post code)
	Required for collection of funding on behalf of child (EEE, 2YOO, 30 Hours).

	Telephone numbers
	Required for contact with parent; in an emergency, child unwell or non-attendance.

	Telephone numbers of additional people and relationship to child
	Required if contact can not be made with parent/ main carer.

	Allergies/ medical conditions
	Required to enable us to support your child.

	Permission for child to receive urgent medical treatment
	Necessary in case of an emergency medical situation.



	NON-NECESSARY DATA
	REASON

	E-mail address 
	Helps us reduce paper use, assist with efficient administration.

	Immunisations
	Preferable to know in case setting has a case of any of the listed illnesses.

	Other important information; 
i.e.: comforter, special words, fears
	Preferable to know as an aid for us to support the child.

	Dietary/ religious requirements
	Allows us to respect and abide by individual child’s Dietary/ religious needs.

	Language spoken at home
	Preferable as helps us support a child who has English as an additional language.

	Parent National Insurance number and date of birth
	Funding for 30 hours extended entitlement and pupil premium claims cannot be validated without this information.

	Permission for photographs and other media
	Permission required for taking and use of photographs of child.



	To have sight of child’s passport or birth certificate and proof of address
	These confirmations are a requirement of the London Borough of Havering, who allocate funding to each child.




How and Where Do You Store My Data?
We will only store your personal data in the UK. This means that it will be fully protected under the GDPR. Personal data will be processed and stored securely, for no longer than is necessary in light of the reason(s) for which it was first collected. We will comply with our obligations and safeguard your rights under the GDPR at all times. Data will be stored securely in  locked cabinets within the setting. Data relating to safeguarding matters, Special Educational Needs or data which is particularly sensitive will be stored in a secure locked cabinet within an office which is locked overnight. Data stored on a computer is password protected; only the manager and administration manger have access to data on the computer.
Any and all emails containing your personal data will be deleted no later than when your child no longer is a pupil of the Old School Playgroup.
We have a CCTV system which records and stores images for up to 11 days; this CCTV system may only be accessed by 2 named persons, both of which hold an up to date enhanced DBS check. This system is password protected.
You have the right to withdraw your consent to us holding your personal data at any time, and to request that we delete it; although the deletion of essential data may only happen if your child no longer attends The Old School Playgroup.

Do We Share Your Personal Data?
We will only share certain parts of the data, which we hold, with OFSTED, the London Borough of Havering and the Local Safeguarding Children’s Board or the Police.  We will seek your permission and obtain a signature before making any referral or  sharing your data with any third party or outside agency. Please see the table below with regard to the sharing of data with OFSTED, LBH, LSCB or the Police.
	THIRD PARTY ORGANISATION
	REASON FOR SHARING/ WHICH DATA WILL BE SHARED

	OFSTED
	A random child may be chosen to check their developmental starting point, when they joined the Old School Playgroup and the child’s progress made during their time with us. The child will be identified by their first name only and only developmental data will be shared. Additionally, a child’s details would be shared if there was an immediate or serious concern for a child.

	LONDON BOROUGH OF HAVERING
	In order to obtain funding for a child; the child’s full name, address, date of birth, telephone number and ethnicity are requested.

	LOCAL CHILDREN SAFEGUARDING BOARD
	A child’s details would only be shared if there was an immediate or serious concern for a child. All other referrals would require parent/ guardian consent before information would be shared.

	POLICE
	A child’s details would only be shared if there was an immediate or serious concern for a child.




How Can I Access My Personal Data?
If you want to know what personal data we have about you, you can ask us for details of that personal data and for a copy of it (where any such personal data is held). This is known as a “subject access request”.
All subject access requests should be made in writing and sent to the email or postal addresses shown in Part 10. To make this as easy as possible for you, a Subject Access Request Form is available for you to use. You do not have to use this form, but it is the easiest way to tell us everything we need to know to respond to your request as quickly as possible.
There is not normally any charge for a subject access request. If your request is ‘manifestly unfounded or excessive’ (for example, if you make repetitive requests) a fee may be charged, of £20.00, to cover our administrative costs in responding.
We will attempt to respond to your subject access request within 2 weeks and, in any case, not more than one month of receiving it. Normally, we aim to provide a complete response, including a copy of your personal data within that time. In some cases, however, particularly if your request is more complex, more time may be required up to a maximum of three months from the date we receive your request. You will be kept fully informed of our progress.

How Do I Contact You?
To contact us about anything to do with your personal data and data protection, including to make a subject access request, please use the following details (for the attention of Ms Janet Guvenc)
Email address: oldschoolplaygroup@outlook.com.
Telephone number: 01708 379876
            Postal Address: The Old School Playgroup, Neighbourhood Centre, 3 Gubbins Lane, Harold Wood, Romford, Essex. RM3 0QA

Changes to this Privacy Policy
We may change this Privacy Notice from time to time. This may be necessary, for example, if the law changes, or if we change our business in a way that affects personal data protection.
Any changes will be immediately notified to parents, via a written notice, which will require a confirmation of acceptance of these changes to be returned. In the near future, any adjustments will be posted on our website and you will be asked to confirm acceptance of the changes to our terms of the Privacy Policy directly on the website. Parent’s would be asked via email to check our website.
We are registered with the Information Commissioners Office.
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