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Introduction
We are committed to ensuring that any personal data we hold about you and your child 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
· How we store and protect it
We follow the requirements of the General Data Protection Regulation (GDPR, 2018), specifically Article 6 (Lawfulness of Processing).
Most of the information we collect is required by law. When sharing information with us is optional, we will always let you know so that you can make an informed choice.

The Records We May Hold
Developmental Records
· Observations, assessments, planning and progress checks
· 2-Year Progress Check
· Details about learning at home
Personal Records
· Personal details (including those required by the Local Authority for funding)
· Contractual information
· Emergency contact details
· Child’s health and wellbeing requirements (including allergies, medical information)
· Safeguarding and child protection records
· Information shared by other agencies or professionals
Records may be stored in paper format (secure locked cupboard) or in digital format (secure password-protected business computer). Digital use is minimal (e.g., parent contact numbers, email addresses, tracking information).

Why We Collect This Information
We use your personal data to:
· Contact you in case of an emergency
· Support your child’s wellbeing, learning, and development
· Manage any special educational, health, or medical needs
· Carry out regular assessment of your child’s progress
· Identify and support areas of concern in development
· Maintain contact with you about your child’s progress and respond to queries
· Process funding claims (e.g., 15 hours free childcare, where applicable)
· Keep you updated with information about our service
With your consent, we may also use photographs and other records of your child’s activities for their individual learning record. Consent can be withdrawn at any time in writing.
We also have a legal obligation to:
· Process safeguarding-related data if we have concerns about a child’s welfare
· Transfer certain records to your child’s next school or setting (see Children’s Records and Information Sharing Policy)

Data Sharing
· We treat all information confidentially.
· We only share data without your consent where there is a legal duty to do so (e.g., safeguarding, immediate danger, or crime prevention).
· With parental consent, we may share information with outside agencies such as health visitors or speech and language therapists.

Data Retention
We are legally required to inform you how long we keep data. Please see our Retention Policy for details.
· Upon your child leaving, data will either be transferred to you, securely destroyed, or stored for the legally required period.
· Some safeguarding and accident records must be kept until your child reaches 21 years (or 24 in certain cases).
· Other records are retained for shorter periods in line with statutory requirements.

How We Delete Your Data
· Digital records – deleted securely from the setting’s computer when no longer required.
· Paper records – either given to parents when a child leaves or shredded when no longer needed.
If you request deletion of your child’s information, we will explain what can be deleted and what we are legally required to keep.

Online Data Processing
We may use your email address and/or mobile phone number for communication (e.g., email updates, newsletters, urgent messages). We will continue to use these unless you request otherwise.

Complaints
If you believe your data has been handled inappropriately, you can make a complaint to:
Ofsted
· Email: enquiries@ofsted.gov.uk
· Phone: 0300 123 1231
· Address: Piccadilly Gate, Store Street, Manchester, M1 2WD
Information Commissioner’s Office (ICO)
· Website: ico.org.uk
· Address: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Changes to this Notice
We review this notice regularly and will notify you of any significant changes.
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