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07.1a Privacy Notice
Policy Information
	Policy Title
	07.1a Privacy Notice

	Setting
	Helmdon Acorns Pre-School CIO, Hintons Close, Helmdon NN13 5QP

	Data Protection Lead
	Kim Sadler (Manager) 

	ICO Registration Number
	ZA353436


1. Introduction
Helmdon Acorns Pre‑School CIO is committed to protecting the privacy of children, parents, and staff. We act as the Data Controller. While we are not legally required to have a Data Protection Officer (DPO), our Data Protection Lead overseeing compliance is Kim Sadler.
2. What Personal Data We Collect
We collect data to provide safe childcare and meet the requirements of the EYFS Statutory Framework.
· Child Data: Name, DOB, address, health/allergy info, learning observations (Tapestry), SEND reports, and attendance records.
· Parent/Carer Data: Names, contact details, emergency contacts, National Insurance numbers, and 30‑hour eligibility codes.
· External Data: Reports from Health Visitors, Speech Therapists, or West Northants Council.
3. Legal Basis for Processing
We process data under the following UK GDPR bases:
· Contract: To deliver your childcare agreement.
· Legal Obligation: To meet EYFS, Ofsted, and HMRC requirements.
· Public Task: To claim Early Years Funding from the Local Authority.
· Vital Interests: To protect a child in a medical emergency.
· Consent: For optional items like website photos or social media.
4. Sharing and Security
We share data only when necessary and via secure methods:
· West Northants Provider Portal: For funding claims.
· Tapestry: Our GDPR-compliant learning journal platform.
· Egress Switch: For encrypting sensitive emails.
· Transition: Sharing data with your child's future Primary School.
· Security: We use password protection, restricted physical access, and staff confidentiality training. We do not transfer data outside the UK.
5. Retention & Disposal (How long we keep it)
As the Business Manager audits these records, we adhere to the following:
· Funding & Finance Records: 7 years (for HMRC/Audit).
· Safeguarding & Accident Records: Until the child is 25 years old (for insurance/legal claims).
· Learning Journals: Transferred to parents or deleted when the child leaves.
· Disposal: All paper files are destroyed via confidential shredding.
6. Your Rights
You have the right to:
· Access: Request a copy of the data we hold (Subject Access Request).
· Rectify: Fix any mistakes in your data.
· Erase: Request deletion (subject to legal retention periods).
· Withdraw Consent: At any time for optional data processing.
7. Complaints
Please contact Kim Sadler at kim@helmdonacorns.org.uk with any concerns. You also have the right to contact the Information Commissioner’s Office (ICO) at www.ico.org.uk.


image1.png




