
G2.1a Forncett Playgroup’s GDPR Privacy Notice
(How we store and use personal information)

Forncett Playgroup is the data controller and processor for the use of personal data in this privacy notice.

Personal data is essential to Forncett Playgroup (Little Tractors) and we are committed to ensuring any personal data

we hold is protected and used, stored and shared only within the framework of the Data Protection Act (2018), GDPR

2018 / UK GDPR 2021,  the Human Rights Act (1998), Working Together to Safeguard Children Framework (2018) and

we follow Information Commissioner’s Office (ICO) guidance.

The categories of children’s information that we collect, hold and share include:
● Personal information (such as name, address, date of birth)
● Characteristics (such as ethnicity, language, nationality, country of birth, early years pupil premium eligibility)
● Who holds parental responsibility for your child and any court orders pertaining to your child.
● Attendance information (such as sessions attended, number of absences and absence reasons)
● Observations and assessment information and tracking of progress
● Photographs/ videos of your child and/or their work
● Medical information
● Information on special educational needs and disabilities (including if accessing Disability Living Allowance and

entitled the Disability Access Fund)
● Daily Communications
● Accident, Incident & Injury forms
● Referrals to/ shared information from other relevant services
● Information from other / previous settings attended
● Safeguarding information

We also collect, hold and share some information on the children’s parents/guardians which includes:
● Personal information (names, address, contact numbers and emails)
● Emergency contacts information
● National Insurance numbers or unique taxpayer reference (UTR)

The categories of staff and volunteers’ information that we collect, hold and share include:
● Personal information (such as name, address, date of birth, email, phone numbers, national insurance numbers

or unique taxpayer reference (UTR))
● Characteristics (such as gender, age, ethnicity, nationality)
● Medical information
● Emergency contact information (such as next of kin, name and contact number)
● Contract information (such as start date, post, roles, references and salary information)
● Attendance information (such as hours worked, number of absences and absence reasons)
● Observations, assessments, supervisions, appraisals
● Qualification and training information
● Photographs
● DBS numbers
● Bank details

These  lists are not exhaustive.
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Why we collect and use this information
We use the children and children’s parents’/ guardians’ data to:
● support children’s learning and development
● enable staff to plan suitable activities to extend their knowledge and skills
● meet legal obligation to process safeguarding-related data  should there be concerns about a child’s welfare.
● manage any special educational, health or medical needs of the children whilst at Forncett Playgroup
● monitor and report on a child’s progress
● provide appropriate behavioural and emotional support as required
● assess the quality of our services as a childcare provider
● comply with the law regarding data sharing (GDPR)
● meet the requirements of the early years foundation stage (EYFS)
● make claims for funding
● keep families updated with information about Forncett Playgroup’s services

We use the staff & volunteer’s data to:
● meet the setting’s legal welfare and safeguarding requirements
● enable the development of a comprehensive picture of the workforce and how it is deployed
● inform the development of recruitment and retention policies
● enable individuals to be paid
● support wellbeing and professional development

The lawful basis on which we use this information
We collect and use children’s and children’s parents’/ guardians’ data under the following lawful bases:
● Contract: the processing is necessary for a contract we have with the parents/guardian of the child to provide

childcare
● Contract: the processing is necessary for the contract we have with Norfolk County Council to provide funded

childcare to eligible families.
● Legal obligation: the processing is necessary for us to comply with the law (submitting data for the early years’

census).
● Consent: use of photos/videos

We collect and use staff & volunteer data under the following lawful bases:
● Contract: the processing is necessary for a contract of employment
● Legal obligation: the processing is necessary for the setting’s  registration with Ofsted
● Legal obligation: the processing is necessary for us to comply with the law (submitting data to meet

safeguarding requirements).
● Consent: use of photos/videos

Collecting children’s and children’s parents’/ guardians’ and staff’s/volunteer’s information
While the majority of information provided to us is mandatory, some of it is provided to us on a voluntary basis. In
order to comply with the UK GDPR, we will inform you whether you are required to provide certain information to us
or if you have a choice in this.

Sources from which we collect children’s and children’s parents/ guardian data
● Application to join and registration forms
● Norfolk County Council funding forms
● Daily observations
● Assessments
● Parents’ communications
● Safeguarding concerns from staff
● Recorded incidents, accidents, injuries on site
● Other Early Years settings attended by a child
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Sources from which we collect staff & volunteers’ data
● Job Application
● Medical questionnaire
● References
● Suitability self check
● DBS check and use of Update service
● Staff communications
● Peer observations, supervisions and appraisals
● Trustee annual declarations
● DBS disclosure and barring consent forms
● self assessment skills form
● Safeguarding concerns from other staff members
● Recorded incidents, accidents, injuries on site

Storing children’s, children’s parents’/ guardians’, staff and volunteer’s data
● All data will be held securely and will be accessible only to staff and trustee officers who are authorised to do so.
● Hard copies are kept under lock & key. Electronic copies are password-protected and/or encrypted.
● We are required to retain records for a reasonable period of time after children/ staff/ volunteers have left the

provision.
● We currently use the Early Years Alliance ‘Retention periods for Records’ (September 2018) and the Limitation

Act 1980 to provide guidance to decide what is ‘a reasonable period of time’.

We routinely share children’s and children’s parents/ guardian data with:
● schools that the child attends after leaving our provision
● other local childcare providers with whom  the child is engaging currently (wrap around or blended childcare)
● Norfolk County Council (for funding claims and the early years census)
● Government’s eligibility for 30 hour funding checker when applicable
● banking services to process payments
● the DfE (annual early years census, during inspections or following any complaint about our service)
● special educational needs co-ordinators
● NHS services (health visitors and speech and language therapists)
● our insurance underwriter

Why we share children’s information:
We do not share information about our children with anyone without your consent unless the law and our policies
allow us to do so.
● We share children’s data with the DfE on a statutory basis.
● We are required to submit data to Norfolk County Council for them to submit as part of the annual early years’

census in January and to access childcare funding.
● To monitor and report a child’s progress

We routinely share staff & volunteer data with:
● Ofsted/ DfE
● HMRC and banking services
● Charity Commission
● Norfolk County Council

Why we share staff & volunteer data:
We do not share data about staff & volunteers with anyone without consent unless the law and our policies allow us
to do so.
● To meet statutory requirements
● To process salaries and payments
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Data collection requirements
To be granted access to personal data and children’s information, organisations must comply with strict terms and
conditions covering the confidentiality and handling of the data, security arrangements and retention and use of the
data.

Requesting access to your personal data
Under data protection legislation, parents/guardians, staff and volunteers have the right to request access to
information about them that Forncett Playgroup holds.
To make a request for your personal information, or be given access to your child’s early years record, contact the
Lead Practitioner who is our data protection officer.

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
● in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed
● request that we delete or stop processing your/your child’s personal data, for example where the data is no

longer necessary for the purposes of processing

● request that we transfer your, and your child’s personal data to another person

If you wish to exercise any of these rights at any time, or have any questions, comments or concerns about the way
we are collecting or using your personal data, we request that parent’s/carer’s raise this with our Lead Practitioner,
and staff/volunteers with the current chairperson, in the first instance.
Alternatively, you can contact the Information Commissioner’s Office https://ico.org.uk/ or 0303 123 1113

Changes to this notice:

This notice will be kept under regular review. You will be notified of any changes where appropriate.
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