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Data Flow Map 

Data Items Incoming Outgoing

Registration forms including parent and children's information.
Children progress and development.
Childrens medical information / Accident / medication 
Childrens SEN/IEP EHCP
Childrens Registers
safeguarding information
Staff records 
invoices
Early Years Funding Forms 

yes Yes

Transfer Methods
Witten admission forms with contact details received and put in locale file then 
transferred on the computer system. were parents can view and staff can get 
information of child from too. 
These are inputted on the the system for staff to input and record and for parent to 
view 
These are assessed on the computer system by staff and parents can view. Unless it is 
a safeguarding issue that we need to protect a child then these forms are not made 
available to parents by staff.
SEN etc these are assessments hand written or using learning journeys from a child's 
progress professional reports all kept in a file in a locale cabinet.
Hand written at present but can be put over to the operating system in due time needs 
to be kept for 21 years from start of child's time with the setting. 
Safeguarding information is kept in lovable cabinet and in secure system password 
protected.
Staff records hand written then put on operating system used for contact and  for 
operating system and wages. 
Invoices inputted on to system and sent fire internet to parents or printed off and given 
to parents. 
Funding forms filled in by parent and our selves inputted in to the Early years hub so 
that each child can be allocated funding for their education with us.  

yes Yes

Locations
Paper copies of registrations are in a lockable file and key stored else were. The put on 
our operating system who is through Baby dayshttps://
puddleducksalv.mybabysdays.com/eyfs/main/main with is protected and Online 
Learning journeys system used Tapestry https://tapestryjournal.com.
All files on the I pads and computers that of sensitive are password protected. on a 
need to know bases. 

yes Yes
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Areas of risk/ Risk identified Incoming Outgoing

Childrens/ Parents or Staff information getting in to the wrong hands passwords not 
being safe. I want to make sure all information is following this list

•obtained and processed fairly and lawfully;  
•obtained for a specified and lawful purpose and not processed in any manner incompatible with 
that purpose; adequate, relevant, and not excessive for that purpose; 
•accurate and kept up to date;  
•not kept for longer than is necessary;  
•processed in accordance with the data subject's rights;  
•kept safe from unauthorised access, accidental loss, or destruction; 
•not be transferred to a country outside the European Economic Area, unless that country has 
equivalent levels of protection for personal data. 
Information not been treated with the correct manner it was intended for.  

yes Yes

Risk Analysis
The risk with in our setting is small, as all procedures are followed, and access, is on a 
needs basis, all sensitive information is protected, and in a lockable cabinet only 4 
people have access to these files.  

yes Yes

Risk Evaluation 
Their is a risk but all areas have been coved to the best of our ability. All procedures 
have been put in place to protect all persons data. Using Passwords encrypted files 
and Lockable filling cabinets. 

yes Yes

Risk Treatment

Using Passwords encrypted files and Lockable filling cabinets. Paper work that is hard 
copy will be transported in Password locked briefcases. 

yes Yes
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