Puddle Ducks

Data Protection Policy

Statemert of Ivtent

Puddle Ducks is required fo collect persoral ivformation for #s employees, rustees, children, parexts, ad visitors. Wis also
vecessary fo process ivforMation so that staff cav be recruited ayd paid, activities oropiised awd legal obligations to fundivg, bodies.
We iiterd 1o meet all the requiremerts of the Data Protection Act 1998 (the Act) ad the Geveral Data Protection Regylatios 2018
whey collectivg, storiva, axd destroyivg persoral data.

To comply with the law, iformation Must be collected aid used fairly, stored safely awd vot disclosed 4o any other person uvawfully. To
do this, Puddle Ducks must couply with the Data Protection Priiciples which are set ovt inthe Data Protection Act 1998. Iv summary
fhese state that persoral data Must be:

* obtaived ayd processed fairly ad lawfully;

* obtaived for a specified avd lawful purpose avd vot processed i any Mawver incompatible with that purpose; adequate, relevavt, avd
vot excessive {or that purpose;

*accurate ad kept up o date;

* ot kept for lovagr thav is vecessary;

* processed iv accordayce with the data subject’s rights;

* kept safe from viavthorised access, accidevtal loss, or destruction;

* vot be trays{erred 4o a country outside the Europeay Ecovomic Area, uiless that country has equivalext levels of protection for
persoral data.

ANl Puddle Ducks staf{ ad voluwteers who process or use axy Persoxal Ivformation must ewsure that they follow these priiciples atall
fimes. Iy order to evsure that this happevs, Puddle Ducks has adopted this Data Protectio Policy.

Vetificatiow of Data Held axd Processed

Al employees, trustees, parexts, visitors, aid other Members of +he public have the right fo:
* kwow what ivformatioy Puddle Ducks | holds ayd processes about them avd why;
* know how to aaiv access 1o it;

* kwow how 4o keep i up to date;
* kwow what Red Bary preschool is doivg to comply with its obligations under the Act.
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The Data Coviroller avd the Desioyated Data Comtrollers

Puddle Ducks as a regjstered charity is the Data Controller urder the Act, axd the
org@uisatioy is therefore uHimately responsible for iplemevtation. However, Desigyated Data
Cotrollers will deal with day to day matters. Puddle Ducks |s Desigyated Data Controllers

are:

Jacquelive Stratford—Parker Mavager
Victoria Stratford Mavager

Awie Wells Depuly Mavager

Maryaw Key worker

Persoal Ivformatiox

Persoral iformation is defived as ayy defails relativ,fo a liviva, idewtifiable individual. Withiy
Puddle Ducks this relates o employees; attewdivg, childrey and their {anilies; frustees;
professional visitors; axd some menbers of he public e.9, job applicavts. We veed to ensure that
the ivformation ggived {rom each idividual is kept securely avd o the appropriate level of
covlidentialily.

The persoral ivformatiow collected {rom idividuals could include:
*Their vame
*Address
*Evail address
*Telephore vumbers—includivg those of emergeicy covtacts
*Date of birth
*Medical ivformatioy
*Natioral Ivsuraxce yumber
*DRS wumbers
*Observations of childreys progsess (leanivg,jounals)
*Childreys reports, preschool or {rom ovtside professiomals.
*Photooyaphs
*Fawily medical history whey vecessary

Puddle Ducks store personal ivformationto comply with the statutory Sramework (EYFS 2017);
Yo deliver services 1o our {amilies e.9, gpvenwext {uiding; to employ suitable people for our
seffivg,

Processivg,of Persoyal iformation

All staf{ ad voluiteers who process or use awy Persoval Ivformation are respoxsible for
evsurivg that:

* Ay Persoral Iiformation which they hold is kept securely;
* Persoral Iiformation is vot disclosed either orally or iy writiva,or otherwise fo ayy
uravthorised third party.

Staff avd voluvteers should vote that uvavthorised disclosure will usually be a disciplivary
matter avd May be considered gross miscorduct iy some cases.
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Persoyal ivformatioy should be:

*keptiva locked filivg,cabivet; or

*iva locked cupboard; or

*i{ it is computerised, be password profected;

* kept or a storage device which is Hself kept securely.

Cowversations avd Meetivas

IWlormation of a personal or cowfidewtial vature should vot be discussed iva public area, i {ront of awyove that is vot ax employee of the
Puddle Ducks. Puddle Ducks employees should be aware of coridertiality at all imes whe discussions are fakiv place, either
distacivg themselves {rom the cowversation if i does vot concery thew, or, ensurivg that their discussiow is ot overheard by others. All
staf{ should respect the coifidetial vature of ayy ivformatioy ivadvertextly overheard.

Whey Meetings are beivg, recorded it is iMportait that ovly relevawt iformation is writtey dowy. This Must be carried out usivg the correct
{orus provided by Puddle Ducks, votes Must be writtey legjbly axd coherently. The writtey votes are thex o be stored iva locked
cupboard ayd disposed of (shredded) iv a fimely mawver once the child/fanily have left the settivg, (| year uvless of achild protectioy
vature).

Collectivo, Iformatioy

Whenever iformation is collected about people, they should be ivformed why the ivformatioy is beivg,collected, who will ke able o access
it awd to what purposes i will ke put. The individual corcerved Must aggee that he or she uiderstards awd gjves permissioy for the
declared processivg,to ake place, or it must be vecessary for the leojtiMate busivess of the Puddle ducks.

Sexsitive vformation
Sevstive ivformatiow is defived by the Act as that relativg fo ethricty, polifical opiviors, religjous beliefs, 4rade uxiow membership,
physical or Mertal health, sex life, crimival proceedivgs or cowvictiows. The persoy about whom this data is beivg, kept must ojve express

consent 1o the processiig of such data, except where the data processivg,is required by law for employmert purposes or o protect the
vifa ivferests of the persox or a third parly.

Disposal of Corfidetial Material

Sevsiive Material should be shredded as soovas it is vo lovger veeded; {ollowivg, retevtion gvidelives axd statutory requiremerts.
Particular care should be takey 4o delete ivformatiow from the fablets or the computer hard drive if they are to be disposed of.

Staf Respovsibilites

All staff are respoxsible for checkiva, that awy ivformation that they provide Yo Puddle Ducks iv comvection with their employment is
accurate axd up to date. Staf{ have the riojrtfo access awy persoal data that is beivg, kept about them, either ov computer or iv Mayval
{ilivo, systems. Staff should be aware of awd follow this policy ad seek further quidayce where vecessary.
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Duty 4o Disclose lormatioy

There is a legal dudy 4o disclose certaiv ivformation, vamely, ivformation about: Child abuse,
which will be disclosed 1o social services, or Drug traffickivg, Movey laviderivg or acts of
ferrorism or freasoy, which will ke disclosed 1o the police.

Retewtion of Data

Puddle Ducks takes care to orly store persoval ivformation that is absolutely vecessary.
Persoal iformation is kept for the period of fime requested {ollowig,gyidelives {rom the
VDVA axd Dot 2 Dot wrsery Ivsuraice, these refextion periods are either recommerded or
statviory.

Stored ivformatioy is {iled iv sealed {ilivg, boxes axd locked ivthe office. Owce the retevtion
period has lapsed, the iformation is destroyed.

For refevtiow periods please see the attached guidarce.

This policy was produced oy the 10th May 2013
Date:
Siayed ox behal of the Mavaggemext

This policy was reviewed o:
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