Privacy Notice
Little Owls Pre-School (Plymouth) CIO Privacy Notice
Little Owls Pre-School (Plymouth) CIO, Blake Lodge, Seymour Road, Plymouth, PL3 5AS

Introduction
Little Owls is committed to ensuring that any personal data we hold about you and your child is protected in
accordance with data protection laws and is used in line with your expectations. This privacy notice explains
what personal data we collect, why we collect it, how we use it and how we protect it. It applies to all
parents/guardians and children who engage with or attend Little Owls Pre School

Responsibilities
Little Owls Pre School is a "data controller". This means that we are responsible for deciding how we hold and
use personal information about you. We are required under data protection legislation to notify you of the
information contained in this privacy notice.
Our
GDPR
Lead
can
be
plymouthlittleowlssb@gmail.com.

contacted

directly

here:

plymouthlittleowls@gmail.com

or

This notice applies to former, current and future data subjects with whom we engage or who use Little Owls
Pre School services.
This notice does not form part of any contract to provide our services.
We may update this notice at any time. It is important that you read this notice, together with any other privacy
notice we may provide on specific occasions when we are collecting or processing personal information about
you, so that you are aware of how and why we are using such information.
Data Protection Principles
We will comply with data protection law. This says that the personal information we hold about you must be:


Used lawfully, fairly and in a transparent way.



Collected only for valid purposes that we have clearly explained to you and not used in any way that is
incompatible with those purposes.



Relevant to the purposes we have told you about and limited only to those purposes.



Accurate and kept up to date.



Kept only as long as necessary for the purposes we have told you about.



Kept securely.

What personal data do we collect?

We collect personal data (this may include special categories of data) about you and your child to provide care
and learning that is tailored to meet your child’s individual needs. We also collect information in order to verify
your eligibility for free childcare as applicable.
Personal details that we collect about your child include:
 your child’s name, date of birth, address, health and medical needs, development needs, and any special
educational needs, IEP information, reports from other agencies and relevant professionals.
 We also hold information on regular assessments carried out, records of existing injuries, accident/incident
reports, records of attendance.
 Where applicable we will obtain child protection plans from social care and health care plans from health
professionals.
 We will also ask for information about who has parental responsibility for your child and any court orders
pertaining to your child.
Personal details that we collect about you (parent/guardian) include:
 your name, home and work address, phone numbers, emergency contact details, and family details
 date of birth, if they have parental responsibility
This information will be collected from you directly in the registration form or other key forms you may be
required to complete.
If you apply for up to 30 hours free childcare, we will also collect:
 your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We may also
collect information regarding benefits and family credits that you are in receipt of.
Why we collect this information and the legal basis for handling your data
We use personal data about you and your child in order to provide childcare services and fulfil the contractual
arrangement you have entered into. This includes using your data to:
 to personalise the relationship with you and your child
 to make arrangements for payment
 to administer your child’s attendance at the Pre-School or to take the required steps to support your child’s
attendance in the future
 to contact you in case of an emergency
 to support your child’s wellbeing and development
 to manage any special educational, health or medical needs of your child whilst at our setting
 to carry out regular assessment of your child’s progress and to identify any areas of concern
 to maintain contact with you about your child’s progress and respond to any questions you may have
 to process your claim for up to 30 hours free childcare (only where applicable)
 to keep you updated with appropriate information and updates about our service
 to enable us to comply with a legal obligation
 Where it is necessary for our legitimate interests (or those of a third party) and your interests or
fundamental rights and freedoms do not override those interests.
 Where it is necessary for the establishment, exercise or defence of legal claims or whenever courts are
acting in their judicial capacity.
 We have a legal obligation to process safeguarding related data about your child should we have concerns
about their welfare.
 We also have a legal obligation to transfer records and certain information about your child to the school
that your child will be attending. (additional parental consent will be obtained.)
Some of the above grounds for processing will overlap and there may be several grounds which justify our use
of your personal information.

Consent
With your consent, we will also record your child’s activities for their individual learning record. This may
include photographs and videos. You will have the opportunity to withdraw your consent at any time, for
images taken by confirming so in writing.
If you fail to provide personal information
If you fail to provide certain information, we may not be able to allow your child to attend or may not be able to
look after there welfare or we may be prevented from complying with our legal obligations.
Change of purpose
We will only use your personal information for the purposes for which we collected it, unless we reasonably
consider that we need to use it for another reason and that reason is compatible with the original purpose. If
we need to use your personal information for an unrelated purpose, we will notify you and we will explain the
legal basis or legitimate interest which allows us to do so.
Please note that we may process your personal information without your knowledge or consent, in compliance
with the above rules, where this is required or permitted by law or our legitimate interests and where your
interests and fundamental rights or freedoms do not override those interests.
Who we share your data with
In order for us to deliver childcare services we will also share your data as required with the following
categories of recipients:
 Ofsted – during an inspection or following a complaint about our service
 Professional services we use i.e. Accountant, Book-keeper, IT Support Services
 banking services to process payments (as applicable)
 the Local Authority (where you claim up to 30 hours free childcare as applicable)
 the government’s eligibility checker (as above)
 our insurance underwriter (if applicable)
 the school that your child will be attending
All our third-party service providers are required to take appropriate security measures to protect your personal
information in line with our policies. We do not allow our third-party service providers to use your personal data
for their own purposes. We only permit them to process your personal data for specified purposes and in
accordance with our instructions.
We will also share your data if:
 we are legally required to do so, for example, by law, by a court or the Charity Commission;
 to enforce or apply the terms and conditions of your contract with us;
 to protect your child and other children; for example by sharing information with social care or the police;
 it is necessary to protect our/or others rights, property or safety
 we transfer the management of the setting, in which case we may disclose your personal data to the
prospective buyer so they may continue the service in the same way.
We require third parties to respect the security of your data and to treat it in accordance with the law, we will
never share your data with any other organisation to use for their own purposes
What about other third parties?
We may share your personal information with other third parties, for example in the context of the possible sale
or restructuring of the business. We may also need to share your personal information with a regulator or to
otherwise comply with the law.
How do we protect your data?
We have put in place measures to protect the security of your information. Details of these measures are
available upon request at plymouthlittleowls@gmail.com or plymouthlittleowlssb@gmail.com.

Third parties will only process your personal information on our instructions and where they have agreed to
treat the information confidentially and to keep it secure.
We have put in place appropriate security measures to prevent your personal information from being
accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to
your personal information to those employees, agents, contractors and other third parties who have a business
need to know.
How long do we retain your data?
We will only retain personal information for as long as necessary to fulfil the purposes we collected it for,
including for the purposes of satisfying any legal, accounting, or reporting requirements.
Details of retention periods for different aspects of your personal information are available upon request at
plymouthlittleowls@gmail.com or plymouthlittleowlssb@gmail.com. To determine the appropriate retention
period for personal data, we consider the amount, nature, and sensitivity of the personal data, the potential risk
of harm from unauthorised use or disclosure of your personal data, the purposes for which we process your
personal data and whether we can achieve those purposes through other means, and the applicable legal
requirements.
In normal circumstances we retain your child’s personal data for up to 3 years after your child no longer uses
our setting, or until our next Ofsted inspection after your child leaves our setting. Medication records and
accident records are kept for longer according to legal requirements. Your child’s learning and development
records are maintained by us and handed to you when your child leaves.
In some instances (child protection, or other support service referrals) we are obliged to keep your data for
longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records policies).
Automated decision-making
We do not make any decisions about your child based solely on automated decision-making.
Rights of access, correction, erasure, and restriction
Your duty to inform us of changes
It is important that the personal information we hold about you and your child are accurate and current. Please
keep us informed if any personal information changes during your child time at our preschool, this includes
keeping us up to date on your child’s medical needs.
Your rights in connection with personal information
Under certain circumstances, by law you have the right to:


Request access to your personal information (commonly known as a "data subject access request"). This
enables you to receive a copy of the personal information we hold about you and to check that we are
lawfully processing it.



Request correction of the personal information that we hold about you. This enables you to have any
incomplete or inaccurate information we hold about you corrected.



Request erasure of your personal information. This enables you to ask us to delete or remove personal
information where there is no good reason for us continuing to process it. You also have the right to ask us
to delete or remove your personal information where you have exercised your right to object to processing
(see below).



Object to processing of your personal information where we are relying on a legitimate interest (or those
of a third party) and there is something about your particular situation which makes you want to object to
processing on this ground. You also have the right to object where we are processing your personal
information for direct marketing purposes.



Request the restriction of processing of your personal information. This enables you to ask us to
suspend the processing of personal information about you, for example if you want us to establish its
accuracy or the reason for processing it.

o

Request the transfer of your personal information to another party. If you want to review, verify, correct or
request erasure of your personal information, object to the processing of your personal data, or request
that we transfer a copy of your personal information to another party, please contact the company director
in writing.

No fee usually required
You will not have to pay a fee to access your personal information (or to exercise any of the other rights).
However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive.
Alternatively, we may refuse to comply with the request in such circumstances.
What we may need from you
We may need to request specific information from you to help us confirm your identity and ensure your right to
access the information (or to exercise any of your other rights). This is another appropriate security measure to
ensure that personal information is not disclosed to any person who has no right to receive it.
Right to withdraw consent
In the limited circumstances where you may have provided your consent to the collection, processing and
transfer of personal information for a specific purpose, you have the right to withdraw your consent for that
specific processing at any time.
To withdraw your consent, please contact plymouthlittleowls@gmail.com or plymouthlittleowlssb@gmail.com.
Once we have received notification that you have withdrawn your consent, we will no longer process your
information for the purpose or purposes you originally agreed to, unless we have another legitimate basis for
doing so in law.
Where your personal data is used for direct market you will on every occasion be allowed to withdraw consent
or update or change your details.
Concerns
If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns
about this privacy notice, or how we handle your data please contact us at plymouthlittleowls@gmail.com or

plymouthlittleowlssb@gmail.com.
If you have continue to have concerns about the way your data is handled and remain dissatisfied after raising
your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO
can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire,
SK9 5AF or ico.org.uk/
Changes to this notice
We keep this notice under regular review. You will be notified of any changes where appropriate.

