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We use information about children and their families so that we can provide safe, high-quality early education and childcare, meet our legal duties and run the nursery. We only use information where we have a lawful reason, keep it secure and share it only when necessary.

This notice is for parents, carers and anyone whose information we hold in connection with a child. Please explain it to your child in a way they can understand. You can ask us for help or an accessible copy at any time.

1. Who is responsible for your information?
Little Treasures Nursery & Pre-school is the data controller. This means we decide why and how personal information is used.
· Address: 38 Laidleys Walk, Fleetwood, FY7 7JL
· Telephone: 01253 870055
· Website: https://littletreasuresnursery.org
· Privacy contact: the Nursery Manager (contact us by telephone, through the website contact form or in person).

2. The information we collect
Depending on your relationship with us and the services your child receives, this may include:
· names, addresses, dates of birth, contact details, emergency contacts and information about parental responsibility or authorised collectors; 
· registration, attendance, booked sessions, collection arrangements and communications with families;
· learning, development and observation records, progress checks (including the progress check at age two), transition information and WELLCOMM screening records;
· health, allergy, dietary, disability, medication, accident, incident and first-aid information;
· special educational needs and disabilities (SEND), inclusion support, referrals, plans and information from relevant professionals;
· safeguarding and child-protection information, including concerns, disclosures, chronologies and information shared with relevant agencies;
· funding and eligibility information, including funded-entitlement codes and information needed for Early Years Pupil Premium or Disability Access Fund claims;
· photographs, video and audio, including images used for learning records, nursery communications and any optional publicity for which permission is sought;
· CCTV images captured for safety, security and the prevention or investigation of incidents;
· fees, invoices, payment status and limited financial or account information; and
· website enquiries, consent choices, preferences, complaints and feedback.

3. Where information comes from
Most information is provided by parents or carers, or is created by our staff through day-to-day care and observation. We may also receive information from the child, previous or other early years settings, schools, the local authority, health or SEND professionals, safeguarding agencies, government bodies and other people authorised or legally permitted to share it with us.






4. Why we use information and our lawful bases
UK data protection law requires us to identify a lawful basis for each use. More than one basis may apply.

	Purpose
	Lawful basis

	Provide childcare and administer the place
	Contract; legal obligation

	Support learning, development, transitions and SEND
	Legal obligation; public task or substantial public interest where applicable

	Protect children, respond to safeguarding concerns and emergencies
	Legal obligation; vital interests; substantial public interest for safeguarding

	Manage health, allergies, medication, accidents and additional needs
	Legal obligation; vital interests; health or social care; substantial public interest

	Claim and evidence early-years funding
	Legal obligation; public task

	Communicate with families and operate Famly
	Contract; legal obligation; legitimate interests

	Invoice, collect fees and keep financial records
	Contract; legal obligation; legitimate interests

	Maintain safety, security and CCTV
	Legitimate interests; legal obligation; substantial public interest where safeguarding is involved

	Optional publicity or other genuinely optional activities
	Consent, where stated



Our legitimate interests include operating a safe, secure and effective nursery, maintaining appropriate records, communicating with families, protecting our property and legal rights, and improving our service. We balance those interests against the rights and interests of children and families.

Some information, such as health, SEND or safeguarding information, is ‘special category’ data. We only use it when an additional condition under data protection law applies. We do not use consent for information we must keep or use to meet our core childcare, safeguarding or legal duties.

5. Famly and other service providers
We use Famly to help manage childcare records, attendance, communications, learning information, permissions, invoicing and other nursery administration. Famly and our other technology, payment, accounting, IT, secure-storage and professional service providers process information on our behalf under contracts requiring appropriate security and confidentiality.

A provider may use approved sub-processors. If information is stored or accessed outside the UK, we require an appropriate lawful transfer mechanism and safeguards. You may ask the Nursery Manager for further information about relevant providers and safeguards.

6. Who we may share information with
We share only what is necessary. Depending on the circumstances, recipients may include:
· Lancashire County Council and other public bodies involved in early-years funding, inclusion or statutory services;
· Ofsted, the Department for Education and other regulators or authorities where required;
· health visitors, NHS services, speech and language teams, SEND and inclusion professionals, schools and other settings supporting the child;
· children’s social care, the Local Authority Designated Officer, police or other safeguarding agencies;
· emergency services, insurers, legal advisers, accountants, auditors and debt-recovery services where appropriate; and
· contracted service providers acting for us, including Famly and relevant IT, cloud, payment and administration providers.
We may share information without consent where the law permits or requires it—for example, to safeguard a child, prevent or detect crime, respond to a court order or protect someone’s vital interests. We will normally be open about sharing unless doing so would place someone at risk, prejudice an investigation or be unlawful.

7. Photographs, video and CCTV
Images used as part of a child’s learning, care, safeguarding or nursery records may be processed because they are necessary for our service or legal duties. We seek a clear choice for optional uses such as public website, social-media or marketing material. You may withdraw permission for future optional use at any time, although this will not make earlier lawful use unlawful.

CCTV is used for safety and security. Signs identify where CCTV operates. Access is restricted, recordings are kept only for the stated retention period unless needed for an incident, and disclosures are made only where lawful. Please see our CCTV Policy for further details.

8. How long we keep information
We keep information only for as long as needed for the purpose for which it was collected and to meet early-years, safeguarding, funding, tax, insurance and other legal requirements. Different records have different retention periods under our retention schedule. A record may be kept longer where there is an ongoing safeguarding matter, complaint, investigation, insurance issue or legal claim. When information is no longer required, it is securely deleted or destroyed. You may ask the Nursery Manager about the period applying to a particular record.

9. How we protect information
We use proportionate physical, organisational and technical safeguards. These include controlled access, staff confidentiality and data-protection training, secure systems and passwords, appropriate contracts, record-disposal procedures and incident management. Access is limited to people who need the information for their role.

10. Your data-protection rights
Depending on the circumstances and lawful basis, you or your child may have the right to:
· be informed about how personal information is used;
· ask for access to personal information;
· ask us to correct inaccurate or incomplete information;
· ask us to erase information or restrict its use in certain circumstances;
· object to processing based on legitimate interests or to direct marketing;
· receive certain information in a portable format; and
· withdraw consent at any time where consent is the basis for processing.
These rights are not absolute. For example, we may need to retain information to meet a legal or safeguarding duty or to protect another person’s rights. We may ask for proof of identity and parental responsibility before responding. We normally respond within one month, although the law allows longer for certain complex requests.

11. Children’s rights and parental requests
Data-protection rights belong to the child. A parent or carer will usually exercise them on a young child’s behalf where this is in the child’s best interests. We will consider the child’s understanding, wishes, safety and the rights of other people before releasing information.

12. Automated decisions
We do not make decisions about children or families using solely automated processing that produces legal or similarly significant effects.



13. Questions, requests and complaints
Please contact the Nursery Manager first if you have a question, want to exercise a right or are unhappy with how we have used information:
· Little Treasures Nursery & Pre-school, 38 Laidleys Walk, Fleetwood, FY7 7JL
· Telephone: 01253 870055
· Online: https://littletreasuresnursery.org/contact-us/
You also have the right to complain to the Information Commissioner’s Office (ICO): Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF; telephone 0303 123 1113; website https://ico.org.uk/make-a-complaint/ 

14. Changes to this notice
We review this notice regularly and will update it when our practices, providers or the law change. The current version will be available on our website. Where a change is significant, we will take reasonable steps to bring it to families’ attention. A printed copy is available from the Nursery Manager on request.
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