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Written in accordance with the Statutory Framework for the Early Years Foundation stage (2024): Safeguarding and Welfare Requirements: (3.78-3.90).
DATA POTECTION POLICY 
Data protection Statement

At Lydgate After School Club (LASC) we respect the privacy of the parents/Carers, as well as the privacy of our staff. Our aim is to ensure that all those using and working at LASC can do so with confidence that their personal data is being kept secure.

LASC will comply with the principles and requirements of The Data Protection Act 1998.

All records will be kept and used following the eight principles of good information handling. All data will be:
· Fairly and lawfully processed.

· Processed for limited purposes.

· Adequate, relevant, and not excessive

· Accurate and up to date.

· Kept no longer than necessary.

· Processed in line with the individual’s right.

· Kept in a secure place.

· Transferred only to countries that provide adequate personal data protection.

Helpline: 0303 123 1113 or website: https://ico.org.uk
LASC is registered with the Office of Information Commission and is exempt from having to notify because we are a not-for-profit organisation, and how we keep, and process personal data and information meets the requirements for exemption. 

A member of staff/management committee will be appointed as the Data Protection Compliance Officer whose role is to keep up to date with Data Protection Requirements and make sure the club keeps within the law.
LASC Data Protection Compliance Officer is Roziana Gunny 
The Manager and Assistant Manager will ensure that the personal data and information asked for and held in manual and computer records at the club is adequate, relevant and not excessive for the purposes required to meet OFSTED, EYFS requirements, personnel administration, equal opportunities monitoring and other legal requirements. 

All personal data and information will be kept accurate and up to date.

Information will be destroyed and not kept any longer than is necessary other than when required to be kept by law for a specified time – (refer to Keeping of Records Policy).

All personal data is treated as strictly confidential and kept in a locked and secure place. Any data held on computer is password protected. 
Students on work placement and volunteers are informed of our Data Protection Policy and are required to respect it.

Sharing information with third parties
Our primary commitment is to the safety and well-being of the children in our care. Some limited personal information is disclosed to authorised third parties we have engaged to process it, as part of the normal running of our business, for example in order to take online bookings, and to manage our payroll and accounts. Any such third parties comply with the strict data protection regulations of GDPR. We will only share relevant information that is accurate and up to date.
SUBJECT ACCESS REQUESTS (SAR)
Subject to the exception below, all parents/carers, children, staff, volunteers, and management committee members may request to see the information about themselves and the child/children in their care, that is held on computer and in paper.
All information held by LASC will be provided within 40 days of receiving a request in writing from the individual concerned.

Records that also contain information about other individuals will only be included if those concerned give their consent. 

Exception in cases of risk of significant harm 
Where a child/children may be at risk of significant harm it may be necessary to deny a parent or carer access to her/his/their records or those of her/his/their child/children.

Any decision to deny a parent or carer access to these records will only be made after seeking the advice and agreement of an appropriate agency/agencies, this could be:
· Social Services

· Police

· Headteacher 

· Child Protection Liaison Teacher/Officer 

GDPR

We comply with the requirements of the General Data Protection Regulation (GDPR), regarding obtaining, storing, and using personal data  
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