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Privacy Notice
Pitter Patter Play Ltd (“the company”, “the Nursery”, “the setting” or “we”) is committed to protecting the privacy and security of your personal information. This privacy notice describes how the company collects and uses personal information about employees of the Nursery (“Employees”), children attending the Nursery (“Child” or “Children”) and the parents/carers of the Children (“Parents”, “Carers”) (known collectively as “You” or “Your”), in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Pitter Patter Play Ltd 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. This notice applies to Employees, Children and Parents. This notice does not form part of any contract of employment or other contract to provide services.
We may update this notice at any time but if we do so, we will provide You with an updated copy of this notice as soon as reasonably practical. It is important that Employees, Children and Parents read and retain 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 and what Your rights are under data protection legislation.
Data Protection Principles
We will comply with data protection law. This says that the personal information we hold about You must be:
1. Used lawfully, fairly and in a transparent way.
2. Collected only for valid purposes that we have clearly explained to You and not used in any way that is incompatible with those purposes.
3. Relevant to the purposes we have told You about and limited only to those purposes.
4. Accurate and kept up to date.
5. Kept only as long as necessary for the purposes we have told You about.
6. Kept securely.
The Kind of Information We Hold About You
Personal data, or personal information, means any information about an individual from which that person can be identified. It does not include data where the identity has been removed (anonymous data). 
There are “special categories” of more sensitive personal data which require a higher level of protection, such as information about a person’s health or ethnic origin. 
1. Employees 
We will collect, store, and use the following categories of personal information about Employees: 
· Personal contact details such as name, title, addresses, telephone numbers, and personal email addresses. 
· Date of birth and gender. 
· Marital status and dependants.
· Next of kin and emergency contact information.
· National Insurance number.
· Bank account details, payroll records and tax status information.
· Salary, annual leave, pension and benefits information.
· Start date and, if different, the date of an Employee’s continuous employment.
· Location of employment or workplace.
· Copy of driving licence (where applicable).
· Recruitment information (including copies of right to work documentation, references and other information included in a CV, cover letter or application process).
· Employment records (including job titles, work history, working hours, holidays, training records and professional memberships).
· Personnel files and training records including performance information, disciplinary and grievance information, and working time records.
· Information about your use of our information and communications systems.
· Records of any reportable death, injury, disease or dangerous occurrence.
Special Categories (Employees):
· Information about an Employee’s race or ethnicity.
· Information about an Employee’s health, including medical conditions, accidents, health and sickness records, ill-health retirement records, statutory parental leave/sick leave, and pension-related health information.
2. Children
We will collect, store, and use the following categories of personal information about Children:
· Name, date of birth, and home address.
· Dietary requirements and attendance information.
· Photographs and video clips to signpost Children to their belongings and for general display purposes.
· Emergency contact details.
· Progress reports/learning logs containing observations, progress examples, photos, and personal details.
· Individual care plans, common assessment frameworks, and speech/language referral forms.
· Accident forms and pre-existing injury records.
· Records of any reportable death, injury, disease or dangerous occurrence.
· Observation, planning and assessment records.
Special Categories (Children):
· Information about a Child’s race, ethnicity, spoken language, and nationality.
· Information about a Child’s health, medical conditions, health and sickness records.
· Information about a Child’s accident or incident reports, including pre-existing injuries.
· Information about a Child’s incident forms, child protection referral forms, case details, or reports.
3. Parents
We will collect, store, and use the following categories of personal information about Parents:
· Name, home address, telephone numbers, and personal email addresses.
· National Insurance number and bank account details.
Special Categories (Parents):
· Information about a Parent’s race or ethnicity, spoken language and nationality.
· Relevant conversations where Employees deem it necessary for safeguarding or the prevention of radicalisation under statutory duties.
How Is Your Personal Information Collected?
· Employees: Collected through the application and recruitment process (directly or via agencies/background check providers), and throughout job-related activities during employment.
· Children and Parents: Collected from the initial enquiry stage, through enrolment, and throughout the period the Child uses the Nursery’s services.
How We Will Use Information About You
We will only use Your personal information when the law allows us to. Most commonly, we will use Your personal information in the following circumstances:
1. Where we need to perform the contract we have entered into with You.
2. Where we need to comply with a legal obligation.
3. Where it is necessary for our legitimate interests (or those of a third party) and Your interests and fundamental rights do not override those interests.
Rare circumstances include:
1. Where we need to protect Your interests (or someone else’s interests, including Safeguarding).
2. Where it is needed in the public interest or for official purposes.
Situations in Which We Use Data:
· Employees: Recruitment decisions, right-to-work checks, payroll/tax deductions, pension administration, performance reviews, grievance/disciplinary proceedings, health and safety compliance, fraud prevention, and IT system monitoring.
· Children: Sharing information with schools for educational transition (with consent), sharing with local authorities for child protection or funding purposes, sharing records with Care Inspectorate Wales (CIW) or Estyn for regulatory compliance, reporting progress, and monitoring attendance/welfare.
· Parents: Sharing with local authorities for funding purposes, reporting child attendance, emergency contacts, and fee administration.
How We Use Particularly Sensitive Personal Information
Special categories of data require higher protection. We maintain appropriate policy documents and safeguards as required by law. We process sensitive data:
1. In limited circumstances, with explicit written consent.
2. To carry out legal employment duties.
3. For public interest reasons, such as equal opportunity monitoring.
Information About Criminal Convictions
We envisage holding information about criminal convictions. We will only collect this information where legally permitted and appropriate for the role, specifically via Disclosure and Barring Service (DBS) checks during recruitment and employment to satisfy child protection legal obligations.
Automated Decision-Making
You will not be subject to decisions that will have a significant impact on You based solely on automated decision-making, unless we have a lawful basis and have notified You accordingly.
Data Sharing
We may share Employee, Child, or Parent data with third parties where required by law, where necessary to administer our relationship with You, or under legitimate interest.
Third-party entities include:
· Local Authorities & Welsh Government: For funding (e.g., uptake of funded early education/childcare hours) and monitoring reasons.
· Regulatory Bodies (Care Inspectorate Wales / Estyn): To ensure statutory compliance and the safety, welfare, and educational standard of children.
· Schools: To ensure a successful transition into the next stage of education.
· Pension/Benefits Providers & Group Entities: For administrative operations.
Data Retention
We will only retain Your personal information for as long as necessary to fulfill the purposes we collected it for, including satisfying any legal, accounting, or statutory reporting requirements. Once You are no longer an Employee, Child, or Parent, we will retain and securely destroy Your personal information in accordance with applicable laws and regulations.
Your Rights
Under certain circumstances, by law You have the right to:
· Request access to Your personal information (Data Subject Access Request).
· Request correction of incomplete or inaccurate data we hold about You.
· Request erasure of Your personal information where there is no good reason for us continuing to process it.
· Object to processing based on legitimate interests or direct marketing.
· Request restriction of processing pending verification or accuracy checks.
· Request transfer of Your personal information to another party.
If You wish to exercise any of these rights, please contact the Nursery Manager in writing. No fee is usually required, though we may request identity verification to secure your data.
Right to Withdraw Consent
Where You have provided consent for a specific purpose, You have the right to withdraw it at any time by contacting the Nursery Manager.
Questions and Complaints
If you have any questions about this privacy notice or how we handle your personal information, please contact the Nursery Manager.
You also have the right to make a complaint at any time to the UK's supervisory body for data protection issues:
Information Commissioner’s Office (ICO)
· Website: https://ico.org.uk
· Helpline: 0303 123 1113

Our ICO registration reference is ZB628126 
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