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[bookmark: _GoBack]Data Protection 
In order to work effectively, Jollytots needs to gather and process relevant information (data) about children, staff, parents, professionals and others involved in the day to day running of the setting. 
Jollytots has implemented this policy to ensure management and staff are fully aware of procedures of handling data. By adhering to this policy, Jollytots will ensure that data is handled properly and confidentiality at all times. This applies to data held on paper and by electronic means. Jollytots recognises its responsibility to ensure that all persons acting on behalf of the nursery are made aware of this policy and receive necessary training. 
Management is responsible for ensuring that all staff and volunteers act in accordance with this policy and will follow the following procedures-
· Only relevant personal data will be collected. The person from whom it will be collected will be informed of its uses and of any possible disclosures that may be made
· Manual data will be stored in a secure place and only accessible to those with a legitimate reason to view
· Electronic data will be protected by password. Computers will be protected by a firewall system
· Computers will be positioned to ensure that information is not visible to a casual observer
· The office will be locked when management is not in the building
· Written information will be kept in a locked filing cabinet 
· Ensure that all records kept on each child are kept as confidential information, shared with only the child’s own parent/carer or other professional body with prior consent unless it is in the child’s best interests to share the information eg child protection issue
· We will store records securely for the relevant period required and after will dispose of appropriately with sensitivity in mind
· Make staff aware that names, addresses and telephone numbers of parents or staff cannot be divulged to others without prior permission from person concerned
· Door codes will be changed on a regular basis and only shared with those who need to know
· Written consent will be taken for use of photographs
· Requests from parents for written list of children’s names and/or addresses will be politely refused
This policy will be reviewed annually
This policy was adopted on_____________________________________
Signed_____________________________Manager
Signed_____________________________ Director
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