HEBDEN LODGE NURSERY
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The relationship between a child’s parents and a setting is crucial to the child’s well-being.  The welfare, safety and protection of your child are at the heart of everything we do.  To enable us to make the best provision for your child, we are officially required to ask for information to be provided to us.  Please understand that there are sound reasons why we ask these questions.  We want to help your child, it is not that we are being curious. Thank you for your co-operation.
	Name:-

Date of birth:-

Likes to be called:-

Gender


	

	Any previous names and ‘also known as’
	

	Names, (First names and surname), 

address and contact details of all parents/carers your child normally lives with:-

Postcode

Tel nos. (including mobiles)

E-mail address
	

	Any previous addresses:-
	

	Name of town where child was born (this helps us when filling in the claim forms for the Nursery grants)
	

	Names and contact details of all persons with parental responsibility (if different from above)
	

	Details of any persons authorised to collect your child from Nursery.  (A minimum of two names and addresses should be provided here, of friends and/or relations, to collect your child from Nursery in case of emergency or illness)
	1.                                         2.

	Name and contact details of child’s G.P.:-
	

	Important people in my family

(siblings/relations/extended family)
	

	Languages I speak, understand, and hear spoken in my family.
	

	Health needs and information.

Allergies? (milk, eggs, nuts, face paints, soaps and detergents fish, fruit) etc

Please, also, talk with staff about any special dietary requirements or other special needs regarding your child.
	

	Names and roles of any professionals who have contact with the child/family and their contact details
	

	Any relevant court orders in place including those which affect any person’s access to the child (e.g. residence order, contact order, care order, injunctions etc)
	Is there any information from these orders that our setting needs to be aware of which will help us to better care for your child?

	Is your child on or has s/he been on, the Child Protection Register?
	YES

NO

	Are there any other factors which may impact on the safety and welfare of your child?
	

	Ethnicity/religion

(Food, clothing, washing)
	

	Details of any previous settings your child has attended
	

	Do you give your permission for your child to be taken out of Nursery grounds to go for walks? (Please circle)
	YES

NO

	Do you give your permission for the staff at Hebden Nursery to apply sun cream on your child when necessary? (Please circle) Please ask to see our Sun-cream Policy if you are unsure.
	YES

NO

	Do you give your permission for your child to receive emergency medical advice in your absence.  We will make every effort to contact you before we do. (please circle)
	YES

NO

	To help with our records and assessments we sometimes take photographs of the children at Nursery while they are playing and working.  We ask for your permission to do so.  These photos are either put into their files, displayed on the walls inside nursery or put onto a slide show which is always there for you to access.
	I give the staff at Hebden Lodge Nursery permission to take and use photos of my child for assessment, records and display within the Nursery building.

(please circle)

YES

NO

	Do you give the staff at Nursery permission to apply Zinc and Castor oil / Sudocreme should your child develop nappy rash whilst at Nursery? (please circle)
	YES

NO

	Do you give your permission for the staff at Hebden Lodge Nursery to apply sticking plasters to grazes and small cuts sustained by your child while on our premises. (Please circle)
	YES

NO

	We are required to share information with other settings which your child attends i.e. play school, childminder. other nursery or school.  Please sign the permission slip across if you give your permission for this to happen.
	I give my permission for staff at Hebden Lodge Nursery LTD to share information with other settings my child attends.

Signed.  ______________________

	Is there any other information you would like to share with us which will assist us in making your child’s stay with us a happy and positive one?

If we ever have any concerns, are you happy for us to talk to you?
	

	I give my permission for staff to seek any records or evidence of any orders etc. including agreement for change of name from a previous setting.
	Signed……………………………………………
Date………………………………………………


Privacy Notice- General Data Protection Regulation (GDPR)

Hebden Lodge Nursery Ltd

This Privacy Notice has been written to inform parents of Hebden Lodge Nursery about what we do with your personal information. This Notice may be subject to change as the Data Protection Bill progresses.

Who are we?

Hebden Lodge Nursery is a ‘Data Controller’ as defined by Article 4 (7) of GDPR. This means that we determine the purposes for which, and the manner in which, your personal data is processed. We have a responsibility to you and your personal data and will only collect and use this in ways which are compliant with data protection legislation. 

Hebden lodge Nursery has appointed Emily Wright to be its Data Protection Officer (DPO). The role of the DPO is to ensure that the nursery is compliant with GDPR and to oversee data protection procedures. 

What information do we collect?

The categories of information that we collect, hold and share include the following:

· Personal information of pupils and their family members e.g. name, pupil number, DOB and address

· Educational attainment

· Attendance information

· Assessment information

· Behavioural information

· Safeguarding information

We will also process certain ‘special category’ data about our pupils including:

· Relevant medical information- please note that where the pupil has a severe allergy or is thought to be at risk of needing emergency care for a medical issue then this will be shared with all the staff. We may do this in the form of photo identification in the staff room/office to ensure that all staff are aware of the issues should an emergency arise.
· Special Educational Needs and Disabilities information

· Race, ethnicity, and religion

Why do we collect your personal data?

We use the information we collect:

· to support pupil learning

· to monitor and report on pupil progress.
· to assess the quality of our services

Any personal data that we process about our pupils and parents is done so in accordance with Article 6 and Article 9 of GDPR:

Our legal basis for processing your personal data, in line with Article 6(1)(c) include:

· Education Act 1944,1996, 2002

· Education and Adoption Act 2016

· Education (Information About Individual Pupils) (England) Regulations 2013

· Education (Pupil Information) (England) Regulations 2005

· Education and Skills Act 2008

· Children Act 1989, 2004

· Children and Families Act 2014

· Equality Act 2010

· Education (Special Educational Needs) Regulations 2001

· Nursery outings/ trips

Whilst the majority of pupil information you provide to us is mandatory, some of it is provided to us on a voluntary basis. When we do process this additional information, we will ensure that we ask for your consent to process this.  

Who do we obtain your information from?

Much of the information we process will be obtained directly from you (pupils and parents). We will also process information received from:

· Department for Education (DfE)

· Local Education Authority (NYCC)

· Previous nurseries attended.
Who do we share your personal data with?

We routinely share pupil information with:

· schools that the pupils attend after leaving us.
· our Local Education Authority (NYCC)

· the Department for Education (DfE)

· National Health Service bodies

· Other nurseries and playgroups children attend also 

For more information on information sharing with the DfE (including the National Pupil Database and Census) please go to: https://www.gov.uk/government/publications/national-pupil-database-user-guide-and-supporting-information
We will not share any information about you outside the nursery without your consent unless we have a lawful basis for doing so. 

How long do we keep your personal data for?

Hebden Lodge Nursery Ltd will keep your data in line with our Information Policy. Most of the information we process about you will be retained as determined by statutory obligations. Any personal information which we are not required by law to retain will only be kept for as long as is necessary to fulfil our organisational needs. 

What rights do you have over your data?

Under GDPR parents and pupils have the following rights in relation to the processing of their personal data:

· to be informed about how we process your personal data. This notice fulfils this obligation.
· to request access to your personal data that we hold, and be provided with a copy of it

· to request that your personal data is amended if inaccurate or incomplete.
· to request that your personal data is erased where there is no compelling reason for its continued processing.
· to request that the processing of your personal data is restricted.
· to object to your personal data being processed

If you have any concerns about the way we have handled your personal data or would like any further information, then please contact Hebden Lodge Nursery Ltd. 

If we cannot resolve your concerns, you may also complain to the Information Commissioner’s Office (the Data Protection Regulator) about the way in which the Nursery has handled your personal data. You can do so by contacting:
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First Contact Team

Information Commissioner’s Office

Wycliffe House

Water Lane

Wilmslow Cheshire

SK9 5AF

casework@ico.gsi.gov.uk  // 03031 231113






                                                                                                                      

I, (name of individual), confirm that I have read this Privacy Notice. I understand:
· Hebden Lodge Nursery Ltd will process personal data in accordance with GDPR requirements.
· How my data is processed and why

· My personal data will not be shared with third parties without my consent unless there is a legal requirement to do so.
· My personal data is retained in line with statutory requirements and/or organisational purposes.
· My rights in relation to the processing of my personal data, and how I can exercise these rights.
Name: ………….......................................   Signature: …….......................................

Date: 
………......................................
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