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Tarporley Pre-School

Rear of St. Helens Church, High Street, Tarporley, Cheshire CW6 0AG

Telephone: 01829 730233 


DATA PROTECTION POLICY
POLICY STATEMENT
Our Data Protection Policy sets our commitment to protecting personal data and how we implement that with regards to the collection and use of personal data.

We are committed to:

· Ensuring that we comply with the eight Data Protection principles.

· Meeting our legal obligation as laid down by the Data Protection Act 2018
· Processing personal data only in order to fulfil legal requirements.

· Taking steps to ensure that personal data is set up and accurate.

· Not keeping any personal data any longer than necessary for that purpose.

· Providing adequate security measures to protect personal data.

· Ensuring that all staff and committee are made aware of good practice in Data Protection.

· An elected person who is responsible for Data Protection and providing a point of contact for all Data Protection issues.
· Ensuring that queries about Data Protection, internal and external are dealt with effectively and promptly.

· Regularly reviewing Data Protection procedures and guidelines within the setting.

Our nominated person is Cindy Roberts and Karen Lloyd
PROCEDURES
All staff are responsible for ensuring that:

· Any personal data which they hold are kept secure.

· Personal data is not disclosed either verbally or in writing to a third party without authorisation.

· Personal data is to be kept in a locked secure filing cabinet, drawer, cupboard or room not visible to anyone to see it either on paper or computer screens.

· If computerised data must be password protected including use of password-protecting screen savers, memory sticks or other portable means.

· Unauthorised disclosure by any member of staff will result in a disciplinary matter, and may be considered gross misconduct in some cases.

· We monitor and review our policy annually.

DATA PROTECTION PRINCIPLES

1. Personal data shall be processed fairly and lawfully.

2. Personal data obtained for one or more specified and legal purposes, shall not be further processed in any manner incompatible with that purpose or those purposes.

3. Personal data shall be adequate, relevant and not excessive in relation to the purpose or purposes for which they are processed.

4. Personal data shall be accurate and, where necessary, kept up to date.

5. Personal data processed for any purpose or purposes shall not be kept for longer than  necessary for that purpose or those purposes.
6. Personal data shall be processed in accordance with the rights of the data subject under the Data Protection Act 2018.

7. Appropriate technical and organisational measures shall be taken against unauthorised and unlawful processing of personal data and against accidental loss or destruction of, or damage to, personal data.
8. Personal data shall not be transferred to a country or territory outside the European Economic Area unless that country or territory ensures an adequate level of protection for the rights and freedom of data subjects in relation to the processing of personal data.
This policy was adopted at a meeting of Tarporley Pre-School
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