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	Staff and Committee Privacy Notice


	POLICY STATEMENT

In accordance to be complaint with the new GDPR Policy which came into force in May 2018, we are obliged to identify reasons as to:-

· why we hold information on you as an employee or committee member
· what we intend to use that information for 
· how long we keep the information for 

· what storage methods we use to keep your information safe 

· who we share that information with

	PROCEDURES AND PRACTICES 
Introduction

Octopus Children’s Daycare retain personal information, in various formats, about our current, past and potential future staff (staff data) for a variety of purposes as set out below, in separate privacy notices provided on collection and in our registration with the Information Commissioner under the Data Protection Act 1998 (DPA).

We hold this personal information about our staff securely, both in hard copy format and electronically, under the requirements of the DPA.

The information provided below is intended to guide staff on the types of purposes and disclosures made by us. It is important to note that any such uses and disclosures will only be made where permitted under the DPA.

This policy also applies to committee members however not all of the points will be relevant to all parties.  All parties will be referred to as staff within the policy.
How do we use staff data
We will use staff data for all purposes associated with the administration of the employer/employee relationship. The purposes for which we may use staff data (including sensitive personal information) we collect during an employee’s association with us include:

· recruitment and selection

· employment matters (e.g. promotion, development, conduct, attendance, appraisals, managing progress, grievance and academic misconduct investigations, disciplinary actions and complaints)

· maintaining staff records

· complying with visa requirements

· administering finance (e.g. salary, pension  and any other staff benefits)

· complying with statutory requirements (e.g. monitoring equal opportunities and equal pay, and processing and responding to subject access requests and information requests and complying with our obligations under our publication scheme)  

· providing operational information

· promoting our services and other operational reasons (including displaying staff details on our website where appropriate, taking films for promotional purposes

· safeguarding and promoting the welfare of staff

· ensuring the safety and security of our staff

· preventing and detecting crime

· dealing with complaints

· carrying out audits.

Your work email address will be available to parents using the Tapestry system however this is the only time it will be publicised externally on behalf of Octopus Children’s Daycare.  If you are office based, you will have a registered email address which may be used for day to day and promotional purposes as appropriate in order to carry out the operations of the business.
Why Octopus Children’s Daycare collect this information and the legal basis for handling your data

We use personal data about you in order to provide employer services and fulfil the contractual arrangement you have entered into. This includes using your data to:

· contact you in case of an emergency

· to support your wellbeing and development

· to manage any special training or day to day requirements - educational, health or medical needs whilst at Octopus Children’s Daycare
· to carry out regular assessment of your progress and to identify any areas of concern

· to keep you updated with information about changes to our setting and the industry in which we operate
· to notify you about financial matters

We have a legal obligation to process safeguarding related data about you should we have concerns. 

Who Octopus Children’s Daycare share your data with

Unless an opt–out is in place, we may disclose limited staff data to a variety of recipients including:

· our employees, agents and contractors where there is a legitimate reason for their receiving the information (including service providers such as our external payroll provider, our insurers and external legal and financial advisers)

· current, past or potential employers of our staff (to provide or obtain references)

· professional and regulatory bodies in relation to the confirmation of conduct including complaints, job description and information provided as part of the recruitment process

· government departments and agencies where we have a statutory obligation to provide information (e.g. Her Majesty's Revenue and Customs (HMRC),   the Home Office (in connection with UK visas and immigration))

· the Disclosure and Barring Service (DBS) where we require a DBS check for certain roles

· third parties who work with us to provide staff support services (e.g. counselling and occupational health services)

· third parties who work with us and are involved in the welfare or development of children within our care

· third parties who are contracted to provide out–of–hours services for us e.g. security or the police

· crime prevention or detection agencies (e.g. the police, security organisations, Department for Works and Pensions and local authorities)

· relatives/next of kin (but only where we have consent from the member of staff or there is a legitimate reason for the disclosure)

· healthcare, social and welfare organisations for both our children and staff

· representatives of a current, former, or potential member of staff (but only where we have consent from the member of staff or there is a legitimate basis for the disclosure)

· internal and external auditors

· courts and tribunals

· local and central government

· trade union and staff associations (where information is already in the public domain or we have consent from the member of staff)

· survey and research organisations, for example the annual staff survey

· press and the media

Octopus Children’s Daycare will never share your data with any other organisation to use for their own purposes 

How do Octopus Children’s Daycare protect your data?

We protect unauthorised access to your personal data and prevent it from being lost, accidentally destroyed, misused, or disclosed by:

· storing paper documentation in locked cabinets where only authorised people have access to the records which they need

· storing electronic data on encrypted and password protected computers, memory sticks and software programs
· Ensuring our staff have all signed and adhere to our Confidentiality and Data Protection policies
How long does Octopus Children’s Daycare retain your data?

Depending on the information which we hold on you, there are different retention periods.  These are listed overleaf and time lengths are based on local Government Guidelines and OFSTED recommendations.  

In some instances (child protection, or other support service referrals) we are obliged to keep your data for longer if it is necessary to comply with legal requirements.

Your rights with respect to your data

You have the right, in writing, to:

· request access, amend or correct your personal data

· request that we delete or stop processing your personal data, for example where the data is no longer necessary for the purposes of processing; and

· request that we transfer your personal data to another person

If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns about this privacy notice, or how we handle your data please contact us. If you continue to have concerns about the way your data is handled and remain dissatisfied after raising your concern with us, you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/
Changes to your personal data

Please tell us promptly about any changes to the data we hold about you. 

Handling personal data responsibly

Staff will, during their employment with us, come into contact with personal data from many sources (including that of other staff members and students). We expect staff to handle data about other people responsibly and in accordance with our Data Protection Policy.

Changes to this notice
Octopus Children’s Daycare keep this notice under regular review. You will be notified of any changes where appropriate.


	


	Contact details 

ICO
Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or ico.org.uk/
Ofsted   0300  123 1231  www.ofsted.gov.uk
Piccadilly Gate

Store Street

MANCHESTER

M1 2WD




	Other policies to read in conjunction with this policy 

· Octopus Children Centre Policies and Procedures
· GDPR Policy and Privacy Notice
   


	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in January 2025



                         Octopus Children’s Daycare                 �                                          








