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GDPR PRIVACY POLICY

BACKGROUND: 


Tarbert After School Care (TASC) understands that your privacy is important to you and that you care about how your personal data is used. We respect and value the privacy of all of our service users and will only collect and use personal data in ways that are described here, and in a way that is consistent with our obligations and your rights under the law.

Information About Us

Tarbert After School Care.

Registered in Scotland as a charity: number SC042748 
Registered address: Tarbert Village Hall, Tarbert, PA29 6SX
Additional premises: Tarbert Academy, Tarbert, PA29 6TJ
Email address: tarbertafterschoolcare@yahoo.co.uk.

Telephone number: 07949 013359
We are regulated by The Care Inspectorate and the Scottish Social Services Council
What Does This Notice Cover?

This Privacy Information explains how we use your personal data: how it is collected, how it is held, and how it is processed. It also explains your rights under the law relating to your personal data.

What is Personal Data?

Personal data is defined by the General Data Protection Regulation (EU Regulation 2016/679) (the “GDPR”) as ‘any information relating to an identifiable person who can be directly or indirectly identified in particular by reference to an identifier’.

Personal data is, in simpler terms, any information about you that enables you to be identified. Personal data covers information such as your name and contact details.
It is a legal obligation by the Care Inspectorate that TASC holds personal data on children in our care and our other lawful basis to hold personal data is under “Vital Interests” to ensure the children’s wellbeing within our care.

The personal data that we use is set out in Part 5, below. This data will be reviewed by Parent/Guardians/Children (data subjects) every 6 months. 
What Are My Rights?

Under the GDPR, you have the following rights, which we will always work to uphold:

a) The right to be informed about our collection and use of your personal data. This Privacy Notice should tell you everything you need to know, but you can always contact us to find out more or to ask any questions using the details in Part 11.

b) The right to access the personal data we hold about you. Part 10 will tell you how to do this.

c) The right to have your personal data rectified if any of your personal data held by us is inaccurate or incomplete. Please contact us using the details in Part 11 to find out more.

d) The right to be forgotten, i.e. the right to ask us to delete or otherwise dispose of any of your personal data that we have. Please contact us using the details in Part 11 to find out more.

e) The right to restrict (i.e. prevent) the processing of your personal data.

f) The right to object to Tarbert After School Care using your personal data for a particular purpose or purposes.

g) The right to data portability. This means that, if you have provided personal data to us directly, we aim using it with your consent or for the performance of a contract, and that data is processed using automated means, you can ask us for a copy of that personal data to re-use with another service or business in many cases.

h) Rights relating to automated decision-making and profiling. We do not use your personal data in this way
For more information about our use of your personal data or exercising your rights as outlined above, please contact us using the details provided in Part 12.

Further information about your rights can also be obtained from the Information Commissioner’s Office.

 If you have any cause for complaint about our use of your personal data, you have the right to lodge a complaint with the Information Commissioner’s Office.

What Personal Data Do You Collect?

We may collect some or all of the following personal data 
· Name;

· Name of child/children

· Dates of birth;

· Gender;

· Address;

· Email address;

· Telephone number;
· Allergies /health issues;
· Photographs;
· Job title;
· Curriculum Vitae;
· Payment information;

· Signed consents
Your personal data is shared and/or obtained from the following third parties
· PVG;

· HMRC

· Referees

· Medical reference

· GCVS (Payroll Company)
· Independent accounts examiner

How Do You Use My Personal Data?

Under the GDPR, we must always have a lawful basis for using personal data. This may be because the data is legally necessary for our delivery of a service to you. Your personal data will be used for the following purposes:

·  Supplying our services to you. Your personal details are required in order for to enter into a contract with you.

·  Communicating with you. This may include responding to emails or calls from you.

How Long Will You Keep My Personal Data?

We will not keep your personal data for any longer than is necessary in light of the reason(s) for which it was first collected. Your personal data will therefore be kept for the following periods (or, where there is no fixed period, the following factors will be used to determine how long it is kept):

· Children’s records – 3 years after registration ceases
· Injury and accident records – 19 years (or until a child reaches 21)

· Child Protection records – 22 years (or until a child reaches 24)

· Payroll/HMRC – 3 years

· Complaints – 3 years

· Employment/Recruitment/PVG – 6 years after employment ceased
How and Where Do You Store or Transfer My Personal Data?

We will only store or transfer your personal data in the UK. This means that it will be fully protected under the GDPR.
Your personal data is stored in a locked filing cabinet within our staff office and also on 2 secured computers allowed access by TASC Manager and TASC Chairperson and Treasurer only.   TASC Manager will share personal data with colleagues on a need-to-know basis to ensure the safety of the children. These computers are password protected.
Staff payroll data is processed by GCVS, 11 Queens Crescent, Glasgow G3 6DS and is GDPR compliant.
Do You Share My Personal Data?

We will not share any of your personal data with any third parties for any purposes, subject to one important exception:
In some circumstances, TASC may share certain personal data with other agencies with the consent of parents (and possibly children), unless it is a child protection issue which relates to a parent/carer, then child protection procedures come into effect
If any of your personal data is required by a third party, as described above, we will take steps to ensure that your personal data is handled safely, securely, and in accordance with your rights.

Notification and Recording of Breaches

We are now under an obligation to report all data breaches to the ICO unless they are likely to represent a risk to the rights and freedoms of data subjects. 
Breaches must be reported within 72 hours. If they are not reported within this timescale, reasons must be provided in order to justify the delay

We must also document any personal data breaches including the facts relating to the breach, the effect of the breach and any remedial action taken.

There is a separate duty to report the breach to any data subject effected where there is a “high risk to the rights and personal freedoms” of the individuals. This will be done “without undue delay”.

How Can I Access My Personal Data?

If you want to know what personal data we have about you, you can ask us for details of that personal data and for a copy of it (where any such personal data is held). This is known as a “subject access request”.

All subject access requests should be made in writing and sent to the email or postal addresses shown in Part 12. 
There is not normally any charge for a subject access request. If your request is ‘manifestly unfounded or excessive’ (for example, if you make repetitive requests) a fee may be charged to cover our administrative costs in responding.

We will respond to your subject access request within two weeks and, in any case, not more than one month of receiving it. Normally, we aim to provide a complete response, including a copy of your personal data within that time. In some cases, however, particularly if your request is more complex, more time may be required up to a maximum of three months from the date we  receive your request. You will be kept fully informed of our progress.

How Do I Contact You?

To contact us about anything to do with your personal data and data protection, including to make a subject access request, please use the following details for the attention the Manager, Tarbert After School Care
Email address: tarbertafterschoolcare@yahoo.co.uk
Telephone number: 07949013359
Postal Address: Tarbert Village Hall Annexe, Campbeltown Road, Tarbert, Argyll, PA29 6SX
Changes to this Privacy Notice

TASC may change this Privacy Notice from time to time. This may be necessary, for example, if the law changes, or if we change in a way that affects personal data protection.

Any changes will be made available to you by The Manager of Tarbert After School Care as soon as possible.
Confidentiality
It is our intention to respect the privacy of children and their families/ carers, while ensuring that they access high quality care in our club.
The manager and practitioner, play worker, volunteers, bank workers and committee
and any other individual associated with the running or management of the club will
respect confidentiality by:

· NOT discussing confidential matters about children with other parents/carers.

· NOT discussing confidential matters about parents/carers with children or other parents/carers.

· NOT discussing confidential information about other staff members.

· Only passing sensitive information, in written or oral form, to relevant people.

· Giving parents access to the files and records of their own children, but not
information about any other child.

Confidential information includes:

Registration and admission forms

Signed consents

Correspondence concerning the child or family

Reports or minutes from meetings concerning the child from other agencies.

Ongoing record of relevant contact with parents.

Under no circumstances will staff provide any information about children to any branch of the media.  If there was any media enquiries this would be passed to the Manager to deal with.

In circumstances where staff have good reason to believe that a child is at risk, or is likely to be at risk, of child abuse or neglect the Child protection policy will override confidentiality on a need-to-know basis.

Staff failing to show due regard for confidentiality will be liable to disciplinary action under the provisions of the disciplinary procedures within the Staff Discipline policy.

Staffing Confidentiality

Staff have a right to privacy, as do children and their parents/carers.  Personal details should not be discussed except in exceptional circumstances e.g. Safeguarding.    

This policy keeps in line with 


UNCRC Article 3 & 16;





Adults must do what’s best for me





I have the right to keep some things private
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