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Magic Dragon Preschool Privacy Notice
DATA PROTECTION PRIVACY STATEMENT FOR STAFF
Sharing information with others 
As part of your employment at Magic Dragon Preschool it is necessary for us to collect personal information about you and your immediate family. Sometimes we have to confirm or share information with other organisations, such as Bristol City Council/BAND/OFSTED/charities commission/NEST, PHE and HMRC.  If we need to do this, we will make it clear to you. We will inform you before sharing any of your information. Photograph, your name and short biography of you will be shared to parents in the Parent’s booklet and will be displayed for them.
Information  
We will make sure that the information about you is accurate and up to date when we collect or use it. You can help us with this by keeping us informed of any changes to the information we hold about you. 
Information security  
We will keep information about you secure. We will protect your information against unauthorised change, damage, loss or theft.  All information collected on paper forms is kept locked away; any computer or tablets used are password protected.
Openness 
 We will tell you what kinds of information we hold and what we do with it.  
Access and correctness  
Whenever possible, on request, we will let you see the information we hold about you and correct it if it is wrong.  
In general 
We will comply with the Data Protection Act 1998, new General Data Protection Regulations (GDPR) and any subsequent legislation on information handling and privacy.  We will help you with any questions or problems that you may have with the Data Protection Act 1998, the Human Rights Act 1998 or the Freedom of Information Act 2000.  If we cannot help you, we will give you advice on where to write to get the information you may need.  

Our Commitment 
We will only collect information that is necessary for what we do. We will be fair in the way we collect information about you. We will tell you what we intend to do with the information about you. Where practicable, we will collect information directly from you. If we collect information about you from someone else, we will make sure you know that we have done this whenever possible.
Types of information we collect
· Your full name
· Your date of birth
· Your address
· Your contact numbers and those of your emergency contacts
· Your email address
· Records of any medical conditions/ copies of reports/doctors notes you have given us
· National insurance number
· Bank account details
· DBS check records
· Contract of employment
· Supervision records
· Qualifications/training records
· References and application forms
· Payroll records/details of pay earned and hours worked
· Disciplinary records
· Work attendance/sickness records
· Photographs of you. 
Keeping information  
We will hold information about you only for as long as the law says. After this, we will dispose of it securely by shredding. The law requires us to keep the following data for:-
-Personnel files including training records, working time records, contracts, application forms, references, DBS records, supervision records – 6 years after employment ceases
-Payroll records/information including bank account number, national insurance number, pay, pension, tax and national insurance details – 7 years after employment ceases
- Staff accident records- 3 years after the record was made 
Your consent
To comply with new data protection standards and rules we are required to share with you the ways we keep, use and store data about you and your family and gain your consent. 
We will only use your personal information in our role as your employer. 
We would like to keep sending you information about your employment and the pre-school by email, phone or by letter but we need to be sure we have your permission to do so. We will only use your information to ensure you receive important updates about your employment and role at the pre-school. 
We will keep your information secure and never share it except if required to do so by law
Please sign below to consent to us continuing to hold, use and process your data and to us contacting you to send information. 

Staff signature _______________________________________________
Name (in block capitals please)_______________________________________________________
Date_________________________________________________________

You can of course unsubscribe and ask us not to contact you by email, phone or any other means once your employment at preschool ceases.
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