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Plantpots Prescool takes the issue of safeguarding your privacy seriously. This 
policy describes what information we collect from you and how that is handled by 
us as a provider of early years education. 

By contacting us, using our services or visiting our website, you are accepting and 
consenting to the practices described in this policy unless you inform us otherwise. 

1. What is Personal Information? 

The term ‘Personal Information’ refers to information about you as an individual, 
such as your name, address, age, gender, image and credit card information. 

2. What Personal Information we collect 

When you register your child/children with Plantpots we receive information about 
you and your child/children that your provide on our online or hard copy registration 
forms. The type of information we ask for can be viewed here. 

We use this information to communicate with you during your child’s time at 
Plantpots, to know what you have provided consent for, for example if you agree to 
your child appearing in published videos or photographs, to send you a termly 
newsletter about our news and events and to send you a questionnaire twice a year 
asking for your feedback about our nursery. 

It is possible to opt-out of being sent our newsletter and feedback questionnaires, 
via the unsubscribe button at the top of our emails. 

We may also receive information about you from another organisation, for example, 
if we are required to work with social services. 

We never share this information with a third party, unless there was a legal 
requirement for us to do so. 

3. How is Personal Information collected on our website? 

Cookies 

Our website has been programmed to use cookies to enhance the use experience. 
Cookies are small text files that are automatically placed on your computer when 
you visit the website. The purpose of our cookies is to make the website function 
correctly and to collect information about your visit which will help us improve the 
website in the future. We never collect information that could identify you, or pass 
any information to any third parties. 

If you do not wish to accept cookies on your PC, you can disable them by adjusting 
the settings on your browser.  

4. How do we store Personal Information 



4.1 At Plantpots  

Personal Information is stored in a locked filing cabinet. Furthermore, we take steps 
to ensure that only designated individuals have access to this information.  

4.2 In our online registration system 

This is a password-protected online system that only designated individuals have 
access to. 

4.3 In our newsletter database 

We maintain databases of the parents and carers of children that are registered at 
Plantpots for the purpose of sending out email newsletters about events and 
feedback questionnaires. Any information sent provides a clear notice of how to 
discontinue receiving these emails. 

5. What information is not secure? 

We endeavour to protect the Personal Information that we hold in our records, but 
unfortunately, we cannot guarantee complete security. Unauthorised entry or use, 
hardware or software failure, and other factors, may compromise the security of 
user information. Also, while we endeavour to put adequate contractual protections 
in place we cannot guarantee the security of any Personal Information in databases 
hosted by third parties. 

When you complete any of our online forms, interaction with us is protected from 
eavesdropping using secure technology based on the SSL security certificate we 
use.  

It is important to note that any email communication is not secure. This is a risk 
inherent in the use of email. Please be aware of this when requesting information or 
sending forms to us by email (for example, from the “Contact Us” section of our 
website).  

Our site may contain links to and from the websites of partner organisations or 
educational sites. If you follow a link to any of these websites, please note that these 
websites have their own privacy policies and that we do not accept any 
responsibility or liability for these policies. 

6. What Personal Information may be provided to third parties? 

We mainly use your Personal Information within Plantpots for the purpose of 
communicating with you about your child. There are some occasions when we need 
to share Personal Information about you and/or your child with third parties: 

• If you choose to pay for Plantpots using childcare vouchers we need to 
share the minimum information about you with the voucher scheme operator 
so they can identify you and make the appropriate payments to Plantpots on 
your behalf. 

• If your child is entitled to nursery education funding, we are required to share 
your personal details with Newcastle City Council in order to identify your 
child and prove entitlement for funding. 

• Where it is required by law. 
• Where you have failed to pay amounts owed to us. 
• Where there is a medical emergency. 

 



7. How do I access my Personal Information? 

You can access what Personal Information we hold about you at any time by 
contacting Plantpots manager, Tamasine McQueen. All your personal details are 
held in our files and you can update these at any time. 

Formal requests should be emailed to: 

Nicola Young 
Manager 
plantpotsplaygroup@gmail.com 
 
or you can speak to Nicola at the nursery. 
 
Any access requests may be subject to a fee of up to £10 to meet our costs in 
providing you with details of the information we hold about you. 

8. How long is my Personal Information retained? 

We are required to keep certain Personal Information including registers, 
medication record books and accident record books pertaining to the children 
for at least three years after the child has left Plantpots (sometimes much 
longer). This is in order to comply with ‘Early Years Foundation Stage Welfare 
Requirements’ (given legal force by Childcare Act 2006) and other legislation 
(e.g. Limitation Act 1980/The Statute of Limitations (Amendment) Act 1991). 
 
Past members of Plantpots will be removed from our online email newsletter 
database on a yearly basis during the month of August. 
 
Any hard copies of Personal Information will be destroyed securely and safely once 
we no longer need it.  

9. Changes to this Policy  

Our Privacy Policy may change from time to time and we will publish the revised 
policy on our website (www.plantpotsplaygroupandpreschool.co.uk) so you are 
always aware of how we treat Personal Information.  

10. To whom do I direct questions or concerns regarding this policy? 

Questions or concerns regarding this Privacy Policy should be directed to Nicola 
Young, Manager, Plantpots Nursery via email at plantpotsplaygroup@gmail.com or 
via post at Great Park Community Centre, Roseden Way, Newcastle upon Tyne, 
NE13 9BD. 

You also have a right to complain to the Information Commissioner’s Office (ICO) if 
you have concerns over how we handle your data. For more information see its 
website at www.ico.org.uk  

This policy is written in accordance with the Data Protection Act 1998 and was last 
updated in May 2018.  

 

	


