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[bookmark: _Toc240355394]WELCOME INFORMATION

[bookmark: _Toc240355395]INTRODUCTION 
Elmwood Preschool first opened as a playgroup in 1983 at the old annexe site in Hullbridge Road, moving to a demountable in the infant playground of Elmwood School in 1994, where a purpose built Early Years unit stands today. We are registered to take children from two to five years.  Preschool caters for up to 26 children per session with at least 5 members of staff and Little Learners for up to 20 children with 2/3 members of staff.
We have a robust policy structure. Key policies can be found on our website and others can be viewed by parents on request. You can read about our vision and objectives, our experienced team and see many excellent testimonials on our website.

[bookmark: _Toc240355396]OFSTED
Our Ofsted registration is EY482970 and our latest inspection report which gave an ‘Outstanding’ grading is available on our website, under ‘Links’. If a parent has any concerns about Preschool or the care of their child, they can contact Ofsted on 03001231231.
[bookmark: _Toc240355397]SAFEGUARDING
If staff have significant concerns about the welfare and safety of a child, it is our duty to report these concerns to the Local Authority, and if considered necessary, without a parent’s consent.

[bookmark: _Toc240355398]POLICIES
We have a robust structure of policies which are reviewed by the Management Team on a regular basis. All our policies are available to read on request; however, we do recommend that you read our fourteen key policies available on our website under ‘Info for Parents’. 

[bookmark: _Toc240355399]SESSION TIMES (TERM TIME ONLY)
Morning:	8.30 am – 11.30 pm   
Lunch:		11.30am – 12.30pm
Afternoon:	12.30 pm – 3.30 pm   
We generally advise that younger children start on at least two sessions per week and there are opportunities to increase sessions 3 times per year, although we will try to accommodate each family’s individual needs. Additional sessions should be requested via an e-mail to Jane. Prices and funding information are available in the Parents’ Terms section below. The allocation of sessions is always dependent on availability at the time.
We offer a limited number of lunch sessions - these can be tagged onto a morning or afternoon and offer the flexibility of all day care. Parents should provide a healthy packed lunch adhering to our no-nut policy. Our children eat their lunch in a room in the main school, supervised by Lunchtime Assistants, but are expected to sit for a period of 20 minutes to eat their lunch. Parents will be asked when booking lunch sessions if their child is capable of this in order that we comply with the latest EYFS ‘Safer Eating’ requirements. 

[bookmark: _Toc240355400]INDUCTION PROCESS
Families are invited in for a visit two terms before their child would be due to start, to ensure that we are able to provide an appropriate level of support for the child. Our Admissions Policy states that if after a couple of reminders this visit is not taken up, we reserve the right to not offer a place to the child. 
Once a place has been offered to a child, they will be invited into the setting a further two times as part of the induction process; the first is a small group induction meeting after school and the second a taster session during session time.  
[bookmark: _Toc240355401]STARTING PRESCHOOL
Parents should enter the infant playground via the green gate and make their way over to the Preschool building. Children are dropped off at the door and assisted by a member of staff to find their name tag and hang up their coat and bag. There will be a trolley on which to put lunch boxes. A member of staff will sign in your child. For afternoon sessions, we will collect your child from the primary school reception, as the infant playground is busy with school children at this time.
In the rare event that staff are struggling to settle or distract a child we will contact the parent to suggest an earlier pick-up and staff will ordinarily check in with parents of new children on collection. Parents should be assured that they will be made aware of any problems or concerns.  
If your child is to be collected by someone other than their parent or regular carer, that person must be over the age of sixteen and we ask that you confirm who will be collecting in advance.  We have a password system in place to ensure the safety of the children.

[bookmark: _Toc240355402]KEY WORKING AND TAPESTRY – CHILDHOOD EDUCATION PLATFORM
Children are allocated a key person who will do observations on each of their key children. Records of all the children’s achievements are logged onto Learning Journey software called ‘Tapestry’. Logging on with a secure username and password, parents can view all of their child’s observations and photographs from their time with us. Parents can receive notifications via e-mail to advise when a new observation is available for you to view. This will enable you to follow your child’s individual progress and you can reflect upon their achievements with your child.

Staff use ‘Development Matters’ and their professional judgement to track each child’s development, in line with the Early Years Foundation Stage, but not all observations will be referenced to this curriculum. Parents receive a ‘two-year check’ report towards the end of their child’s first term which looks at how their child has settled, any concerns their key person may have, and areas of the curriculum have been identified as ‘next steps’. In addition, a summary report will be produced for each child when they leave us to start school. In order to manage expectations, we must make it clear that each key person looks after up to fifteen children and due to all of our staff working part-time, it is typical that a key person is not in Preschool for all of a child’s sessions. Staff do, however, work very closely and get to know all the children very well, so this should not be detrimental to your child in any way.

Tapestry also provides the facility for parents to add comments to the entries so that we as staff find out about which activities our children really enjoyed, and parents can also post their own observations. We ask that parents post at least once a week about something their child has done at home. This could be an activity, trip to the park or a day out. It helps the key person get to know the children and provides opportunities for conversation to develop language. Tutorials are available to parents to help them use the different functionality.
All of this information is stored on a highly secure server which is monitored closely. E-safety is of paramount importance at Elmwood Preschool, therefore parents are asked to sign an e-safety agreement before their child starts with us.
On a child’s first day, their parent will receive a link via e-mail, enabling them to set up a password for their child’s Tapestry account. Once this is set up, the Tapestry app can be downloaded onto a mobile device and accessed using a 4-digit pin.
[bookmark: _Toc240355403]EARLY YEARS CURRICULUM AND CONTINUOUS PROVISION
In Preschool and Little Learners, we follow the Early Years Curriculum through our 'Continuous Provision'. All 7 areas of the curriculum are represented through at least one activity in the setting at all times, namely: Communication & Language, Physical Development, Personal, Social & Emotional Development, Literacy, Mathematics, Understanding the World and Expressive Art & Design. More information can be found about the different curriculum areas in the 'EYFS Development Matters' document under 'Links' on our website. In line with EYFS guidance, our children are not exposed to more than one hour of screen time per day. 

We believe that children learn the social skills of sharing and taking turns through play activities. Our aim is that they soon gain independence and self-confidence, as well as developing self-discipline based on consideration for others.
In addition to all areas being represented, there are certain resources or activities which are always available to the children. For example, there will always be one of each of the following types of activity available: messy play, construction, small world and home corner/role play. Children will also always have access to a range of IT and sensory resources. We do have a theme running each week and these are communicated to parents on a half-termly basis. Not all activities are planned however, and specific child interests will lead to some child-led spontaneity. 'Free flow' enables children to decide whether they would like to play inside or outside enabling children to have the opportunity for physical outside play on every session. Our large outdoor area includes a den area, musical instruments, a gravel pit with diggers, a fairy garden, a tool station, a mud kitchen and bubble cars. The undercover area enables outdoor play even in wet weather.
In the window is a document detailing all the activities that have been on offer through the week.

[bookmark: _Toc240355404]LITTLE LEARNERS
Our Little Learners setting, currently situated within the main school, helps to provide a seamless transition for those children who will be attending Elmwood Primary School. Children will attend some of their sessions in Little Learners for 2-3 terms before they start school. The group is slightly smaller and the sessions are more structured. Children do P.E. in the school gym and have story-time with the reception teachers in the summer term. 
When your child moves into Little Learners, their key person will change. As well as lots of group posts, staff will use a form of ‘In the Moment Planning’ to do observations on your child. Each week, a group of ‘focus children’ will be identified and communicated through Tapestry. For that week, only those focus children will receive individual posts but all children will continue to receive group posts. The focus group will change on a weekly basis so that every child is in the group at least once each half-term. 

[bookmark: _Toc240355405]‘HOME LEARNING’
The Early Years Curriculum, advocates ‘Learning through Play’ so the best way to support your child at home is to play with them. 
Inside, try to incorporate a variety of vocabulary and numbers whilst playing with your child; encourage role-play using dolls or figures; read stories with your child, sing songs and say nursery rhymes; play simple card or board games; outside, practice throwing, catching and kicking a ball; reinforce our golden rules of sharing, kind hands, kind feet, kind words, taking turns, indoor and outdoor voices. The internet is also a fantastic resource for activity ideas. 
We ask that once a week, parents post about something their child has done at home onto their Tapestry account. This could be an activity, a trip to the park or a day out. It helps the key persons get to know their children and provides opportunities to develop language.
[bookmark: _Toc240355406]SNACK TIME
Children are given milk or water and a healthy snack during session – usually cereal in the mornings and fruit/vegetables in the afternoons.  It is essential that parents make us aware of any allergies or intolerances that their child may have. We will ask parents of children with a dairy allergy to bring in alternative milk, usually oat or soya milk (we cannot accept almond or coconut milk due to being a nut-free setting). Occasionally treats are brought in on children’s birthdays to share with their friends and we may provide party food at snack time to celebrate special events. 

[bookmark: _Toc240355407]TOILETING AND CHANGING
Children do not need to be toilet trained to attend Preschool, but it is important that they are dry before going into Little Learners where there are no changing facilities. (This will be the 2-3 terms before they start school.) Parents should include in their child’s bag, a change of clothes and nappies/wipes where necessary. Parents should inform us when their child is being toilet trained along with any additional information that may help staff. We ask that children only wear pull-ups once they are actively toilet-training. If a child’s clothes are changed whilst in Preschool, a note will be put into their bag explaining why.

[bookmark: _Toc240355408]SLEEPING IN THE SETTING
Ordinarily, due to the age of the children attending out setting, we do have any facilities for children to go to sleep. If a child falls asleep due to illness for example, they are put onto the sofa in Preschool or on cushions in the book corner in Little Learners. Children would always have an adult in the room with them and would be checked on a regular basis. If felt necessary, we would contact the parent to collect their child.  

[bookmark: _Toc240355409]UNIFORM
The children wear a uniform on their top half and this consists of a tee shirt or polo shirt and a sweatshirt in royal blue with the Preschool emblem on it. Uniform is available to purchase at any time and should be ordered via e-mail from Jane. Current prices can be found in the Parents’ Terms section. All uniform should be clearly named.

[bookmark: _Toc240355410]FIRST AID AND MEDICATION
All sessional staff receive training in pediatric first aid and parents are required to consent to staff administering emergency first aid to their children via the Consent Form.
If a child has an accident during session-time, an Accident Form will be completed and the parent asked to sign at the end of the session. If the accident is any form of head injury, the parent will be contacted via telephone immediately. 
If a child arrives at Preschool presenting a prior injury, e.g. a bruise or cut, the parent will be asked to complete an Existing Injury Form, detailing the nature of the injury.
Staff can administer medication prescribed by a doctor and allergy medication to the children. Parents will need to complete a Medication Form detailing dosage and time.

[bookmark: _Toc240355411]ELMWOOD PRIMARY SCHOOL
Although we have a close relationship with Elmwood Primary School, attendance at our Preschool does not guarantee entry into the school. Please contact the office in Elmwood Primary School directly, for any queries relating to entrance criteria. Parents will be advised when on-line applications for primary school are open.

[bookmark: _Toc240355412]GENERAL COMMUNICATION
Communication to parents is managed via e-mail. We send out a half-termly newsletter which includes lots of information including term and event dates. 
We also send out a weekly e-mail on a Friday including any reminders and upcoming events. Please ensure that you read this e-mail so as not to miss vital information. Parents should notify Jane of any change to their e-mail address or other contact information. We also run two Facebook pages: our closed page ‘Elmwood Preschool and Little Learners Parents’ is particularly useful for sharing information, urgent announcements, and spontaneous events and we use our public page ‘Elmwood Preschool CIC’ to increase our exposure in the community. Parents are urged to join both. 

[bookmark: _Toc240355413]OPEN DOOR POLICY
Parents are welcome to visit and spend time with their children, we just ask for prior notice to be given, so that we can manage the number of adults in our settings. 

[bookmark: _Toc240355414]AGENCIES
We may work with outside agencies to achieve the best possible outcomes for our children. These include Elmwood Primary School, Department of Education, Ofsted, Essex Early Years Education Partners, Essex Child and Family Wellbeing Service, Inclusion Partner (regarding SEND), Essex Education Operations (regarding funding), Other local Early Years settings and Chelmsford College.	

[bookmark: _Hlk196920174]

[bookmark: _Toc240355415]PARENTS’ TERMS

[bookmark: _Toc240355416]TOILETING
Parents are to provide nappies/wipes as required.
Wipes will be used by staff, in accordance with accepted good practice, as are deemed necessary. 

[bookmark: _Toc240355417]UNIFORM AND APPROPRIATE CLOTHING
· Parents must provide adequate and appropriate outdoor clothing (including a coat when required) as children will spend time outdoors each day.
· In summer, Preschool will provide sun hats. Sun cream should be applied at home; cream supplied by Preschool will be reapplied to children staying all day by staff. If a child suffers with a skin condition, the parent will be asked to provide their own sun cream, if required. 
· Sensible footwear must be worn, so that children can climb and run. Flip flops, crocs or open-toed sandals are not appropriate and shoes should be waterproof in the wetter months.
· Preschool will provide winter hats and gloves for use during session.
· Parents must provide a change of clothes, even if their child is toilet trained.  

Children wear uniform on their top half; this consists of a tee shirt or polo shirt and a sweatshirt in royal blue with Preschool’s emblem on it.  
Prices are: T-shirt £7, Polo shirt £9, Sweatshirt £11.

All items of clothing, bags, lunch boxes and lunch bottles MUST be clearly labelled with your child’s name.

[bookmark: _Toc240355418]ABSENCE AND SICKNESS
· Preschool MUST be informed of the reason for any absence by phone or e-mail, either in advance when known or on the day.  
· Any child diagnosed with certain contagious illnesses/diseases will be excluded from Preschool according to NHS guidelines (i.e.: chickenpox, mumps, etc.)
· Children MUST be kept home for 48 hours following their last bout of sickness, diarrhoea, impetigo, etc.

[bookmark: _Toc240355419]MEDICAL TREATMENT
Permission is given via the Consent Form for children: 
· to be examined and treated by a medical practitioner in the presence of the Preschool Supervisor, in the case of a medical emergency.
· to receive basic first aid from trained staff in Preschool, if required
· to have medication administered, full written permission is to be given – a separate form is required per medication. 
Preschool must be notified of any known allergies/intolerances a child may have.


[bookmark: _Toc240355420]OUR FREE EARLY EDUCATION ENTITLEMENT (FEEE) OFFER
[bookmark: _Hlk196920205]
As part of the induction process, we inform all new parents/carers of the criteria for the different types of FEEE available, how to apply and will support them through the process as much as possible.

Opening Hours and FEEE hours available
Elmwood Preschool is open Monday to Friday 8.30am - 3.30pm for 38 weeks per year (term-time only).
Funded hours are available at any time during these hours (i.e. 7 hours per day) and no conditions are attached to any FEEE offer. 
We do not put any restrictions on the number of FEEE places offered.

Funding Streams Available
We offer the following funding streams subject to availability:
· Early Learning for 2 Year Olds, for children whose families are in receipt of government support (FEEE2 – 15 hours)
· Universal entitlement for all 3 and 4-year-olds (FEEE3&4 – 15 hours)
· Eligible Working Parent Entitlement for 3 and 4-year-olds (FEEE3&4 EFE – 30 hours)
· Eligible Working Parent Entitlement 2-year-olds (FEEE2W – 30 hours)

· All entitlements can be split across two settings with the exception of FEEE2 which can be used at one setting only in any given term.
· Whilst support will be provided, it is the responsibility of the parent to apply for a working parent eligibility code before the fixed deadlines of 31st March for the summer term, 31st August for the summer term and 31st December for the spring term. 
· Working parent eligibility codes need to be reconfirmed every three months, via the on-line childcare account. 
· Parents can read more about and apply for the different types of government funding at
https://www.beststartinlife.gov.uk/childcare-early-years-education.

Stretched Funding
We do not stretch funding as we are a term-time only Preschool.

Voluntary Chargeable Extras
· We do not make any voluntary extra charges for consumables including snack (which is offered to all children on every session), or sun cream. 
· Ordinarily, we do not make any voluntary charges for extra activities. Should this happen, any optional charges will be clearly communicated to parents, giving a reasonable amount of notice. 
· Parents can purchase additional private hours but these are not a condition of accessing a FEEE place. Any private hours will be invoiced at the standard sessional rate.

Parent Agreement Form (PAF)
· On a termly basis, parents are required to sign a Parent Agreement Form termly for the hours they wish us to claim from Essex County Council for their child, this forms a contract between Elmwood Preschool and the parent.
· Proof of a child’s date of birth and address must be provided in order to access any government funding. 
· Some children may be eligible for Early Years Pupil Premium (EYPP) or Disability Access Funding (DAF), and the PAF will give preschool permission to check eligibility and claim for this. (See below for more information).

Bank Holidays
Elmwood Preschool closes on all statutory public holidays that fall during term-time so FEEE cannot be accessed on these days. Parents need to be aware that if a child attends sessions on these days, they will not receive their full FEEE entitlement. These days cannot be taken at any other time during the term or with another provider. 

Staff Training / Inset Days
Elmwood Preschool is entitled to close for three staff training days per year during term-time. Parents should be aware that they will lose one day of FEEE per term and will not receive any refund for this day as there is no cash value to the FEEE funding. Where staff are required to attend a two-day course, e.g. paediatric first aid, two of the three days will be taken together in one term.

Other Funding Available
Disability Access Fund (DAF) – This is paid as a lump sum annually. To be eligible a child must be in receipt of Disability Living Allowance (DLA) and funds are intended to help the provider make reasonable adjustments at their setting to improve the child's access to funded early education.

Special Educational Needs Inclusion Funding (SENIF) – This top-up funding can be applied for when settings need additional support for children with SEND.

 Income Deprivation Affecting Children Index (IDACI – This deprivation supplement is paid per hour for eligible 3 and 4-year-old children, and funding is pooled to enrich the setting as a whole. 

Tax-Free Childcare (TFC) – This is part of a government scheme to help eligible working parents with the cost of childcare. Parents can apply for a TFC account on-line; for every £8 paid in, the government top up to £10. Eligibility criteria are the same as for Working Parent’s Funding. The TFC account can be used alongside working parents’ funding but not alongside tax credits or universal credit. 

[bookmark: _Toc240355421]PRICING

Half-termly invoices are sent out via e-mail just before each school holiday and are due within the first 2 weeks of each half-term that they relate to; fees can be paid weekly or monthly on request.
We accept payment by bank transfer, cash, and Tax-Free Childcare.

From April 2026:
	Government Funded sessions:	No cost attached to any FEEE hours
	Non-funded sessions	:		£6 per hour / £18 per am/pm session	

· No refund will be given in the event of a child’s absence due to illness, holiday, self-isolation due to a pandemic or for any other reason.
· Notice of at least one half-term will be given to parents of any rise in fees.
· In the unlikely event of Preschool being closed due to circumstances beyond our control, e.g. adverse weather, any fees paid/due are non-refundable. Exception – if Preschool is instructed to close by the government or local authority e.g.  due to a national pandemic, refunds will be given.

Non-payment of Fees
In the event that fees become overdue, Preschool will follow the process outlined in the Payment of Fees policy, available to view on our website. Non-payment may result in the withdrawal of paid-for sessions, and whilst the Preschool will do its utmost to be fair, some cases may be referred to the court at the discretion of the Management Team.

Notice to Leave
A half-term’s written notice to the manager is required. If this notice is not given, a penalty charge of £50 will be made to parents whose children are not in receipt of FEEE. For children entitled to FEEE, 6 weeks’ funding will be claimed in lieu of notice.  


[bookmark: _Toc240355422]GOVERNMENT SUPPORT

More information on all types of government funding can be found on the Childcare Choices website: https://www.beststartinlife.gov.uk/childcare-early-years-education. To make an application for any of the below, go to the website and click on the relevant type of funding. 
EYPP and DAF are applied for by your child’s setting where eligible. 

[bookmark: _Toc240355423]EARLY LEARNING FOR 2 YEAR OLDS – 15 HOURS (FEEE2)
This is funding for children whose families receive Government Support, and eligible two-year-olds can claim up to 15 hours funding per week. Your two-year-old may be eligible if you are in receipt of any of the following benefits:
· Income Support
· Income-based Jobseeker’s Allowance (JSA)
· Income-related Employment and Support Allowance (ESA)
· Universal Credit - if you and your partner have a combined income from work of less than £15,400 a year after tax
· Tax credits (with an annual income of under £16,190 before tax)
· The guaranteed element of State Pension Credit
· Support through part 6 of the Immigration and Asylum Act
· The Working Tax Credit 4-week run on (the payment you get when you stop qualifying for Working Tax Credit).
A child may also be eligible if:
· they’re looked after by a local council;
· they have a current statement of special education needs (SEN) or an education, health and care (EHC) plan;
· they get Disability Living Allowance;
· they’ve left care under a special guardianship order, child arrangements order or adoption order.

This funding can only be used at one setting in any one term.

[bookmark: _Toc240355424]UNIVERSAL FUNDING FOR THREE-AND-FOUR-YEAR-OLDS -15 HOURS (FEEE3&4)
All children automatically receive 15 hours of government funding from the term after they turn three. At Elmwood Preschool this funding can be used for any available sessions. This entitlement can be split across a maximum of two settings.

[bookmark: _Toc240355425]FUNDING FOR ELIGIBLE WORKING FAMILIES – 30 HOURS (FEEE2W and FEEE3&4W)
From September 2025, children aged 9 months and above, whose parents meet the income criteria are eligible for 30 hours funding, starting the term after the child turns 9 months old.
Your child should qualify for this funding if:
· you (and any partner), earn the equivalent of 16 hours per week at minimum wage [£203.36 per week from April 2026]; and
· you (and any partner), earn less than £100,000 p.a.

This funding can be split between two providers and can be used alongside a Tax-Free Childcare account.
If you, or your partner, are on maternity, paternity or adoption leave, or you're unable to work because you are disabled or have caring responsibilities, you could still be eligible. 
Parents of an eligible child will be given a code which should be provided to Preschool along with the NI number and date of birth of the main applicant. Eligibility for working parents’ funding needs to be reconfirmed every 3 months and reminders will be sent to parents from HMRC and Preschool.
[bookmark: _Toc240355426]TAX-FREE CHILDCARE
‘Tax-free childcare’, is available to all working parents including the self-employed. For every £8 you pay in, the government will add an extra £2, up to £2,000 per child per year - that's up to £500 every three months. If you have a disabled child, you can receive up to £4,000 per child - that's up to £1,000 every three months.

Criteria are the same as for WORKING PARENTS’ FUNDING above.
You can’t use Tax-Free Childcare at the same time as childcare vouchers, Universal Credit or tax credits. You can use it alongside funding for working parents.

[bookmark: _Toc240355427]EARLY YEARS PUPIL PREMIUM (EYPP)
EYPP is additional funding for early years settings to improve the provision that disadvantaged children receive. We use this additional funding to support these children, using it to purchase additional equipment and resources, or additional support if it benefits the child’s learning.

We may be able to claim EYPP for your child if they are currently receiving FEEE2 or FEEE3&4 and you are claiming any of the following benefits:
· income support
· income-based Jobseekers Allowance (JSA)
· income related employment support allowance (ESA)
· child tax credit (providing you are not also entitled to Working Tax Credit (WTC) and have an annual gross income of no more than £16,190)
· WTC run-on, paid 4 weeks after you stop qualifying for WTC
· support under part VI of the immigration and Asylum Act 1999
· the guaranteed element of the state pension credit
· Universal Credit (currently under review)
We may also be able to get EYPP if your child has:
· been in local authority care for at least one day;
· been adopted from care;
· left care through a special guardianship.

If you think your child may be eligible for EYPP, there will be an opportunity to provide details on the Funding Parent Agreement Form, or please speak to Jane for more information.

[bookmark: _Toc240355428]DISABILITY ACCESS FUND (DAF)
If your child receives disability living allowance (DLA), we are able to claim DAF for them, of £975 per child. This is a one-off payment paid on an annual basis (one payment per financial year). The payment can only be made to one provider and cannot be split so if your child receives provision at more than one provider, you will need to decide which setting will receive the DAF payment. The purpose of DAF is to help us make reasonable adjustments at our setting to improve the child's access to funded early education. It is paid directly to Preschool, and we will work with you to decide how it should be spent. The DAF cannot be used towards childcare fees or providing more FEEE hours.
If you would like us to claim DAF for your child, please speak to Jane. Proof of their DLA entitlement will be required to be seen before any claim can be made.
[bookmark: _Toc240355429]PRIVACY NOTICE FOR PARENTS

1. INTRODUCTION
As an Early Years provider, Elmwood Preschool CIC is required to collect data on you and your child. Under the General Data Protection Regulations (May 2018), we are a Data Controller. Some information is shared as necessary with other agencies.
This Privacy Notice details the information that we hold, how long we hold it for, who we share it with and your rights with regard to this information.

2. WHAT DATA TO WE HOLD?
Before a child starts with us, we will ask you to complete various forms which include the following:
· name, address, telephone numbers and e-mail address for you;
· name, address, date of birth of your child;
· name, address and telephone number of emergency contacts;
· allergy and relevant medical information for your child;
· vaccination information for your child;
· ethnic origin of your child;
· a copy of your child’s birth certificate or passport as proof of date of birth to meet our government funding contract;
· a copy of proof of address to meet our government funding contract;
· information on your child to assist the settling-in process on the All About Me form.
3. HOW DO WE USE YOUR DATA?
This information is used in the day to day running of the Preschool:
· to maintain waiting lists;
· to contact parents by phone or e-mail as required;
· to process financial information e.g. invoices, payments;
· to produce Parent Agreement Forms and make funding claims to Essex;
· to monitor your child’s development and create a Learning Journey on Tapestry;
· to produce weekly registers;
· visual data i.e. photos are printed for wall displays.

4. HOW DO WE PROTECT YOUR DATA?
Elmwood Preschool CIC takes the matter of keeping your information safe very seriously. Information held electronically on PC’s and tablets is password protected. These passwords are changed when a member of staff leaves. All information held electronically is held on a secure server.
All paper copies of your child’s records are kept in locked filing cabinets in the office. Only two members of staff have access to these records. 
Limited information deemed essential for the safe and practical day to day running of the Preschool is not locked away but remains confidential and on-site at all times. Paperwork required for Learning Journals is kept in the key working office which is locked when Preschool is closed.
Any printed photos will be given to you or destroyed when your child leaves.
5. HOW LONG DO WE HOLD YOUR INFORMATION FOR?
Data held on you and your child is retained in Preschool for three years after they leave. Exceptions to this are:
· Serious accidents and incidents – data is retained for 25 years
· Child protection issues – data is retained for 25 years
· Tapestry accounts – once the journal has been made available to you, data is permanently removed within 90 days of your child leaving us
· Any personal data held within financial information required to support Company Accounts is retained for 7 years

6. WHO DO WE SHARE YOUR INFORMATION WITH?
Information held on you and your child may be shared with other agencies as part of your child’s educational journey. Consent for this is given on the general consent form signed at your child’s induction meeting.
· Primary schools – we provide personal and developmental information on your child before they start school.
· Essex County Council – we provide personal and attendance information on your child for government funding and supporting information if your child is eligible for Two-Year Funding, Early Years Pupil Premium, or Disability Access Funding.
· Other nursery and preschool settings – we share personal and developmental information on your child with other settings that they attend to ensure a holistic approach to their learning.
· Other agencies e.g. Inclusion Partner for SEN, PROVIDE - Speech and Language, Health Visitor, Specialist Teacher – we share personal and developmental information on your child deemed necessary for further development.
· HMRC – we share personal information on you and your child to obtain extended government funding.
· Photos – we may share these on our closed Fb page, public Fb page, website or in local publications unless you have specified differently on the Parent Consent Form.

7. WHAT ARE YOUR RIGHTS?
Data held on you and your child is never used for the purposes of marketing or research.
At any time, you can exercise the following:
· The right to request to view any information held on you and your child
· The right to request the erasure of information where there is no compelling reason for its continued retention
· The right to object to Elmwood Preschool processing your data
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