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PRIVACY POLICY

The Indigo Childcare Group is committed to maintaining the confidentiality, integrity
and security of your personal information at all times.

Our full privacy policy is explained below, but the main points to note are;

>
>

>

>

>

We will only ever ask for what we need to know.

We will collect and use the personal data that you share with us transparenty,

honestly and fairly.

We will always respect your choices around the data that you share with us and

the communication channels that you ask us to use.

We will ensure appropriate security measures are in place to protect the

personal data that you share.
We would never sell your personal information.

Who controls personal information collected by The Indigo Childcare Group?
The Indigo Childcare Group is the data controller for the information collected about

you.

Why does The Indigo Group collect peronal information?
The indigo Group takes great care to protect your personal information. We limit the
information we collect to what is necessary to provide you with high quality services
and to respond to specific requests and therefore there are a number of reasons we
collect personal information:

These are the legal basis we rely on:

Information Why we Collect Legal Basis Special Effect of not
Category Data providing the
Condition information if
Legal condition
or Contractual
condition.
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Identity, To contact you Contract This If you do not
contact, family | and keep you information provide this
relationships informed about may reflect information we
all aspects of your your sexual will not be able
child’s/childrens’ orientation and | to fully provide
progress is processed on | our services to
the basis that you or your
To contact you in where this is child
an emergency the case, this
information is
To communicate public
information in information
relation to your
child’s/children’s
activities in our
services
To contact you in | Our legitimate
relation to your interest in contacting
application you about a place for
for a place for your child in our
your child in our services
services.
Identity, To process Contract N/A If you do not
contact and invoices, fees & provide this
financial data | charges information we
will not be able
to fully provide
our services to
you or your
child
Health Data To enable us to Legitimate interests, | Consent If you do not
make communicating with provide this
arrangements for | you and making our information we
you in connection | services and will not be able
with our services. | premises accessible to fully provide
For example, you | to you. our services to
may tell us about you or your
accessibility or child
mobility concerns
that you have;
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dietary
requirements; or
other health
matters which
could effect your
use of our
services or the
way we need to
provide our
services or
communicate
with you.
Identity, To communicate Necessary for our N/A N/A
contact, with you about legitimate interests
preferences the work and in keeping you
activities of our updated with the
services and our Indigo Groups’
children/young activities, developing
people (including | and growing the
in our newsletters | services we offer.
and updates) and
to make
suggestions and
recommendations
to you about
goods or services
that may be of
interest to you.
Your Childs’ To assess your Legitimate interest in | This N/A
identity, application for a assessing your information
progress place in our application for a may include
history, family | services for your | place in our services | Health Data
data, media child. for your child and (within medical
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data processing/managing | records or
To manage your their enrolement information
childs’ about
enrolement in our additional
services support needs)
and this

information is
processed on

the basis of
consent.
Your Childs’ This information Legitimate interests | Consent If you do not
characteristics | may include in reviewing the provide this
ethnicity and existence (or not) of information we
religious beliefs equal opportunities will not be able
requested for the to fully provide
purposes of our services to
assessing equal you or your
opportunities and child

to ensure that we
are aware of any
medical
stipulations your
child may have.

What personally identifiable information does the Indigo Group collect?

If you are a customer we will collect:

Registration information that you provide when enrolling your child/young person in
our care via telephone, online or in person. This information may

Include your identity and contact information, your financial details to enable payment
of fees, your child/young person’s name, date of birth, gender, allergies, food
restrictions, special needs, doctors information, emergency contact details and other
information to provide high quality care.

If you are a visitor we will collect:
Contact information such as name, email address, telephone number.

Where does The indigo Group store personally identificable information?
Electronic information: The electronic personal information we collect will be stored
and processed on electronic systems operated by us and by third party.

Hardcopy Information: The hardcopy information we collect is securely locked away and
only accessed by personnel in the course of their duties on behalf of The Indigo Group.
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Information we collect is stored in the UK or in the European Economic Area.

The Indigo Group considers your personal information confidential and does not sell it
to others.

Agents and Service providers:

We sometimes employ or contract with other companies and individuals to perform
functions on our behalf, such as supporting our systems infrastructure, providing
recruiting services, taking care of our confidential waste and providing archiving
solutions for our data. These parties are under a legal obligation to use your personal
Information as solely provided in the contractual services to The Indigo Group.

Some of our our current suppliers include providers such as Sage Accounts and Sage
Payroll, Famly Software and RGB Information Technology who keep our Servers secure
and provide IT support. We may also share your information with our HR support, legal
and accounting advisers. If we enter into discussions about partnering with another
organisation or selling part of our organisation or operations, we may also share your
information (but only what is required and often only on an anonymous basis) for the
purposes of assessing those prospects or processing that sale.

How can you access or update your personal information?
Your Legal rights:
In certain circumstances, you have rights under data protection laws in relation to your
personal data:

e Request access to your personal data

e Request correction of your personal data

e Request erasure of your personal data

e Object to processing of your personal data

e Request restriction of processing your personal data

e Request transfer of your personal data

e Right to withdraw consent.

If you wish to exercise any of the rights set out above please contact The Indigo
Childcare Group:

Address: 29 Dunagoil Road, Glasgow, G45 9UR or by

Telephone: 0141 634 6161 (option 5)

Email: info@indigogrp.com

No Fee usually required

You will not have to pay a fee to access your personal data (or to exercise any of the
other rights). However, we may charge a reasonable fee if your request is unfounded,
repetitive or excessive. Alternatively we could refuse to comply with your request in
these circumstances.
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What we may need from you

We may need to request specific information from you to help us confirm your identity
and ensure your right to access your personal data (or to exercise any of your other
rights). This is a security measure to ensure that personal data is not disclosed to any
person who has no right to receive it. We may also contact you to ask for further
information in relation to your request to speed up our response.

Time limit to respond

We try to respond to all legitimate requests within one month. Occassionalyy it could
take us longer than a month if your request is particularly complex or you have made a
number of requests. In this case, we will notify you and keep you updated.

How does The Indigo Group protect my personal information?

The Indigo Group places a high priority on the security of your information.

We take the security of your data seriously. We have internal policies and controls in
place to ensure that your data is not lost, accidentally destroyed, misused or disclosed,
and is not accessed except by our employees in the proper performance of their duties

Data Retention:

The Indigo Group shall not keep your personal data for longer than is necessary for the
purpose we obtained it for and will dispose of it in a secure way when no longer needed
for that purpose.

Contacting The Indigo Childcare Group

If you have any questions, comments or concerns about this privacy policy or how we
are handling your personal information, please contact us at:

Address: 29 Dunagoil Road, Castlemilk Glasgow G45 9UR

Telephone: 0141 634 6161 (option 5)

Email: info@indigogrp.com

Complaints:

The Indigo Group would always welcome the opportunity to resolve any complaints in
the first instance, however you have the right to complain to the Information
Commissioners’ Office. You can do this by contacting the Information Commissioners
Office directly. Full contact details including a helpline number can be found on the
Information Commissioners Office website www.ico.org.uk
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