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Where Happy Children Learn Through Play 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All Saints Church Hall, Church Close, North Baddesley 

Southampton, SO52 9ER 

 

07733501092 (only during session times) 
littlesaintscomm.preschool@gmail.com            www.littlesaintspreschool.org.uk 

mailto:littlesaintscomm.preschool@gmail.com
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Welcome to Little Saints Community Pre-school – a 

provider of care and learning opportunities for children 

from 2 years 6 months up to school age.  The pre-school is for 

parents as well as children and we hope you find it a friendly 

place, enjoying your time with us.  Above all we hope your child 

will be happy at our pre-school and you will be able to make the 

most of the opportunities provided.  In January 2020 we had an 

Ofsted inspection, the outcome of which was GOOD.  The 

report is available on-line at http://www.reports.ofsted.gov.uk/ 

there is also a paper copy at the pre-school. 
 

Code of Practice 

Little Saints aims to: 

• Enhance the development and education for children 

under statutory school age in a community group that promotes parent 

involvement. 

• work in partnership with parents to help children to learn and develop. 

• provide a safe, secure, and stimulating environment. 

• work within a framework which ensures equality and values diversity 

for all children and families. 

• Follow the Early Years Foundation Stage framework 

We aim to ensure that each child: 

• is offered a carefully planned curriculum that provides opportunities to 

develop in a safe and stimulating environment. 

• is given generous care and attention, because of our ratio of qualified 

staff to children, as well as volunteer parent helpers. 

• has the chance to mix socially with other children and adults. 

• is helped to take forward her/his learning and development by being 

helped to build on what she/he already knows and can do. 

• has a personal key worker who makes sure each child makes satisfying 

progress. 

• is in a setting that sees parents as partners in helping  

each child to learn and develop. 

• is in a setting in which parents help to shape  

the service it offers 

http://www.reports.ofsted.gov.uk/
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Little Saints session times: 

• Monday to Friday, 8.30-11.30, 8.30-2.30, 11.30-2.30 

 

Working together for your children 

At Little Saints we maintain the ratio of adults to children in the setting 

as directed by the Early Years Foundation Stage. We also have volunteer 

parent helpers where possible to complement these ratios. This helps us 

to: 

• give time and attention to each child. 

• talk with the children about their interests and activities. 

• help children to experience and benefit from the activities we provide; 

and 

• allow the children to explore and be adventurous in safety. 

 

 

Carolyn Fielder - Manager  

City & Guilds NVQ level 3 in Childcare, Learning and 

Development, Safeguarding Level 4, Food Hygiene, First 

Aid.  Carolyn joined Little Saints in 1989, when her own 2 

girls were pre-school age, as a parent helper then after 

1 year became employed, leading to the management 

position. Carolyn has 4 grandchildren who along with all 

the children at Pre-School keep her young at heart. 

 

 

Belinda Vincent - Practitioner/Deputy 

Level 3 Diploma in Pre-School Practice, Safeguarding 

Level 4, First Aid.  Belinda joined Little Saints in 

1983. She has 2 grown up children and 4 

grandchildren.  She loves walking her dogs (who are 

regular visitors to the Pre-School) and loves her 

garden. 
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Mellisa Hookway (Mrs Lulu) – Practitioner, SENco 

Support 

NVQ 3 in Children's Care, Learning and Development 

and First Aid, Safeguarding level 4. She has been 

working at Little Saints since 2006. She has 2 older 

children and has a younger daughter who attends the 

local school. 

 

 

Jenny Harley - Practitioner 

Level 3 Diploma in Home-based Childcare, Food 

Hygiene and First Aid, Safeguarding level 4.  Jenny 

joined ‘Little Saints’ in 2011 having worked as a 

Childminder in North Baddesley for the previous 12 

years.  She is married with 3 children. 

 

Leanne Mills – Administrator / Practitioner 

NVQ 3 in ‘Children and Young People’s Workforce, First 

Aid and Food Hygiene, Safeguarding level 4. Leanne 

joined Little Saints in 2012, her own 2 sons attended at 

the pre-school. Leanne was also a committee member 

whilst her sons were here. 

 

 

Our training and evaluation of our provision is ongoing, we ensure all staff 

are given the opportunity to keep up to date with new thinking about 

early years care and education.  We are actively involved with our local 

infant school to support transitions and for staff training.  We also 

encourage students on work experience from schools or colleges and 

welcome parent help on a regular basis. 
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Early Years Foundation Stage (EYFS) Framework  

Updated in September 2021 - Parents’ Guide   
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Starting pre-school 

 

Arrivals and Departures 

We ask you and your child to wait in the foyer before the first session to 

enable the staff to set up efficiently and safely. A member of staff will 

welcome everyone into the hall at the start of each session time.  Parents 

and carers arriving after your start time please knock the door loudly 

and a member of staff will welcome you.  Please ensure that you arrive 

promptly to collect your child, as it upsets them if they are left waiting 

when everyone else has gone. 

If it is necessary for someone else to collect your child, please inform a 

member of staff beforehand. You will be asked to sign a book informing 

us who will be collecting your child. The Manager will not let a child go 

with anyone apart from the normal person, without prior permission.  If 

someone else arrives to collect without prior notice you will be called, 

please make sure your phone is always switched on. 

 

The first few days 

A child who is tense or unhappy will not be able 

to play or learn properly, so it is important for 

parents and Pre-school staff to work together 

to help the child to feel confident and secure 

within the group.  This takes longer for some 

children than others and parents should not be 

worried if their child takes a while to settle. We feel we need to 

emphasise the importance of visiting the Pre-school with your child, 

before they start to give them an opportunity to meet the staff and get 

used to the environment so that they are familiar with it when they are 

left.  A settling in session is allocated to you with your confirmation 

letter, it is important that you attend this, and if you cannot make it 

please contact us to re-arrange. 
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What to wear 

Your child needs to be practically dressed 

for play and exploration of the world 

around them. You are offered the 

opportunity to purchase Sweatshirts and t-

shirts when you register your child with 

Pre-school. We recommend your child wears 

the Pre-school sweatshirts/t-shirts as they 

have access to a wide range of resources, including messy ones, and it is 

not disastrous if these items get dirty.  We do provide aprons, but some 

children do not always want to wear them and we don’t want any child to 

miss out on valuable messy play. It is good for the children to practise 

the skills that will make them independent therefore, simple clothing (e.g. 

easily pulled up trousers – no belts) that they manage themselves when 

going to use the toilet and suitable shoes for all aspects of pre-school 

play and independence would be best.   

 
What we do 

Each session begins with a self-

registration on the behaviour chart, 

followed by free play.  Once children 

are settled in, we sing our welcome song 

& say hello to everyone including saying hello in different languages, we 

also talk through the days calendar.  The children then choose from a 

range of play based activities that are carefully chosen to provide good 

access to all the areas of learning outlined in “The Curriculum”. During 

the session, we have snack time, we provide water or milk to drink, the 

children are encouraged to pour their own.  You are asked to send in a 

small healthy snack, e.g. a piece of fruit in a labelled container.  Water is 

available throughout the session if a child requires a drink. After their 

visit to the snack bar the children return to play activities, or to whole 

group singing and/or circle game time. Our sessions are designed to allow 

for continuous provision/play for the children. We usually finish the 

session with a group story. If your child stays for lunch please bring in a 

healthy packed lunch in a labelled lunch box, we ask that there are NO 

sweets in their lunchboxes, and please cut small fruit such as grapes or 
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tomatoes lengthways as these pose a high choking risk in children. We 

are a Nut FREE zone, please DO NOT send nuts or nut products in 

your childs lunchbox.   

Once a term the weeks’ theme is “Cookery” when the children bring home 

delicious additions to your lunch or tea!  

 

Outdoor Play 

We have a safely enclosed outdoor play area with a timber frame 

playhouse, sandpit, wheeled toys, balls, and lots of things for outdoor 

activities. Your child will need a coat with their name in it ready for 

outdoor play at every session. In wet weather please do bring in your 

child’s wellies, so that they are able to still be outside for some of their 

session with us.  Outdoor activities contribute to children’s health and 

physical development and their knowledge of the world around them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Library 

We run a small library where each child can 

borrow one book at a time. We have 

book bags available for a small charge. 

These encourage the safe keeping of 

books at home and enable your child 

to get used to carrying things to and from 

Pre-School. If a book is lost or damaged, 

please see a member of staff. 
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Other Activities 

We also have a Christmas 

Party, Summer Outing, 

Leavers Party, visits to 

North Baddesley Infant 

School for special 

assemblies and induction 

sessions. 

Sometimes we have special visitors to pre-school such 

as fireman, policeman, lollipop person, librarians etc. 

 

 

Personal Belongings 

Any items brought in to show from home should be clearly marked with 

your child’s name. 

Please do not send your child to Pre-school with any valuable items, as we 

cannot accept responsibility for these.  We advise that jewellery should 

not be worn, as it can be dangerous. 

 

 

 

 

The Role of Parents 

The Pre-school recognises parents as first and most important educators 

of their young children.   

 

Although we do accept children in nappies, we do expect all children to be 

toilet trained by the age of 3 (we understand that some children with 

special educational needs may take longer).  Please send your child in with 

their own nappies, and changes of clothes while toilet training, we will 

support you through this process, please speak to your key person. 

 

Our Pre-school aims to support parents. Parents are welcome; 

• to take part in the management of the Pre-school  
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• We are committee run pre-

school, by parents / 

grandparents of the children 

attending pre-school.  We have 

an annual AGM where you will 

have the opportunity if you 

would like to join our 

committee.  We MUST have a 

committee in order to keep 

running.  

• to help at sessions 

• to assist with fund-raising 

• to exchange knowledge about their children’s needs, activities 

interests and progress with staff 

• to take part in events and informal discussions about the activities 

and curriculum provided by the 

setting 

• to sign up on our rotas. We 

encourage parents to help with the 

library by helping children select 

books they would like to borrow. 

Parents are welcome then to stay 

and help throughout the session. 

 

 

Communication 

Information about current events at Little Saints are displayed on 

the notice board in the foyer. It is important for parents/carers 

to read it regularly. You will also receive a termly newsletter informing 

you of the activities that will be covered by the children and any 

upcoming events.  We have a Face Book page which is updated regularly 

with information.  We also email most of our information out to you, 

please ensure you keep your email address up to date.  Our website has 

our policies and other information for you. 

 

Your child’s Key person will inform you about your child’s progress, and 

you will be able to view their Tapestry Journal online, an account and 
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password will be set up for you.  Tapestry is an online Journal system, 

which records your childs progress in line with the EYFS (Early years 

Foundation Stage).  A 2yr old assessment report will be completed on 

Tapestry (this is a statutory requirement).   During the time your child is 

with us, your key person will keep you up to date on your childs progress 

and development, and will ask you periodically to come in and go through 

your childs development tracking form together.   

 

 

Our Story Board of Learning is always on display covering the current 

term with an overarching topic, featuring children’s work, photographs, 

and future ideas for fun activities for the children to do.  If you have 

any ideas for an activity please let us know, we will add it to our board. 

 

 

 

 

 

 

 

 

Health and safety 

As a Pre-school we hold the necessary Public Liability Insurance. 

We practise fire drills regularly and all staff hold up to date First Aid 

certificates. 

 

If your child is taken ill at Pre-school we will phone you. Please make sure 

all contact numbers are kept up to date, and our number is stored in your 

mobile phone 07733 501092. 

 

If your child has any allergies, dietary requirements or needs any 

special care please inform us prior to their first session at pre-school. 

 

Prescribed medicines  

With prescription medications, wherever possible these should be given 

at home, and not brought into preschool. If it is necessary for medicine 

to be given at pre-school, the prescribed medicine should be clearly 
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labelled with your child’s name and we will require written instructions 

and authorisation for its usage. As per our policies we do not administer 

medicine that is not prescribed by a doctor e.g. Calpol or cough sweets. 

 

Please can we remind all parents that if you have given your child, pain 

relief ie paracetamol or ibuprophen because they are unwell they should 

really be kept at home.  Unfortunately, we do not have a separate quiet 

area where children that are not feeling well can go, also be advised as 

per our policies we do not administer non-prescription medications.   

 

If your child has any infectious illness please keep them away from Pre-

school for the relevant incubation period and let the supervisor know. 

Please do not bring your child to Pre-school if they have any of the 

following; Temperature, sickness and diarrhoea, conjunctivitis or 

untreated cases of head lice. Children with temperatures, sickness 

and diarrhoea must be clear of symptoms for at least 48 hours 

before they return. If your child has impetigo please keep them at 

home until the spots have stopped blistering or crusting, or until 48 

hours after antibiotic treatment has been started. 

 

 

 

Fees/funding 

The government now provides funding for all children from the beginning 

of the term after their third birthday. However, please note that if 

your child is three after the 31st March and before the Spring Break 

they will not be funded until the autumn term. We will issue you with a 

form  that will need to be filled in and returned to us by the date stated 

on the form, in order for the funding for your child to be claimed by 

Little Saints Pre-School.  Failure to return this form will result in you 

being billed for that term, at the rate we would be claiming from the 

government. 

 

 

Our current fees  

are £5.85 per hour, for under 3’s until the term after their 3rd 

birthday, (this is line with the government funding) & £4.85 per hour for 
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3 & 4yr olds. Our fees will be reviewed throughout the year, but at least 

1 terms notice will be given of any increases. 

 

We are also able to take 2yr old funding and EYPP (early years pupil 

premium) a leaflet will be enclosed with the registration pack, with the 

web link that you will need for the eligibility checker for this funding.  

This MUST be completed prior to starting. 

 

The new government 30 hours childcare.  For those parents who 

qualify, you are responsible for applying for your unique 30 hr 

funding code, this code MUST be re-confirmed every 3 months, this 

is your responsibility.  If you do not provide us with this number, or your 

code has expired you will only receive the standard 15 hours funding, and 

any additional hours to this will be charged at our standard rate.  This 

website https://childcare-support.tax.service.gov.uk/ informs you about 

the 30 funded hours and Tax Free Childcare, please do read this 

carefully.  If you do not have access to the internet, please let us know. 

 

 

https://childcare-support.tax.service.gov.uk/
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If your child starts pre-school before their third birthday you will be 

given a bill at the beginning of each term.  This is divided into 2 payments 

for the half terms, up to the end of the term in which your child is three. 

Fees must be paid by the due dates stated on your bill, unless the 

supervisor has permitted a different arrangement. Please be aware a £10 

Admin fee will be charged per letter after the first chase up letter.  

(Please see Fees and Non Payment of Fees Policy.) Please ensure fees 

arrive at Pre-school in an envelope clearly marked with your child’s name, 

and that they are handed to a member of staff, you are also able to pay 

via on-line banking. 

 

We require a minimum of 4 weeks’ term time notice when removing a child 

from Pre-school, or 4 weeks fees in lieu of notice, you will be charged our 

standard fee per hour for the number of hours your child should have 

attended.  This also applies if you have accepted a place, but have not yet 

started with us.  Please ensure you contact us as soon as possible if you 

no longer require a place.  Changes to sessions outside of our terms, will 

be subject to an administration fee of £30 plus the 4 weeks’ notice 

should you be reducing the hours.  Once your funding form has been 

completed with Hampshire County Council, it is not possible to amend 

your hours for that term.   

 

The 4 weeks term time in lieu of notice is for loss of funding for the 

space at pre-school, the admin fee is to cover the paperwork costs to the 

pre-school. 

 

If you have more than one fee paying child in the pre-school at any one 

time, one child is charged the full rate, the second/third get a 10% 

discount.  Please see the enclosed flyer for details of the current fees. 

Fees are reviewed annually and are in line with government funding. 

 

We reserve the right to charge any parent/carer who is late picking up 

their child after Pre-school hours. The current charge is £10 for every 

15 minutes. 
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The Role of the Committee 

Little Saints Community Pre-School is a registered charity and is run by 

an elected committee which ensures that major decision- making is in the 

hands of the parents who use the group. The committee is elected at the 

Annual General Meeting held in the Autumn Term each year. The 

committee appoints the supervisor and the staff and are responsible for 

making sure both policies and procedures are adhered to.  

The Committee are responsible for organising fund raising events, which 

are vital to provide money for new and replacement equipment. Regular 

fund raising activities include:   

• visits a from Hallets Photographers 

• sponsored events 

• Sports relief, children in need 

• Village Day 

• The Book People and Index 

• Raffles 

If you would like to be involved or would like further information please 

email us. 

The notice board in the foyer gives details of fund-raising, and general 

matters related to the Pre-school. 

 

Policies 

All the pre-school policies are reviewed annually by the committee and 

staff.  However, as policies and legislation change, we will update our 

policies throughout the year as required.  A copy is available at preschool 

for you to read. All our policies are also available on our website, 

www.littlesaintspreschool.org.uk  

You will be asked to sign to say you have read and understood our 

policies, please advise us if you have any problems with this. 

• Admission 

• Settling in 

• Behaviour 

• Parental Involvement  

• Special Needs 

• Safeguarding Children 

• Mobile Phone Policy and Photographic Images  

• Fees and Non Payment of Fees 

http://www.littlesaintspreschool.org.uk/
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• Confidentiality 

• Complaints Procedures 

• Staffing and Employment 

• Staff Induction 

• Health and Hygiene 

• Student Placements 

• Lost/Uncollected Children 

• Equal Opportunity 

• Volunteer Induction 

• Safety 

• Sun Protection 

• Physical Handling 

 

Early Years Alliance  

Our membership of the E.Y.A. ensures that we are constantly in touch 

with new thinking in the field of child education and care. We receive a 

monthly magazine offering practical advice and up to date information, 

and we have access to a range of professionally produced publications. 

Parents may ask to see any of these. In addition, ongoing training is 

available through E.Y.A. courses, which welcome both staff and parents.  

 

Registration Forms 

If you would like your child to attend 

Little Saints Community Pre-School 

please complete and return the 

registration forms you receive for your 

child by the date requested, as we have a 

waiting list and the place may be 

allocated to someone else if we do not 

hear from you. If you have any queries, 

please get in touch with us at pre-school.  

We will not process any registration 

forms without seeing your childs birth 

certificate, utility bill and your childs red 

health visitors book containing the 2year check. 
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Little Saints Community Pre-School 
PRIVACY NOTICE 

 
Little Saints Community Pre-School provides 
care and learning opportunities for children ages 
2 years 6 months to 5 years old, from the North 
Baddesley and surrounding community.   
 
The following Privacy Notice aims to inform you 
about the personal data Little Saints Community 
Pre-School processes and why.     We process 
your data in-line with the Statutory Guidance 
April 2017, depending on the type of data 
provided and requirements for that data.  These 
include:  
 
(a) Consent: During enquiry, enrolment and 

during your child’s (child in your care) 
time with us, you will have given us, 
freely, consent to process your personal 
data for the specific purpose of either 
enquiring, registering or providing 
ongoing care.  If there is a type of process 
that you do not consent to, this will be 
noted at time of registration. 

(b) Legal obligation:  There are types of data 
we have to store and retain to comply 
with the law. 

(c) Vital interests: The processing is 
necessary to protect someone’s life.  This 
is for safeguarding purposes e.g. health 
data for pupils, staff wellbeing etc. 

2. WHAT WE ARE PROCESSING 
We process the following data about you: 

 
Parent data 
(a) Name and title 
(b) Address  
(c) Email  
(d) Telephone  
(e) Relationship to the child (or children) 
(f) Entitlement to free childcare (variety of 

hours) 
(g) Parents occupations 
(h) Who lives with the child 

Children/pupil’s data 
(i) Name and title 
(j) Address  
(k) Health related data 
(l) Ethnicity / Languages 

 

 

 

 

 

 

 
(m) Religion 
(n) Gender 
(o) Image in digital or paper form 
(p) Other care provider details for the child 

(children) 
(q) Doctor’s name and contact details 
(r) Emergency contacts for the child 

(children) 
(s) Sibling names  
(t)  ‘Further’ relevant information e.g. their 

fears, major life events, pet names  
(u) Progress within the Pre-School both 

educationally and emotionally 
(v) Speech and language, and other SENCO 

related information if required 
 
Some data is sensitive (Special Category) and is 
only processed if we have the data subject’s 
explicit consent, or we are legally required to do 
so.  This will always be done in a respectful and 
relevant manner.  This could also be passed onto 
other authorities with either your permission or 
because of a safeguarding requirement when 
applicable. 
 
3. WHY WE ARE PROCESSING IT 
(a) Enable us to contact you after an enquiry 

about your child (child in your care) 
joining Little Saints Community Pre-
School 

(b) Enable us to enrol your child at Little 
Saints Community Pre-School 

(c) Help us to provide the best possible, tailor 
made care for your child during their time 
at Little Saints Community Pre-School 

(d) Help us provide details to your child’s 
(child in your care) future school or other 
child care setting.  Allowing them to have 
the best possible educational experience 
and handover when they move on 

(e) Protect the wellbeing of your child 
 
4. PROCESSING FOR LIMITED 

PURPOSES 
We will only process your data for the specific 
purpose/purposes that we tell you when we 
collect this or where processing is specifically 
permitted by other legislation we have to comply 
with. 
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5. AUTOMATED DECISION MAKING AND 
PROFILING  

The Pre-School do not currently use any type of 
automated decision making or profiling on the 
data you provide.  If our data is shared with other 
organisations with your consent or for a 
safeguarding purpose, they would provide detail 
on their activity in this area within their own 
Privacy Notices.  
 
6. HOW WE COLLECT YOUR DATA 

We collect your data from a variety of 
sources, including:  

(a) Directly from you at time of enquiry 
(b) Directly from you at time of registration 
(c) Directly from you during your child’s (or 

child in care) time at pre-school e.g. 
during pick-up or drop-off for example  

(d) From your Health Visitor or other 
Organisations involved in their care e.g. 
Speech Therapists 

 
7. ACCURATE DATA 
We always aim to keep your data accurate and 
up to date. Please let us know if your personal 
details change or if data we hold about you is 
incorrect.  
 
8. HOLDING DATA  
We create and hold your data both electronically 
and in a paper format. We will only hold your 
information as long as is necessary for statutory 
requirements and will destroy safely when no 
longer required.   We have a retention list for 
different data types and this can be provided to 
you if required. 
 
9. SHARING YOUR DATA 
We only share your data with relevant 
organisations as consented by you, or for 
statutory requirements.  The following are 
examples of these organisation types:  
(a) Hampshire County Council – Funding 

forms 
(b) Health and social care professionals  
(c) Speech & Language 
(d) HM Revenue & Customs 
(e) Social Services 
(f) Schools/childcare settings providing 

future care 
 
 
 
 
 
 

 

10. PROCESSING IN LINE WITH YOUR 
RIGHTS 

You have the right to: 
(a) Be told what we are doing with your data 

at point of collection and through our 
Privacy Notice 

(b) Request access to any data we hold 
about you or your child (child in your care) 

(c) Ask to have inaccurate data held about 
you or your child (child in your care) 
amended 

(d) Data portability e.g. if you are moving to 
another area, we can provide your next 
setting with your childs progress & reports 
via the Tapestry online Learning Journal.  

 
11. DATA SECURITY 

All staff at Little Saints Community Pre-
School have a legal duty to keep 
information about you confidential.  

 
We ensure that suitable measures are in place to 
prevent the unlawful or unauthorised processing 
of your personal information. This includes:  
(a) Storing data in a secure location (either 

via our computer systems or in a secure 
file location) 

(b) Training all our staff in Data Protection 
and their responsibilities 

(c) Securely sending data when required e.g. 
using passwords on documents 

(d) Collaborating only with the necessary 
organisations ad only sharing the 
necessary data 

 
12. CONTROL OVER YOUR DATA / 
ACCESSING YOUR DATA 
Please contact Little Saints Community Pre-
School if you have any questions about your 
data, or accessing it, at:  
Little Saints Community Pre-school                          
All Saints Church Hall                                         
Rownhams Road, North Baddesley                                              
Southampton, SO52 9EU 
Telephone: 07733501092 (during session hours) 
Email: littlesaintscomm.preschool@gmail.com 
Website: www.littlesaintspreschool.org.uk  
If you require access to your data, we will need 
proof of identification to be presented to the Pre-
school in person so we can verify your identity.  
From the point of verification, we will provide data 
within one month. 
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