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Why do we need your
information?
So that we can help you faster, we often need
to hold some of the information you tell us.
This helps us to refer back to your needs so
we can provide a better service for you and
your child.

This usually includes:

� Personal information: any information used
to identify you and your child, such as your
names, dates of birth and address(es);

� Sensitive information: this includes your
ethnicity, religious beliefs and any
difficulties you and your child may be facing.

The information we keep may be held:

� On computer;

� In paper files;

� On audio/video recordings.

What we will do with the
information you give us
Those working with you and your child will:

� Collect information to make sure they know
what you need and what help and advice has
already been provided;

� Use that information to make decisions with
your help that will lead to the right support for
you and your child;

� Keep this information safe so that we don’t
have to ask you the same questions over and
over. This also means that there is a record of
our discussions so we can plan future help
more easily;

� Show you the information so you can make
comments on it;

� Update your information to ensure that it is
accurate;

� Destroy your information when it is no longer
needed and there is no longer any legal
obligation to keep it.

� Share the information with other services
when allowed by law and when we think it is
appropriate, to ensure that you and your child
are safe and receive the most effective
service from us. Sharing information helps the
people supporting you and your child to work
together better and decide what they each
need to do to help:
� In most circumstances, the information

held about you or your child will only be
shared with your consent. This will be
explained to you and you will be asked for
your agreement for information to be
shared. You can withhold or withdraw this
consent at any time;

� Sometimes information may be shared
without your consent. This may happen
when there are concerns about the safety
of a child or young person (Children Act
1989) or where there is reason to believe
that sharing it may help prevent or detect
crime (Crime and Disorder Act 1998).

Your rights and protecting
your information
The Data Protection Act 1998 ensures that

sensitive information about you or your child is:

� Only used fairly and legally;

� Only used for the purpose for which it was
collected;

� Adequate, relevant and not excessive;

� Correct and kept up to date;

� Kept only for as long as it is needed;

� Processed in accordance with your rights;

� Stored safely;

� Transferred to another country only if that
country has similar protection principles.

The Freedom of Information Act 2000 gives
you the right to access any information held
about you by our services.

Please let us know if you are unclear about
any of the information in this leaflet.


