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1. Purpose
Sparks collects and holds personal information about the children and families who attend our sessions, so that we can run our club safely and responsibly. This policy explains what information we collect, why, how we keep it safe, and the rights parents/carers have over their family's information.
This policy is written in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
2. What Information We Collect
We collect the following information, mainly via our Registration Form:
•  Child's name, date of birth, and school stage
•  Home address
•  Parent/carer names, relationship to child, phone numbers, and email addresses
•  Emergency contact details
•  Names and contact details of anyone authorised to collect the child
•  Medical information, including conditions, medication, and allergies
•  Additional support needs
•  Consent decisions (e.g. photography, emergency medical treatment)
•  Any incident, accident, or safeguarding records relating to a child, where relevant
•  Payment and booking information
3. Why We Collect This Information
We collect and use this information so that we can:
•  Register children for Sparks sessions and manage bookings
•  Contact parents/carers about sessions, changes, or in an emergency
•  Keep children safe, including responding appropriately to medical needs, allergies, or a safeguarding concern
•  Meet our legal responsibilities as an activity provider working with children
•  Take payment for sessions
We do not use children's or families' information for any purpose beyond running Sparks safely, and we do not sell or share information with third parties for marketing purposes.
4. How We Store Information
We take reasonable steps to keep personal information secure:
•  Paper registration forms are kept in a secure location, not left unattended in the hall
•  Any digital records (e.g. spreadsheets, booking systems) are password-protected and accessible only to Abz and Dave
•  Medical and safeguarding information is treated with particular care and shared only with those who need to know it to keep a child safe (e.g. both leaders during a session)
•  Information is not stored for longer than necessary — see Section 6
5. Sharing Information
We do not share personal information with third parties, except where:
•  It is necessary to protect a child's safety or welfare (for example, contacting emergency services, or making a safeguarding referral to Police Scotland or Social Work)
•  We are required to do so by law
•  A parent/carer has given specific consent (for example, sharing a photo publicly where consent has been given)
6. How Long We Keep Information
We keep registration and contact information for the period a child is actively attending Sparks, and for a reasonable period afterwards in case of query (typically no more than 12 months after a child leaves). Safeguarding records are retained for longer where guidance requires this, in line with our Safeguarding Policy, and stored securely and separately from general records.
Information is securely deleted or shredded once it is no longer needed.
7. Parents' and Carers' Rights
Under UK GDPR, parents/carers have the right to:
•  Ask to see the information we hold about their child
•  Ask us to correct information that is inaccurate or out of date
•  Ask us to delete information we no longer need to hold
•  Withdraw consent (for example, for photography) at any time
•  Raise a concern with us directly, or with the Information Commissioner's Office (ICO) if unresolved
To exercise any of these rights, please contact Abz or Dave directly (see Section 9).
8. Photography and Social Media
Where parents/carers give consent, we may use photographs or video of children for marketing purposes (website, social media, flyers). Children are never named alongside a public photo. Consent can be withdrawn at any time, and any future use will stop — though we may not always be able to remove content already shared publicly by others (e.g. shared or downloaded by third parties).
9. Contact
If you have any questions about this policy, or want to exercise your rights over your information, please contact:
•  Abz and Dave Irwin-Ransom — discover@sparkscreativeclub.com 
If you remain concerned after contacting us, you can also contact the Information Commissioner's Office (ICO) at ico.org.uk or 0303 123 1113.
10. Related Policies
This policy should be read alongside our Safeguarding Policy and Registration Form.
11. Review
This policy will be reviewed annually, or sooner if there is a change in legislation or our own practice. Next review date: August 2027
