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September 2025 
General 
Stepping Stones is committed to protecting and respecting your privacy. This notice is a living 
document, which is regularly reviewed and updated whenever there are changes in legislation 
or when the Stepping Stones collection, processes, or retention of personal information 
changes. This document was updated on the 20th of October 2025.  
 
This purpose of this notice is to inform you about how we collect, store, process, and dispose 
of personal information.  
Stepping Stones is both a registered company and a registered charity.  
Stepping Stones is the data controller and is registered with the Information Commissioner's 
Office (ICO). 
The responsibility for ensuring that Stepping Stones adheres to the requirements set out in the 
Data Protection Act 2018 lies with the Stepping Stones Management Committee. Daily 
responsibilities are given to the manager, who acts on behalf of the committee.  
For any questions or concerns regarding Stepping Stones and this privacy notice, or general 
data protection matters, or to exercise any of your rights, please contact: 
Aby Cooper 
admin@steppingstonestrowbridge.co.uk 
01225 350004 / 350015 
Stepping Stones 
Longfield Children’s Centre 
Broadcloth Lane 
Trowbridge BA14 7HE 
 
Information we collect 
We collect, store and use the following categories of personal information 

• Contact details such as name, address, telephone number, email address 
• Date of birth 
• Emergency contact details  
• Bank details  
• Anonymised information: IP addresses 
• Details of other people living in the home 
• Information regarding any safeguarding concerns directly created by us or, shared with 

to us by a third party  
We also collect, store and use the following more sensitive types of personal information 

file://///pc0322/Shared_Data/File%20structures/Non%20Confidential/Admin%20and%20Compliance/Data%20Protection/Privacy%20Notices/admin@steppingstonestrowbridge.co.uk


  

Registered Charity No 1012556 

• Health records including medical records and reports 
• Racial and ethnic origin 
• Religious beliefs 

 
How we collect this data and why, we collect it  
We will only collect and process personal data when we are permitted to do so within law, 
and for the specific purposes for which it was collected. Occasionally, our lawful bases may  
overlap. We gather personal information directly from parents or carers, healthcare 
professionals, early years settings, schools, emergency services, and children’s services.  
Should we want to use your personal data for a new purpose not outlined in this privacy 
notice, we will issue an updated notice clarifying this new use before any processing begins. 

How we collect personal data Our lawful bases for processing  
You visit our website Consent/legitimate interests 
You contact Stepping Stones by 
phone, contact form on the website 
or email 

Contractual obligation/legitimate 
interest  

You pay for a service that Stepping 
Stones provides 

Contractual/legal obligation  

Your child is referred to us and/or has 
had an assessment  

Consent/support for children with a 
disability or medical condition 

Your child currently attends sessions 
with us or is on our outreach support 

Consent/contractual/legal 
obligation/support for children with a 
disability or medical condition 

Your child used to attend sessions 
with us or received outreach support 
from us 

Legal obligation/contractual/consent 

You have or will donate to us or 
sponsored us or a project  

Legitimate interests/legal obligation 

We make a payment to you for goods 
or a service that you have provided to 
us 

Contractual/legal obligation 

You visit Stepping Stones in person Legal obligation  
We create an account on Tapestry, 
for you  

Consent/legitimate interest 

We investigate a complaint  Legal obligation/consent 
Your child is on a waitlist for our 
service  

Consent/support for children with a 
disability or medical condition 

You are a useful contact for work, 
maintenance, a contractor, a local 
business, a volunteer in the 
community, an event organiser, or 
hold a position in our community  

Legitimate interests/consent 

You have held a fundraising event for 
us in the past or will in the future  

Legitimate interests 
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You completed a survey or feedback 
form from us  

Consent 

You receive updates by email for 
events and news  

Consent/legitimate interest (soft opt in) 

You attend an event organised by us  Contractual/legitimate interest 
You attend a meeting online or in 
person, organised by us 

Legitimate interest/contractual/legal 
obligations/ support for children with a 
disability or medical condition   

We send or receive information from 
health professionals  

Consent/health and social care/explicit 
consent/substantial public 
interest/support for children with a 
disability or medical condition   

We send or receive information from 
schools and other early years 
settings 

Consent/health and social care/explicit 
consent/legal obligation/support for 
children with a disability or medical 
condition  

We send or receive information from 
children’s services 

Legal obligation/consent/explicit 
consent/ health and social 
care/substantial public interest/support 
for children with a disability or medical 
condition   

We contact the emergency services   Consent/explicit consent/vital 
interests/substantial public 
interest/support for children with a 
disability or medical condition   

We take and use yours or your child’s 
images and videos for promotional 
purposes 

Consent  

We take and use yours or your child’s 
images and videos for 
communication tools and 
documenting progress 

Consent  

 
Third Party Processors and Sharing of Information  
At Stepping Stones, we use third-party processors to help manage and store personal data on 
our behalf. 
Our data processors are: 

Tapestry https://tapestry.info/privacy-policy.html 
Google Analytics  
Microsoft applications including 
TEAMS  

https://docs.microsoft.com/en-
us/microsoft-teams/teams-privacy 
 

Give as you live Privacy policy | Give as you Live Online 
Wix  About Privacy | WIX 
Local Giving Privacy Policy | Localgiving 
Apple  Legal - Apple Privacy Policy - Apple 

https://tapestry.info/privacy-policy.html
https://docs.microsoft.com/en-us/microsoft-teams/teams-privacy
https://docs.microsoft.com/en-us/microsoft-teams/teams-privacy
https://www.giveasyoulive.com/privacy
https://www.wix.com/about/privacy
https://localgiving.org/privacy-policy
https://www.apple.com/legal/privacy/en-ww/
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Android Privacy Policy – Privacy & Terms – 
Google 

We are legally obligated to share information with the police and other agencies within the 
local authority for the prevention and detection of crime.  
Additionally, we may need to disclose your information or that of your child to other agencies, 
including the local authorities. We collectively share the responsibility to collaborate, 
safeguard and promote the welfare of all children and adults. Whenever possible, we will seek 
your consent prior to sharing personal data; however, there may be instances where this is not 
appropriate.  
Sharing safeguarding information is essential for identifying and addressing various forms of 
abuse, neglect, and exploitation, as well as improving children’s welfare and educational 
outcomes. Early years settings, schools, colleges, and school clubs are authorised to share, 
retain, hold, and utilise this information for these purposes.  
We also routinely share information with Wiltshire Council to meet our legal obligations 
regarding funding and to fulfil our contract with them. 
 
Social media  
Stepping Stones uses social media to foster and sustain relationships within the community 
while also supporting fundraising initiatives. Additionally, Stepping Stones provides families 
the opportunity to join a private social media group.  
Below is a list of all the social media sites we use: 

Facebook Meta Privacy Policy – How Meta collects and 
uses user data | Privacy Centre | Manage 
your privacy on Facebook, Instagram and 
Messenger | Facebook Privacy 

Instagram Meta Privacy Policy – How Meta collects and 
uses user data | Privacy Centre | Manage 
your privacy on Facebook, Instagram and 
Messenger | Facebook Privacy 

YouTube YouTube privacy settings to protect your data 
– how YouTube works 

LinkedIn LinkedIn Privacy Policy 
 
Use of automated decision-making or profiling 
Stepping Stones does not use any of yours or your child’s personal data to make automated 
decisions or profiling.  
 
Your rights 
You have the right to: 

• Restrict the use of your information 
• Access your information to verify its legality 
• Obtain and reuse your information for your own purposes 
• Object to specific uses of your data 
• Transfer data from us to another processor  

https://policies.google.com/privacy?hl=en-gb
https://policies.google.com/privacy?hl=en-gb
https://www.facebook.com/privacy/policy/#!/settings/
https://www.facebook.com/privacy/policy/#!/settings/
https://www.facebook.com/privacy/policy/#!/settings/
https://www.facebook.com/privacy/policy/#!/settings/
https://privacycenter.instagram.com/policy/?entry_point=ig_help_center_data_policy_redirect
https://privacycenter.instagram.com/policy/?entry_point=ig_help_center_data_policy_redirect
https://privacycenter.instagram.com/policy/?entry_point=ig_help_center_data_policy_redirect
https://privacycenter.instagram.com/policy/?entry_point=ig_help_center_data_policy_redirect
https://www.youtube.com/howyoutubeworks/privacy/
https://www.youtube.com/howyoutubeworks/privacy/
https://www.linkedin.com/legal/privacy-policy
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• Correct inaccuracies 
 
Stepping Stones is legally obligated to maintain certain information. We will review each 
request and balance your rights with our legal responsibilities. You will be kept informed, and 
we will explain our decisions, including how to appeal if you are dissatisfied. 
Accessing your personal information or exercising any of these rights will not incur a fee. 
However, a reasonable fee may apply if you request more than one copy of your records. 
If you wish to review your data, request restrictions on its deletion, or ask for your personal 
information to be transferred to another, please contact the Data Protection Lead at Stepping 
Stones. 
 
Retention 
We will retain your personal information only for as long as it is necessary to achieve the 
purposes for which it was collected, including fulfilling any legal, accounting, or reporting 
obligations.  
To establish the appropriate retention period for personal data, we consider: 

• The amount, nature, and sensitivity of the personal data 
• The potential risks of harm from unauthorised use or disclosure 
• The purposes for which we process your personal data 
• Whether we can achieve those purposes through alternative methods 
• The relevant legal requirements 

Sometimes, we may anonymise your personal information so it can no longer be linked back 
to you. In these cases, we may use that information without further notification. 
Data retention will be managed according to our retention and records management schedule.  
 
Disposal 
Once the retention period has expired, Stepping Stones will ensure that all documents and 
records are securely destroyed. 
 
Changes to this notice 
We conduct regular reviews of this Privacy Notice, and it was last reviewed in September 
2025.  
 
Contact details 
You have the right to file a complaint at any time with the Information Commissioner’s Office 
(ICO), which serves as the UK supervisory authority for data protection matters. However, they 
typically will expect you to address your concerns with us first. 
Contact Information: 
Data Protection Lead 
admin@steppingstonestrowbridge.co.uk 
01225 350004 / 350015 
Stepping Stones, Longfield Children’s Centre, Broadcloth Lane, Trowbridge BA14  

mailto:admin@steppingstonestrowbridge.co.uk
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Information Commissioner’s Office (ICO)  
www.ico.org.uk 
0303 123 1113 
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 
5AF 
 
 
 
 

http://www.ico.org.uk/

