Data Protection Policy for Photographs, Videos and Communication at Tedako Child
Development Center
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The Tedako Child Development Center (hereinafter referred to as “Tedako CDC”) and School
Age Care (hereinafter referred to as “SAP”) recognize the importance of personal information
and privacy and consider that it is a social responsibility to protect them and have established this
privacy policy. We will properly acquire, use, and manage personal information, personal
photographs and videos handled by the CDC and SAP in accordance with laws and regulations.
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1 Photographs and Videos/ X &k U'B)HE#HE

As part of Tedako CDC and SAP activities, we may take photographs and videos of individuals
within our programs.
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2 Photograph and Video Uses / B-E K& '8l o Fi&
Photograph/ video uses may include:
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e To share with our program parents/ guardians: On notice boards within Tedako CDC,
magazines, brochures, newsletters, and class communication tool (such as ClassDojo).
*Media Release Agreement is to be filled out by parents upon enroliment.



https://office365oist.sharepoint.com/admin/welfare/cdc/Nujyumi/Form%20and%20Policy/Media%20Release%20Agreement%20Form%20EN.pdf#search=media%20release
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e To share with the broader community: Online on Tedako CDC website, social media
pages, by OIST Internal Sections such as the graduate school, or CPR or external media
such as TV stations, or newspapers.

*Parents will be notified, and a separate permission for the use will be obtained in
addition to the initial Media Release Agreement.
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e To share with the CDC staff: Internal training materials.

*Media Release Agreement. completed upon enrollment will cover this use.
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3 MediaRelease/ 25747V VY —2X

Consent can be refused or withdrawn at any time. If consent is withdrawn, we will delete the
photograph or video and not distribute it further. When using photographs and videos in this way
we will not accompany them with any other personal information about the child, to ensure they
cannot be identified.
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4 Event Photographs/ TS COEEERE

For large events, Tedako CDC and SAP will take photographs to share with parents using a
camera. We will upload the photographs to a linked folder and give parents access to the folder


https://office365oist.sharepoint.com/admin/welfare/cdc/Nujyumi/Form%20and%20Policy/Media%20Release%20Agreement%20Form%20EN.pdf#search=media%20release
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for 1 month. Parents can access the photographs through a link, which will be deactivated one
month after sharing the link. Photographs will be deleted after the link is deactivated unless
special consent is given to Tedako CDC to keep or use the photographs in future
communications.
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5 Other Photographs/% D fth D BEE &z

The only photographs we retain are for marketing or training purposes and we will always seek
separate consent for the marketing use. Tedako CDC will save photographs on a secure folder in
a new work drive, only the CDC Administrators will have access to these photographs. Digital
photographs saved must have explicit consent to do so. Photographs are subject to Act for
Personal Information Protection. For details, please refer to 10 For Parents/ Legal Guardians”
section.
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6 Classroom Communication System/Z 7 Zv— L& 2 T A

Tedako CDC uses ClassDojo to share information about child’s day. ClassDojo is cloud based
educational communication service and the information can include a daily log of child’s
condition, temperature, amount of food eaten at snack and lunch, nap time, toileting information
and reminders and request to bring in school supplies. Teachers use classroom iPods/Pads to
take and share photographs and videos taken in the class daily. When the child leaves the CDC,
access to the classroom account will be revoked.

Link to ClassDojo Security Information



https://www.classdojo.com/security
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7 Email Distribution Lists/ F X —AEEY X b

Tedako CDC and SAP use email as the primary source of communication with parents and
carers. At the time of enrollment, parents share email address with the CDC/SAP
Administrators and these parent or legal guardian email address are shared with class teachers
and input into a class distribution list.  The class distribution list is secure and only accessed by
the lead classroom teachers, group leaders and CDC and IT administrators. Only classroom
teachers, group leaders and administrators have permissions to send email to class distribution
list.  When children leave the classroom, parents email address are removed from the class
distribution list.
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Individual CDC Class Email List: (Kukuru, Churasan, Kanasan, Umusan, Kugani, Nuuji, Kafuu,
Miyarabi, Wakatida, Nujyumi, and Shinka) and SAP Email List: Teachers add parents email to
the individual class email list and remove them once the child has left Tedako CDC/SAP.
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https://www.classdojo.com/security

The Tedako Parents email list consists of all the class email lists. When it is updated by the
teachers, the Tedako Parents email list is automatically updated.
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8 Email Address/ X —V27 FL &

Any email sent from Tedako CDC to more than one family should BCC the recipient email
address’ to protect personal and private information.
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9 Data Protection Training for CDC Employees/ BENIE R 7 — 4 R#E L —=v

All staff are provided with Data Protection Training as part of their induction process.
Knowledge of Data protection will also form part of continuing professional development, where
changes to legislation, guidance, or the CDC’s processes make it necessary.
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1 0 For Parents/ Legal Guardians/ f£#& D X ¥ ~BHE»

Photographs and videos are subject to Act for Personal Information Protection. We ask parents to
follow the OIST Respectful Workplace Policy when commenting on shared applications and
please note the following points when posting photographs provided by Tedako CDC on SNS.
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- Please obtain consent from a parent of the third party before posting the photographs showing
her/ him.


https://office365oist-my.sharepoint.com/:p:/r/personal/julia-nabholz_oist_jp/_layouts/15/Doc.aspx?sourcedoc=%7BD92AB7C2-128F-4BE7-9C3A-4781E3A31E84%7D&file=Private%20Infromation%20Training.pptx&action=edit&mobileredirect=true&DefaultItemOpen=1
https://office365oist-my.sharepoint.com/:p:/r/personal/julia-nabholz_oist_jp/_layouts/15/Doc.aspx?sourcedoc=%7BD92AB7C2-128F-4BE7-9C3A-4781E3A31E84%7D&file=Private%20Infromation%20Training.pptx&action=edit&mobileredirect=true&DefaultItemOpen=1
https://groups.oist.jp/hr/respectful-workplace-policy
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When posting photographs of your child, please bear in mind that they could be spread on the

Internet.
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* You may be subject to criminal penalties, especially if you post photographs of your child's

nakedness or underwear.
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1 1 Copyright of the Photographs and Videos/ B E & (NS D ZE/EHE
OIST owns the copyright for the photographs and videos provided by Tedako CDC and SAP.
When using them for commercial purposes, be sure to obtain the prior permission from OIST.
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1 2 Point of Contact for Privacy and Information Management/ 77 4 N — & {F#R
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Please send feedback, comments, and concerns, to cdc.admin@oist.jp
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1 3 Links to programs/ applications used for communication/ BIPEIZICH\ 3 71
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ClassDojo

Vimeo
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