
 

 

Data Protection/ Retention policy 

Effective from 25th May 2018, General Data Protection Regulations (GDPR) will be law in the UK & 

Europe, replacing the Data Protection Act (1998) whereby the purpose is to adhere to EU law on Data 

Protection, protect EU Citizens data privacy and reshape the way in which organisations manage data. This 

involves all organisations whether they are paper or technology based, all organisations will be 

accountable. I will continue to be registered with the Information Commissioners Office (ICO) and pay a 

yearly subscription to be on the register. I will remain the Data Protection Officer within the setting whereby 

I will update relevant policies, follow Data Protection requirements, adhere to relevant legislation and inform 

ICO of any Data breeches, following their recommendations.  

In accordance with General Data Protection Regulations (GDPR), I will process any personal data taking 

the following principles into account: 

1: I must have a lawful reason for collecting personal data, and must do it in a fair and transparent way and 

be clear about what data I am collecting and why.  

2: I must only use the data for the reason it is initially obtained and this means I cannot use the information 

to market a product or service. 

3: I must not collect more data than is necessary and I will only collect data I need to hold in order to do the 

job for which I have collected the data.  

4: I will ensure the data is accurate and ask parents to check annually, or beforehand if necessary and 

confirm that the data being held is accurate.  

5: I will not keep data any longer than needed and I will only keep it if needed to complete the tasks it was 

collected for.  

6: I must protect the personal data, I am responsible for ensuring that myself, or anyone else using the 

data, processes and stores it appropriately.  

7: I will be accountable for the data and be able to show how I comply with the law.  

Data Request Requirements: 

The data that I request falls into 3 main categories and includes data relating to: 

- Safeguarding and Welfare Requirements of the EYFS: 

To ensure compliance with the Limitations Act 1980, and inline with my Public Liability insurance, I retain all 

data from accident, incident, existing injuries, medication, permission forms, complaints and any 

information relating to safeguarding or a serious allegation using the legal basis of 'legal obligation' until the 

child is 21 years and 3 months. Attendance registers, childcare contracts and child record forms are 

retained using the legal basis of 'vital interests' and to ensure compliance with the EYFS requirements and 

inline with Ofsted inspection cycles and HMRC auditing purposes. Online documents are stored securely 

on password protected hard drives or they are shredded or deleted when no longer required.  

- Learning and Development Requirements of the EYFS: 

To ensure compliance with the EYFS, I retain data relating to your child's learning and development in a 

child’s file and this includes photographs. I am using the legal basis of 'legal obligation' when recording their 

development but 'legitimate interest' when using photographs, as this enables me to provide you with high 

quality provision, work in partnership and adds to their overall development and sense of well-being. When 

your child leaves my setting, all of this information will be given to you and will be deleted inline with my 

setting policy. Copies of a 2-year progress checks will be retained inline with Ofsted Inspection cycles. 

 



 

 

- Local Authority Funding forms:  

To ensure compliance with the Local Authority when accessing funding for your child aged 2, 3 or 4 years 

old, I include their personal data and data about yourself including your name, address, National Insurance 

number, and your eligibility code along with other data relating to child's attendance. I am using the legal 

basis of 'contractual necessity' and this data is retained in paper format and is subject to audits and is 

retained for 6 years, after which they are shredded.  

-Personal Data / Financial information: 

I retain your mobile phone number and email address for up to 1 year after your child leaves should any 

information need clarifying by HMRC Tax credits, this is within your child's individual memory stick. All 

invoices, registers, expenses and documents relating to the financial side of my business are retained for 6 

years in case of an audit by HMRC. 

How I will request and process data within my setting: 

When you register your child at my setting, as their parent/ legal guardian, or person who has parental 

responsibility you give consent for their information/ data to be lawfully processed as they are under the 

age of 13 years. You will be requested to read, confirm, then sign and date the relevant documents 

confirming your understanding and giving permission for information/ data to be retained and stored inline 

with my policies. This can include but is not limited to completing an initial registration form (child's name, 

date of birth, address, emergency contact details, medical information, food likes and other personal 

information) confirming and signing permission forms to state you are satisfied I may contact a medical 

professional in the event of an accident, the purposes that I may take photographs of your child and the 

reasons for doing this including using them in their learning journey, displays within my setting and their 

emergency medical information sheet. You can seek further clarification on these matters by contacting me 

directly prior to signing and dating the documents. Information/ data which is requested may be a legal 

requirement, such as a Statutory Requirement of the Early Years Foundation Stage, whereas some 

information may enable me to provide a better level of care for your child. This is detailed in parental 

permission forms which you will need to sign to confirm this. If a parent withdraws consent, then I will be 

required to seek advice from ICO and/ or Ofsted as I may be in breach of my statutory requirements. 

The information/ data that I request may be of a personal nature and contain information including names, 

addresses, gender, religion, bank details, or sensitive information such as medical information and 

therefore I only request information/ data which I legally am required to do so. This may be a requirement of 

the Early Years Foundation Stage Statutory framework, Ofsted, The Childcare Register, The Early Years 

Register, Environmental Health, Local Authority or HMRC. I request this to ensure I am able to fulfil my 

legal requirements as an Ofsted Registered Childminder and also as a Data controller/ processor, whereby 

I ensure it is obtained, processed and stored legally, within my required remit for a specific, explicit and 

legitimate purpose ensuring it is accurate and kept up-to-date.  

Subject Access: 

All 'data subjects' (parents of children up to the age of 13 years) have various legal rights and they include: 

1: Right to be informed: 

to know what information/ data is being collected, processed and held about them at any time, including 

retention periods and who it may be shared with. This is referred to as 'Privacy Information'.  

2: Right of access: 

to access their data in an easy to read format, or other related data and be able to verify the lawfulness of 

the processing. 

3: Right to rectification their data: 

if it is out-of-date, or incorrect, and to be completed if it is incomplete 



 

4: Right to erase: 

this is also referred to as 'right to be forgotten’ and data which is not deemed relevant, but it can be deemed 

not appropriate if it is a legal obligation, required by Public Authority or in relation to a legal claim. 

5: Right to restrict processing: 

if they want to restrict/ suppress the storage of personal data if unlawfully processed, or it is inaccurate. 

6: Right to data portability: 

to request further information about how data is moved, copied or transferred between environments. 

7: Right to object: 

to their personal data being processed on legitimate interests, public interest or direct marketing for 

research or statistics.  

This is can be referred to as a 'Subject Access request' and I will comply with all requests within an agreed 

time-frame, usually a month.  

Data Storage: 

Consideration is given to the information/ data that I hold about a person, what that information is, why I 

have to retain it, how it is stored, who it may be shared with, how it is disposed of when that person is no 

longer involved with my setting and what information/ data may need to be retained legally and the time 

periods for this. Information/ data that I request is solely for the use of my business and is stored in a safe 

cupboard or on my business laptop which is password protected and I use the recommended browsers and 

clear my cache regularly aswell as changing and updating my password. All information will be stored to 

maintain confidentiality and prevent access to those who do not have a right to see it. 

Only parents (those with parental responsibility) of children who attend my setting along with nominated 

persons (Ofsted inspector/ Early Years Development Officer) can access data having been authorised by 

myself and a password put in place. They can only access information about their child. I will need to use 

my mobile phone to send a text message and I use Vodafone as my phone provider and all parents contact 

details are stored within my phone in the event of an emergency. Documents which I keep a paper version 

are child record form, contract, attendance registers, accident/ incident forms, medication records, Learning 

Journals, observations, trackers, information from other settings, Early Education Funding (EEF) 15/ 30 

hours funding forms including parent consent forms, audits of provision etc. I also have paper copies of my 

certificates, training courses undertaken, my setting action/ development plan, planning documents and my 

business receipts.  

Information Sharing: 

Whilst providing care for your child there will be occasions whereby I will need to share information with 

other agencies and this may include another setting your child attends such as a playgroup, or nursery 

school and I will request written permission to do this and these permissions will remain for the duration 

your child attends my setting unless otherwise informed. This is called a Data Sharing Agreement and it will 

explain the basis of sharing the information/data and how this will be undertaken. I am required by law to 

pass on relevant information to the Local Authority, West Sussex County Council, and the Department for 

Education (DfE) in regards to Childcare and Early Years entitlement. There are several occasions where 

parental consent will not be requested with regards the sharing of information/ data and this may include 

where I am concerned about the care of a child; whether that be from immediate harm, abuse, the risk of a 

child being drawn into extremism ( Prevent Duty) and Female Genital Mutilation. I will report without 

informing parents. Ofsted may require access to my records at any time.  

Data retention, safe disposal and suspected data breach: 

I record all accidents on the paper form and notify my insurance company of any accidents which may 

result in an insurance claim. I will inform Ofsted, the local child protection agency and the Health & Safety 

Executive of any significant injuries, accidents, or deaths as soon as possible.  



When a child leaves my setting to start another setting, or to start school full time, then all information/ data 

related to your child that I am no longer entitled to retain such as their learning journey, progress reports 

and photographs will be given to you. All 2-year progress checks will be retained for the duration of the 

current Ofsted inspection cycle. Information relating to Safeguarding such as accidents, injuries, 

medication, attendance data, incident reports has to be retained legally for varying time periods as a 

requirement of The Childcare Register, (3 years) Early Education Funding claims, (6 years), my Public 

Liability Insurance, (until the child is 21 years and 3 months old) or as required by HMRC (6 years).  I will 

ensure this is stored appropriately and cannot be accessed.  

As I retain various information/ data about your child and your family, I regularly update my training on the 

relevant legislation, review relevant policies updating them if required and the methods in which I request, 

manage and store information/ data. I regularly audit the information/data which I collect to ensure it is 

required and parents are requested to ensure that they update information I retain to ensure it is accurate. 

However, in the event of a Data breech I will immediately seek advice by reporting the breech and the 

nature of the breech and follow their recommendations, informing relevant parties of this matter such as 

parents or Local Authority. In the event of any information/data being lost/ stolen I will immediately inform 

you and report it within 72 hours, detailing the incident and adhere to any future recommendations. 

 


