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10.6 GDPR Policy for Woolston Preschool
[bookmark: _heading=h.qwcw41itmvfe]1. Purpose of this Policy
This policy explains how Woolston Preschool collects, uses, stores, and protects personal data in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. We are committed to safeguarding the privacy of children, families, and staff, and ensuring that all personal information is handled lawfully, fairly, and transparently.

[bookmark: _heading=h.itir8cy9c2ex]2. Our Commitment to Data Protection
We ensure that all personal data is:
· Processed lawfully, fairly, and transparently
· Collected for specific, explicit, and legitimate purposes
· Adequate, relevant, and limited to what is necessary
· Accurate and kept up to date
· Stored securely and retained only for as long as necessary
· Handled with integrity and confidentiality

[bookmark: _heading=h.20nxml9svy4r]3. What Personal Data We Collect
We collect and process personal data necessary to provide high‑quality early years education and meet our legal obligations.
[bookmark: _heading=h.h9bjdow4xpk9]Children’s data
· Name, date of birth, address
· Parent/carer contact details
· Emergency contacts
· Medical information, allergies, dietary needs
· Attendance records
· Learning and development observations and assessments
· Safeguarding and welfare information (where relevant)
· Accident/incident reports
· SEND records 
[bookmark: _heading=h.oyt7bme362g4]Parents/carers
· Contact details
· Parental responsibility information
· Consent forms
· Funding eligibility information
[bookmark: _heading=h.6iby83aq7ul9]Staff
· Contact details
· Emergency contacts
· Qualifications and training records
· DBS checks
· Employment information
· Medical information

[bookmark: _heading=h.y12eqsruo7gd]4. Why We Collect Personal Data
We process personal data to:
· Deliver safe, effective early years education
· Meet statutory requirements (EYFS, safeguarding, health and safety)
· Contact parents/carers in emergencies
· Administer funding and financial records
· Support children’s learning and development
· Maintain safeguarding and child protection records
· Recruit, train, and support staff

[bookmark: _heading=h.3wiu1w31zhzv]5. Lawful Bases for Processing
We rely on the following lawful bases under UK GDPR:
	Purpose
	Lawful Basis

	Safeguarding, health and safety, statutory EYFS requirements
	Legal obligation

	Learning and development records
	Public task / legitimate interest

	Funding and financial administration
	Legal obligation

	Emergency contact information
	Vital interests

	Photos, marketing, optional activities
	Consent

	Staff employment records
	Contract / legal obligation


Where consent is used, it is freely given, specific, informed, and can be withdrawn at any time.

[bookmark: _heading=h.c2i7pflua434]6. How We Store and Protect Data
We take appropriate technical and organisational measures to keep data secure, including:
· Password‑protected digital systems
· Secure, locked storage for paper records
· Restricted access to sensitive information
· Staff training in data protection and confidentiality
· Clear retention and disposal procedures

[bookmark: _heading=h.13r0hqs7ykbw]7. Sharing Personal Data
We only share personal data when necessary and lawful. This may include sharing with:
· Local authority (funding, safeguarding, SEND support)
· Health professionals (e.g., speech and language therapists)
· Ofsted
· Emergency services
· Social care (where safeguarding concerns arise)
We never share personal data for marketing purposes.

[bookmark: _heading=h.7kkuyoyze15d]8. Retention of Data
We retain data only for as long as necessary, following statutory retention periods such as:
· Accident records: until the child is 21 years and 3 months
· Safeguarding records: until the child is 25
· Attendance and learning records: 3 years
· Staff records: 6 years after employment ends
After this, data is securely destroyed.

[bookmark: _heading=h.zgn952swxedg]9. Your Rights Under UK GDPR
Parents, carers, and staff have the right to:
· Access their personal data
· Request correction of inaccurate data
· Request deletion (where legally appropriate)
· Restrict or object to processing
· Withdraw consent at any time
· Request data portability
Requests will be responded to within one month.

[bookmark: _heading=h.un39oln93oax]10. Data Breaches
We have procedures in place to detect, report, and investigate personal data breaches. Where a breach poses a risk to individuals’ rights and freedoms, we will notify the ICO within 72 hours and inform affected individuals without undue delay.

[bookmark: _heading=h.f7d2ir8nho6r]11. Contact Details
For questions or concerns about this policy or your personal data, contact:
Data Protection Lead: Gemma Woodward
 Email: Woolstonps@gmail.com
 Telephone: 07483391590
 Address: Woolston Preschool, Florence Road, Woolston, Southampton, SO199DB
If you remain concerned, you can contact the Information Commissioner’s Office (ICO).
[bookmark: _heading=h.qsr2dutmx429]If you’re concerned about how an organisation is handling your personal data
Contact the ICO for advice or to make a complaint.
ICO
Telephone:03031231113
Textphone:1800103031231113
Monday to Friday,9am  to 5pm
Find out about call charges
Information Commissioner’s Office
Wycliffe House  
Water Lane
Wilmslow
Cheshire
SK9 5AF


 
This policy was adopted at a meeting of Woolston and Woolston Adventure preschools via email on: May 1st 2018
Reviewed 24/2/2026 - Hannah Winbourne - Deputy Manager 
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