                                                                 St James Pre-School 



This policy applies to all records created, received or maintained by staff of the pre-school in the course of carrying out our functions. Records are thereafter retained (for a set period) to provide evidence of the pre-school’s transactions or activities. These records may be created or received, and then stored, in hard copy or electronically.
All information relating to children, families and staff is kept securely in accordance with General Data Protection Regulation (GDPR 2018).  All confidential information is kept in the pre-school building. It is accessible by the pre-school manager.  Records are stored in locked filing cabinets and access to the computer is password protected.  
The pre-school manager is responsible for informing OFSTED of any relevant changes in staff, premises, management, use of rooms, changes to the outdoor area, serious illness or accidents involving children or staff. Ofsted will also be informed if the police or Children’s Advice and Support Service are involved in matters concerning the staff or the pre-school manager.
Children’s registration details and any changes in circumstances will be updated regularly on a termly basis.  Parents are asked to check details held in the register and on child registration forms.  Parents and carers will be regularly reminded through Newsletters of the importance of informing staff of any relevant changes and when they take place.  Any changes should be reported to the manager immediately and will be the responsibility of the parents.

Children’s developmental records are the responsibility of the child’s key person.  These records should be kept up to date and are used to form short term planning for individual children.  Children’s development folders should be kept in the pre-school at all times and must only be seen by those who have a professional need to see them.  It is the responsibility of the pre-school manager to ensure that this happens.  
DBS disclosures, personal details and records of qualifications, training and courses are kept for each member of staff.  It is the responsibility of the manager to ensure all certifications are current.  It is the responsibility of the staff to inform management as soon as there are any changes to any details that they are aware of.  Details are filed in individual staff files.
Children and Staff records
At St James’ we will ensure that accurate records and information is kept on site of both children and staff members.  The following information will be held.  (All information is held with regard to General Data Protection Regulation GDPR 2018)
Children

· The name, date of birth, address, parents’ names, occupations and emergency contacts will be held for each child. (A record of parents’ occupations can be useful when we are sourcing possible parental help.)
· The hours and time the child will attend the setting

· Medical information such as GP’s name, address, health visitor, immunisation history and any additional medical or dietary requirements

· A Privacy Notice explaining why we hold and process certain data. Parents are required to sign the Privacy Notice on enrolment to indicate their consent.

· A consent form giving consent for the following; emergency medical consent, consent to apply sun cream when required, consent for photographs to be taken of their child (for use in development records etc.), observation and assessment consent and finally visits and outings consent

· A settling in questionnaire will be filled out by the child’s parents stating, for example, the child’s normal routine, the child’s favourite activities or songs or how the child likes to be comforted when s/he is upset

· Who has permission to collect the child.  If the child’s parents require someone to collect the child who is not known to staff members on duty then the password system will be used

Staff members

· The name, address, start date and contact numbers of each staff member who works at the setting on a regular basis

· Emergency contacts

· GP details

· Health declarations

· Privacy Notices (signed to indicate active consent in accordance with GDPR)
· Annual and sick leave record

· Training attended and achieved

· DBS disclosure number, copies of their qualification(s)

· A copy of references obtained

· Pay details

Accident and medication records 
Records will be kept relating to any accidents, incidents or medication administered. (See accident and medication policies) 
Complaints records 

Records will be kept regarding any complaints made and any actions taken as a result.

Complaints concerning data handling

According to General Data Protection Regulation 2018 individuals have a right to complain to the Information Commissioner’s Office (ICO) if they are not satisfied with the way that Pre-School are handling their data (See Complaints and Compliments policy).
(Also see Complaints and Compliments policy.) 

Retention Periods
In order to comply with EYFS and Ofsted, child and parent details will be kept and recorded for 2 years after the child has left the pre-school. Accident reports will be kept for 21 years and 3 months. Staff records will be kept for 7 years after employment ceases.
Also see Confidentiality Policy and Access and Storage of Information Policy
The following notices are attached:

Privacy Notice for Parents of Children attending St James’ Pre-School

Privacy Notice for Staff at St James’ Pre-School

	This policy was adopted on
	20.12.11

	Signed on behalf of the pre-school
	P Denny

	Policy reviewed and amended on
	30.4.24  D. Nichols (Manager)


PRIVACY NOTICE
for Parents of Children attending St James’ Pre-School
St James’ Pre-School handles and processes data in accordance with General Data Protection Regulation 2018. We collect personal information from you, and may receive information about you and your child from previous Early Years settings and the Local Authority. We hold personal data to:

· Support your child’s learning and development 
· Monitor and report on your child’s progress

· Provide appropriate care

· Ensure appropriate funding is claimed

· Assess the quality of our services

Information about your child that we hold includes your contact details, the developmental progress of your child, their attendance information
, involvements from other services, including the Local Authority
, where you go after you leave us and personal characteristics such as your child’s ethnic group, any special educational needs they may have and relevant medical information.

However, you can ask that no information beyond names, addresses and date of birth be passed to other services.

We will not give information about you to anyone without your consent unless the law and our policies allow us to.
We are required, by law, to pass certain information about your child to our local authority (LA) and the Department of Education.

We need to hold child and parent details for 2 years and accident reports for 21 years 3 months in accordance with our regulatory body (Ofsted) requirements.

If you want to receive a copy of the information about you that we hold or share, please ask the Pre-School Manager.

From time to time we will be contacting you via email or phone to provide you with Pre-School news, updates and other relevant information.

Ticking the box, and signing the declaration below, confirms that you have understood the above Privacy Notice and gives us consent to contact you regarding relevant matters.


I agree 

Signed ________________________________________             Date _____________________
Print Name   ____________________________________
PRIVACY NOTICE
For Staff at St James’ Pre-School
St James’ Pre-School holds information about staff members in accordance with General Data Protection Regulation 2018. The data we hold about staff includes: 

· Name, address, email address, start date and contact numbers

· Emergency contacts

· GP details

· Annual and sick leave record

· DBS details

· Health declarations

· Training attended and achieved

· Pay details

Your personal information is kept securely in locked filing cabinets within the building. It is accessible by the pre-school manager.  Access to the computer is password protected. 

Personal data relating to staff is not forwarded to any other services or individuals with the exception of the Payroll Administrator. Information related to pay, such as bank details and national insurance numbers, is held by the payroll administrator in order to process staff wages.

According to Ofsted regulations, staff data will be kept by St James’ Pre-School for 7 years after employment ceases.
Ticking the box confirms that you have understood the above Privacy Notice and gives us consent to contact you regarding relevant matters.


I agree 
Signed


 …………………………………………………………………………….   

Print Name

 …………………………………………………………………………….         

Date 


 …………………………………………………………………………….

PRIVACY NOTICE

For Trustees at St James’ Pre-School
St James’ Pre-School holds information about trustees in accordance with General Data Protection Regulation 2018. 

The lawful basis for processing the personal data of trustees is to fulfil the legal requirements of the Charity Commission, the requirements of company law and the requirements of Ofsted.

The data we hold about trustees includes: 

· Name, address, email address, date of birth and contact numbers

· DBS details

· Ofsted suitability decision (EY2) confirmation

· Emergency contact details

Your personal information is kept securely in locked filing cabinets within the building. It is accessible by the pre-school manager.  Access to the computer is password protected. 
In order for us to fulfil the terms of your relationship, as a trustee, with the pre-school and to meet our legal obligations we will share your data, as required, with:

· The Charity Commission

· Companies House

· The Disclosure and Barring Service (DBS)

· The pre-school accountant

Personal data relating to trustees is not forwarded to any other services or individuals.

We will retain your personal data for a reasonable length of time and for no longer than is necessary.

Ticking the box confirms that you have understood the above Privacy Notice and gives us consent to contact you regarding relevant matters.


I agree 
Signed


 …………………………………………………………………………….   

Print Name

 …………………………………………………………………………….         

Date 


 …………………………………………………………………………….
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� Appropriate funding includes Early Years Pupil Premium which will require sharing of parent’s details to check eligibility.


� Attendance is important to support school readiness for young children and is an Ofsted regulatory requirement.


� Other services include Health Visiting Service and Children’s Centres to support an integrated 2 year old review.

















3

