
GREAT TEY PRE-SCHOOL 
 
SAFEGUARDING CHILDREN AND PROMOTING CHILDREN’S WELFARE: The provider must take 
necessary steps to safeguard and promote the welfare of children. 
 
Safeguarding and Welfare Requirement: Information and Records 
Providers must maintain records and obtain and share information to ensure the safe and efficient 
management of the setting, and to help ensure the needs of all children are met. 

 
Privacy notice and Data Protection 
 
Great Tey Pre-School’s Privacy Notice  
 

Great Tey Pre-School 

Village Hall  

Chappel Road 

Colchester 

CO6 1JQ 

 

Our Data protection officer is Letitia Acland 

 
Introduction 
 
We are committed to ensuring that any personal data we hold about you and your child is protected in 

accordance with data protection laws and is used in line with your expectations. 

 

This privacy notice explains what personal data we collect, why we collect it, how we use it, the control you 

have over your personal data and the procedures we have in place to protect it. 

 

Principles of data protection: lawful processing of data 

§ Personal data shall be: 

a) processed lawfully, fairly and in a transparent manner in relation to the data subject 

b) collected for specified, explicit and legitimate purposes and not further processed in a manner that is 

not compatible for these purposes 

c) adequate, relevant and necessary in relation to the purposes for which they are processed 

d) accurate, and where necessary, kept up to date; every reasonable step must be taken to ensure that 

personal data that are inaccurate, having regard to the purpose for which they are processed, are 

erased or rectified without delay 

e) kept in a form which permits identification of data subjects for no longer than is necessary for the 

purposes for which the personal data are processed 



f) processed in a manner that ensures appropriate security of the personal data, including protection 

against unauthorised or unlawful processing and against accidental loss, destruction or damage, using 

appropriate technical or organisational measures (“integrity and confidentiality”) Article 5 of the General 

Data Protection Regulations (2018) 

Practitioners should process data, record and share information in line with the principles above. 

 

What personal data do we collect? 

§ We collect personal data about you and your child to provide care and learning that is tailored to meet your 

child’s individual needs. We also collect information in order to verify your eligibility for free childcare as 

applicable. 
§ Personal details that we collect about your child include: 

- your child’s name, date of birth, address, health and medical needs, development needs, any special 
educational needs, additional focussed intervention provided by the setting e.g. support for behaviour, 

language or development that needs an Action Plan, records of any meetings held, and any welfare 

and safeguarding concerns: correspondence and reports: all letters and emails to and from other 

agencies and confidential reports from other agencies 

§ Where applicable we will obtain details of your child’s social worker, child protection plans from social care 

and health care plans from health professionals and other health agencies.  

§ We will also ask for information about who has parental responsibility for your child and any court orders 

pertaining to your child. 

§ Personal details that we collect about you include: 

- your name, home and work address, phone numbers, email address emergency contact details, and 

family details  
§ This information will be collected from you directly on the registration form. 
§ If you apply for up to 30 hours free childcare, we will also collect: 

- your national insurance number or unique taxpayer reference (UTR), if you’re self-employed. We may 

also collect information regarding benefits and family credits that you are in receipt of. Please note that 

if this information is not provided then we cannot claim funding for your child.  
§ We may collect this information in a variety of ways. For example, data will be collected from you directly in 

the registration form; from identity documents; from correspondence with you; or from health and other 

professionals. 

 
Why we collect this information and the legal basis for handling your data 

§ We use personal data about you and your child in order to provide childcare services and fulfil the 

contractual arrangement you have entered into. This includes using your data to: 

- contact you in case of an emergency 

- to support your child’s wellbeing and development 

- to manage any special educational, health or medical needs of your child whilst at our setting 

- to carry out regular assessment of your child’s progress and to identify any areas of concern 

- to maintain contact with you about your child’s progress, and respond to any questions you may have 

- to process your claim for up to 30 hours free childcare (only where applicable) 



- to keep you updated about information which forms part of your contract with us 

- to keep you updated with information about our service changes or issues 

- to send you our weekly email newsletter, if you have subscribed to it 
§ With your consent, we will also record your child’s activities for their individual learning record. This may 

include photographs and videos. You will have the opportunity to withdraw your consent at any time, for 

images taken by confirming so in writing. 

§ We have a legal obligation to process safeguarding related data about your child should we have concerns 

about their welfare. We also have a legal obligation to transfer records and certain information about your 

child to the school that your child will be attending (see Transfer of Records policy). 

 
Who we share your data with 

§ In order for us to deliver childcare services we will also share your data as required with the following 

categories of recipients: 

- Ofsted – during an inspection or following a complaint about [my/our] service 

- banking services to process chip and pin and/or direct debit payments (as applicable) 

- the Local Authority (where you claim up to 30 hours free childcare as applicable) 

- the government’s eligibility checker (as above) 

- our insurance underwriter (if applicable) 

- the school that your child will be attending 
§ We will also share your data if: 

- we are legally required to do so, for example, by law, by a court or the Charity Commission; 

- to enforce or apply the terms and conditions of your contract with us; 

- to protect your child and other children; for example by sharing information with medical services, 

social care or the police; 

- it is necessary to protect our rights, property or safety or to protect the rights, property or safety of 
others 

§ We will never share your data with any other organisation to use for their own purposes  

 

How do we protect your data? 

§ We take the security of your personal data seriously. We have internal policies and strict controls in place 

to try to ensure that your data is not lost, accidentally destroyed, misused or disclosed and to prevent 

unauthorised access.  
§ Where we engage third parties to process personal data on our behalf, they are under a duty of 

confidentiality and are obliged to implement appropriate technical and organisational measures to ensure 

the security of data. 

 

Where do we store your data? 

All data is locked away, and only accessible by key holders of our setting. Information is only accessed when 

needed. All electronically stored data is password protected.  

 



How long do we retain your data? 

§ We retain you and your child’s personal data for up to 3 years after your child no longer uses our setting, or 

until our next Ofsted inspection after your child leaves our setting. Medication records and accident records 

are kept for longer according to legal requirements. Your child’s learning and development records are 

maintained by us and handed to you when your child leaves, or deleted on Tapestry within four weeks of 

your child leaving the setting. 
§ In some instances (child protection, or other support service referrals) we are obliged to keep your data for 

longer if it is necessary to comply with legal requirements (see our Children’s and Provider Records 

policies). We will only keep you data for as long as is necessary to fulfil the purposes it was collected for 

and in line with data protection laws.  

 

Automated decision-making  

§ We do not make any decisions about your child based solely on automated decision-making. 

 
Your rights with respect to your data 

§ You have the right to: 

- request access, amend or correct your/your child’s personal data 

- request that we delete or stop processing your/your child’s personal data, for example where the data 

is no longer necessary for the purposes of processing or where you wish to withdraw consent; and 

- request that we transfer your, and your child’s personal data to another person 
§ If you wish to exercise any of these rights at any time or if you have any questions, comments or concerns 

about this privacy notice, or how we handle your data please contact us. If you have continue to have 

concerns about the way your data is handled and remain dissatisfied after raising your concern with us, 

you have the right to complain to the Information Commissioner Office (ICO). The ICO can be contacted at 

Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF or 

ico.org.uk/ 

 

General safeguarding recording principles 

§ It is vital that all relevant interactions linked to safeguarding children’s and individual’s welfare are 

accurately recorded. 
§ All recordings should be made as soon as possible after the event. 
§ Recording should be to a good standard and clear enough to enable someone other than the person who 

wrote it, to fully understand what is being described. 
§ Recording can potentially be viewed by a parent/carer or Ofsted inspector, by the successors of the 

practitioners who record, and may be used in a family Court as relevant evidence to decide whether a child 

should remain with their biological parents, or be removed to live somewhere else. Recording needs to be 

fair and accurate, non-judgemental in tone, descriptive, relevant, and should clearly show what action has 

been taken to safeguard a child, and reflect decision-making relating to safeguarding. 
§ Recording should be complete, it should show what the outcome has been, what happened to referrals, 

why decisions were made to share or not share information, and it should contain summaries and minutes 

of relevant multi-agency meetings and multi-agency communication. 



§ If injuries or other safeguarding concerns are being described the description must be clear and accurate 

and should give specific details of the injury observed and where it is located. 

 

The principles of GDPR and effective safeguarding recording practice are upheld 

§ Recording is factual and non-judgemental. 
§ The procedure for retaining and archiving personal data and the retention schedule and subsequent 

destruction of data is adhered to. 

§ Parents/carers and children where appropriate are made aware of what will be recorded and in what 

circumstances information is shared, prior to their child starting at the setting. Parents/carers are issued 

with Privacy notice and data protection policy and give signed, informed consent to recording and 

information sharing prior to their child attending the setting. If a parent/carer would not expect their 

information to be shared in any given situation, normally, they should be asked for consent prior to sharing. 
§  There are circumstances where information is shared without consent to safeguard children. These are 

detailed below, but in summary, information can be shared without consent if a practitioner is unable to 

gain consent, cannot reasonably be expected to gain consent, or gaining consent places a child at risk.  
§ Records can be accessed by and information may be shared with local authority professionals. If there are 

significant safeguarding or welfare concerns, information may also be shared with a family proceedings 

Court or the police. Practitioners are aware of information sharing processes and all families should give 

informed consent to the way the setting will use, store and share information. 
§ Recording should be completed as soon as possible and within 5 working days as a maximum for 

safeguarding recording timescales.  
§ If a child attends more than one setting, a two-way flow of information is established between the 

parents/carers, and other providers. Where appropriate, comments from others (as above) are 

incorporated into the child’s records. 

 
Changes to this notice 

§ We keep this notice under regular review. You will be notified of any changes where appropriate. 

 

Legal framework 
§ General Data Protection Regulations (GDPR) (2018) 

 

This policy was adopted at a meeting of Great Tey Pre-School (name of provider) 

Held on September 2021 (date) 

Date to be reviewed September 2022 (date) 

Signed on behalf of the provider  
Name of signatory H. Barron 
Role of signatory (e.g. chair, director or owner) Chair 
 

 


