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MALDWYN NURSERY & FAMILY CENTRE
Park Lane  *  Newtown  *  Powys  *  SY16 1DE  *  Tel 01686622191
E-mail: maldwyn_nursery@outlook.com 	CIW No: WO 200 000 24/6
General Data Protection Regulations (GDPR) Policy
The Data Protection Act 2018 (DPA) brought in the EU’s General Data Protection Regulation (GDPR) to protect your personal data and came into effect on 25th May 2018 replacing the Data Protection Act 1998. It gives individuals greater control over their own personal data.
 As a nursery it is necessary for us to collect personal information about the children who attend as well as staff and parents/carers. 
Maldwyn Nursery and Family centre is registered with the Information Commissions Office, ICO, under registration reference: ZA280637 and has been registered since 28th September 2017. 
GDPR Principle
GDPR condenses the Data Protection Principles into 8 areas, which are referred to as the Privacy Principles. They are: 
1. You must have lawful reason for collecting personal data and must do it in a fair and transparent way. 
2. You must only use data for the reason it is initially obtained. 
3. You must not collect any more data than is necessary.
4. It must be accurate and there must be mechanisms in place to keep it up to date. 
5. You cannot keep it any longer than needed. 
6. You must protect the personal data. 
7. You must have appropriate measures against unauthorised or unlawful processing or personal data and against accidental loss or destruction/damage to personal data. 
8. Personal Data shall not be transferred to any outside agency or country within the EY that does not comply with the new General data protection regulations. 
The GDPR provides the following rights to the individual
· The right to be informed
· The right to access
· The right to rectification
· The right to erase
· The right to restrict processing.
· The right to data portability.
· The right to object
· Rights in relation to automated decision-making and profiling. 
Categories of children’s information that we collect, hold and share include:
· Personal Information (Such as name, address, date of birth)
· Characteristics (Ethnicity, language, nationality flying start eligibility)
· Attendance information
· Observations and Assessment information and tracking of progress
· Medical information
· Information on Additional Learning Needs
· Referrals to other relevant services
· Safeguarding information
We also collect, hold and share some information on the children’s parents/guardians:
· Personal information (Name, address, contact numbers and emails)
Why we collect and use this information
Support the learning and development of the child, to enable staff to plan suitable activities to extend their knowledge and skills ensure that all children are safe within our setting.
Monitor and report on their progress, Provide appropriate behavioural and emotional support as required and assess the quality of our services as a childcare provider. 
Comply with the law regarding data sharing (GDPR) 
Collecting children’s information
While the majority of children’s information you provide to us is mandatory, some of it is provided to us on a voluntary basis. In order to comply with GDPR, we will inform you if you are required to provide certain information to us or if you have a choice in this. 
Storing children’s data
We are required to hold children’s data for a reasonable period of time after children have left the provision as a requirement. The limitation Act 1980 recommends that we retain data until the child reaches the age of 21 or until the child reaches the age of 24 for child protection records. Please see appendix 1 for more information. 
Any data stored will be done so securely and only accessed by staff who have the authority to do so. 
Who we share children’s information with:
We routinely share children’s information with:
· Schools that your child will be attending after leaving the provision and other local childcare providers where the child is engaging. 
· Local Authority
· ALNCO co-ordinators
· NHS services (such as health visitors and speech and language therapists)
Requesting access to your personal data:
Under data protection legislation, parents and children have the right to request access to information about them that we hold. To make a request for your personal information or be given access to your child’s early years record, contact Mr Ian Hancocks who is our data protection officer. 
Consent needed to share information
Maldwyn Nursery and Family Centre will always look to work with the individual from the onset and seek consent and be open and honest with the individual as to why, what, how and with whom, their information will be shared. 
There however may be circumstances where it is not appropriate to seek consent, either because the individual cannot give consent, it is not reasonable to obtain consent, or because to gain consent would put a child or young person’s safety or well-being at risk. 
With support from the Wales Safeguarding procedures, Maldwyn Nursery reserves the right to pass on information relating to child protection concerns without gaining prior consent depending on the situation such as if the possibility the child would be put further at risk, if a carer of family member is identified as an alleged abuser. 
When a decision to share information without consent is made, a record of what has been shared should be kept. 
You also have the right to:
Object to processing of personal data that is likely to cause or is causing damage or distress prevent processing for the purpose of direct marketing in certain circumstances, have in accurate personal data rectified, blocked, erased, or destroyed. 
If you have a concern about the way we are collecting or using your personal data, we request that you raise your concern with us in the first instance. Alternatively, you can contact the ICO. 
The ICO can be contacted at 0303 123 1113
The policy has been adopted by Maldwyn Nursery and Family Centre February 2022. 
Ian Hancocks
Nursery Manager
Reviewed May 2024 Ian Hancocks
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Health and safety

Staff accident records (for 3 years after the date the record | Requirement Social Security (Claims and Payments) Regulations
organisations with 10 or more was made (there are separate 1979
employees) ules for the recording of
‘accidents involving hazardous
substances)
Records of any reportable death, | 3 years after the date the record | Requirement ‘The Reporting of Injuries, Diseases and Dangerous
injury, disease or dangerous was made Occurrences Regulations 1995 (RIDDOR) (as
occurrence amended)
Accident/medical records as 40 years from the date of the | Requirement ‘The Control of Substances Hazardous to Health
specified by the Control of last entry Regulations 2002 (COSHH)
Substances Hazardous to Health
Regulations (COSHH)
Assessments under Healthand | Permanently Recommendation Chartered Institute of Personnel and Development
‘Safety Regulations and records of
consultations with safety
representatives and committees
Financial records Retention period Status Authority
Accounting records 3 years from the end of the Requirement Companies Act 2006

financial year for private
companies, 6 years for public.

Timited companies

2 Lunch covers.
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DBS check 6 months Recommendation DBS Code of Practice
‘The following basic information should be retained after
the certificate is destroyed: the date of issue; the name
of the subject; the type of disclosure; the position for
‘which the disclosure was requested; the unique
reference number; and the details of the recruitment
decision taken

Pay

Wagelsalary records (including | 6 years. Requirement ‘Taxes Management Act 1970

overtime, bonuses and expenses)

Statutory Matemity Pay (SMP) | 3 years after the end of the tax | Requirement ‘The Statutory Maternity Pay (General) Regulations.

records Year to which they relate 1986

Statutory Sick Pay (SSP) records | 3 years after the end of the tax | Requirement ‘The Statutory Sick Pay (General) Regulations 1982

Year to which they relate

Income tax and National Atleast 3 years after the end of | Requirement ‘The Income Tax (Employments) Regulations 1993 (as.

Insurance retums/records the tax year to which they relate amended)

Redundancy details, calculations | 6 years afer employment ends | Recommendation Chartered Institute of Personnel and Development

of payments, refunds, nofification

o the Secretary of State

Health and safety

Staff accident records (for 3years after the date the record_ | Requirement Social Security (Claims and Payments) Regulations

organisations with 10 o more was made (there are separate 1979
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Children’s records Retention period Status Authority
Children's records - including A reasonable period of time after | Requirement Statutory Framework for the Early Years Foundation
registers, medication record books | children have left the provision Stage (given legal force by Childcare Act 2006)
and accident record books (e.g. unti after the next Ofsted
pertaining to the children inspection)
Until the child reaches the age of | Recommendation Limitation Act 1980
21 - or until the child reaches the
age of 24 forchild protection Normal limitation rules (which mean that an individual
B can claim for negligently caused personal injury up to 3
years after, or deliberately caused personal injury up to
6 years after the event) are postponed unti a child
reaches 18 years of age
Records of any reportable death, | 3 years after the date the record | Requirement The Reporting of Injuries, Diseases and Dangerous
injury, disease or dangerous was made Occurrences Regulations 1995 (RIDDOR) (as
occurrence amended)
Personnel records Retention period Status Authority
Personnel files and training 6 years after employment Recommendation Chartered Institute of Personnel and Development
records (including disciplinary | ceases
records and working time records)
DBS check 6 months Recommendation DBS Code of Practice
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‘Gompanies, 6 years for public
Timited companies
6 years for charities Requirement Charities Act 2011
Administration records Retention period Status Authority
Employers' liabilty insurance For as long as possible Recommendation Health and Safety Executive
records.
Minutes/minute books 10 years from the date of the | Requirement Companies Act 2006
meeting for companies
6 years from the date of the Requirement ‘The Charitable Incorporated Organisations (General)
meeting for Charitable Regulations 2012
Incorporated Organisations
Permanently Recommendation Chartered Institute of Personnel and Development
Useful publications
More detailed information on retention of financial records is provided in Financial Management (Ref: A119) Pre-school Learning Alliance, which can be
ordered from www.pre-school.org.uk/shop.
‘The Pre-school Learning Alliance is the largest and most representative early years membership organisation in England. An educational charity, the Alliance
represents the interests of over 14,000 member settings who deliver care and learning to over 800,000 families every year. We offer information and advice,
produce specialist publications, run acclaimed training and accreditation schemes and campaign to influence early years policy and practice.
T.02076972595  E.info@pre-schoolorg.uk  W. www.pre-school.org.uk





