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Aim 
The aim of this policy is to ensure that parents understand their right to see information held about 
their child, and to ensure that parents understand what information is kept and who may have 
access to it. Records are kept securely but are accessible to the appropriate persons. All record 
keeping meets the legal requirements and responsibilities under the General Data Protection 
Regulation 2018 (GDPR) and the Human Rights Act 1998.  
 
General information regarding the GDPR can be found via the Independent Commissioner website at 
www.ICO.gov.uk.  
 
Data Protection Principles 
Article 5 of the GDPR requires that personal data shall be: 

a. processed lawfully, fairly and in a transparent manner in relation to individuals; 
b. collected for specified, explicit and legitimate purposes and not further processed in a 

manner that is incompatible with those purposes; further processing for archiving purposes 
in the public interest, scientific or historical research purposes or statistical purposes shall 
not be considered to be incompatible with the initial purposes; 

c. adequate, relevant and limited to what is 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 purposes 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; personal data may be stored for 
longer periods insofar as the personal data will be processed solely for archiving purposes in 
the public interest, scientific or historical research purposes or statistical purposes subject to 
implementation of the appropriate technical and organisational measures required by the 
GDPR in order to safeguard the rights and freedoms of individuals; and 

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. 

How Overton Preschool Playgroup upholds these principles 

 This policy applies to all personal data processed at Overton Preschool Playgroup, as 
described in further detail below. 

 The Responsible Person shall take responsibility for Overton Preschool Playgroup’s ongoing 
compliance with this policy.  

 This policy shall be reviewed at least annually.  

 Overton Preschool Playgroup shall register with the Information Commissioner’s Office as an 
organisation that processes personal data.  

 To ensure its processing of data is lawful, fair and transparent, Overton Preschool Playgroup 
shall maintain a Personal Data Inventory. This is a list of all systems or contexts in which 
personal data is processed. The Personal Data Inventory shall be reviewed annually as part 
of an annual data audit.  

 Individuals have the right to access their personal data and any such requests made to 
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Overton Preschool Playgroup shall be dealt with in a timely manner.  

 Overton Preschool Playgroup shall ensure that personal data are adequate, relevant and 
limited to what is necessary in relation to the purposes for which they are processed.  

 Overton Preschool Playgroup shall take reasonable steps to ensure personal data is accurate, 
by undertaking an annual review with parents. 

 To ensure that personal data is kept for no longer than necessary, Overton Preschool 
Playgroup has an annual data audit. This will be carried out by the person responsible for 
Data Protection.  

 
 

Description of processing at Overton Preschool Playgroup 
The following is a broad description of the way Overton Preschool Playgroup processes personal 
information. To understand how your own personal information is processed you may need to refer 
to any personal communications you have received, check any privacy notices the organisation has 
provided or contact the organisation to ask about your personal circumstances. 
 
Reasons/purposes for processing information 
We process personal information to enable us to provide childcare, encourage and supervise 
educational play, to advertise our services, to maintain our own accounts and records and to support 
and manage our staff. 
 
Type/classes of information processed 
We process information relevant to the above reasons/purposes. This may include: 

 personal details 

 family details 

 GP contact details 

 lifestyle and social circumstances 

 digital images of the child’s progress 

 financial details 

 education and employment details 

 goods or services provided 
 
We also process sensitive classes of information that may include: 

 physical or mental health details 

 racial or ethnic origin 

 religious or other beliefs 

 trade union membership 
 
Who the information is processed about 
We process personal information about: 

 our employees 

 the children in our care 

 advisers, complainants, enquirers 

 suppliers 
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Who the information may be shared with 
We sometimes need to share the personal information we process with the individual themselves 
and also with other organisations. Where this is necessary we are required to comply with all 
aspects of the GDPR . What follows is a description of the types of organisations we may need to 
share some of the personal information we process with for one or more reasons. 
 
Where necessary or required we share information with: 

 family, associates and representatives of the person whose personal data we are processing 

 healthcare, social and welfare advisers or practitioners 

 business associates 

 financial organisations and professional advisers 

 credit reference agencies, debt collection and tracing agencies 

 education, educators and examining bodies 

 current, past or prospective employers 

 employment and recruitment agencies 

 schools 

 local and central government 

 persons making an enquiry or complaint 

 suppliers 

 service providers 
 
Transferring information overseas 
We do not transfer any personal information outside the European Economic Area (EEA). 
 
Subject Access requests 
Individuals making a request in writing are entitled to be: 

 told whether any personal data is being processed 

 given a description of the personal data, the reasons it is being processed, and whether it will be 
given to any other organisations or people 

 given a copy of the information comprising the data; and given details of the source of the data 
(where this is available) 

 
An individual is entitled only to their own personal data, and not to information relating to other 
people (unless they are acting on behalf of that person). 
 
 

Security of data 

 Overton Preschool Playgroup shall ensure that personal data is stored securely using 
modern software that is kept-up-to-date, and hard copies are kept physically secure.  

 Access to personal data shall be limited to personnel who need access and appropriate 
security should be in place to avoid unauthorised sharing of information.  

 When personal data is deleted this should be done safely such that the data is irrecoverable.  
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If there is a Data Breach 
In the event of a breach of security leading to the accidental or unlawful destruction, loss, alteration, 
unauthorised disclosure of, or access to, personal data, Overton Preschool Playgroup shall promptly 
assess the risk to people’s rights and freedoms and if appropriate report this breach to the ICO 
(more information on the ICO website).  
 

 Lawful purposes 

 All data processed by Overton Preschool Playgroup must be done on one of the following 
lawful bases: consent, contract, legal obligation, vital interests, public task or legitimate 
interests (see ICO guidance for more information).  

 Overton Preschool Playgroup shall note the appropriate lawful basis in the Personal Data 
Inventory. 

 Where consent is relied upon as a lawful basis for processing data, evidence of opt-in 
consent shall be kept with the personal data.  

 Where communications are sent to individuals based on their consent, the option for the 
individual to revoke their consent should be clearly available and systems should be in place 
to ensure such revocation is reflected accurately in Overton Preschool Playgroup’s systems.   

 
Data Audit 
The following details will be reviewed and the answers recorded: 

 What data is held, where? Does this comply with this policy? 

 How is it stored? Is this secure? How do we ensure it is kept private?  

 Who do we share the data with? 

 What do we use the data for? What is the lawful basis? 

 Do we still need this data? 
There will also be a review of privacy notices on any correspondence and any expired data will 
be deleted. 

 
 
 

https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/personal-data-breaches/
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/lawful-basis-for-processing/

