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Durley House Nursery and Learning is committed to protecting the personal data of children, parents, carers, staff, and visitors. We collect, store, and process personal information in compliance with UK data protection law to ensure privacy, security, and the rights of individuals.
This policy outlines how we handle personal data in accordance with the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).
Legal and Statutory Framework
This policy is based on the following legislation and guidance:
· UK General Data Protection Regulation (UK GDPR) – governs the collection, storage, and use of personal data.
· Data Protection Act 2018 – sets out data protection principles, rights, and enforcement.
· Human Rights Act 1998 (Article 8) – right to respect for private and family life.
· Working Together to Safeguard Children (2018, updated 2023) – guidance on information sharing for safeguarding purposes.
· Statutory Framework for the Early Years Foundation Stage (EYFS 2024) – requires secure record-keeping.
Data Protection Principles
Durley House Nursery and Learning follow the seven key principles of UK GDPR. Personal data will be:
1. Lawful, fair, and transparent – collected and processed for valid purposes.
2. Limited to purpose – only used for specific nursery-related reasons.
3. Data minimisation – only relevant and necessary information will be collected.
4. Accurate – kept up to date and corrected when necessary.
5. Storage limitation – retained only as long as necessary (in line with retention schedules).
6. Integrity and confidentiality – kept secure and protected from unauthorised access.
7. Accountability – we are responsible for demonstrating compliance.
Roles and Responsibilities
· All Staff: Must follow this policy and complete data protection training.
· Parents and Carers: Will be informed about how their data and their child’s data is collected and used.
Types of Data We Collect
· Child Information: name, date of birth, address, health and medical details, dietary needs, safeguarding information, photographs (where consent is given).
· Parent/Carer Information: names, contact details, emergency contacts, legal responsibility, financial details for invoicing.
· Staff Information: employment records, qualifications, DBS checks, payroll details.
Lawful Basis for Processing Data
We process data under the following lawful bases (Article 6, UK GDPR):
· Legal obligation – compliance with childcare, safeguarding, and employment law.
· Contract – fulfilling agreements with parents (childcare provision).
· Consent – for optional activities (e.g. use of photographs for displays or promotional materials).
· Vital interests – to protect children in medical or safeguarding emergencies.
· Public task – where required to carry out duties in the public interest.


Information Sharing
· We may share data with local authorities, health professionals, Ofsted, and safeguarding agencies where legally required.
· Information will only be shared on a need-to-know basis in line with safeguarding guidance.
· Parents will be informed before data is shared, unless this would place a child at risk.
Data Security
· Paper records are kept in locked storage.
· Digital data is stored securely with password protection and restricted access.
· Staff are trained in confidentiality and safe data handling.
· Personal data is never disclosed to unauthorised individuals.
Data Retention
· Records will be kept only for as long as necessary in line with legal requirements (e.g., accident records kept for 21 years and 3 months; safeguarding records kept until the child is 25).
· At the end of the retention period, data will be securely destroyed or anonymised.
Rights of Individuals
Parents, carers, staff, and (where appropriate) children have the following rights under UK GDPR:
· Right to access personal data.
· Right to request correction of inaccurate data.
· Right to request erasure (where legally applicable).
· Right to restrict or object to processing.
· Right to data portability.
Requests should be made in writing to the Nursery Manager. We will respond within one month.

Breaches of Data Protection
· Any data breach must be reported immediately to the Manager and/or Director of Durley House.
· Serious breaches will be reported to the Information Commissioner’s Office (ICO) within 72 hours in compliance with legal requirements.
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