
 

Page 1 of 4 
 

Brookside Pre-school General Data Protection     

Regulation (GDPR) Policy 

 

Author: Michelle Bingham  

Date Issue: April 2018 

Review date: April 2019 

 

1.1 What is General Data Protection Regulation (GDPR)   

The General Data Protection Regulation (GDPR) is a new EU law that comes into effect on 25 
May 2018. It will replace the current Data Protection Act 1998 and the changes will remain in place 
even after the UK leaves the EU in 2019. 

GDPR condenses the Data Protection Principles into six areas, which are referred to as the 
Privacy Principles. They are: 

1. You must have a lawful reason for collecting personal data and must do it in a fair and 
transparent way. 

2. You must only use the data for the reason it is initially obtained. 
3. You must not collect any more data than is necessary. 
4. It has to 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. 

 

These privacy principles are supported by a further principle – accountability. This means that 
Brookside Pre-school have an obligation to handle personal data in compliance with GDPR and 
have sufficient measures in place to demonstrate how compliance is achieved.   

All Brookside Pre-school staff members, committee members and volunteers who process or use 
any Personal Information must ensure that they follow these principles at all times.  

 

1.2 What is meant by Personal Information? 

 

Personal Information is defined as any information relating to an identified or identifiable person.  

At Brookside Pre-school this relates to employees, committee members, volunteers, attending 

children and their families, professional visitors; and some members of the public e.g. job 

applicants. We need to ensure that the information gained from each individual is kept securely 

and to the appropriate level of confidentiality. 
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The personal information collected from individuals may include: 

• Their name 

• Address 

• Email address 

• Telephone numbers-including those of emergency contacts 

• Date of birth 

• National Insurance number 

• DBS numbers 

• Photographs  

• Observations of children’s progress (learning journals) 

• Children’s reports, preschool or from outside professionals. 
 

Sensitive Personal Data is personal information that could result in illegal discrimination against an 

individual or pose a serious risk to an individual, such as financial loss or identity theft. Therefore, 

its handling is subject to certain conditions or requirements.  Sensitive data in which we are likely 

to hold are: 

• Physical or mental health details 

• Records of involvement with Social Services 

• Racial or ethnic origin 

• Religious or other beliefs 

• Details of social or economic situation 

• Any proceedings for any offence committed or alleged to have been committed by him 
 

 

1.3 An Individuals Rights over information held about themselves 

 

All employees, committee members, volunteers, parents, visitors, and other members of the public 

have the right to:  

• know what information Brookside Pre-school holds and processes about them and why; 

• know how to gain access to it;  

• know how to keep it up to date; 

• know what Brookside Pre-school is doing to comply with its obligations under GDPR.   
 

 

1.4 Processing of Personal Information  

  

All staff and volunteers who process or use any Personal Information are responsible for ensuring 

that:  
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• Any Personal Information which they hold is kept securely in locked filling cabinets and 
cupboards. Where information is computerised, it must be password protected. 

• Personal Information is not disclosed either orally or in writing or otherwise to any 
unauthorised third party. Staff and volunteers should note that unauthorised disclosure will 
usually be a disciplinary matter and may be considered gross misconduct in some cases.  

• All staff are responsible for checking that any information that they provide in connection 
with their employment is accurate and up to date. Staff have the right to access any 
personal data that is being kept about them, either on computer or in manual filing 
systems.  

• Staff should be aware of and follow this policy and seek further guidance where necessary 

• The Pre-school Manager – Michelle Bingham takes responsibility for ensuring that the Pre-
school is committed to complying with GDPR. Staff members should report and issues 
regarding GDPR such as complaints regarding Data protection or any suspicions of Data 
breach to Michelle Bingham. (please see section 1.7 for more information). 
 

 

1.5 Collecting Information  

 
Whenever information is collected about people, they should be informed why the information is 

being collected, who will be able to access it and to what purposes it will be put. The individual 

concerned must agree that he or she understands and gives permission for the declared 

processing to take place, or it must be necessary for the legitimate business of the Pre-school. 

 

1.6 Safe Storage and disposal of personal and sensitive Data  

 

• Sensitive material is kept in locked filling cabinets, locked cupboards or password protected 
if held on a computer or electronic device.   

• Personal and sensitive data must be shredded as soon as it is no longer needed. (Please 
see our ‘Data Retention Policy’ for information on how long documents need to be retained 
for).  

• Staff members, committee members and volunteers must not share passwords which allow 
access to children’s personal information or records for example; Tapestry Passwords.  

• Once photographs are uploaded to Tapestry they must be erased from tablets/iPad. 

• Care should be taken to delete information from the tablets or the computer hard drive if 
they are to be sold or disposed of. 

• All old emails, text messages, photographs and documents which are no longer of use are 
deleted in an appropriate time scale in line with our ‘Data Retention Policy’. 

• Pre-school tablets/iPad and mobile phone are password protected. 
 

1.7 Making a Complaint 

What should I do if I believe that there has been a data breech, or I feel that my data has not been 

processed appropriately? 
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As with all complaints we would always encourage firstly that you raise your concerns with the Pre-

school Manager.  If you would like to report your concerns to the Information Commissioners Office 

(ICO) or Ofsted the details are as follows: 

Information Commissioners Office (ICO) - https://ico.org.uk/for-organisations/report-a-breach/ 

Ofsted – email: enquiries@ofsted.gov.uk Contact tel: 03001231231 Address: Piccadilly Gate, Store 

Street, Manchester, M1 2WD 

References and further information 

Corner-1 (2018) Article about GDPR and the Early Years https://app.croneri.co.uk/feature-

articles/what-general-data-protection-regulation-means-early-years-providers 

ICO Website- https://ico.org.uk/ 
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