
Hillside Pre-School and Early Learning Group 
Policies and Procedures

Data Protection Policy
 
The Act applies to all forms of recorded personal information being held about living
individuals, in accordance with the Data Protection Act 1998. 

The  childcare  provision  will  abide  by  the  rules  for  processing  personal  information.
These rules are known as the 8 data protection principles. All personal information will
be 

• Lawfully and fairly processed 

• Only processed for the purpose in which it was intended. 

• Adequate, relevant and not excessive 

• Accurate 

• Not kept for longer than three years after the child has left the setting 

• Processed in line with individual rights 

• Secure 

• Not transferred to countries without adequate data protection 

The childcare provision will keep all information relating to each child secure and in a
locked filing cabinet. Children’s details will be returned to the parents or shredded when
no longer  required. All  information,  which identifies  the child  including hand written
notes, will be kept securely.
 
Parents have the rights to see their own child’s records on request. Personal information
will not be disclosed except where it may put the child’s safety or well being at risk, for
example:- 

• To  enable  Social  Care  and  Health  or  the  police  to  investigate  if  a  child  is
considered at risk. 

• by order of a court order 

• In  connection  with  legal  proceedings  or  where  obliged  by  law  to  provide
information to a third party. 

• To prevent harm. Information regarding a child’s illness or allergy will be passed
on to all  staff. Details of illness or  allergies are displayed, to remind staff,  in
secure areas only accessed by staff members. 

All staff adhere to the confidentiality policy. Confidential information given by parents
will only be passed onto members of staff who need to know.
 
There  may  be  times  when  particular  children  need  additional  support  from  other
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professionals for example, Speech Therapist or Health Visitor. Parental consent will be
required before we pass on this information. 

We will adopt a common sense rule with regard to photographs

• Photographs will be displayed but names of the children will not accompany the
photograph. 

• All parents should be aware that photographs will be taken at social events. 

• If  we wish to use a photograph on our  website  or  in a newspaper,  parent’s
permission will be sought. Parents are also advised to speak to staff if they have
concerns re photographs in our letter to them when their child starts Pre-school. 

Links to The Early Years Foundation Stage 
A Unique Child 1.3 Keeping Safe
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