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Magdalene Preschool
General Data Protection Regulation (GDPR) – Privacy Notice
Magdalene Preschool is registered with the Information Commissioner’s Office (ICO) and complies with the requirements of the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and the Statutory Framework for the Early Years Foundation Stage (EYFS).
This privacy notice explains how we collect, use, store, and share personal information relating to children and their families.
Information We Collect
The Department for Education requires early years providers to collect specific information in order to claim Early Years funding. This includes:
• Child’s full name
• Gender
• Date of birth
• Ethnicity
• First language
• Home address
This information is classed as personal data.
For additional funding claims (such as 30 hours funding or Early Years Pupil Premium), further information may be required, including:
• Parent/carer National Insurance number
• Parent/carer date of birth
• Eligibility codes issued by HMRC or the local authority
How We Use This Information
• Personal data is collected solely to assess eligibility and claim early years funding
• Data is stored securely and only retained for as long as the child attends the preschool, or as required by law
• Information is shared only with the Local Authority and relevant government agencies for funding purposes
If the required information is not provided, we may be unable to claim funding for your child.
Safeguarding and Legal Obligations
In safeguarding situations, we may be required to share information with external agencies such as Social Care, the Police, or Ofsted. This is done lawfully and in line with our Safeguarding and Child Protection Policy.
Data Security
• Access to electronic records is limited to the Manager, Deputy Manager, Designated Safeguarding Lead (DSL), and Lead SENCO
• Sensitive information is password protected
• All staff complete GDPR training as part of their induction and ongoing professional development
• Paper records are stored securely in locked cabinets
Your Rights
Under UK GDPR, parents/carers have the right to:
• Access the personal data we hold
• Request corrections to inaccurate data
• Request deletion where appropriate
• Raise concerns about data handling
Concerns about data protection can be raised directly with Magdalene Preschool or with the Information Commissioner’s Office (ICO).

Cross-reference
This notice should be read alongside the following policies:
• Safeguarding & Child Protection Policy
• Confidentiality Policy
• Tapestry / Online Safety Policy
• Records Retention Policy
Appendix: Data Retention Table
	Type of Record
	What It Includes
	Retention Period
	Reason / Legal Basis

	Child Registration Records
	Personal details, contact information, consent forms
	Until child leaves setting + 1 year
	EYFS requirements / funding audit

	Early Years Funding Records
	Headcount data, eligibility codes, NI numbers, DOB of parents
	6 years after claim
	Local Authority / HMRC audit

	Learning Journals (Tapestry / Paper)
	Observations, assessments, photos
	Until child leaves setting (parents may download copies)
	EYFS educational record

	Accident & Incident Records
	Accident forms, incident logs
	Until child reaches 21 years
	Insurance / legal protection

	Safeguarding Records
	Child protection concerns, referrals, reports
	Until child reaches 25 years
	Safeguarding legislation

	Medical & Allergy Records
	Care plans, medication forms, allergy action plans
	Until child leaves setting + 1 year
	Health & safety

	SEND Records
	Support plans, professional reports, correspondence
	Until child leaves setting + 3 years
	SEND Code of Practice

	Attendance Registers
	Daily registers, arrival/departure records
	3 years
	EYFS / safeguarding

	Visitor & Door Registers
	Visitor logs, contractor sign-in
	1 year
	Safeguarding

	Staff Personnel Files
	Contracts, qualifications, supervision notes
	6 years after employment ends
	Employment law

	Staff DBS Records
	DBS reference number and date (not certificate copy)
	6 months after employment ends
	Safer recruitment

	Complaints Records
	Complaints and outcomes
	3 years
	EYFS requirement

	Whistleblowing Records
	Reports and investigation outcomes
	6 years
	Legal protection

	Training Records
	Certificates, CPD logs
	Duration of employment + 3 years
	EYFS / Ofsted

	Emails Containing Personal Data
	Relevant correspondence
	In line with record type
	GDPR data minimisation



Data Disposal
• All paper records are securely shredded
• Electronic records are permanently deleted
• Tapestry accounts are deactivated and deleted annually for leavers
• Disposal is recorded where appropriate
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