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Policy Statement
The UK General Data Protection Regulation (GDPR 2018) and the Data Protection Act (2018) require us to be clear and transparent about the data we hold, how long we keep it, and when it is destroyed. This law supports settings in being open with families about personal data, ensuring that information is only kept when necessary, accurate, and relevant.
As a setting we:
· Minimise the personal data we collect and keep.
· Regularly review data to ensure it is accurate and up to date.
· Hold and store data securely (password-protected systems for digital data and locked cupboards for paper files).
· Register with the Information Commissioner’s Office (ICO), in line with legal requirements.
· Follow HCC and EYFS 2025 retention guidance for safeguarding, financial, and administrative records.
If our setting ceases to operate, digital records will either be:
· Printed off and stored securely, or
· Retained digitally with continued ICO registration and data protection compliance.

Retention Schedule
Data kept until the child reaches 21 years and 3 months:
· Serious accident/injury/illness and incident forms.
· Records of complaints (including actions taken).
· Safeguarding/welfare concerns about a child.
· Physical intervention records.
· Emails, texts, or letters relating to serious allegations.
· Diaries/logs if relating to safeguarding issues.
Data kept for 5 years:
· Accounts and financial records.
· Policies and procedures (including historic versions).
· Visitor logs.
· Insurance documentation.
· Medication administration records.
· Attendance registers.
· Signed permission/consent forms.
Data kept for 3 years:
· Records of informing Ofsted of changes.
· Local authority funding documentation.
· Local safeguarding record forms (non-serious/general concerns).
Data returned to parents upon leaving:
· Learning Journeys (digital or paper).
· Printed photos of your child used for display, learning records or activities.

Monitoring and Review
· We routinely review and update our retention requirements in line with statutory guidance, EYFS 2025 updates, and HCC policies.
· Any data no longer legally required will be securely destroyed.
· Families are always entitled to request a copy of their child’s data under Subject Access Request rules.
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