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1. INTRODUCTION

Seasons Nurseries Ltd is committed to protecting the privacy and security of all personal data it
processes. This policy explains how we collect, use, store, share, and protect personal data in accordance
with the UK General Data Protection Regulations (UK GDPR) and the Data Protection Act 2018.

We recognise our responsibilities and ensure that all staff understand their obligations with regard to
confidentiality, data handling, and security.

1. SCOPE



This policy applies to:
e All Seasons Nurseries Ltd staff (permanent, temporary, students, volunteers and contractors).
e All children who attend any Seasons Nurseries Ltd setting.

e Parents or guardians of enrolled children.

e Third-party organisations and service providers who process data on our behalf.

This policy applies to all nursery settings operated by Seasons Nurseries Ltd.

3. KEY DEFINITIONS

Personal Data: Information relating to an identified or identifiable individual.

e Special Category Data: Sensitive information including health data, ethnicity, and safeguarding
records.

® Processing: Any action performed on personal data, such as collecting, storing, sharing or
deleting.

e Data Subject: The individual to whom the personal data relates.

e Data Controller: The organisation or person that determines how and why personal data is
processed.

o  For Seasons Nurseries Ltd, the Data Controller is Neil Irvine.

k. LAWFUL BASIS FOR PROCESSING

Seasons Nurseries Ltd processes personal data under the following lawful bases:

e Consent — for specific optional activities such as photography or marketing.



e Contract — to deliver our childcare services and fulfil agreements with parents/guardians.

e Legal Obligation — to comply with safeguarding, health & safety, funding, HMRC and statutory
EYFS requirements.

e Vital Interests — to protect children and staff in emergency situations.

e Legitimate Interests — where processing is required for normal nursery operations, provided
these do not override individual rights.

Y. THE PERSONAL DATA WE COLLECT

Children

e Full name, date of birth, gender

o Home address and family information

e Emergency contact details

e Medical information, allergies, dietary requirements
e Special educational needs

e Attendance records

e Safeguarding and welfare records

e Photographs and videos (with explicit consent)

Parents/Guardiane

e Name, address, and contact details

e Relationship to the child



e Bank and payment information

e National Insurance numbers (where required for government funding)

Staff

e Contact details
e Employment records
e (Qualifications and training history

® DBS checks and vetting information

e Emergency contacts

b. HOW WE USE PERSONAL DATA

Personal data is used for:

e Providing high-quality childcare and ensuring the safety and wellbeing of children.
® Meeting statutory and regulatory requirements (e.g. EYFS, Ofsted).

e Communicating with parents/guardians.

® Processing funding, billing, and financial administration.

e Recruitment, HR, and staff management.

e Safeguarding and child protection.

Seasons Nurseries Ltd. marketing and advertising when explicit consent has been given.

We do not use personal data for automated decision-making or profiling or use it in a manner you would
not expect us to.



]. SHARING PERSONAL DATA

We only share personal data when necessary and legally permitted. This may include sharing with:

Local authorities (for example safeguarding, SEND support, funding, etc.)

Ofsted

NHS services (e.g. health visitors, immunisation teams)

Police or social care (in safeguarding situations)

External software and platforms (SaaS) used for nursery administration (subject to appropriate
data-processing agreements) , for example EyWorks, Tide, Sage and Google Workspace.

We never share personal data with third parties for marketing without gaining separate written
consent.

0. DATA STORAGE AND SECURTTY

To ensure data is stored and processed securely:

Digital records are stored on encrypted, password-protected systems.

Paper records are kept in locked, secure cabinets.

Access to personal data is limited to authorised staff.

Staff receive regular data protection and confidentiality training and follow strict data handling
procedures.

Data transfers are minimised and only conducted on our approved secure systems.

Devices and systems are monitored and protected against misuse.



1. DATA RETENTION

We retain personal data only for as long as necessary and in line with statutory requirements. Examples
include:

e Children's records: retained for 3 years after leaving, or longer if safeguarding requires us to.

e Accident/incident records: retained until the child reaches age 21 (or 24 if safeguarding is
involved)

e Staff records: retained for 6 years after employment ends.

e Financial records: retained for 6 years.

A full internal retention schedule is maintained by the Data Controller.

10. DATA SUBJECT RIGHTS

All individuals have the following rights under UK GDPR:

e Right of access to personal data

e Right to rectification of inaccurate or incomplete data
e Right to erasure (in certain circumstances)

e Right to restrict processing

e Right to data portability

e Right to object to certain types of processing

Right to lodge a complaint with the Information Commissioner’s Office (1CO)

Requests for access or updates should be made in writing to: admin@seasonsnurseries.co.uk

Where children are capable of understanding, their wishes regarding personal data will be respected and
age-appropriate access provided.


mailto:admin@seasonsnurseries.co.uk

11. DATA BREACHES

We have procedures to detect, report, and investigate personal data breaches.

Staff must immediately report any lost devices, misplaced paperwork, or accidental disclosure of
personal data to the Data Controller.

If a breach poses a risk to individuals’ rights and freedoms:

e The ICO will be notified within 72 hours

o Affected individuals will be informed without undue delay

All breaches, whether reportable or not, are logged and reviewed.

12. DATA CONTROLLER & DATA PROTECTION RESPONSIBILITIES

Data Controller:

Neil Irvine

Seasons Nurseries Ltd

Email: admin@seasonsnurseries.co.uk

As a small organisation, we are not required to appoint a statutory Data Protection Officer (DPO).
However, the Data Controller is responsible for overseeing compliance and ensuring that each nursery
manager supports the implementation of this policy.

13. POLICY REVIEW

This policy will be reviewed annually, or sooner if required due to:

e Changes in legislation
e Updates to ICO guidance

e Organisational or operational changes



14, COMPLAINTS

If you have concerns about how personal data is handled, please contact:

Data Controller: Neil Irvine
Email: admin@seasonsnurseries.co.uk

If you are not satisfied with our response, you have the right to contact the ICO:
www.ico.org.uk



http://www.ico.org.uk/
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