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Data Protection  
 
Policy statement 
 
Little Learners record keeping systems meet legal requirements.  This means the information we that 
use, store and share takes place within the framework of the Data Protection Act (1998) and the 
Freedom of Information Act (2000).  This policy covers the following areas: 
 
1. Records at Little Learners 
2. Confidentiality and Parental Access to Records 
3. Information Sharing 
4. Transfer of children between rooms 
5. Transfer of records to school 
 
1. Records at Little Learners 
 
1.1  Children’s Records 
 
We keep two kinds of records on children attending our settings: 
 
1.2  Children’s Developmental Records 
 

 These include observations of children, photographs, video clips, samples of their work and 
summary developmental reports. 

 These are usually kept in the playroom, or where applicable, on Tapestry (on-line learning journal), 
and can be freely accessed, and contributed to, by staff, the child and the child’s parents. 

 
1.3  Enrolment Records 
 

a) The Statutory EYFS requires us to record the following information for each child in our care: 
 

 full name 

 date of birth 

 name and address of every parent and/or carer who is known to Little Learners (and information 
about any other person who has parental responsibility for the child 

 which parent(s) and/or carer(s) the child normally lives with 

 emergency contact details for parents and/or carers. 
 

b) We collect the above information on our registration and admission forms. 
c) We also keep signed consent forms, correspondence concerning the child or family, reports or 

minutes from meetings concerning the child from other agencies, an ongoing record of relevant 
contact with parents, and observations by staff on any confidential matter involving the child, 
such as developmental concerns or child protection matters. 

d) Parents have access, in accordance with our Confidentiality procedures (see 2.1 below), to the 
files and records of their own children.  Parents are not allowed to have access to information 
about any other child. 
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e) Staff will not discuss personal information given by parents with other members of staff, except 
where it affects planning for the child's needs. Staff induction includes an awareness of the 
importance of confidentiality in the role of the key person. 

f) We retain children’s records securely, in line with LifeLine’s Data Protection policy and 
Information Retention Schedule. 

 
1.3  Other records 
 
These include: 
 

 A daily record of the names of the children we care for, their hours of attendance and the names of 
their key person. 

 Accident and incident reports. 

 
1.4  Business Records 
 
We keep records and documentation for the purpose of maintaining our business. These include: 

 

 records pertaining to our registration 

 landlord/lease documents and other contractual documentation pertaining to amenities, services 
and goods 

 financial records pertaining to income and expenditure 

 risk assessments 

 employment records of staff including their name, home address and telephone number 

 names, addresses and telephone numbers of anyone else who is regularly in unsupervised contact 
with children. 

 
Our Procedures 
 
a) All our children’s and staff records are kept securely and confidentially. 
b) All confidential records are stored in lockable filing cabinets.   
c) The relevant manager is responsible for ensuring confidential records are kept securely. 
d) All records are kept in an orderly way in files and filing is kept up-to-date. 
e) Financial records are kept up-to-date for audit purposes. 
f) Health and safety records are maintained; these include risk assessments, details of checks or 

inspections and guidance etc. 
g) Our Ofsted registration certificate is displayed, along with our current Ofsted report. 
h) Our Public Liability insurance certificate is displayed. 
 
2.  Confidentiality and Parental Access to Records 
 
It is our intention to respect the privacy of children and their parents and carers, while ensuring that 
they access high quality early years care and education in our setting.  We understand the need to 
protect the privacy of children in our care and the legal requirements that exist to ensure that 
information relating to the child is handled in a way that ensures confidentiality.  We aim to ensure that 
all parents and carers can share their information in the confidence and that it will only be used to  
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enhance the welfare of their children. Confidential information and records about staff and children will 
be held securely and only accessible and available to those who have a right or professional need to see 
them. 
 
2.1  Confidentiality procedures 
 

 We always check whether parents regard the information they share with us to be confidential or 
not. 

 Some parents may share information about themselves with other parents as well as staff; the 
nursery cannot be held responsible if information is shared beyond those parents whom the person 
has ‘confided’ in. 

 Information shared between parents in a discussion or training group is usually bound by a shared 
agreement that the information is confidential to the group and not discussed outside of it. 

 We inform parents when we need to record confidential information beyond the general personal 
information we keep, for example with regard to any injuries, concerns or changes in relation to the 
child or the family, any discussions with parents on sensitive matters, any records we are obliged to 
keep regarding action taken in respect of child protection and any contact and correspondence with 
external agencies in relation to their child. 

 
2.2  Parental access to records  
 
Parents/carers may request access to any confidential records held about their child and family by 
following the procedure below: 
 

 Any request to see the child’s personal file by a parent or person with parental responsibility must 
be made in writing to the Nursery Manager. 

 The nursery commits to providing access within 14 days.  This may be extended but will not exceed 
40 days. 

 The Nursery Manager prepares the file for viewing. 

 All third parties are written to, stating that a request for disclosure has been received and asking for 
their permission to disclose to the person requesting it. Copies of these letters are retained on file. 

 ‘Third parties’ include all family members who may be referred to in the records. 

 It also includes workers from any other agency, including children's social care, the health authority, 
etc. It is usual for agencies to refuse consent to disclose, preferring the individual to go directly to 
them. 

 When all the consents/refusals to disclose have been received, these are attached to the copy of the 
request letter. 

 A photocopy of the complete file is taken. 

 The Nursery Manager will go through the file and remove any information which a third party has 
refused consent to disclose. A thick black marker is used, to score through every reference to the 
third party and information they have added to the file. 

 What remains is the information recorded by the setting, detailing the work initiated and followed 
by them in relation to confidential matters. This is called the ‘clean copy’. 

 The ‘clean copy’ is photocopied for the parents, who are then invited in to discuss the contents. The 
file should never be given straight over, but should be gone through by the manager, so that it can 
be explained. 
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 Legal advice may be sought before sharing a file, especially where the parent has possible grounds 
for litigation against the nursery or another (third party) agency. 

 
All the undertakings above are subject to the paramount commitment of the nursery, which is the safety 
and well-being of the child.  
 
3.  Information Sharing 
 
At Little Learners nurseries we recognise that parents have a right to know that the information they 
share with us will be regarded as confidential, as well as to be informed about the circumstances when, 
and the reasons why, we are obliged to share information. 
 
We are obliged to share confidential information without authorisation from the person who provided 
it, or to whom it relates, if it is in the public interest i.e. 
 

 it is to prevent a crime from being committed or to intervene where one may have been, or to 
prevent harm to a child or adult 

 not sharing it could be worse than the outcome of having shared it. 
 
The management team will be involved in the decision making process and the decision will never be 
made by an individual member of staff. The three critical areas will be taken into account when deciding 
to share are: 
 

 is evidence that the child is suffering, or is at risk of suffering, significant harm? 

 is reasonable cause to believe that a child may be suffering, or is at risk of suffering, significant 
harm? 

 to prevent significant harm arising to children and young people or adults, including the prevention, 
detection and prosecution of serious crime. 

 
Our Procedures 
 
Our procedure is based on the seven golden rules for information sharing as set out in Information 
Sharing: Advice for Practitioners Providing Safeguarding Services to children, Young People, Parents and 
Carers: 
 
a) Remember that the Data Protection Act 1998 and human rights laws are not barriers to justified 

information sharing, but provide a framework to ensure that personal information about living 
persons is shared appropriately. 
 
These procedures are intended to provide guidance on appropriate sharing of information with 
external agencies. 

 
b) Be open and honest with the individual (and/or their family where appropriate) from the outset 

about why, what, how and with whom information will, or could, be shared, and seek their 
agreement, unless it is unsafe or inappropriate to do so.   
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All of our policies and procedures, including our information sharing procedures, are made available 
for our parents to view in our reception areas and on the Little Learners website. 
 

c) Seek advice from other practitioners if you are in any doubt about sharing the information 
concerned, without disclosing the identity of the person where possible. 

 
Managers will contact children’s social care for advice where they have doubts or are unsure about 
whether to share information. 

 
d) Share with informed consent where appropriate and, where possible, respect the wishes of those 

who do not consent to share confidential information. You may still share information without 
consent if, in your judgement, there is good reason to do so, such as where safety may be at risk.  You 
will need to base your judgement on the facts of the case. When you are sharing or requesting  
 

e) personal information for someone, be certain of the basis upon which you are doing so.  Where you 
have consent, be mindful that an individual might not expect the information to be shared. 

 
Parents have a right to be informed that their consent to share information will be sought in most 
cases, as well as the kinds of circumstances when their consent may not be sought, or their refusal 
to give consent may be overridden. We do this as follows: 
 

 parents are asked to give written consent to share information about any additional needs their 
child may have, or to pass on child development summaries to the next provider/school 

 copies are given to parents of the forms they sign 

 We consider the following questions when we need to share: 
o Is there legitimate purpose to sharing the information? 
o Does the information enable the person to be identified? 
o Is the information confidential? 
o If the information is confidential, do we have consent to share? 
o Is there a statutory duty or court order requiring us to share the information? 
o If consent is refused, or there are good reasons not to seek consent, is there sufficient public 

interest for us to share information? 
o If the decision is to share, are we sharing the right information in the right way? 
o Have we properly recorded our decision? 

 
All the undertakings above are subject to the paramount commitment of Little Learners, which is to the 
safety and well-being of the child.   
 
f) Consider safety and well-being: base your information sharing decisions on considerations of the 

safety and well-being of the person and others who may be affected by their actions. 
 
If we have any concerns about the safety and well-being of children we:  
 

 record concerns and discuss these with the relevant Lead Safeguarding Practitioner and/or 
Designated Safeguarding Lead 

 record decisions made and the reasons why information will be shared and to whom 

 follow the procedures for reporting concerns and record keeping. 
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g) Necessary, proportionate, relevant, accurate, adequate, timely and secure: Ensure that the 
information you share is necessary for the purpose for which you are sharing it, is shared only with 
those individuals who need to have it, is accurate and up-to-date, is shared in a timely fashion, and is 
shared securely. 

 
Our Safeguarding policy and Child Protection procedures sets out how and where information 
should be recorded and what information should be shared with another agency when making a 
referral. 

 
h) Keep a record of your decision and the reasons for it – whether it is to share information or not. If you 

decide to share, then record what you have shared, with whom and for what purpose. 
 
Where information is shared, the reasons for doing so are recorded in the child's file; where it is 
decided that information is not to be shared that is recorded too. 

 
4.  Transfer of Children Between Rooms 
 
At Little Learners we recognise that children make transitions between rooms as they grow. 
 
We prepare children for these transitions and involve parents by informing them before the transition 
takes place.  We have the following procedures in place for transferring records and information 
between rooms. 
 
Our Procedures 
 
4.1  Transfer of development records for a child moving to another room 
 
a) Using the Development Matters in the Early Years Foundation Stage guidance and our assessment of 

children's development and learning, the key person will prepare a summary of achievements in the 
seven areas of learning and development. 

b) The record refers to: 

 any additional language spoken by the child and his or her progress in both languages 

 any additional needs that have been identified or addressed by the nursery 

 any special needs or disability, whether a CAF was raised in respect of special needs or disability, 
whether there is a Statement of Special Educational Needs, and the name of the lead 
professional. 

c) The record contains a summary by the key person and a summary of the parent’s view of the child. 
d) The document may be accompanied by other evidence, such as photos or drawings that the child 

has made. 
e) A new key worker is allocated and a meeting will take place with the old key worker to discuss the 

child’s progress, personality traits and any concerns. 
f) Any welfare or protection concerns are passed on to the new key worker. 
 
4.2  Transfer of confidential information 
 
a) The new key worker and room leader will be given a record of any safeguarding or child protection 

concerns that were raised in the previous room and what was done about them. 
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b) Where a CAF has been raised in respect of any welfare concerns, the name and contact details of the 

lead professional will be passed on to the new key worker. 
c) Where there has been an S47 investigation regarding a child protection concern, the name and 

contact details of the child’s social worker will be passed on to the new key worker and room leader. 
 
5.  Transfer of Records to School 
 
At Little Learners we recognise that children sometimes move to another nursery before they go on to 
school, although many will leave our nursery to enter a nursery or reception class. 
 
We prepare children for these transitions and involve parents and the receiving nursery or school in this 
process. We prepare records about a child’s development and learning in the Early Years Foundation 
Stage during the child’s time at our nursery.  So that we can facilitate smooth transitions, we share 
appropriate information with the receiving nursery or school at transfer. 
 
Confidential records are shared where there have been child protection concerns according to the 
process required by our Local Safeguarding Children Board. 
 
Our procedures guide this process and determines what information we can and cannot share with a 
receiving school or setting. 
 
5.1  Procedures for transferring development records for a child moving to another early years setting 
or school: 

 
a) Using the Development Matters in the Early Years Foundation Stage guidance, and our assessment 

of a child’s development and learning, the key person will prepare a summary of achievements in 
the seven areas of learning and development. 

b) The record refers to: 

 any additional language spoken by the child and his or her progress in both languages 

 any additional needs that have been identified or addressed by the nursery  

 any special needs or disability, whether a CAF was raised in respect of special needs or disability, 
whether there is a Statement of Special Educational Needs, and the name of the lead 
professional. 

c) The record also contains a summary by the key person and a summary of the parent’s view of the 
child. 

d) The document may be accompanied by other evidence, such as photographs or drawings that the 
child has made. 

e) When a child transfers to a school, most local authorities provide an assessment summary format or 
a transition record, which we will follow as applicable. 

f) If there have been any welfare or protection concerns, a star is placed on the front of the  
assessment record. 

 
5.2  Procedures for Transferring confidential information: 

 
a) The receiving school or setting will need to have a record of any safeguarding or child protection 

concerns that were raised in the setting and what was done about them. 
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b) A summary of the concerns will be made to send to the receiving setting or school, along with the 
date of the last professional meeting or case conference. Some Local Safeguarding Children Boards 
will stipulate the forms to be used and provide these. 

c) Where a CAF has been raised in respect of any welfare concerns, the name and contact details of the 
lead professional will be passed on to the receiving nursery or school. 

d) Where there has been an S47 investigation regarding a child protection concern, the name and 
contact details of the child’s social worker will be passed on to the receiving nursery or school – 
regardless of the outcome of the investigation. 

 
In accordance with LifeLine’s Data Protection Policy, this information is posted by special delivery or 
hand delivered by a member of staff to the school or nursery, addressed to the nursery or school’s 
designated person for child protection and marked as 'confidential’. 
 
 
This policy meets the requirements of the Statutory EYFS Framework September 2014: 3:68 to 3:71. 


