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Privacy Notice 
 

At Kingsland Pre-Prep (KPP), we take privacy very seriously and we are currently updating all our records to 
comply with the General Data Protection regulation (GDPR), we limit the collection of personal data to what 
is necessary to provide our educational services and to meet our legal requirements under the Early Years 
Foundation Stage Framework (EYFS). Kingsland Pre-Prep has taken appropriate technical and organisational 
measures to protect the personal data we process, we do not sell your personal data to any third parties and 
we do not transfer your personal data outside of the UK. As all schools we process personal data and, to 
comply with our responsibilities to information rights we are currently registered with the Information 
Commissioner’s organisation (ICO). Personal data means any information relating to an identifiable person 
who can be directly or indirectly identified from the information.  Personal data in educational settings 
includes children and staff records -paper-based and digital, as well as information held and used about 
parents and children.  
 
This privacy notice provides detailed information about the general processing of personal data of children, 
parents/guardians and staff. For more information please see our General Data protection Regulation policy. 
We have a comprehensive list of all the data we hold and why, how and for how long we store it. This can be 
accessed by parents and staff in the school Office. 
 
In order to comply with the GDPR, Kingsland Pre-Prep ensures that personal information we hold about you 
must be: 

1. Used Lawfully, fairly and in a transparent way. 
2. Collected only for valid purposes that we have clearly explained to you and not used in any way that 

is incompatible with those purposes. 
3. Relevant to the purposes we have informed you about and limited only to those purposes.  
4. Accurate and kept up to date. 
5. Kept only as long as necessary for the purposes we have told you about. 
6. Kept securely. 

 
 

Parents, children and staff rights  
You have the following rights with respect to your personal data, please bear in mind that the EYFS 
requirements might overwrite some of these requests in certain circumstances:  
 

1. Object to us processing it. 
2. Request to update or correct your personal data to ensure its accuracy (the right of rectification)  
3. Request to delete your personal data from our records if it is no longer needed for the original 

purpose (the right to be forgotten)  
4. Request to restrict the processing of your personal data in certain circumstances (the right of 

restriction)   
5. Request for a copy of your personal data we hold, subject to certain exemptions (a data subject 

access request)  
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6. Request for a copy of your personal data, so it can be used for your own purposes (the right to data 
portability)  

7. Right to complain directly to the Information Commissioner’s Office (ICO) if you feel your personal 
data has been mishandled.  

8. Request to stop processing your personal data if the processing is based only on individual consent 
(the right to withdraw consent) 

 
 
Children’s information that we collect, securely hold and may share include: 

• Personal information (such as name, address, date of birth) 
• Emergency contact should parents be unavailable and the emergency contact’s contact details.  
• Tapestry learning journal (All about me information, notes and images or videos to evidence 

observations and assessment and examples of child progress, reports, two-year-old progress check 
and notes from parent-teacher meetings) 

• Records relating to individual children e.g. care plans, EHC plans, assessment frameworks, external 
professionals such as speech and language referral forms and reports.  

• Characteristics (Such as language, nationality and country of birth – “all about me”) 
• Attendance information (Such as sessions attended, number of absences and absence reasons using 

a coding system) 
• Accidents and pre-existing injury reports, administering first aid, illness and medications records. 
• Records of any reportable death, injury disease or dangerous occurrence.  
• Information on special educational needs and disabilities. 
• Referrals to other relevant services. 
• Safeguarding information.  
• Photos, images, children’s work (e.g. to be used in classroom displays) 
• Dietary requirements and allergies. 
• Special category personal data* 

 
* ’Special categories’ of more sensitive personal data may include:  

• Information about a child’s race or ethnicity, spoken language and nationality (statutory DfE’s 
census) 

• Information about a child’s health, including any medical conditions, health and sickness records. 
• Information about a child’s accident or incident reports including reports of pre- existing injuries, 

administering first aid, illness and medications records. 
• Information about a child’s incident forms/child protection and referral forms/child protection case. 

 
 

Parents’ information that we collect, securely hold and may share include: 
• Name  
• Home address  
• Telephone numbers and personal email addresses 
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• Bank account details  
 

We may also collect, store and use the following “special categories” of more sensitive personal information: 
• Information about a parent race or ethnicity, spoken language and nationality. 
• Conversations with parents where employees of the nursery deem it relevant to the prevention of 

radicalisation or other aspects of the government prevent strategy.   
 

At Kingsland Pre-Prep we also collect, hold and share some personal information, including special category 
personal data (SCPD), in respect of the children’s parents/guardians including names, addresses, contact 
numbers and email addresses.  
 
 
Why we collect and use this information 
At Kingsland Pre-Prep we use the children’s, parent’s and staff’s data to: 

• Support their learning and development, to ensure staff plan suitable activities to extend their 
knowledge and skills and to meet their individual needs (EYFS) 

• Ensure that all children are safe within our childcare provision (EYFS) under our duty to safeguard 
and promote children’s welfare 

• Monitor and report on their progress (EYFS) 
• Provide appropriate behavioural, emotional and pastoral support as required and to support their 

wellbeing (EYFS) 
• Comply with the law regarding data sharing (GDPR) 
• Meet the requirements of the early years foundation stage (EYFS) 
• Make claims for funding (Local Authority) 

 
 
How is your personal information collected 
Employees: 
We collect personal information about Employees through the application and recruitment process, either 
directly from candidates or sometimes from an employment agency or background check provider including 
DBS. We may sometimes collect additional information from third parties including former employers for 
references. We will collect additional personal information in the course of job-related activities throughout 
the period of employment at Kingsland Pre-Prep.  
 
Children and Parents: 
We collect personal information about children and parents from when the initial enquiry is made by the 
parents, through the registration process and until the children leave the nursery to attend school or 
another setting. Parents sign a form of undertaking with their main details and a consent form when they 
take the offer of a place at our setting. Prior to their child starting in our setting, parents fill in an “all about 
me” form in Tapestry to provide the key person (teacher) with key information about their child. KPP may 
also receive information about children from their previous settings, local authority and/or the Department 
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for Education (DfE). Any learning and developmental records are stored through Tapestry who also complies 
with the GDPR. 
 
We will only use your personal information when the law allows us to. Most commonly, we will use your 
personal information in the following circumstances: 

1. For contract purposes 
2. Where we need to comply with a legal obligation* 
3. Where it is necessary for our legitimate interests (or those of a third party) 
4. Where we need to protect your interests (or someone else’s interests)  

 
* Data Collection requirements  
To be granted access to children’s information, organisations must comply with strict terms and conditions 
covering the confidentiality and handling of the data, security arrangements and retention and use of the 
data. We collect and use children’s information under the following lawful bases: 
Contract: The processing is necessary for the agreement we have with the parents/guardians of the child to 
provide education and childcare at our nursery for the child.  
Legal Obligation: The processing is necessary for us to comply with the law (submitting data to the statutory 
authorities and following EYFS and Ofsted requirements).  
 
Collecting children’s information  
While the majority of children’s information you provide to us is mandatory, some of it is provided to us on a 
voluntary basis. In order to comply with the GDPR, we will inform you whether you are required to provide 
certain children’s information to us or whether you have the option of either opting in or opting out.  
 
 
How long do we keep your data for 
Most data will be only held for as long as necessary to provide our services which usually terminates once a 
child has moved to a new setting or school. After that we will delete all our records. However, as school we 
must comply with the law and EYFS Requirements which means certain children’s data must be held for 
longer periods of time. Please see our Data Audit for more information. 
 
 
How is your data stored 
Kingsland Pre-Prep has taken appropriate technical and organisational measures to protect the personal 
data we process. We currently hold most data electronically via our Microsoft Business Education account. 
Microsoft is committed to GDPR compliance across all their cloud services and allows us to encrypt any 
sensitive data that might need to be shared. 
Any paper-based records will be locked in the Office where access can be monitored. If you would like more 
information you can request access to our full Data Audit. 
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Storing children’s data 
We are required to hold children’s data for a reasonable period of time after children have left the nursery 
as a requirement under the EYFS Statutory Framework. The Limitation Act 1980 recommends that we retain 
data until the child reaches the age of 21 – or until the child reaches 24 for child protection records. Your 
data will be held securely and will only be accessible by staff who are authorised to do so. Our schools 
currently use Microsoft Business Education servers which comply with the new GDPR and allow us to 
encrypt any sensitive data. 
 
 
Who we share information with  
We share information with: 

• Schools that the child may be attending after leaving Kingsland Pre-Prep. 
• Other childcare providers which the child may be attending. 
• Our local authority, Kensington and Kingsland, and the Department for Education (DfE) 
• External agencies i.e.; Early years intervention team, Educational psychologists etc. 
• NHS services (Health visitors, Speech and language therapists, Occupational therapists, GP and 

Emergency services). 
• On request with other agencies (Local Safeguarding Children Board, Ofsted, HMRC). 

 
Why we share children’s information 
We do not share information about our children with anyone without your consent unless the law and our 
policies allow us to do so in order to protect the wellbeing and safety of the children. We share children’s 
data with the DfE on a statutory basis and are required to submit data to our local authority, Kensington and 
Kingsland.  
 
 
Requesting access to your personal data and raising concerns or complaints 
Under data protection legislation, parents and children have the right to request access to information we 
hold on them. To make a request for your personal information or to be given access to your child’s, please 
contact Miss Venetia (Administrator) in the first instance. For further information on the circumstances 
under which you have the right to request access to, or rectification\erasure of, your personal data please 
visit the Information Commissioner’s website (ICO): https://ico.org.uk/for-the-public/ 
 
As mentioned before, you also have the right to: 

• Object to the processing of personal data that is likely to cause, or is causing, damage or distress  
• Prevent processing for the purpose of direct marketing  
• In certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed 

 
If you feel your personal data has been mishandled or for any other complaints we encourage you to come 
to us in the first instance, however it is your right to complain directly to the Information Commissioner’s 
Office. You can do this online via https://ico.org.uk/concerns 
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Right to withdraw consent  
In the limited circumstances where you may have provided your consent to the collection, processing and 
transfer of your personal information for a specific purpose, or your children’s data (e.g. using photos for 
display purposes or our website), you have the right to withdraw your consent for that specific purpose or 
purposes you originally agreed to, unless we have another legitimate basis for doing so in law. 
 
 
Changes to Our Privacy Notice  
We will update this Privacy Notice from time to time. Any substantial changes that affect how we process 
your personal data will be notified on our website and to you directly, as far as practicable.  
 
 
If you have any questions regarding this privacy notice, please contact Miss Venetia in our Office. We 
encourage you to read this document alongside our GDPR Policy. 

 
 
 
 
 
 

Signed, 
Stuart Bamford 

Head Teacher 
 
 
 
 
 


