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General Data Protection Regulation Policy 

 This policy is in accordance with our privacy notice (employees, parents and 

children), record retention policy, confidentiality policy, CCTV policy, 

information sharing protocol policy and social networking policy. (All of these 

policies can be found in the policy files both in the office and in the parents file 

in the entrance room.  

 We do not use any external organisations to dispose of our data or recycle IT 

equipment that we do no longer need. Child’s Play Day Nursery Penistone 

(limited) is responsible for disposing of this material, which will be conducted by 

Lucy Askey, Emily Askey or Andrea Askey. Any data you wish to dispose of 

should be given to these members of staff to do so. They will place the data in a 

confidential waste bin which will be emptied every 2 weeks and shredded.  

 Lucy Askey’s drawers in the office will be locked at all times. Lucy Askey, Emily 

Askey, Andrea Askey, Ben Askey, Sam Askey and Ian Askey, are the only ones 

to have permission to access these drawers. In the drawers there will be 

starter packs (registration forms) for all children, safeguarding forms such as 

accident/incident, medication, existing injuries, cause for concerns and illness 

record, nappy and sleep charts and other private and personal documents. If 

staff wish to access these they must ask one of the above members of staff 

and if the reason is valid then they will be able to access them under 

supervision.  

 All new employees and parents/children will be issued with a privacy notice 

which must be signed before starting the nursery.  

 Everyone is able to access the data we have on them upon request. Requests 

should be made to Lucy Askey at enquiries@childsplaynurserypenistone.co.uk .  

 Parents/employees must make Child’s Play (Lucy Askey at the above email 

address) aware of any changes to their personal data, such as 

names/address/phone numbers etc.  

 All data is retained under our record retention policy.  

 If parents/employees don’t like the way their data is being used then they can 

request that the use is stopped. It will be stopped unless there is an overriding 

legitimate reason to continue using it, such as education regulations.  

 Child’s Play will always state the reason as to why your data is being collected 

and how it is being used.  

 Personal data will only be collected and used under your consent, unless an 

overriding legitimate reason prevents us from doing so, such as reporting 

safeguarding concerns.  
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