Compton Preschool – Information Sharing Policy
1. Policy Statement
Compton Preschool is committed to ensuring that information about children, families, and staff is handled responsibly, lawfully, and securely. We recognise that effective information sharing is essential for safeguarding, promoting children’s welfare, supporting learning and development, and working collaboratively with parents and multi-agency partners.
This policy outlines how Compton Preschool collects, stores, uses, and shares personal information in accordance with the Early Years Foundation Stage (EYFS) statutory requirements, the UK General Data Protection Regulation (UK GDPR), and the Data Protection Act 2018.

2. Legal and Statutory Framework
This policy is based on:
· EYFS Statutory Framework (2024) – sections relating to record keeping, assessment, safeguarding and partnership with parents.
· UK GDPR (2018) – principles of lawfulness, fairness, transparency, data minimisation, accuracy, storage limitation, integrity and confidentiality.
· Data Protection Act 2018
· Working Together to Safeguard Children (2023)
· Keeping Children Safe in Education (relevant sections for early years)
· Information Sharing Advice for Practitioners (DfE)

3. Data We Collect
Compton Preschool collects information necessary for:
3.1 Children’s Care, Learning and Development
· Child’s full name, date of birth, address
· Parent/carer contact details
· Emergency contacts
· Health details, medical needs, allergies
· SEN or inclusion information
· Attendance patterns
· Safeguarding records
· Observations, assessments and progress data
3.2 Staff Information
· Employment records
· Contact details
· Qualifications and vetting/DBS checks
· Training records
3.3 Family Information
· Information necessary for funding applications
· Parental responsibility details
· Court orders where relevant
Compton Preschool only gathers information that is essential for statutory, operational or safeguarding purposes.

4. Lawful Basis for Processing Data (UK GDPR Article 6 & 9)
We process personal information under the following lawful bases:
· Legal obligation: meeting statutory EYFS and safeguarding duties
· Public task: providing early years education
· Vital interests: sharing information to protect a child from harm
· Consent (where appropriate): e.g., photos, specific sharing with external agencies
· Contract: employment contracts
· Special Category Data (Article 9): processed under substantial public interest and safeguarding grounds

5. How We Use the Information
Information is used to:
· Support children’s learning, development and wellbeing
· Provide appropriate care and meet individual needs
· Ensure children’s safety and safeguard them from harm
· Maintain statutory and administrative records
· Communicate with parents/carers
· Work effectively with external agencies (health, education, safeguarding partners)

6. Information Sharing Principles
When sharing information, Compton Preschool follows the Seven Golden Rules of Information Sharing from the DfE:
1. The data protection laws are not a barrier to sharing information when there are safeguarding concerns.
2. Be open and honest with parents/carers about how information may be used.
3. Seek consent where appropriate, but do not delay sharing if a child may be at risk.
4. Gather only relevant and necessary information.
5. Share accurate and up-to-date information.
6. Share securely and only with those who need to know.
7. Record decisions and the reasons for sharing or not sharing information.

7. When We May Share Information Without Consent
In line with safeguarding law, information may be shared without a parent’s/carer’s consent when:
· A child is at risk of significant harm
· A crime may have been committed
· There is a legal requirement to share
· Seeking consent could increase the risk to the child
Decisions to share without consent are documented and follow the preschool’s safeguarding procedures.

8. Who We Share Information With
Information may be shared with:
· Local Authority Early Years teams
· Health visitors and medical professionals
· Social care and safeguarding partners
· Other educational settings
· SEND professionals
· Ofsted (where legally required)
· Police (where legally required)
We never sell or share data for marketing purposes.

9. Data Storage and Security
Compton Preschool ensures:
· Paper records are kept in locked, secure cabinets
· Digital information is stored on secure, password-protected systems
· Access to sensitive information is restricted to authorised staff
· Staff receive regular data protection and safeguarding training
· Records are transferred securely when a child moves to another setting

10. Data Retention
We follow statutory retention periods, including:
· Child records: until the child reaches 21 years and 3 months (for safeguarding)
· Accident/incident forms: same as safeguarding requirements
· Funding/financial records: 6 years
· Staff records: duration of employment + 6 years
· Assessment records: passed to the next setting and retained only as long as needed

11. Rights of Parents, Children and Staff (UK GDPR)
Individuals have the right to:
· Access their personal data (Subject Access Request)
· Request correction of inaccurate data
· Request deletion (where legally permissible)
· Restrict processing
· Object to processing
· Data portability (where applicable)
Requests are handled in line with GDPR timeframes.

12. Data Breaches
Any data breach is:
1. Reported immediately to the Data Protection Officer (DPO)
2. Investigated promptly
3. Logged in the Data Breach Register
4. Reported to the ICO within 72 hours where legally required
5. Communicated to affected individuals where relevant

13. Training and Review
· All staff receive GDPR, data protection and safeguarding training.
· This policy is reviewed annually or sooner if legislation changes.
· Staff must confirm they understand and follow this policy.

14. Contact
For questions or concerns about this policy, contact:
Sharon Matthews – Data Protection Officer (DPO)
Compton Preschool
Email: smatthewscomptonpreschool@gmail.com
Telephone: 01752 769355

