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Record Keeping, Data Protection and Information Sharing Policy

1. Statement of Intent
At Little Hearts Preschool Cranleigh, accurate, secure, and timely record keeping is essential to safeguarding children, protecting staff, and ensuring the safe and effective operation of the preschool.
We are committed to handling personal information lawfully, fairly, and transparently in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018, the Early Years Foundation Stage (EYFS) statutory framework, and Surrey Safeguarding Children Partnership procedures, including the Multi-Agency Information Sharing Protocol (MAISP).

2. Types of Records We Maintain
We maintain records that are necessary for safeguarding, statutory compliance, and the day-to-day running of the setting.
Authorised Adults for Collection
· Records of all adults authorised to collect each child
· Identification and password systems are used where appropriate
· Children are released only to named, authorised individuals

Emergency Contact Information
· Names, addresses, and telephone numbers of emergency contacts
· Information is kept up to date and readily accessible

Health and Dietary Needs
· Allergies, dietary requirements, medical conditions, and medication needs
· Information is shared with relevant staff on a need-to-know basis

Attendance Records
· Daily attendance records for:
· Children
· Staff
· Volunteers
· Students
· Visitors
· Arrival and departure times are recorded to support safeguarding and health and safety

Accident, Incident and Existing Injury Records
We maintain comprehensive records of all injuries and accidents to safeguard children and protect the setting.
· Accidents and incidents occurring within the setting are recorded on an Accident/Incident Form and shared with parents on the same day.
· All injuries present on arrival, or reported by parents/carers as having occurred at home or outside the setting, are recorded using an Existing Injury / Pre-existing Injury Record.
Existing injury records include:
· Description and location of the injury
· Explanation provided by the parent/carer
· Date and time noted
· Signatures of the parent/carer and staff member
The Designated Safeguarding Lead (DSL) monitors these records and escalates concerns where patterns or safeguarding issues are identified.

3. Lawful Basis for Processing Personal Data
Personal data is processed under the following lawful bases:
· Legal obligation (EYFS and safeguarding duties)
· Safeguarding and child welfare
· Contractual necessity
· Consent, where required

4. Confidentiality and Security
· All records are treated as confidential
· Paper records are stored securely
· Digital records are password-protected
· Access is restricted to authorised staff only

5. Data Minimisation
We only collect and retain information that is:
· Necessary
· Relevant
· Proportionate
to safeguarding children and operating the preschool safely.

6. Information Sharing
Information is shared:
· On a need-to-know basis only
· Where required by law
· Where necessary to safeguard a child or individual at risk
We recognise that data protection legislation does not prevent information sharing for safeguarding purposes.

7. Information Sharing and Surrey MAISP
Little Hearts Preschool Cranleigh follows the Surrey Multi-Agency Information Sharing Protocol (MAISP) to ensure children are safeguarded effectively.
Information may be shared without consent where:
· A child is suffering or at risk of significant harm
· There is reasonable cause to believe a child may be at risk
· Sharing is necessary to prevent or investigate a crime
· Seeking consent is not possible, appropriate, or may increase risk
· Not sharing information could result in worse outcomes
All information sharing follows the MAISP Golden Rules, ensuring information is:
· Necessary and proportionate
· Relevant and accurate
· Shared securely
· Shared promptly
· Shared with the right professionals
All decisions to share, or not share, information are clearly recorded and reviewed by the DSL.

8. Parental Rights
Parents and carers have the right to:
· Access personal data held about their child
· Request corrections to inaccurate information
· Raise concerns about how data is handled
Requests are managed in line with UK GDPR timescales.

9. Data Breaches
· Any actual or suspected data breach is reported immediately to the manager
· Breaches are recorded, investigated, and managed appropriately
· Serious breaches are reported to the Information Commissioner’s Office (ICO) where required

10. Designated Data Protection / ICO Officer
Little Hearts Preschool Cranleigh has a designated Data Protection / ICO Officer responsible for overseeing data protection compliance.
Data Protection / ICO Officer:
Natasha Dhall
The designated officer:
· Oversees data protection and information-sharing practices
· Ensures compliance with UK GDPR and MAISP
· Manages and records data breaches
· Liaises with the ICO and external agencies where required
· Supports staff with data protection guidance

11. Review of Policy
This policy is reviewed:
· Annually
· Following changes in legislation or guidance
· Following any safeguarding or data protection incident
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