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Data Protection Policy

This policy ensures the protection of all data kept on site within the nursery.

1.  Staff files.
· All staff files are locked away where only Managers and Directors can access them.
· If these files are available on computer, the computer will have a secure password.
For further information regarding staff files, please refer to Staff Handbook.

2. Children’s files.
· Children’s information which is classed as confidential, including social services details and extra information regarding any child’s health, is kept locked away in the child’s file and only referred to by management or directors.
· Children’s registration documents are kept in the office which can be accessed through managers. Staff are forbidden to access these files without supervision by the management team. In any case, the information needed will be disclosed by the management without the need of the staff member to look through the file. 
· All children’s details on computer are kept under a secure password and can only be accessed by the management team.

All of the above information is stored for up to 3 years.

3. Finance maintaining files.
Finance data is completely confidential and should be kept locked away in a filing cabinet or under a secure password on the computer. This can only be accessed by the finance department or management. 

All financial records are to be kept confidential and at no time disclosed with any members of staff.

This information should be kept for up to 6 years.
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