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 Jo l l y t o t s   d a y - c a r e   n u r s e r y

 
Jollytots Data Protection Policy 

Aim
Jollytots will ensure that all personal data for staff, parents and children that is required in order to 

run the provision effectively, including information that is required by local or national governing 

bodies is dealt with in accordance to the Date Protection and Human rights Acts.

Method 

Jollytots Nursery will ensure that all staff managing and handling personal information, understand 

that they are responsible for following good data protection practice through appropriate training and supervision. In order to achieve this we: 
1. Ensure the building and outdoor areas remain secure at all times; 

2. Ensure that all written confidential information is contained in lockable filing cabinets; 

3. Ensure there is password protection on all computers containing information and data; 

4. Ensure additional passwords required for the management system are personal to office and management staff and only accessible to these individuals; 

5. Ensure that visitors and parents do not have unsupervised access to the office and any machines holding data; 

6. Require all information to be regularly backed up and stored in a lockable secure area 

7. Ensure that all data is protected by antivirus and firewall systems; 

8. Ensure that records kept on each child, are kept as confidential information, shared only with the child’s own parent/carer or other professional/regulatory bodies with prior consent unless it is in the best interest of the child to share this information i.e. child protection issue;  

9. Make sure that these records stay on the nursery premises at all times; 

10. Ensure records are stored securely for the relevant period required and after that period they will be disposed of appropriately with sensitivity in mind;
11. Make staff aware that names, addresses and telephone numbers of parents or staff cannot be divulged to others without permission from the person concerned; 

12. Ensure that there is awareness for the need of confidentiality to be reinforced at all times in the setting and is integral to the staff’s role;  

13. Ensure that the building is locked when the premises are empty; 

14. Allocate keys to named people only; 

15. Ensure door codes are changed on a regular basis and shared with only those who need to know 

16. Obtain written consent for the use of photographs within the nursery and for the use of advertising purposes or use in student folders etc; 

17. Ensure that all staff are aware of and agree to adhere to the confidentiality policy and data protection policy.
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