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Introduction  

Under the General Data Prodection Regulation 2018 (GDPR) we take our duties 

and those of our employees seriously. This policy sets out how Meithrinfa 

Seren Day Nursery Ltd will deal with personal data and also employees’ 

obligations in relation to any p[ersonal data that they handle. The directors of 

the Complany are responsible for ensuring complience with GDPR and with this 

policy.  

Scope and Application  

this policy applies to all employees whether employed on a full, part-time or 

temporary basis at the nursery.  

Frequently used terms in this policy  

The company refers to Meithrinfa Seren Day Nursery Ltd.  

Personal Data means data kept electronically or in a structured paper file and 

relating to a living individual who can be identified from that data (or from that 

data and other information in our possession). Personal data can be factual or 

it can be an opinion or statement of intention in relation to the individual.  

Processing is any activity that involves use of data. It includes obtaining, 

recording or holding the data, or carrying out any operation or set of 

operations on the data including organising, amending, retriving, using, 

disclosing, erasing or destroying it. Processing also includes transferring 

personal data to third parties.  

Sensitive personal data includes information about a person’s racial or ethnic 

origin, political opinions, religious or similar beliefs, trade union membership, 

physical or mental health or condition of sexual life, or about commission of, or 

proceedings for, any offence committed or alleged to have been committed by 

that person, the disposal of such proceedings or the sentence of any court in 

such proceedings.  

Data subjects include Employees, the Parent(s) of children in our care and the 

children themselves, contractors. Partner Organisations (such as provision of 

Payroll and Pensions Administration) and the suppliers of good and services.   

Data Protection Complience  



We will process personal data to comply with the principles of good practice. 

These provide that personal data must be :- 

➢ Processed fairly and lawfully 

➢ Processed for limited purposes and in an appropriate way 

➢ Adequate, relevent and not excessive for the purpose 

➢ Accurate  

➢ Not kept longer than necessary for the purpose  

➢ Processed in line with data subjects’ rights 

➢ Secure 

➢ Not transfered to people or organisations situated in countries 

without adequate protection.  

How the company are likely to use Personal Data Relating to Employees?  

We need to keep information on file about employees for normal employment 

purposes. The information we hold is for our management and administrative 

use only. We will keep and use this information to enable us to run the 

Organisation and manage our relationship with employees effectivly, lawfully 

and appropriatly. This information will be kept from the time employees first 

apply for a job, whilst they are working for us and up to the time when their 

employment ends and even after they leabe where necessary or to comply 

with legal requirments. This includes using information to enable us to comply 

with our contractual obligations and to protect or legal possition in the event 

of claims against us. Much of the information we hold will have been provided 

by employees, but some may come from other internal sources, such as your 

manager, or, in some cases, external sources, such as referees for example. 

Employees may ask to see their personal file kept by the company.  

The sort of information we hold about employees  

The sort of information we hold incudes but is not limited to the following:  

➢ CV’s, application forms and references  

➢ Contracts of employment/ statement of employment particulars and 

any amendments to them  

➢ Correspondence with or about you, for example letters to you about a 

pay rise or, at your request, a letter to your martgage company 

confirming your salary.  

➢ Information needed for payroll, benefits and expences purposes  

➢ Contact and emergency contact details  

➢ Records relevent to your right to work in the UK where applicable  

➢ Records of holiday, sickness and other absences  

➢ Records relating to your career history, such as training records, 

appraisals, other performance measures and, where appropriate, 

disciplinary and grievance records  



 

 

➢ Information about some of your protected characteristics for 

monitoring purposes only 

➢ DBS checks etc. 

➢ Records of hours of work 

➢ Training records. 

  

The information we hold about Other Data Subjects.  

The information we hold about Other Data Subjects such as Parents of and the 

children we look after or third parties includes:  

➢ Names & address of Parents (of the children in our care) and other third 

parties  

➢ Data in respect of the children in our care including, but not limited to 

any accidents sustained, medication the children may be required to 

take, behavioural issues reports and development reports.  

➢ Their contact details such as telephone numbers and e-mail addresses. 

➢ Other information on clients and their children via registration forms.  

 

Accurate Data  

We will keep the personal data we hold about Data Subjects accurately and up 

to date. We will take all responsible steps to destroy or amend inaccurate or 

out-of-date data.  

Data Retention  

We will not keep personal data longer than in necessary for the purpose for 

which they were collected. We will take all responsable steps to destroy, or 

erase from our systems, all data which is no longer required.  

Processing in line with your rights.  

We will process personal data in line with data subjects’ rights, inparticular 

their right to:  

➢ Request access to personal data we hold about them 

➢ Prevent the processing of your data for direct-marketing purposes.  

➢ Ask to have inaccurate data amended 

➢ Prevent processing that is likely to cause damage or distress to them or 

anyone else.  

➢ Object to any dicision, that significantly affects you, being taken solely by 

a computer or other automated process.  



 

 

 

Data Security  

We will take appropriate security measures against unlawful or 

unauthorised processing of personal data, and against the accidental loss 

of, or damage to, personal data, and against the accidental loss of, or 

damage to, personal data. Physical data is stored in locked filling cabinets 

and electronic data records are subject to access controls and passwods.  

We have in place procedures and technologies to maintain the security of 

all personal data from the point of collection to the point of destruction. 

Personal data will only be transferred to a third party if it agrees to comply 

with those procedures and policies, or if it puts in place adequate measures 

itself.  

We will maintain data security by protecting the confidentiality, integrity 

and availability (for authorised purposes) of the personal data.  

Accessing Personal Data of Employees and other Data Subjects 

If employees wish to access personal data we hold about them under GDPR 

subject access provisions, they should make a request in writing to a 

member of the Management Team at the nursery. Please detail what 

information you require access to. All requests will be dealt with within 30 

days. Any excessive or repeated requests for access may be denied.  

      Employee Obligations Regarding Personal Data  

Everyone has the rights with the regard to the way in which their personal 

data is handled. During the course of the company’s activities, we will 

collect, store and process personal data not only about our employees but 

also about our clients, partner organisations, suppliers and other parties.  

Employees are obliged and duty bound to comply with data protection law 

and the data principles set out above when processing personal data on our 

behalf (including that of other employees). In particular they are obliged to 

comply with the following provisions and/or any other guidelines produced 

by the company relating to personal data and/or any other management 

instructions.  

If employees are in doubt about what to do with personal information, they 

should seek advice from a member of the management team. Any breach 

of these obligations may result in disciplinary action.  

 



 

 

Where employees acquire personal data in the course of perfrming their 

duties, they must ensure that the use of the information is for a relevent 

purpose and that it is not kept longer than necessary.  

      It is also the responsiblity of employees to ensure that the information 

    is accurate and up to date, insofar as it is practicable to do so.  

Document and data security is an important element of data protection, 

employees therefore have a responsibility to ensure that they:  

➢ They lock files containing personal data in a secure cabinet 

➢ Do not take any confidential information away from the nursery, 

or access such information on personal devices, except where you 

have obtained the prior consent of a Manager or Director.  

➢ Do not leave any lap-top, PC, other device or any hard copies of 

documents in a public place that you take care when observing the 

information in a hard copy or on-screen that such information is 

not viewed by anyone who does not have the right to that 

information.  

Where information containing personal data is disposed of, this should be 

done securely and may involve:  

➢ Permanent removal of information from the server (so that it does 

not remain in in-boxes or trash folders)  

➢ Shredding hard copies of confidential information  

➢ Confidential disposal by an external source with certificated proof 

of disposal.  

If employees of Meithrinfa Seren Day Nursery recieve personal information in 

error, by whatever means, they must inform a member of the Management 

Team.  

Status of this Policy an New Instructions.  

This policy does not give contractual rights to individual employees. Meithrinfa 

Seren Day Nursery reserves the right to alter any of this policy terms at any 

time, although we will notify employees in writing of any changes or refer 

them to new issues of the policy.  

 

 

 



 

 

 

Breaches of this policy  

Should any employee be found to be in breach of this policy they could face 

formal disciplinary action up to and including dismissal, dependant on the 

nature of the breach. 

 InterpretationThis policy is aimed at providing sufficent guidance to staff on 

how personal data should be handled within the Company. If, however any of 

the provisions are unclear, further advice and guidance should be sought from 

a Director.  

 

 

 

Meithrinfa Seren May 2018 – Review Date May 2019  


