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Data Controller Information
Bell Day Nursery CIC
Registered address: Peaslands Rd, Saffron Walden, Essex, CB11 3ED
Company number: 7172032
Bell Day Nursery CIC is the Data Controller for the purposes of UK data protection law.
If you have any questions about this privacy notice or how we use your personal data, please contact:
Data Protection Lead: Emma La Roche (Nursery Deputy Manager)
Email: emmalarochebdn@outlook.com
Telephone: 01799528051 /01799524228
You also have the right to lodge a complaint with the Information Commissioner’s Office (ICO):
Information Commissioner’s Office
Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
Telephone: 0303 123 1113
Website: www.ico.org.uk
We would, however, appreciate the opportunity to resolve your concerns before you approach the ICO.

PARENT & CHILD PRIVACY NOTICE
(ICO-Compliant Version – 2026)

Purpose of this Notice
This privacy notice explains how Bell Day Nursery CIC collects, uses, stores and protects personal data relating to children and their parents/carers in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.

What Information We Collect
Personal Data – Children
We collect:
· Name
· Date of birth
· Address
· Attendance records
· Dietary requirements
· Learning journals and assessments
· Developmental observations
· Photographs and videos (where consent is given)
· Emergency contact details
· Accident and incident records
· Safeguarding and child protection records
· Funding eligibility information
Special Category Data – Children
· Health information and medical conditions
· SEND information
· Ethnicity, language and nationality
· Safeguarding records

Personal Data – Parents/Carers
· Name
· Address
· Telephone numbers
· Email addresses
· National Insurance number (for funding)
· Bank details (for fee payments)
· Funding eligibility codes
Special Category Data – Parents
· Ethnicity/language (where required for funding monitoring)
· Prevent-related safeguarding information (legal obligation)

Lawful Bases for Processing
We process personal data under the following lawful bases:
	Purpose
	Lawful Basis

	Providing childcare services
	Contract

	Funded hours claims
	Legal obligation

	Safeguarding & child protection
	Legal obligation + Public task

	EYFS learning & development records
	Legal obligation

	Accident reporting (RIDDOR)
	Legal obligation

	Prevent duty monitoring
	Legal obligation

	Fee collection
	Contract

	Communication with parents
	Contract

	CCTV (if applicable)
	Legitimate interests

	Photographs for display/social media
	Consent


Where we rely on legitimate interests, we have completed a Legitimate Interests Assessment.

Photographs & Videos
Photographs and videos are only used:
· For learning journals
· For display within nursery
· For marketing (if separate consent given)
We rely on explicit parental consent for photographs not required for safeguarding or EYFS assessment.
Consent may be withdrawn at any time.


Data Sharing
We may share data with:
· Essex County Council (funding & safeguarding)
· Ofsted (regulatory inspection)
· Schools (with parental consent)
· Health professionals (where necessary)
· Disclosure and Barring Service (staff only)
· Software providers such as Famly (data processing agreement in place)
We do not sell personal data.

International Data Transfers
Some of our IT systems (e.g. Famly) may store data outside the UK.
Where this occurs, we ensure appropriate safeguards are in place, including:
· UK adequacy regulations
· Standard Contractual Clauses
· Data Processing Agreements

Data Retention
We retain records in line with statutory guidance, including:
	Record Type
	Retention Period

	Child records
	Until child is 21 years and 3 months

	Safeguarding records
	Until 25th birthday

	Accident records
	21 years and 3 months

	Funding records
	7 years

	General correspondence
	3 years


After this period, data is securely destroyed or anonymised.

Your Rights
Under UK GDPR, you have the right to:
· Access your data
· Correct inaccurate data
· Request erasure (where applicable)
· Restrict processing
· Object to processing
· Data portability
· Withdraw consent (where applicable)
To exercise these rights, contact the Data Protection Lead in writing.

STAFF PRIVACY NOTICE

Purpose
This notice explains how Bell Day Nursery CIC processes employee personal data.

What We Collect
· Contact details
· Employment history
· Payroll & pension data
· Bank details
· National Insurance number
· Right to work documentation
· DBS check information
· Training records
· Sickness records
· Disciplinary records

Special Category Data
· Health information
· Disability information
· Ethnicity (equal opportunities monitoring)
· Trade union membership (if applicable)

Criminal Convictions Data
We process DBS information under:
· Safeguarding Vulnerable Groups Act 2006
· EYFS statutory framework
We record:
· DBS certificate number
· Date of issue
· Issuing body
We do not retain full DBS certificates longer than necessary.

Lawful Bases
	Purpose
	Lawful Basis

	Employment contract
	Contract

	Payroll & HMRC reporting
	Legal obligation

	Pension auto-enrolment
	Legal obligation

	Safeguarding compliance
	Legal obligation

	Health & safety
	Legal obligation

	Performance management
	Legitimate interests


Special category data is processed under:
· Employment law obligations
· Public interest
· Explicit consent (limited cases)

Retention – Staff
	Record Type
	Retention Period

	Personnel files
	6 years after employment ends

	Payroll
	6 years

	Accident records
	3 years (or longer if required)

	Safeguarding concerns
	As advised by LADO/LA



Automated Decision Making
We do not make decisions based solely on automated processing.


If you have any questions about this privacy notice, please contact Emma La Roche.
 
	I,_________________________________________________________ (employee/parent), 
acknowledge that on ________________________________ (date), I received a copy of the 
nursery’s privacy notice for employees, children and parents and that I have read and understood it.

	Signature……………………………………………………………………………………………………………………………

Name …………………………………………………………………………………………………………………………………….
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