Kidspace Wrap Around Care
Data Protection Policy
At Kidspace Wrap Around Care we respect the privacy of the children attending our settings, their parents and carers, our staff, volunteers, students and visitors. Our aim is to ensure that everyone using or working within Kidspace Wrap Around Care can do so with confidence that their personal data is handled lawfully, fairly, transparently and securely.
This policy applies to all Kidspace Wrap Around Care settings and is intended to be used consistently across different locations. Where local arrangements vary, the setting manager is responsible for ensuring that the setting follows this policy and that any local procedures remain suitable, lawful and up to date. Our lead person for data protection is the setting manager. The setting manager ensures that the setting follows UK GDPR, the Data Protection Act 2018 and relevant childcare registration requirements, responds to data protection queries, coordinates subject access requests, records and reports data breaches where required, and ensures staff understand their responsibilities.
Confidentiality
Within Kidspace Wrap Around Care we respect confidentiality in the following ways:
· We will only share information with a parent or carer about their own child, unless there is a lawful reason to share information more widely.
· Information given by parents or carers to staff about their child will not be passed on to third parties without permission unless there is a safeguarding concern, legal requirement, regulatory requirement, or another lawful basis for doing so.
· Concerns or evidence relating to a child’s safety will be recorded securely and shared only with those who need to know, such as the Designated Safeguarding Lead, setting manager, registered provider and relevant external agencies.
· Staff only discuss individual children when this is necessary for their care, safety, safeguarding, behaviour support, medical needs, attendance, or effective day-to-day management.
· Staff are made aware of the importance of confidentiality during induction and through ongoing supervision, training and policy updates.
· Issues relating to the employment of staff, whether paid or voluntary, will remain confidential to those who need the information for management, safeguarding, suitability, payroll, legal, regulatory or HR purposes.
· Students, volunteers and visitors are informed of confidentiality expectations and must not share information about children, families, staff or the setting outside their role.
· Personal information must not be discussed in public areas where it may be overheard.
Information security
All personal data is stored securely. Paper records are kept in secure storage and electronic records are protected by appropriate security measures such as passwords, passcodes, restricted access, secure systems and appropriate device security. Staff must ensure that personal information is not left unattended, visible to unauthorised people, or taken off site unless there is a clear work-related reason and it has been authorised by the setting manager.
Where information is transported between settings, taken on outings, or used away from the usual premises, staff must keep it secure and only take the minimum information required for the purpose. Personal devices must not be used to store children’s, families’ or staff personal data unless this has been specifically authorised by the setting manager and is in line with Kidspace Wrap Around Care procedures. Any loss, unauthorised access, accidental disclosure, damage, deletion or suspected breach of personal data must be reported to the setting manager immediately.
Information that we keep
Kidspace Wrap Around Care only collects and keeps personal information that is necessary for the safe, lawful and effective running of the childcare provision. This may include child registration information, parent and carer contact details, emergency contact details, attendance records, medical information, allergies, dietary needs, care plans, accident, incident and medication records, safeguarding and welfare records, consent forms, information relating to additional needs, payment and booking information, and staff, volunteer, student and visitor records where required.
The setting manager should ensure that each setting keeps an up-to-date record of what personal data is collected, where it is stored, why it is needed, who has access to it, how long it is kept and how it is securely disposed of.
Children, parents and carers
We hold only the information necessary to provide a childcare service for each child. Our lawful basis for processing this information is usually the fulfilment of our contract with parents and carers, compliance with legal and regulatory obligations, legitimate interests in running a safe childcare service, and protection of vital interests where there is an emergency or safeguarding concern.
Where we process health information or other special category data, we do so because it is necessary to provide appropriate care, meet legal obligations, protect children’s welfare, and support safeguarding and health needs. Once a child leaves our care, we retain only the information required by statutory legislation, regulatory requirements, insurance requirements, safeguarding requirements and recognised childcare record-retention practice.
The setting manager should check that the retention schedule used by Kidspace Wrap Around Care is up to date and applied consistently across all settings.
Sharing information, subject access requests and data breaches
We will only share personal information with outside agencies or third parties where there is a lawful reason to do so. This may include sharing information to safeguard or promote the welfare of a child, protect a person from harm, meet legal, regulatory or statutory requirements, or work with authorised bodies such as Ofsted, local authority teams, safeguarding partners, police, HMRC, insurers or other professional services used to operate the childcare provision.
Parents, carers, staff, volunteers and, where appropriate, children have rights in relation to their personal data. Requests to access, correct, restrict or delete personal data should be made to the setting manager. We will respond to requests as soon as practicable and within one month unless an extension is permitted by law. Some records may need to be retained where there is a legal, safeguarding, insurance, regulatory or contractual reason to keep them.
A personal data breach means a breach of security leading to accidental or unlawful destruction, loss, alteration, unauthorised disclosure of, or access to, personal data. All staff must report any actual or suspected data breach to the setting manager immediately. The setting manager will assess the breach, record what happened, take action to contain and reduce harm, and decide whether the breach must be reported to the Information Commissioner’s Office.
The setting manager should confirm which third-party systems or services are used across Kidspace Wrap Around Care, such as booking systems, payroll, accounts, email, messaging, staff training or online record systems, and ensure a data breach log is available and used consistently across all settings.
Photographs, images and digital information
Photographs, videos and digital records may be used only where there is a clear childcare, safeguarding, learning, communication or operational purpose and where appropriate consent or another lawful basis is in place. Images must be stored securely and used only in line with Kidspace Wrap Around Care procedures. Staff must not use personal devices to take, store or share images of children unless this has been specifically authorised by the setting manager.
The setting manager should check that this wording matches Kidspace Wrap Around Care’s mobile phone, camera, social media and online safety policies.
Staff responsibilities, training and review
All staff, volunteers and students are responsible for protecting personal information and following this policy. Staff must only access personal data they need for their role, keep information confidential and secure, use secure systems, share information only where there is a lawful and necessary reason, report data breaches or concerns immediately, and follow safeguarding procedures where information suggests a child may be at risk.
Data protection and confidentiality are covered during staff induction. Staff receive updates when procedures change and refresher training where required. This policy will be reviewed at least annually, or sooner if there are changes to legislation, guidance, regulatory requirements, systems, procedures or the way Kidspace Wrap Around Care handles personal data.
UK GDPR principles
Kidspace Wrap Around Care complies with the UK General Data Protection Regulation and the Data Protection Act 2018. Personal data must be used fairly, lawfully and transparently; collected for specified, explicit and legitimate purposes; adequate, relevant and limited to what is necessary; accurate and kept up to date where necessary; kept for no longer than necessary; and handled securely and protected against unauthorised or unlawful processing, loss, destruction or damage.
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Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2025), relevant Ofsted Childcare Register requirements, UK GDPR, the Data Protection Act 2018 and relevant Information Commissioner’s Office guidance.
