
1 
 

Peapod Pre-School, 95 Milford Road, Norwich, NR2 3AR, Tel: 01603 929653, Email: contact@peapodpreschool.co.uk,  
Ofsted Registration: EY456499, Charity No.: 1161723, Companies House No.: 7471433 

 

 

Peapod Pre-School Privacy Notice for Parents 
Based on General Data Protection Regulations (GDPR) May 2018 

Who processes your information? 
Peapod Pre-School is the data controller of the personal information you provide to us. We take your 
privacy seriously and will only use your personal information in accordance with GDPR and UK law.  

The managers, Sarah Riley and Fran O’Neill are the data protection officers. Their role is to oversee and 
monitor the Pre-School’s data protection procedures, and to ensure they are compliant with GDPR. Sarah 
and Fran can be contacted on 01603 929653 or contact@peapodpreschool.co.uk 

Which data is collected? 
The categories of information that the Pre-School collects, holds and shares about your child and you 
includes: 

• personal information (such as name, parent’s national insurance, contact details and address) 
• characteristics (such as ethnicity, gender, language, and funding information) 
• safeguarding information (such as court orders and professional involvement) 
• information relating to SEND or special educational needs and inclusion 
• medical information (such as doctors information, health, allergies, medication and dietary 

requirements) 
• attendance (such as sessions attended, number of absences, absence reasons and any previous 

settings attended) 
• observations and assessments (in accordance with our statutory requirement of using the EYFS or 

Early Year Foundation Stage curriculum) 

Why do we collect and use your information? 
Peapod Pre-School collects and uses the personal information of children and their families according to 
the legal requirements and legitimate interests set out in the General Data Protection Regulation (GDPR) 
and UK law. The lawful bases we rely on are: 
 

• Article 6 and Article 9 of the GDPR 
• General Data Protection Regulation 2018 https://ico.org.uk/ 
• Freedom of Information Act 2000 
• Human Rights Act 1999 
• The Children Act 2004, 2006 (Every Child Matters) 
• Education Act 1996 
• Keeping Children Safe in Education 2016 
• Working Together to Safeguard Children 2015 
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How we collect your information 
The data we process is essential to support the teaching and learning of our children, as well as ensuring 
the Pre-School’s operational use.  Much of the information you provide to us is mandatory, some of it is 
requested on a voluntary basis. To comply with the data protection legislation, we will inform you, whether 
you are required to provide certain information to us or if you have a choice in this. We collect your 
information using the following: 
 

• admissions form and registration form (once your child’s place is confirmed) 
• information from professionals such as doctor, health visitor, speech therapist, or the local 

authority. 
• information from previous settings. 

 
How we store your data 
We hold your data securely for as long as we need to in order to educate and care for your child.  Like 
other organisations we need to keep your information safe, and only use it for what we said we would, 
destroy it when we no longer need it and most importantly, treat the information we get fairly.  

We will keep some information after your child leaves our setting, in accordance with our data retention 
schedule: for the period of up to 4 years. Safeguarding and child protection records will be retained until 
the child reaches the age of 24 years old.   

Paper records are securely archived in lockable filing cabinets. 

Storing digital information 
We use the secure software system: Microsoft 365 for general administration, including emails.  

Our observation and assessment tool is provided by Tapestry, and our register and invoicing system is 
provided by Parenta. All our software systems are password protected and can only be accessed by 
authorised members of staff.  

Will my information be shared? 
We routinely share information with: 

• schools or settings that your child will attend after leaving us 
• The DfE (Department for Education) * 
• the Local Authority, or Norfolk County Council for the following reasons: 

o census information 
o funding information 
o as part of our duty of care to safeguard and promote the welfare of children, under the 

Children Act 1989, Section 17 

* The DfE may also share child level personal data that we supply to them, with third parties. This will only 
take place where legislation allows it to do so and it follows the data protection principles. Decisions on 
whether DfE releases this personal data to third parties are subject to a robust approval process and are 
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based on a detailed assessment of who is requesting the data, the purpose for which it is required, the 
level and sensitivity of data requested and the arrangements in place to store and handle the data. To be 
granted access to child level data, requestors must comply with strict terms and conditions covering the 
confidentiality and handling of data, security arrangements and retention and use of the data. 
For more information on how this sharing process works, please visit:  
https://www.gov.uk/guidance/national-pupil-database-apply-for-a-data-extract 
 
For information on which third party organisations (and for which project) child 
level data has been provided to, please visit: 
https://www.gov.uk/government/publications/national-pupil-database-requests-received 
 
What are your rights? 
Under data protection legislation, parents have the right to request access to information about them that 
we hold. To make a request for your personal information, or be given access to your child’s educational 
record, contact the data protection officers: Sarah Riley or Fran O’Neill. You have the right to: 

• be informed about how Peapod Pre-School uses your personal data 
• request that your personal data is amended, blocked or erased if it is inaccurate 
• object to the processing of personal data that is likely to cause, or is causing, damage or distress 
• prevent processing for the purpose of direct marketing 
• object to decisions being taken by automated means 
• seek redress, either through the ICO (Information Commissioner’s Office), or through the courts 

If you have a concern or complaint about the way Peapod Pre-School are collecting or using your personal 
data, you should raise your concern with us in the first instance or directly to the Information 
Commissioner’s Office on 0303 123 1113, Monday-Friday 9am-5pm, or at https://ico.org.uk/concerns/ 
 
Where can you find out more information? 
If you would like to find out more information about how we collect, use and store your personal data, 
please refer to our GDPR Data Protection Policy. If you would like to discuss anything in this privacy notice, 
please contact:  
Sarah Riley & Fran O’Neill, Data protection officers 
Tel: 01603 929653 or email: contact@peapodpreschool.co.uk 


