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Data Minimalization and Data Retention Policy

The purpose of this policy is to outline the operational needs of HLH and the legal obligations of our setting as an early years establishment and the length of time we are legally able or required to retain staff, parental, and childs personal information, referrals, concerns, funding information, photo’s permissions and accidents injuries etc. 

As a responsible setting we will not retain any information for longer than is necessary or required by law. As a business we are obligated to follow guidance as set out by the ICO (information commissioners office, The EYFS (Early Years Foundation Stage Framework) Ofsted, GDPR (General Data Protection Regulations, HSE, (Health and Safety Executive guidance) LA, (Local Authority), DFE (Department For Education) etc. Please note this is not an exhaustive list and we will bullet point below our records and length of time these items will be retained for. 

Please note in the interest of Data Minimalization, we will only ever store/retain necessary and relevant personal information and data. Any stored data (hard copies) will be destroyed securely via a registered company when the retention period for storage is up. Any digital copies of information will be securely deleted when retention period is up and dates retained for deletion for company records or audit by the ICO.  When using digital systems data must be held securely with password protection.

The information we are required to keep, and retention periods are as follows: 

· Child/parent Safeguarding information – time frame till the child turns 25 years and 1 month of age. 
· Operational Records – registers/daily logs, learning journeys etc – 6 years from child leaving setting.
· Incident/Accident Reports –till child turns 21 Years and 3 months of age
· Funding Information – 7 years following child/ren leaving the setting. 
· ESF Funded – till 2034
· Staff Records – 6 years following staff resignation. 
· Unsuccessful job applicants – 1 Year following decision to not hire.
· Link Club Records – 2 years following child leaving the setting. 
· Complaints – 3 Years following the date of the complaint. 
· Photo/Video permissions – till the child turns 21years and 6 months of age. 
· Early Help referrals and records – Til Child turns 25 years and 1 month. 

Please note that parents/carers can withdraw consent at any point, this is directly in relation to any personal information such as names, address, DOB, Contact details, photo’s, videos, data sharing and any special category data. However please be aware that certain documentation in direct relation to any of the list above is a legal requirement for the setting and must be lawfully and legally retained as following the retention periods and disposal methods mentioned above. 

When your child leaves our setting we will send the following data home with them
· Daily notes (if applicable)
· Learning Journey File/ Scrap Books which includes photographs (if applicable)
· Any other photo’s of your child. 
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