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Ofsted helpline number 03001231231
ICO Registration Number Z2694595
The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager

10.6 Children’s records
Policy statement

We have record keeping systems in place that meet legal requirements; the means we use to store and share that information takes place within the framework of the Data Protection Act (1998) and the Human Rights Act (1998). This policy and procedure is taken in conjunction with the Confidentiality and Client Access to Records Policy and the Information Sharing Policy.
Procedures

We keep two kinds of records on children attending our setting:

Developmental records
· These include observations of children in the setting, photographs, video clips and samples of their work and summary developmental reports.

· These are usually kept in the pre-school and can be freely accessed, and contributed to, by staff, the child and the child’s parents.
· From Sept 2015 all observations will be recorded within Tapestry, an on-line learning journal.
Personal records

· These include registration and admission forms, signed consent forms, correspondence concerning the child or family, reports or minutes from meetings concerning the child from other agencies, an ongoing record of relevant contact with parents, and observations by staff on any confidential matter involving the child, such as developmental concerns or child protection matters.

· These confidential records are stored in a room that can only be accessed with a key pass and are kept secure by the Manager 

· Parents have access, in accordance with our Client Access to Records Policy, to the files and records of their own children, but do not have access to information about any other child.

· Staff will not discuss personal information given by parents with other members of staff, except where it affects planning for the child's needs. Staff induction includes an awareness of the importance of confidentiality in the role of the key person.

· Please see table of retention periods at the bottom of this policy
Other records
· We keep a daily record of the names of the children we are caring for, their hours of attendance and the names of their key person.

· Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personnel decisions.

· When students in training are observing in the setting, they are advised of our Confidentiality and Client Access to Records Policy and are required to respect it. Prior permission will be sought from the parents of the children they wish to observe. Students will not reveal the identity of any children they observe in their academic work.
Legal framework

· Data Protection Act (1998)
· General Data Protection Regulations ( May 2018)
· Human Rights Act (1998)

Further guidance

· Information Sharing: Guidance for Practitioners and Managers (DCSF 2008)

Last updated by: Maggie Catmull on   4th September 2020.
Policy agreed for and on behalf of Richmond Pre-school CIC by all three directors on 4th September 2020

Review annually

Retention periods of all pre-school records

	Type of record 
	How long to keep 
	Authority / Regulations

	Children’s Records 

	Registers, medical records, accident records 
	For 3 years or until next inspection 

Exceptions - If a concern is raised and legal action is pending, keep that child’s records until they reach 25 years of age.
	EYFS under Childcare Act 2006

	Child Protection records & Safeguarding concerns 
	Until child is 21
	Limitation Act 1980

Look at ESCB for guidance

	Records of any reportable death or injury, disease or dangerous occurrence
	For an adult – minimum of 3 years (maybe longer depending on the circumstances)

For a child until they are 21
	The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) (SI1995/3163) (as amended)

	Safeguarding and welfare records (including written summary of information transferred to schools) which resulted in a Child Protection referral or Child In Need referral being made to the local authority
	Until the child reaches age 25 years, or for Looked After Children 75 years.
	Limitation Act 1980



	Safeguarding and welfare records (including written summary of information transferred to school) which resulted in a referral being made to CAF or other early help support services referrals
	Six years from time referral made, or for Looked After Children 75 years.
	Limitation Act 1980



	Personnel Records 

	Personnel files and training records (including disciplinary records and working time records).


	Six years after employment ceases.
	Chartered Institute of Personnel and Development

	Application forms and interview notes for unsuccessful candidates
	6 months to 1 year 
	Chartered Institute of Personnel and Development

	DBS information
	Once decision gained, dispose of, keep for no more than 6 months 

We will maintain on employee files the reference number, the date a check was obtained and who obtained it.
	Disclosure and Barring Service EYFS (given legal force by Childcare Act 2006)

	Pay

	Wages/salary records (including overtime, bonuses and expenses).
	6 years 
	Taxes Management Act 1970

	Statutory Maternity Pay (SMP) records.
	Three years after the end of the tax year in which the maternity period ends.
	The Statutory Maternity Pay (General) Regulations 1986 (SI 1986/1960) as amended

	Statutory Sick Pay (SSP) records.
	Six years after employment ceases.
	Chartered Institute of Personnel and Development

	Income Tax and National Insurance returns/records.
	At least three years after the end of the tax year to which they relate.
	The Income Tax (Employments) Regulations 1993 (SI 1993/744) as amended

	Redundancy details, calculations of payments, refunds, notification to secretary of state.
	Six years from the date of redundancy.
	Chartered Institute of Personnel and Development

	Parental leave records.
	18 years from the birth of the child.
	Chartered Institute of Personnel and Development

	National Minimum Wage records.
	Three years after the end of the pay reference period following the one that the records cover.
	The National Minimum wage Act 1998

	Pension scheme and member records.
	Six years (except for records of opt-outs which must be kept for four years).
	The Pensions Regulator

	
	12 years from the ending of any benefit payable under the policy
	Chartered Institute of Personnel and Development

	Health & Safety 

	Staff accident records (for organisations with 10 or more employees).
	Three years after the date of the last entry (there are separate rules for record
	Social Security (Claims and Payments) Regulations 1979 (SI 1979/628)

	Records of any reportable death, injury, disease or dangerous occurrence.
	Three years from the date of the last entry.
	The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) (SI 1995/3163) as amended

	Accident/medical records as specified by the Control of Substances Hazardous to Health regulations (COSHH) 1999
	40 years from the date of the last entry
	The Control of Substances Hazardous to Health regulations 1999 (COSHH) (SIs 1999/437 and 2002/2677)

	Assessments under Health and Safety Regulations and records of consultations with safety representatives and committees.
	Permanently.
	Chartered Institute of Personnel and Development

	Financial Records 
	
	

	Accounting records.
	Six years for Public Limited Companies. 
	Section 386 and 388 of the Companies Act

	Administration Records 

	Complaints records 
	At least three years from the date of the last record, or until next Ofsted inspection
	Early Years Foundation Stage Welfare Requirements (given legal force by Childcare Act 2006)

	Insurance Policies 
	Permanently 
	Information and Records Management Society

	Minutes of meetings 
	Permanently
	Chartered Institute of Personnel and Development
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