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Little Bears Pre-school  
 

Record Keeping Policy 
 
 

Statement of Intent  
 
At our Preschool  there are record keeping systems in place that meet legal requirements; means of storing 
and sharing that information take place within the framework of the Data Protection Act and the Human Rights 
Act. 
 
We aim to ensure that all these requirements are upheld and ensure that anyone who has reason to have 
access to these records fully understand this policy and those policies directly related to it namely our 
Confidentiality and Information Sharing policies 
 
We hold two types of records: Provider records and Children’s records and the length for which each 
individual record is in Appendix 1 
 

Provider records 
 
We keep records for the purpose of maintaining our business.  These include:  

 Records pertaining to our registration. 

 Landlord/lease documents and other contractual documentation pertaining to amenities, services and 
goods. 

 Financial records pertaining to income and expenditure. 

 Health and Safety records which include Risk assessments. 

 Employment records of staff. 

 Contact Details of the Committee Members. 
 
Our records are regarded as confidential on the basis of sensitivity of information, such as with employment 
records, and these are maintained with regard to the framework of the Data Protection Act and the Human 

Rights Act. 
A Unique Child Positive 

Procedures 
 

 All records are the responsibility of the Committee, who will ensure they are kept securely. 

 All records are kept in an orderly way in files and filing is kept up-to-date. 

 Financial records are kept up-to-date for audit purposes. 

 Health and safety records are maintained; these include risk assessments, details of checks or 
inspections and guidance etc. 

 Our Ofsted registration certificate is displayed. 

 Our Public Liability insurance certificate is displayed. 

 All our employment and staff details are kept securely and confidentially. 
 

Children’s records 
 
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. 
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 These are usually kept in the filing cabinet but they can be accessed at any time by requesting to see 
them from a member of staff, and contributed to, by staff, the child and the child’s parents. 

 At least once a term parents are invited to speak with their child’s key worker regarding the 
development of their child, although key workers are available at any time to speak to parents should 
they wish to do so. 

 A summary of this profile is shared with any other setting that the child may attend in order to maintain 

a regular two‐way flow of information 
 

Personal records 
 

 These include registration and admission forms, signed consent forms, and correspondence 
concerning the child or family; reports or minutes from meetings concerning the child from other 
agencies, an on-going record of relevant contact with parents, and daily developmental observations 
by staff as Key workers or on any confidential matter involving the child, such as developmental 
concerns (SEN) or child protection matters. 

 A record of any administration of Medication that may be required. (This should be signed to give the 
staff authority to administer the medication as instructed). 

 These confidential records are stored in a lockable cabinet and are kept secure by the person in 
charge in a suitably safe place. 

 Parents have access, 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. 

 We retain children’s records for a minimum of three years after they have left the setting. These are 
kept in a secure place. 

 

Other records 
 

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

 Visitors Book 

 Accident and Incident Records 

 Fire Drills 

 Students on Pre-school Learning Alliance or other recognised qualifications and training, when they 
are observing in the setting, are advised of our confidentiality policy and are required to respect it. 

 

 
Transfer of records to school 
 
We recognise that children sometimes move to another early years setting before they go on to school 
although many will leave our setting to enter the Foundation Stage in Reception class in their chosen Primary 
School. 
 
We prepare children for these transitions and involve parents and the receiving setting/school in this process. 
We prepare records about a child’s development and learning in the EYFS in our setting and in order to 
enable a smooth transition we share appropriate information with the receiving setting or school at transfer. 
 
Confidential records are shared where there have been child protection concerns according to the process 
required by our Local Safeguarding Children Board. The following procedure guides this process and 
determines what information we can and cannot share with a receiving school or setting. 
Relationships 

 
Procedures 
 
Transfer of developmental records for a child moving to another early years setting or school 
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 Using the EYFS assessment of development and learning ensure the key person prepares a 
summary of achievements in the seven areas of learning. 

 This record refers to any additional language spoken by the child and his or her progress in both 
languages. 

 The record also refers to any additional needs that have been identified or addressed by the setting. 

 The record refers to any special needs or disability and whether a DAF was raised in respect of 
special needs or disability, whether there is a Statement of Special Educational Needs and gives the 
name of the lead professional. 

 The record contains a summary by the key person and a summary of the parent’s view of the child. 

 The document may be accompanied by other evidence such as photos or drawings that the child has 
made. 

 For transfer to school, Devon County Council provides a transition record for the setting to follow. 
 
Transfer of confidential information 
 

 The receiving school/ setting will need to have a record of concerns that were raised in the setting and 
what was done about them. 

 A summary of the concerns will be made to send to the receiving setting/school along with the date of 
the last professional meeting or case conference.  

 Where a DAF has been raised in respect of any welfare concerns the name and contact details of the 
lead professional will be passed on to the receiving setting or school. 

 Where there has been an investigation regarding a child protection concern the name and contact 
details of the child’s social worker will be passed on to the receiving setting or school – regardless of 
the outcome of the investigation. 

 This information is posted or taken to the school or setting, addressed to the setting or school’s 
designated person for child protection and marked confidential. 

 

 
Legal framework 
 
Data Protection Act 1998 
Freedom of Information Act 2000 
Human Rights Act 1998 
Children Act 1989 

 
 
Further guidance 
 
What to do if you are Worried a Child is Being Abused  
Information Sharing: Guidance for Practitioners and Managers 

 
 
 
 
 
 
 
 
 
 
 
Approved………………………………………………:   (Chair of Committee signature)   

 

Adopted on …………………………………………..     Review Date ……………………. 
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Appendix 1 

 

 

Retention periods for records 

 
CHILDREN’S RECORDS 

 

 
Retention period 

 
Status 

 
Authority 

 
 
Children’s records - including  
registers, medication record books  
and accident record books  
pertaining to the children 

 
7 years 
 

 
Requirement 

 
Statutory Framework for the Early Years 
Foundation Stage (given legal force by 
Childcare Act 2006)  
 

 
Until the child reaches the age of  
21 - or until the child reaches the  
age of 24 for child protection  
records  
 

 
Recommendation 

 
Limitation Act 1980  
 
Normal limitation rules (which mean that an 
individual can claim for negligently caused 
personal injury up to 3 years after, or 
deliberately caused personal injury up to 6 
years after the event) are postponed until a 
child reaches 18 years of age  
 

 
Records of any reportable death,  
injury, disease or dangerous  
occurrence  
 

 
3 years after the date the record  
was made  
 

 
Requirement  

 
The Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 
(RIDDOR) (as amended)  
 

 
CHILD PROTECTION 

 

 
Retention Period 

 
Status 

 
Authority 

 
Looked After Children  
 
A child is looked after if s/he is in care 
by reason of a Court Order or is 
being accommodated under a 
voluntary agreement. This includes 
all children placed with foster carers 

 
Until the persons 75

th
 birthday, or if 

the child has died before reaching 18 
years old, a period of 15 years from 
the date of death. 
 

 
Requirement 

 
Children Act 1989 Guidance and Regulations 
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(including relatives and friends), 
parents or those with parental 
responsibility and in children’s homes 
 

 
Where an enquiry has been made, 
but the child has neither been  
accommodated nor placed on the 
Child Protection Register, and where 
no other statutory retention periods 
apply 
 

 

6 years from the date of closure of 
the case. 

 
Requirement 

 
Children Act 1989 Guidance and Regulations 
 

 
Where an enquiry has led to a child 
or young person being placed on the 
Child Protection Register, 

 
Until the person’s 75

th
birthday. If they 

have died before their 18
th
 birthday 

the record should be kept for 6 years 
from the date of death. 
 

 
Requirement 

 
Children Act 1989 Guidance and Regulations 
 

 
Children in Need  
 
Where a child or young person 
considered to be ‘In Need’ but is not 
accommodated or subject to a child 
protection enquiry 
 

  
7 years after their 18

th
 
 
birthday. 

 

 
Requirement 

 
Local Authority Social Services Act 1970 
 
Children Act 1989 

 
Referrals where no further action 
taken: 
 
If the involvement has not resulted in 
the child or young person being 
accommodated, placed on the child 
protection register or worked with as 
a child in need. 
 

 
6 years from the date of closure of 
the case. 
  

 
Requirement 

 
Local Authority Social Services Act 1970 
 
Children Act 1989 

 
PERSONNEL RECORDS 

 

 
Retention period 

 
Status 

 
Authority 

 
 
Personnel files and training  

 
6 years after employment  

 
Recommendation 

 
Chartered Institute of Personnel and 
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records (including disciplinary  
records and working time records) 
 

ceases  
 

Development 

 
DBS check 

 
6 months 

 
Recommendation 

 
DBS Code of Practice 
 
The following basic information should be 
retained after the certificate is destroyed: the 
date of issue; the name of the subject; the type 
of disclosure; the position for which the 
disclosure was requested; the unique 
reference number; and the details of the 
recruitment decision taken  
 

 
Training – renewal 
 
 
First aid - must be paediatric first aid 
(12 hour course) 
 

  
Every 3 years.  Has to  

 
Requirement 

 
The Health and safety (First Aid) 
Regulations 1981 – Approved Code 
of Practice and Guidance 
 

 
Safeguarding – Group 2 

 
Every 2 years but this can be 
delivered in house by those who have 
attended Group 3 training 

 
Requirement 

 
Statutory Framework for the Early 
Years Foundation Stage  
Working Together to Safeguard 
Children 2013 
Local Authority Child Protection 
Procedures 
 

 
Safeguarding – Group 3 

 
Every 3 years 

 
Requirement 

 
Statutory Framework for the Early 
Years Foundation Stage  
Working Together to Safeguard 
Children 2013 
Local Authority Child Protection 
Procedures 
 

 
Food and Hygiene  

 
Update not statutory - up-date every 
4-5 years to incorporate any  

 
Recommended 

 
Food Standards Act 1999 
Food Standard Agency 
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significant changes to legislation or 
best practice 
 

 
SENCO training  

 
Newly appointed SENCO should 
attend on commencement of 
employment  
 
 
Current SENCOs should attend 
training on a continuous roll around 
inclusion to ensure best practice 
 

 
Recommended 
 
 
 
Recommended 

 
Statutory Framework for the Early 
Years Foundation Stage  
 
 
Statutory Framework for the Early 
Years Foundation Stage  
 
 

 
Pay  
 
 
Wage/salary records (including  
overtime, bonuses and expenses) 
 
 

 
6 years 

 
Requirement 

 
Taxes Management Act 1970 

 
Statutory Maternity Pay (SMP)  
records  
 

 
3 years after the end of the tax  
year to which they relate  
 

 
Requirement 

 
The Statutory Maternity Pay (General) 
Regulations  
1986  
 

 
Statutory Sick Pay (SSP) records 

 
3 years after the end of the tax  
year to which they relate  
 

 
Requirement 

 
The Statutory Sick Pay (General) Regulations 
1982  
 

 
Income tax and National  
Insurance returns/records  
 
 

 
At least 3 years after the end of  
the tax year to which they relate 

 
Requirement 

 
The Income Tax (Employments) Regulations 
1993 (as amended)  
 

 
Redundancy details, calculations  
of payments, refunds, notification  
to the Secretary of State  
 

 
6 years after employment ends 

 
Recommendation 

 
Chartered Institute of Personnel and 
Development 



 
Little Bears Pre School Shebbear Community School, Shebbear, Beaworthy, Devon  EX21 5SG            

Tel: 07890 814564 

 

 
Health and safety 
 
 
Staff accident records (for  
organisations with 10 or more 
employees) 

 
3 years after the date the record  
was made  
(there are separate  
rules for the recording of accidents 
involving hazardous substances)  
 

 
Requirement 

 
Social Security (Claims and Payments) 
Regulations 1979  
 

 
Records of any reportable death,  
injury, disease or dangerous  
occurrence 

 
3 years after the date the record  
was made 

 
Requirement 

 
The Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations 1995 
(RIDDOR) (as amended)  
 
 

 
Accident/medical records as  
specified by the Control of  
Substances Hazardous to Health  
Regulations (COSHH)  
 

 
40 years from the date of the  
last entry  
 

 
Requirement 

 
The Control of Substances Hazardous to 
Health  
Regulations 2002 (COSHH)  
 

 
Assessments under Health and  
Safety Regulations and records of  
consultations with safety  
representatives and committees 
 

 
Permanently 

 
Recommendation 

 
Chartered Institute of Personnel and 
Development  
 

 
FINANCIAL RECORDS 

 

 
Retention period 

 
Status 

 
Authority 

 
Accounting records 

 
3 years from the end of the  
financial year for private  
companies, 6 years for public limited 
companies 
 

 
Requirement 

 
Companies Act 2006  
 

  
6 years for charities 
 
 

 
Requirement 

 
Charities Act 2011  
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ADMINISTRATION RECORDS 

 

 
Retention period 

 
Status 

 
Authority 

 
Insurance certificates 

 
40 years from the date  
insurance commences or is  
renewed  
 

 
Requirement 

 
The Employers’ Liability (Compulsory 
Insurance)  
Regulations 1998  
 

 
Minutes/minute books 
 

 
10 years from the date of the  
meeting for companies 
 

 
Requirement 

 
Companies Act 2006  
 

  
6 years from the date of the  
meeting for Charitable  
Incorporated Organisations  

 
Requirement 

 
The Charitable Incorporated Organisations 
(General) Regulations 2012  
 

  
Permanently 
 

 
Recommendation 

 
Chartered Institute of Personnel and 
Development  
 

 


