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10.9 Record‑Keeping and Record Retention Policy
Woolston Preschool 
[bookmark: _heading=h.irhcw6g5eg3p]1. Purpose of this Policy
This policy outlines how the preschool creates, maintains, stores, and disposes of records relating to children, families, and staff. It ensures compliance with:
· UK GDPR
· Data Protection Act 2018
· EYFS Statutory Framework
· Working Together to Safeguard Children
· Local Safeguarding Partnership procedures
Our aim is to ensure records are accurate, secure, and retained only for as long as necessary to safeguard children and meet statutory requirements.

[bookmark: _heading=h.qsfrm3u0fuf7]2. Principles
We are committed to:
· Keeping clear, factual, and timely records
· Ensuring information is relevant, accurate, and proportionate
· Storing records securely with controlled access
· Retaining records only for the required period
· Disposing of records safely and confidentially
· Ensuring children’s safety and welfare remain paramount

[bookmark: _heading=h.833ho218pjgl]3. Types of Records We Keep
[bookmark: _heading=h.xcym2ojbplkc]Child Records
· Registration forms and personal details
· Emergency contacts
· Attendance registers
· Learning and development records
· Accident/incident forms
· Medication records
· SEN support plans
· Safeguarding and child protection records (stored separately)
[bookmark: _heading=h.1ihjx7edgnwq]Parent/Carer Records
· Contact details
· Parental responsibility information
· Consent forms
· Communication logs
[bookmark: _heading=h.36ym3g7lhpu4]Staff Records
· Recruitment and vetting information
· DBS checks
· Training records
· Supervision and appraisal notes
[bookmark: _heading=h.zbt8fl7guu7q]Operational Records
· Policies and procedures
· Risk assessments
· Health and safety checks
· Complaints

[bookmark: _heading=h.xamb1yuybp5k]4. Creating and Maintaining Records
All staff must:
· Record information promptly, factually, and without personal opinion
· Use the setting’s agreed templates and systems
· Sign and date all entries
· Report errors to the Manager/DSL for correction (records must not be altered or erased)
The DSL oversees safeguarding records; the Manager oversees all other records.

[bookmark: _heading=h.a176279y32dr]5. Storage and Security
[bookmark: _heading=h.y4moc7lyp8lv]Paper Records
· Stored in locked cabinets in restricted‑access areas
· Safeguarding files stored separately with enhanced access controls
· Access limited to authorised staff only
[bookmark: _heading=h.c2jmgemmpkev]Digital Records
· Stored on secure, password‑protected systems
· Access permissions set according to role
· Regular backups and security updates applied
[bookmark: _heading=h.nz1ehtfgevo5]Confidentiality
All records are handled in line with the setting’s Confidentiality and Information Sharing Policy.

[bookmark: _heading=h.hheb95bp3ckq]6. Access to Records
Parents/carers may request access to their child’s records, except where:
· Information relates to another child or adult
· Disclosure may place a child at risk
· Information is part of an ongoing safeguarding investigation
Staff may access records only on a need‑to‑know basis.

[bookmark: _heading=h.gh3oosg6mt]7. Sharing Records
Records may be shared:
· With parental consent
· Without consent if required to safeguard a child
· With regulatory bodies (e.g., Ofsted)
· With receiving schools/settings when a child moves on
· With multi‑agency partners involved in supporting the child
All sharing must be:
· Necessary
· Proportionate
· Secure
· Recorded with rationale

[bookmark: _heading=h.guacy06oshb6]8. Record Retention Schedule
We follow statutory and recommended retention periods. Key examples include:
	Record Type
	Retention Period

	Child’s general file
	Until child is 21 (or 24 if child protection concerns existed)

	Safeguarding/child
protection records
	Until child is 25

	Accident/incident records
	21 years + 3 months

	Medication records
	6 years

	Attendance registers
	3 years

	Learning and 
development records
	Passed to next setting/school, then disposed of securely with receipt. 

	Staff records
	6 years after employment ends

	DBS information
	Kept only as required for decision‑making, then destroyed

	Complaints records

Job Applications and interviews
	3 years (or longer if safeguarding‑related)

  1 year then destroyed 


Where guidance changes, the longest relevant retention period will be applied.

[bookmark: _heading=h.woepas2cum82]9. Secure Disposal of Records
When retention periods expire, records are disposed of securely:
· Paper records are shredded or professionally destroyed
· Digital records are permanently deleted from all systems
· Disposal is logged and overseen by the Manager/DSL

[bookmark: _heading=h.3x5j2mmm2323]10. Data Breaches
Any suspected breach must be reported immediately to the Manager/DSL.
 We will:
· Investigate promptly
· Take action to reduce risk
· Inform affected individuals where appropriate
· Report serious breaches to the ICO within statutory timeframes


[bookmark: _heading=h.kw1w6huiu4sx]
[bookmark: _heading=h.ubw3r0f3kk1y]11. Record‑Keeping Flow Chart (Woolston Preschool)
                                            START
                             
                                                ▼
                             Staff observes / receives
                             information about a child
                                               ▼
                                Is this a routine record?            
                             (e.g., attendance, accident,         
                          medication, learning observation)   
        
                     │                                                                  │
                  YES                                        NO – Concern about welfare/safety
                     ▼                                                                ▼
        Complete required form                   - Record concern immediately
        (paper or digital)                               -  Follow safeguarding policy and procedures                                                                        
                     ▼                                                                ▼
        Store securely in                                     Inform DSL immediately
        child’s general file                                         (or Deputy DSL)
                     ▼                                                                ▼
                   END                                              DSL reviews information
                                      
                                                                                             ▼
                                                                         Does this meet threshold for         
                                                                               safeguarding action?                  
                     
                                                                 NO                                               YES
                                                                  ▼                                                  ▼
                                                DSL records decision                      DSL makes referral to:
                                                and rationale in CP file                • Children’s Social Care
                                                                  ▼                               • Police (if immediate risk)
                                                Monitor and Review                     • Other agencies as needed
                (early help, support,   Share information securely                        ▼
              or no further action)   on a need‑to‑know basis             Confirm receipt of referral
                                                                  ▼                                  and record all actions 
                                                  Update child’s record                                  ▼
                                                     and store securely                                 END
                                                                  ▼                     
                                                                END                   


[bookmark: _heading=h.c37vzugfcxg9]How to Use This Flow Chart
[bookmark: _heading=h.s1mso5qvz6fw]1. For everyday practice
Staff follow the left‑hand pathway for:
· Learning observations
· Accidents/incidents
· Medication administration
· Attendance
· General communication with parents
[bookmark: _heading=h.4w7l5ghnue04]2. For safeguarding
Staff follow the right‑hand pathway when:
· A child makes a disclosure
· There are signs of abuse or neglect
· There is a pattern of concerning behaviour
· A parent shares worrying information
· Staff feel “something isn’t right”
[bookmark: _heading=h.otqnvnycrdde]3. DSL responsibilities
The DSL:
· Reviews all concerns
· Records decisions and rationales
· Ensures timely referrals
· Stores safeguarding records separately and securely
· Oversees multi‑agency communication

[bookmark: _heading=h.k2fp5toljob6]12. Monitoring and Review
This policy is reviewed annually or sooner if:
· Legislation changes
· There is a significant incident
· Best practice guidance is updated

This policy was adopted at a meeting of Woolston Community Pre-School held on 
1 June 2017
Reviewed 24/2/2026 by Hannah Winbourne 
[bookmark: _heading=h.1yu3dbd98axm]
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