


[bookmark: _Hlk76376818]07	 Jack and Jills - Record keeping policy
Aim
We have record keeping systems in place for the safe and efficient management of the provision and to meet the needs of the children; that meet legal requirements for the storing and sharing of information within the framework of the GDPR and the Human Rights Act. 
Objectives
· Children’s records are kept in personal files, and stored separately from their developmental records.
· Children’s personal files contain registration information, emergency contacts, allergy and medical information and parents permissions to take photos, record and share information.
· Children’s personal files also contain other material described as confidential as required, such as Common Assessment Framework assessments, case notes including recording of concerns, discussions with parents/carers, and action taken, copies of correspondence and reports from some other agencies, such as medical reports.
· EHC Plans, IEPs and records from supportive agencies, such as Speech and Language and Occupational Therapy is stored with developmental records.
· Observations of children and children’s work is displayed in journals and recorded on two tablets, which is shared with parents by the secure Tapestry App (permission granted by parents on registration forms).
· Photos of children and what they have been doing at preschool is shared on the closed Facebook group  (permission granted by parents on registration forms).
· Confidentiality is maintained by secure storage of files in a locked storage cupboard. 
· Staff know how and when to share information effectively if they believe a family may require more support.
· Staff know how to share information if they believe a child is in need or at risk of suffering harm.
Records
The following information and documentation are also held:
· name, address and contact details of the provider and all staff employed on the premises, their DBS details, medical needs, allergies and next of kin, providing an emergency contact. 
· a daily record of all children looked after on the premises, their hours of attendance and their named key person
· certificate of registration and insurance, displayed and shown to parents on request
· records of risk assessments
· record of complaints 
Legal references
General Data Protection Regulation 2018
Freedom of Information Act 2000
Human Rights Act 1998
Statutory Framework for the Early Years Foundation Stage (DfE 2025)
Data Protection Act 2018
Further guidance
Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HMG 2018 updated May 2024) 
Business management mini-guide (Alliance publication)




























	



