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Introduction

Early childhood settings are required to maintain and manage records in a private and confidential manner. Records need to be kept in accordance with Legislation and Government requirements. Maintaining the confidentiality and currency of information provided by families, educators and staff members or other stakeholders is an indicator of the level of professionalism that exists within the service and builds families’ confidence in the Centre’s records management practices (Guide to the National Quality Standard, Pg 187) (See Section 2, Policy 2.9.3 Confidentiality).
Goals – What are we going to do?

The Service will maintain all Centre records according to the National Privacy Principles. The Service will ensure Centres abide by legislative protocol when collecting and storing information. The Service will ensure records are archived for appropriate time frames in a safe and secure manner (See Section 7, Policy 7.4.1 Collection & Storage of Documents and Section 7, Policy 7.4.3 Privacy). 
National Quality Framework, Quality Area 7: Governance and leadership
National Quality Framework Standard 7.1 Governance – Governance support the operation of a quality service 

7.1.2 Management systems – Systems are in place to manage risk and enable the effective management and operation of a quality service.
Strategies ‐ How will it be done?

Under the Education & Care Services National Regulations 2020, enrolment and other documents, must to the extent practicable be kept at the education and care service premises, if they relate to the operation of the service, any staff member or child for the previous 12 months. If not kept on the premises, they must be kept at a place readily accessible by an authorised officer, for example, the records are available online from the service premises. The Approved Provider and the Nominated Supervisor are responsible for ensuring processes are in place at the service for reviewing and updating records and information on a regular basis, overseeing and ensuring records are maintained for the required length of time and are stored and archived appropriately to protect confidentiality, as per the following:
An Approved Provider of a Centre-based service must keep a staff record which contains information about: 
· the Nominated Supervisor and copies of their relevant qualifications (or progress towards those qualifications) and working with children checks (See Section 4, Appendix 2)
· personal particulars of other educators and staff, and copies of their relevant qualifications (or progress towards those qualifications) and working with children checks (See Section 4, Appendix 3)
· the designated educational leader (See Section 4, Appendix 4)
· details of volunteers and students. (See Section 4, Appendix 5)
In addition, other records are required that are more like a staff roster or time sheet. These records include:
· record of educators working directly with children
· record of access to early childhood teachers, including when the teacher worked directly with children
· record of each date and times a volunteer participates in the service (See Section 6, Appendix 4)
· the name of the responsible person at each time that children are being educated and cared for by the service. (See Section 4, Appendix 1)
Keep at Service at all times:

· Evidence of current public liability insurance (Available for inspection at service premises)
· Quality Improvement Plan (Current plan to be kept)
· Child assessments

· an incident, injury, trauma and illness record

· a medication record

· the child attendance record

· the child enrolment record

· the record of the death of a child while being educated and cared for by the service

· a record of the service’s compliance history

· a record of the responsible person in day-to-day charge, which includes certified supervisors placed in day-to-day charge

· evidence that records are stored appropriately to protect confidentiality

Display at Service at all times:

· provider approval, including: 

· the approved provider name
·  the provider’s approval number
· any conditions relating to the provider approval

· service approval, including:
· the name of the approved service
· the service approval number
· any conditions relating to the service approval

· nominated supervisor, including:
· the name of the nominated supervisor (See Section 4, Appendix 2)

· if the nominated supervisor belongs to a class under regulation 49

· service rating, including the:
· current ratings for each quality area under the National Quality Framework
· overall rating of the service

· service or temporary waivers, including:
· the elements of the National Quality Standard and/or National Regulations that have been waived
· the duration of the waiver
· whether the waiver is a service or a temporary waiver

· service operation, including the:
· opening days and hours
· name and position of the responsible person in charge at any given time (See Section 4, Appendix 1)

· name and phone number of the person who can be contacted for a complaint
· name of the educational leader (See Section 4, Appendix 4)

· contact details of the Regulatory Authority

· health and safety, including a notice:
· stating that a child at risk of anaphylaxis is enrolled at the service, if applicable
· of an occurrence of an infectious disease at the service, if applicable. (See Section 2, Appendix 4)
Keep until the child turns 25, then destroy:

· Keep records relating to an incident, illness, injury or trauma suffered by a child while being educated and cared for by the education and care service, or that may have occurred following an incident while being educated and cared for by the education and care service until the child is aged 25 years and dispose of information securely when no longer required to be kept.

· Complaint forms and follow up records

Keep until the end of 3 years after the Approved Provider operated the service:

· Record of service’s compliance history

· any other record relating to the Approved Provider at the education and care service

Keep until the end of 3 years after the Nominated Supervisor operated the service:

· any other record relating to the Nominated Supervisor at the education and care service 

Keep until the end of 3 years after the child’s last attendance:
· Child assessments

· Medication record

· Child attendance
· Child enrolment

· Immunisation History Statements

· any other record relating to a child enrolled at the education and care service

Keep until the end of 3 years after the staff member works for the service:
· Record of responsible person in day-to-day charge including Certified Supervisors placed in day-to-day charge

· Staff record

· Record of access to early childhood teachers

· Record of educators working directly with children

· Record of volunteers and students
· any other record relating to the Staff member at the education and care service

Keep for 5 years: 

· Grant and donation records

· Collection of fees

· Financial statements

· Budgets 

· All other financial records e.g. receipts, bank statements, backups of computer finance data file

Keep for 7 years:

· Keep records relating to the death of a child while being educated or cared for by the education and care service or that may have occurred as a result of an incident while being educated and cared for, until the end of 7 years after the death

· Working with children check clearance information

· Asset register
· Leasing documentation
· Insurance policies
· Documentation of Agreements
· WHS notifications and records

· Meeting minutes

· Marketing documentation

· Manuals and emergency procedures

· Centre policies (after they are no longer applicable)
Keep permanently:

· All child protection documentation

· Management Committee Minutes

· Centre newsletters

· Register of all records destroyed

Destroy once replaced:

· Licensing documentation and Licenses

· Education & Care Services National Regulation
· Draft policies

Destroy when child no longer eligible for care at the Centre:

· Waiting list forms

Centre staff are responsible for maintaining up to date developmental records and programming information which needs to be accessible for families.

All information is kept in a secure place to protect it from unauthorised access, modification or disclosure (See Section 7, Policy 7.4.1 Collection & Storage of Documents) 

All documentation will be shredded or incinerated when no longer needed or as mandated by law.

Statutory Legislation & Considerations
· Education & Care Services National Regulations 2020, Regulations 145-152, 158-162, 177-184
· National Quality Standard for Early Childhood Education and Care and School Age Care
  Council of Australian Governments February 2020
· Privacy Act 1988 - www.privacy.gov.au/law/act
· Associations Incorporation Regulation 2016

Sources
· Community Early Learning Australia
· Department of Education ‐ www.dec.nsw.gov.au
· Australian Taxation Office – www.ato.gov.au
· Australian Privacy Principles http://www.oaic.gov.au/privacy/applying-privacy-law/app-guidelines
· Department of the Officer of the Australian Information Commissioner ‐ www.privacy.gov.au
· Department of Education and Training ‐ https://education.gov.au/early-learning
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