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Access, Storage and Retention of Records Policy

1. Policy Statement
Little Roos Nursery and Forest Pre-School is committed to maintaining accurate, secure and accessible records in line with the Statutory Framework for the Early Years Foundation Stage (EYFS), Ofsted requirements, and UK legislation, including the Data Protection Act 2018 and UK General Data Protection Regulation (UK GDPR).
We recognise our responsibility to keep personal and sensitive information safe, to allow appropriate access to records, and to retain and dispose of information lawfully and securely.
This policy applies to all records relating to children, parents, carers, visitors and staff.

2. Legal and Regulatory Framework
This policy is informed by and complies with:
· Statutory Framework for the Early Years Foundation Stage (EYFS)
· Childcare Act 2006
· Data Protection Act 2018
· UK General Data Protection Regulation (UK GDPR)
· Limitation Act 1980
· Ofsted inspection requirements
· Local Authority and Safeguarding Partnership guidance

3. Types of Records Kept
The nursery keeps records including (but not limited to):
· Children’s registration details and attendance registers
· Accident, incident and first aid records
· Medication and health care plans
· Safeguarding and child protection records
· Learning, observation and assessment records
· Parental permissions and consent forms
· Complaints and outcomes
· Staff records (including employment, training and DBS information)
· Financial and funding records

4. Access to Records
4.1 Parents and Carers
· Parents and carers have the right to access records relating to their own child.
· Requests should be made to the Nursery Manager.
· Access will be provided within a reasonable timescale and in line with data protection legislation.
· Information relating to other children, families or staff will not be disclosed.
4.2 Staff
· Staff may only access records that are necessary for them to carry out their professional role.
· Confidential and safeguarding records are accessible only to the Nursery Manager, Designated Safeguarding Lead (DSL) and, where appropriate, relevant authorities.
4.3 External Agencies
· Records may be shared with Ofsted, the Local Authority, safeguarding partners, or other professionals where legally required or in the child’s best interests.
· Information sharing follows GDPR principles and safeguarding guidance.

5. Storage and Security of Records
5.1 Paper Records
· Stored in locked cabinets within secure areas of the nursery.
· Access restricted to authorised staff only.
5.2 Electronic Records
· Stored on password‑protected systems and devices.
· Access is restricted through individual login credentials.
· Data is backed up securely.
5.3 General Security Measures
· Staff are trained in data protection and confidentiality.
· Records are kept in line with the data minimisation and storage limitation principles of UK GDPR.
· Personal data is not removed from the premises unless authorised and securely transported.


6. Retention of Records
The nursery retains records only for as long as necessary to meet legal, regulatory and safeguarding requirements.
Typical Retention Periods
	Record Type
	Retention Period

	General children’s records (e.g. registers, accident, medication records)
	Minimum of 3 years after the child leaves, or until the next Ofsted inspection (whichever is longer)

	Safeguarding and child protection records
	Until the child reaches 25 years of age, in line with safeguarding guidance

	Incident, injury or RIDDOR records (children)
	Until the child reaches 21 years and 3 months

	Learning and development records
	Shared with parents when the child leaves; copies kept for a reasonable period

	Complaints records
	At least 3 years

	Staff personnel files
	6 years after employment ends

	DBS certificate information
	Certificate destroyed after decision; basic record kept

	Financial and payroll records
	6 years


Retention periods are reviewed regularly and reflect Local Authority, safeguarding partnership and insurer expectations.
7. Disposal of Records
· Paper records are disposed of using confidential waste bins or cross‑cut shredding.
· Electronic records are permanently deleted from systems and backups.
· Disposal is recorded where appropriate.
· No records are destroyed if they are subject to ongoing safeguarding concerns, legal action or investigation.
8. Data Protection and Confidentiality
All personal data is handled in accordance with UK GDPR principles:
· Lawfulness, fairness and transparency
· Purpose limitation
· Data minimisation
· Accuracy
· Storage limitation
· Integrity and confidentiality
The nursery is working in line with the Information Commissioner’s Office (ICO).

9. Monitoring and Review
This policy is reviewed annually or earlier if legislation or guidance changes. Staff receive regular training to ensure consistent application.
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