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Provider records

Policy statement

We keep records and documentation for the purpose of maintaining our business/charity. 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.

· Risk assessments.

· Employment records of our staff including their name, home address and telephone number.

· Names, addresses and telephone numbers of anyone else who is regularly in unsupervised contact with the children.
We consider our records as confidential based on the sensitivity of information, such as with employment records. These confidential records are maintained with regard to the framework of the General Data Protection Regulations (2018), further details are given in our Privacy Notice and the Human Rights Act (1998).

Procedures

· All records are the responsibility of our management team who ensure they are kept securely.

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

· Our financial records are kept up-to-date for audit purposes.

· We maintain health and safety records; 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 records are kept securely and confidentially.

Examples of significant events may include:

· involvement with safeguarding partners and statutory agencies about incidents or concerns that might affect someone’s suitability, for instance child protection, welfare or safety investigations. These agencies and organisations could include: the police, your local authority (and services within it), mental health services, drug/alcohol services, fire services, environmental health, and building control and planning departments

· a device containing children’s information being stolen

· an incident where a child or children may have been at risk of harm, for example:

· you were involved in a car accident when transporting children and the police are investigating a possible offence

· a child was able to leave a setting or was missing for any period 

· a child was not adequately supervised (such as being left unattended in a car)

· an unauthorised person gained access to the childcare premises

· if you have been the victim of a crime that occurred on the childcare premises, such as assault, harassment or vandalism

· any incidents of domestic abuse

· any incidents of self-harm or overdose

· any one-off or ongoing incidents on or around your premises that may affect children, such as violence, criminal or sexual exploitation and gangs, county lines activity, grooming and child trafficking

· the disqualification of an employee or any person who lives or works on the premises where childcare is provided (see applying to waive disqualification)

· changes to health

A full list Childcare: significant events to notify Ofsted about - GOV.UK
Legal framework

· Genera Data Protection Regulations (GDPR) (2018)
· Human Rights Act 1998

· https://www.legislation.gov.uk/uksi/2012/938/contents/made
· https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2 

· https://www.gov.uk/government/publications/early-years-inspection-handbook-eif 

Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HMG 2018) 
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