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Provider records

Policy Statement

Kea Preschool maintains accurate, secure and up-to-date records to support the safe, effective and lawful operation of the setting. Records are kept to meet our legal responsibilities, safeguard children, support children's learning and development, manage staff and finances, and comply with the requirements of the Early Years Foundation Stage (EYFS) and UK data protection legislation.

The records we maintain include, but are not limited to:

· Registration and regulatory documentation.

· Insurance certificates and legal documentation.

· Contracts, lease agreements and service agreements.

· Financial records relating to income, expenditure and auditing.

· Risk assessments and health and safety records.

· Children's registration forms, attendance records, learning and development records, accident and medication records.

· Staff employment records, qualifications, DBS information, training and supervision records.

· Records relating to volunteers, students and any other adults who have regular unsupervised contact with children.

· Safeguarding and child protection records.

· Records required for the safe management of the setting.

· All records containing personal information are treated as confidential and are stored securely in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and our Privacy Notice.

Procedures

The management team is responsible for ensuring that records are:

· Accurate, complete and kept up to date.

· Stored securely, whether in paper or electronic format.

· Only accessible to authorised persons.

· Protected by appropriate security measures, including password protection for electronic records.

· Retained only for the required period before being confidentially destroyed in accordance with our Record Retention Policy.

We ensure that:

· Children's records are kept confidential and shared only where there is a lawful basis or safeguarding requirement.

· Staff records are stored securely and accessed only by authorised managers.

· Financial records are maintained for audit purposes.

· Risk assessments and health and safety checks are reviewed regularly.

· Our Ofsted registration certificate and Public Liability Insurance certificate are displayed.

Any data breaches are reported and managed in accordance with our Data Protection procedures.

Significant events are recorded and Ofsted is notified where required under EYFS requirements.

Legal Framework
Early Years Foundation Stage (EYFS) Statutory Framework (2025)

UK General Data Protection Regulation (UK GDPR)

Data Protection Act 2018

Human Rights Act 1998

Childcare Act 2006

Information Sharing: Advice for Practitioners Providing Safeguarding Services to Children, Young People, Parents and Carers 
Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HMG 2018) 
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