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Record Keeping Policy
Policy Statement
Holy Angels Pre-school maintains accurate, secure, and purposeful records to support the safe and efficient management of our setting. Our record keeping practices uphold legal requirements, protect confidentiality, and ensure that children’s needs are met through informed, collaborative care.
🧩 Objectives
· 🧠 Ensure records are clear, relevant, and accessible to those who need them
· 🔐 Protect confidentiality through secure storage and controlled access
· 📋 Maintain records that support safeguarding, learning, and wellbeing
· 🧾 Comply with data protection legislation and inspection requirements
· 🔄 Review and update records regularly to reflect current information
· 🧑‍⚕️ Share information appropriately to support children and families
🧑‍🏫 Staff Implementation Guidance
📘 Types of Records
Staff must maintain and contribute to the following records:
· 🧾 Registration forms and consent documents
· 🧒 Personal files including EHCPs, CAFs, and case notes
· 📅 Attendance logs and daily registers
· 🧠 Observations, assessments, and progress tracking
· 🧑‍⚕️ Health and medical records
· 📢 Incident, accident, and safeguarding reports
· 🗣️ Communication logs with parents and professionals
· 📂 Complaints and concerns documentation
· 🔍 Risk assessments and audits
🔐 Confidentiality & Access
· Store paper records in locked cabinets
· Restrict access to authorised staff only
· Use secure digital platforms (e.g. FAMLY) with password protection
· Share information only when necessary and in line with safeguarding protocols
· Record when, why, and with whom information is shared
· Respect parental rights to access their child’s records
🧠 Information Sharing
· Share concerns promptly with the Designated Safeguarding Lead
· Seek consent where appropriate, but override if a child is at risk
· Record decisions to share without consent, including rationale
· Follow multi-agency protocols for referrals and support
· Attend training on GDPR, safeguarding, and multi-agency working
👨‍👩‍👧 Parent-Friendly Summary
We keep careful records to help us care for your child safely and effectively. Here’s what that means for you:
· 🧾 Registration & Consent – We collect key information when your child joins
· 📅 Attendance & Progress – We track your child’s learning and development
· 🧑‍⚕️ Health & Safety – We record any accidents, allergies, or medical needs
· 🔐 Privacy Matters – Your child’s records are stored securely and shared only when needed
· 🗣️ Open Communication – You can ask to see your child’s records at any time
· 🧠 Working Together – We may share information with professionals to support your child’s wellbeing
If you have questions about how we store or use information, please speak to our manager or your child’s key person.
📚 Legal Requirements and Guidelines
This policy reflects the following legislation and statutory guidance:
• General Data Protection Regulation (GDPR) 2018
• Data Protection Act 2018
• Freedom of Information Act 2000
• Human Rights Act 1998
• Statutory Framework for the Early Years Foundation Stage (DfE, 2025)
• Information Sharing: Advice for Practitioners (HM Government, 2018)
• Ofsted Early Years Inspection Toolkit and Operating Guide (2025)
• Safeguarding in Education – Torbay Safeguarding Children Partnership
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