
POLICY 02a - RECORD-KEEPING AND DOCUMENTATION 

The following records and information are included in those kept by Mulbarton Children’s Centre (which may be located at the Centre, or at the homes of the treasurer, secretary, chairperson or intakes officer):


These may contain personal information about children and parents:

1) Registration forms and “all about me” (personal info to help keypersons know children well and aid the settling in process) forms for children who are registered with us, and details extracted from those forms held on computer. Registration forms include the following information: 

i) Child and parents names, address(es), home, work and alternative telephone numbers and email if provided
ii) Contact details (as above), for secondary emergency contact person(s), and details of persons permitted to collect the child.
iii) Child’s date of birth, school to be attended if applicable, and details of first language, nationality, religion cultural background if provided.
iv) Details of immunizations received, any medical, allergy, or dietary information provided, and details of personal care/sleep arrangements needed.
v) Doctors name, address and telephone number.

2) Contact details extracted from those forms held on a file for taking out in emergencies or on outings.

3) General, and specific, parental consent forms e.g for emergency treatment, local outings, photos, observations etc..

4) Children’s progress records, personal “news” books and related observations.

5) Other records related to specific children e.g. SENCO and CAF files, child protection records, communications with Social Services, medical professionals or other advisory organizations etc.

6) Curriculum planning records.

7) Keyperson allocations and staff rotas/timetables.

8) Accident records.

9) Incident and behaviour management records.

10) Medicines administration records and lists of children with particular medical needs or allergies.

11) Lists of children’s food allergies/preferences.

12) Daily attendance registers for children, staff and volunteers/visitors.

13) Visitors book.

14) Waiting list record, intakes forms, and related details (written/computerized), held by intakes officer/treasurer/leading practitioner.

15) Copies of invoices to parents and records of education funding applications.

16) Complaints/comments and compliments records.

17) Record of suggestions and outcomes.

18) Diary/message book for daily appointments/visits, staffing changes/cover, messages from parents or others, and messages between staff..


These may contain information about staff and volunteers:

19) Individual staff and volunteer files containing personal details, and employment related records, such as qualifications, training records and certificates, references and vetting clearance records.

20) Details of staff hours, holidays, sickness, and wages paid (maintained by treasurer).

21) Records of staff organization, job descriptions, and staff recruitment and induction procedures.

22) Training records, including placement and work experience records.

23) Staff meeting/committee meeting notes.

24) Copies of management plans, meetings, and correspondence re management issues.


General information :

25) Telephone contacts book for other professionals/organisations.

26) Copies of advertising and marketing proposals/documents.

27) Copies of information, correspondence etc to and from OFSTED, including last inspection records and OFSTED Registration document.

28) Any quality assurance scheme related documents.

29) Insurance certificates and documentation for public liability, staff, and children.

30) Operational plan including floor plans and copy of prospectus/information leaflet.

31) Copies of all policies.

32) Records of risk assessments, fire procedures and drills, First aid check list, general/equipment maintenance records and other health and safety issues/arrangements.

33) Data protection regulation details.

34) Membership details and advisory correspondence from umbrella organizations and support teacher.

35) Copies of news and other letters etc to parents.

36) Copies of linked schools newsletters and other local info.

37) Equipment inventory and copies of equipment and resources orders.

38) Records of income and expenditure and invoices and payment records for purchases of furniture, equipment and resources (maintained by treasurer).

Some of this information is transferred to computers, to enable designated officers/leading practitioner to organize and co-ordinate children’s registrations, attendances and invoicing. It is also used to provide reports, forecasts, and statistical information, and to produce registers.

Parents are asked to inform the Centre immediately of any changes in personal or contact details so that the appropriate records can be amended.

The Centre has a website which contains general information about the centre. Some personal details about staff or committee may be posted where that individual has given prior consent to this. Photos of children in activities are only posted with the prior consent of their parents/carers and names are never used.
CONFIDENTIALITY OF RECORDS – Please see CONFIDENTIALITY POLICY.

RETENTION OF RECORDS

The following records are retained indefinitely:

 Insurance policies

Accident books

Committee minutes (lifetime of charity)

Financial records such as the following are retained for a minimum of between 6-10 years :

Suppliers invoices and receipts.

Records of cash/cheque payments, childcare vouchers, and funding payments.

Paid cheques records.

Bank statements.

Bank paying-in slips

Accounts.

Receipt books.

BACS receipts.

Employee personnel records are kept for 3 years after termination, and PAYE and pay records for 3 years after end relevant tax year.

The following records are retained for a minimum of 2 years :

Medicines administration records.

Attendance registers.
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