Retention Policy (Updated for EYFS 2025)

Policy Statement;

At Fairview Under Fives Group, we are committed to managing and
retaining records in a responsible and compliant manner. This policy
outlines our approach to retaining and securely disposing of records
related to children, parents, staff, and the operations of our childminding
setting in accordance with data protection regulations and EYFS 2025
requirements.

Purpose and Scope

« This policy applies to all records and information held in both physical
and electronic formats.

« It covers records related to children, parents, staff, financial transactions,
health and safety, and general operations.

Record Categories

« Children's records: Personal information, medical details, consent forms,
developmental assessments.

« Parent and guardian information: Contact details, consent forms, and
communication records.

« Staff records: Qualifications, training, contracts, and emergency contact
details.

« Financial records: Invoices, receipts, tax records, and payment details.
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« Health and safety records: Risk assessments, incident reports, accident
logs, and emergency procedures.

Data Retention Periods
Childrens Records

Children’s records - including attendance registers, medication records and
accident reports, registration forms, LA data for funded places, will be
stored locked in the office for a reasonable period after children have left
the provision.

All children’s records will be kept for the legal requirement Statutory
Framework for the Early Years Foundation Stage (given legal force by
Childcare Act 2006) of 3 years. An additional 3 years for the recommended
period of retention will be added, meaning that ALL children’s records will
be stored for 6 years, after this period they will be disposed of responsibly
ensuring GDPR is followed.

Children who have additional information on their files, such as
safeqguarding, reportable incidents/accidents/death to OFSTED, SEN
children and child of care, will have their information safely stored
separately. These files will be stored until the child reaches the age of 24
years old.

Other records which may contain personal information or images of
children such as the information stored on Learning Journals, WhatsApp
messages, Emails and Parent contact information will be removed from all
devices within 1 year of the Child leaving our provision.

Personnel Records

Personnel files and training records (including disciplinary records and
working time records), will be stored locked at Preschool for 6 years after
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employment ceases as recommended by Chartered Institute of Personnel
and Development.

DBS information

Basic information will be retaining following the completion of a DBS check
on staff. The following information will be stored securely on a locked
document file within the Preschool computers and stored in the personnel
file for the period of which they are employed by the Preschool.

e The date of issue

e The full legal name of staff member

e The type of disclosure (Full disclosure for all Staff/committee
members and Volunteers)

e The position for which the disclosure was requested

e The unique reference number

e Details of the recruitment decision taken

Pay

Wage/salary records (including overtime, bonuses and expenses) will be
stored securely for the period of 6 years as a requirement by Taxes
Management Act 1970.

Statutory Parental Pay (Formally known as SMP) records will be stored for 6
years after the end of the tax year to which they relate. A Minimum of 3
years required by the Statutory Maternity Pay (General) Regulations 1986.

Statutory Sick Pay (SSP) records will be stored securely for a minimum of 6

years after the end of the tax year to which they relate. A minimum of 3
years required by the Statutory Sick Pay (General) Regulations 1982
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Income tax and National Insurance returns/records will be stored securely
for a minimum of 6 years after the end of the tax year to which they relate.
3 years required by Income Tax (Employments) Regulations 1993.

Health and safety

Staff accident records, records of any reportable death, injury, disease or
dangerous occurrence will be stored in their personnel files for 6 years after
they have left employment. This is in line with the requirement for Social
Security (Claims and Payments) Regulations 1979 and reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR)

Accident/medical records as specified by the Control of Substances
Hazardous to Health Regulations (COSHH) will be stored for 40 years from
the date of the last entry as a requirement by Control of Substances
Hazardous to Health Regulations 2002 (COSHH)

Assessments under Health and Safety Regulations and records of
consultations with safety representatives and committees will be kept
permanently in line with recommendations by Chartered Institute of
Personnel and Development.

Risk assessment undertaken by the Preschool management will remain in
an accessible place and will be classed as working documents. Once a risk
assessment becomes invalid, Fairview Under Fives will keep it on record for
a 3-year period.

Daily checklists are completed each day. At the end of the day these
documents become invalid. Fairview Under Fives will keep a month worth
on records.

Visitors sign in book will be kept for the period in-between each OFSTED
inspection.
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Financial and Administration Records

Accounting records including bank statements, Receipts, and headcount
records, will be kept for 6 years from the end of the financial year as a
requirement by the Charity act 2011.

Employers’ liability insurance records will be kept for as long as possible as
recommendation form health and safety Executive. Fairview Under Fives will
always maintain that 5 years' worth of insurance documents will be kept.

Minutes of committee meetings and AGM reports as a charity organisation,
will be kept for a minimum of 6 years as required by the Charitable
Incorporated Organisation Regulations 2012. Fairview Under Fives will store
them permanently as recommended by the Chartered Institute of Personnel
and Development.

OFSTED reports will be kept between inspections periods. Any evidence of
good practice, parent evaluation and complaints will be stored locked, and
disposed of after an OFSTED inspection.

Secure Storage

« Records will be stored securely to prevent unauthorised access, damage,
or loss.

« Electronic records will be password-protected and encrypted to ensure
data security.

« Physical records will be kept in locked storage units with restricted access.

Disposal of Records
 Records that have reached their retention period will be securely disposed
of, following best practices for data protection.

« Physical documents will be shredded or disposed of through waste
services.
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« Electronic records will be securely deleted using permanent data erasure
methods.

Parental Access

« Parents or legal guardians have the right to access their child's records
upon request.

 Requests for access will be processed in accordance with GDPR and other
data protection laws.

Review and Monitoring

« This policy will be reviewed annually or more frequently if required to
ensure compliance with EYFS 2025 and legal guidelines.

 Feedback from parents, legal guardians, and staff members will be
welcomed to continuously improve our retention policy.

Alignment with EYFS 2025 Changes

« The EYFS 2025 framework places a strong emphasis on data security,
confidentiality, and responsible record-keeping.

« Our policy aligns with these updates by ensuring secure storage, defined
retention periods, and compliant disposal practices.

« We support data protection principles by maintaining transparency,
offering parental access, and upholding record-keeping best practices.

Signed: H. Prasad
Date: 08/10/2025

© www.crhut.co.uk



