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Using the records management toolkit

The records management toolkit is designed to assist early years providers to fulfil their obligations under the Early Years Foundation Stage Welfare Requirements (and where appropriate other legislation) by keeping their records to the appropriate standards. The retention guidelines (see CS33) below are intended to be as exhaustive as possible, if settings do not create all of these records there is no need to create additional records. 
The retention guidelines are only guidelines, if in doubt  please take legal advice. The responsibility for maintaining and retaining appropriate records remains with the individual settings. Individual settings may wish to undertake their own business risk assessments if it is considered that the retention periods outlined below are not appropriate for individual settings.
The retention guidelines are numbered in accordance with Kent County Council’s corporate retention schedule. Individual settings may wish to renumber the entries for their own convenience.

If you have any queries about record retention please contact Elizabeth Barber (Records Manager) on 01622-696581 or elizabeth.barber@kent.gov.uk.

Information Security

Much of the information which will be created and managed by settings will contain personal information which is considered “sensitive“ under the Data Protection Act 1998. This means that it must be kept secure. The following checklist is designed to assist settings to assess whether or not they have adequate information security.

Settings should also arrange for the safe disposal of the records when they reach the end of their retention period. Any records containing sensitive personal data should be shredded or if they are held electronically deleted from the storage media and the recycle bin (if electronic records are stored on CD/DVD then these should be shredded).
For advice about data protection and information security please contact Michelle Hunt on 01622-696692 or michelle.hunt@kent.gov.uk

Information Security Checklist

	1.
	Are records stored on the premises in the setting?
	If “yes” go to 2
	If “no” go to 3

	2.
	Are the records stored in a locked filing cabinet (or other suitable receptacle) on the premises?
	If “yes” provided the cabinet is kept locked and the key is only available to authorised personnel, then the data is secure.
	If “no” the setting needs to acquire a lockable filing cabinet or make arrangements to store the records off site.

	3.
	Are records stored off the site in a locked filing cabinet (or other suitable receptacle).
	If “yes” provided the cabinet is kept locked and the key is only available to authorised personnel, then the data is secure whilst in the cabinet. Go to 4.
	If “no” the setting needs to acquire a lockable filing cabinet or make arrangements to store the records elsewhere where a lockable filing cabinet can be used.

Go to 4.

	4.
	When records are transported to and from the setting premises are they transported in a locked box and are never left in a vehicle overnight.
	If “yes” then the data is secure whilst in transport. Go to 5.
	If “no” the setting needs to acquire a lockable box and to ensure that records are never left in vehicles overnight

	5.
	Are the records stored in a locked box/filing cabinet whilst they are on the setting premises.
	If “yes” provided the cabinet is kept locked and the key is only available to authorised personnel, then the data is secure.
	If “no” the setting needs to acquire a lockable filing cabinet or make arrangements to store the records elsewhere where a lockable filing cabinet can be used.


Retention Guidelines

	CS33.1
Records to be kept by Registered Persons  - All Cases



	
	Basic file description
	Data 

Prot

Issues
	Statutory Provisions
	Retention Period

[operational]

	CS33.1.1
	The name, home address and date of birth of each child who is looked after on the premises
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p38
	Closure of setting + 50 years

[These could be required to show whether or not an individual child attended the setting in a child protection investigation]

	CS33.1.2
	The name, home address and telephone number of a parent of each child who is looked after on the premises
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p38
	If this information is kept in the same book or on the same form as in CS33.1.1 then the same retention period should be used as in CS33.1.1

If the information is stored separately, then destroy once the child has left the setting (unless the information is collected for anything other than emergency contact)

	CS33.1.3
	The name, address and telephone number of any person who will be looking after children on the premises
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p40
	See CS33.4.5 below

	CS33.1.4
	A daily record of the names of children looked after on the premises, their hours of attendance and the names of the persons who looked after them
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p40
	The regulations say that these records should be kept for a reasonable period (for example 3 years)If these records are likely to be needed in a child protection setting (see CS33.1.1 above) then the records should be retained for closure of setting + 50 years

	CS33.1.5
	A record of accidents occurring on the premises and incident books relating to other incidents
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p26
	DOB of the child involved in the accident or the incident + 25 years 

If an adult is injured then the accident book must be kept for 7 years from the date of the incident

	CS33.1.6
	A record of any medicinal product administered to any child on the premises, including the date and circumstances of its administration, by whom it was administered, including medicinal products which the child is permitted to administer to himself, together with a record of parent’s consent
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p26
	DOB of the child being given/taking the medicine + 25 years

	CS33.1.7
	Records of transfer
	Y
	
	One copy is to be given to the parents, one copy transferred to the Primary School where the child is going

	CS33.1.8
	Portfolio of work, observations and so on
	Y
	
	To be sent home with the child

	CS33.1.9
	Birth certificates
	Y
	
	Once the setting has had sight of the birth certificate and recorded the necessary information the original can be returned to the parents. There is no requirement to keep a copy of the birth certificate.


	CS33.2
Records to be kept by Registered Persons  - Day Care



	
	Basic file description
	Data 

Prot

Issues
	Statutory Provisions
	Retention Period

[operational]

	CS33.2.1
	The name and address and telephone number of the registered person and every other person living or employed on the premises
	Y
	Statutory Framework for the  Early Years Foundation Stage May 2008 p40
	See CS33.4 below

	CS33.2.2
	A statement of the procedure to be followed in the event of a fire or accident
	N
	Statutory Framework for the  Early Years Foundation Stage May 2008 p34
	Procedure superseded + 7 years

	CS33.2.3
	A statement of the procedure to be followed in the event of a child being lost or not collected
	N
	Statutory Framework for the  Early Years Foundation Stage May 2008 p23
	Procedure superseded + 7 years

	CS33.2.4
	A statement of the procedure to be followed where a parent has a complaint about the service being provided by the registered person
	N
	Statutory Framework for the  Early Years Foundation Stage May 2008 p23
	Until superseded

	CS33.2.5
	A statement of the arrangements in place for the protection of children, including arrangements to safeguard the children from abuse or neglect and procedures to be followed in the event of allegations of abuse or neglect
	N
	Statutory Framework for the  Early Years Foundation Stage May 2008 p22
	Closure of setting + 50 years

[These could be required to show whether or not an individual child attended the setting in a child protection investigation]


	CS33.3
Other Records - Administration



	
	Basic file description
	Data 

Prot

Issues
	Statutory Provisions
	Retention Period

[operational]

	
	Financial Records


	
	
	

	CS33.3.1
	Financial records – accounts, statements, invoices, petty cash etc
	N
	
	Current year + 6 years

	
	Insurance


	
	
	

	CS33.3.2
	 XE "Insurance:Insurance policies relating to insurance purchased by KCC to cover its activities" Insurance policies – Employers Liability
	N
	Employers Liability

Financial Regulations
	The policies are kept for a minimum of 6 years and a maximum of 40 years depending on the type of policy

	CS33.3.3
	 XE "Insurance:Claims made against KCC insurance policies – damage to property" Claims made against insurance policies – damage to property
	Y
	
	Case concluded + 3 years

	CS33.3.4
	 XE "Insurance:Claims made against KCC insurance policies – personal injury" Claims made against insurance policies – personal injury
	Y
	
	Case concluded + 6 years

	
	Human Resources


	
	
	

	CS33.3.5
	 XE "Human Resources:Personal Files" Personal Files - records relating to an individual’s employment history
	Y

	
	Termination + 6 years then review 

	CS33.3.6
	Pre-employment vetting information (including CRB checks)
	N
	CRB guidelines
	Date of check + 6 months

	CS33.3.7
	 XE "Training:Staff training records - general" Staff training records – general
	Y
	
	Current year + 2 years

	CS33.3.8
	 XE "Training:proof of completion such as certificates, awards, exam results" Training (proof of completion such as certificates, awards, exam results)
	Y
	
	Last action + 7 years

	
	Premises and Health and Safety


	
	
	

	CS33.3.9
	Premises files (relating to maintenance)
	N
	
	Cessation of use of building + 7 years then review

	CS33.3.10
	Risk Assessments
	N
	
	Current year + 3 years


Version Control 

Changes made to Version 2

	No
	Description of Change
	Date made

	1
	Page numbers added to the document
	09/01/2009

	2
	Table of contents added to the document
	09/01/2009

	
	Using Records Management Toolkit
	

	3
	Text “National Care Standards” changed to “Early Years Foundation Stage Welfare Requirements” 
	09/01/2009

	4
	Text added as follows:

“The responsibility for maintaining and retaining appropriate records remains with the individual settings. Individual settings may wish to undertake their own business risk assessments if it is considered that the retention periods outlined below are not appropriate for individual settings.

The retention guidelines are numbered in accordance with Kent County Council’s corporate retention schedule. Individual settings may wish to renumber the entries for their own convenience.”
	09/01/2009

	
	Information Security
	

	5
	Text added as follows:

“Settings should also arrange for the safe disposal of the records when they reach the end of their retention period. Any records containing sensitive personal data should be shredded or if they are held electronically deleted from the storage media and the recycle bin (if electronic records are stored on CD/DVD then these should be shredded).”
	09/01/2009

	6
	Information Security checklist moved from p1 to p2
	09/01/2009

	7
	Heading “Retention Guidelines” added
	09/01/2009

	
	CS33.1
Records to be kept by Registered Person – All Cases
	

	8
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p38” added to the Statutory Provisions column for CS33.1.1 and CS33.1.2
	09/01/2009

	9
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p40” added to the Statutory Provisions column for CS33.1.3 
	09/01/2009

	10a
	Text “The Day Care and Child Minding (National Standards) (England) Regulations 2003” changed to “Statutory Framework for the  Early Years Foundation Stage May 2008 p40” added to the Statutory Provisions column for CS33.1.4
	09/01/2009

	10b
	Text “The regulations say that these records should be kept for 2 years (SI20031996 7(1b).” Changed to “The regulations say that these records should be kept for a reasonable period (for example 3 years)” in Retention Period [operational] column for CS33.1.4
	09/01/2009

	11
	Text “The Day Care and Child Minding (National Standards) (England) Regulations 2003” changed to “Statutory Framework for the  Early Years Foundation Stage May 2008 p26” added to the Statutory Provisions column for CS33.1.5 and CS33.1.6
	09/01/2009

	
	CS33.2
Records to be kept by Registered Persons – Day Care
	

	12
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p40” added to the Statutory Provisions column for CS33.1.3
	09/01/2009

	13
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p34” added to the Statutory Provisions column for CS33.2.2
	09/01/2009

	14
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p23” added to the Statutory Provisions column for CS33.2.3 and CS33.2.4
	09/01/2009

	15
	Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p23” added to the Statutory Provisions column for CS33.2.3 and CS33.2.4
	09/01/2009

	16
	Entry containing text “A statement of the arrangements in place for the protection of children, including arrangements to safeguard the children from abuse or neglect and procedures to be followed in the event of allegations of abuse or neglect” renumbered from CS33.2.4 to CS33.2.5 and Text “Statutory Framework for the  Early Years Foundation Stage May 2008 p22” added to the Statutory Provisions column of this entry
	09/01/2009

	
	CS33.3
Records to be kept by Registered Persons  - Overnight 


provision – under 2’s
	

	17
	Section completely removed
	09/01/2009

	
	CS33.4
Other Records - Administration
	

	18
	CS33.4 renumbered to CS33.3
	09/01/2009

	19
	CS33.4.1-10 renumbered to CS33.3.1-10
	09/01/2009
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� For Data Protection purposes the following information should be kept  on the file for the following periods :�
�
all documentation on the personal file�
Duration of employment�
�
pre-employment and vetting information�
Start date + 6 months�
�
records relating to accident or injury at work�
Minimum of 12 years�
�
annual appraisal/assessment records�
Minimum of 5 years�
�
records relating to disciplinary matters (kept on personal files)�
�
�
oral warning�
6 months�
�
first level warning�
6 months�
�
second level warning�
12 months�
�
final warning�
18 months�
�






2

