
 

Record Keeping 

Children’s Records 

Policy Statement 

At Ladybirds Nursery we have a record keeping system in place that meets the 

legal requirements.  This means that the storing and sharing of this information 

is in line within the framework of the Data Protection Act and the Human Rights 

Act. 

Procedures 

We keep two kinds of records on children attending our setting: 

Developmental Records 

 These files are kept in the child’s tray and contain observations on 

the child, photos of the child taking part in activities, and samples 

of the work they have done. 

 These files are easily accessed and contributed to by staff, the 

child and the child’s parents. 

 Parents/carers are invited to look at the file at any time. 

 During the coronavirus period, parents are not allowed into nursery, 

therefore cannot view developmental files.  Parents can ring and 

speak to staff about their child’s development. 

 We are looking into having an online service for developmental 

records going forward into the future 

Personal Records 

 These include registration and admission forms, signed consent 

forms, parental permission forms, emergency consent forms, signed 



declaration forms for funding, terms and conditions and any 

correspondence concerning the child or family. 

 We keep records about accidents, incidents and medication. 

 These confidential records are stored in a lockable filing cabinet 

within the office and are kept secure by the manager and deputy in 

charge.  Records are kept for a period of time archived in a locked 

room. 

 Parents/carers have access to these records of their own children 

but do not have access to information about any other child. 

 Staff will not discuss personal information given by parents/carers 

with other members of staff, except where it affects planning for 

the child’s needs. 

 All information is reviewed at regular intervals to keep it all up to 

date. 

 We retain children’s records after they have left the nursery.  

These are kept in a secure place. 

Other Records 

 Issues to do with employment of staff, whether paid or unpaid 

remain confidential to the people directly involved with making 

personal decisions. 

GDPR 

 

We take into consideration the GDPR Policy when keeping records on 

children, staff and parents. 
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The policy will be reviewed sooner than the review date should any new 

information be obtained. 

 


