General Data Protection Regulation (GDPR) Record Retention Policy: Employee, Child and Parent Data Protection and Retention
Providers must have and implement a policy and procedures to safeguard data retained about staff, children and parents within their setting.

Policy Statement
This policy is subject to the laws relating to data protection and document retention.  
We are required under legislation to keep certain records about children, parents and also staff members. Due to this legislation we are required to keep this information for a set amount of time.  Where we talk about children, this means we also keep contact information for their parents including, name, address, telephone number and e-mail address in order for you to be contacted in the future should the situation arise.
Below is a brief overview of the information we keep and for how long. This policy should be used in conjunction with the Access and Storage of Information policy, the Data Protection and Confidentiality policy and the Privacy Notice.  Our data audit is available for anyone to view should you require.  All paper data is kept in individual files in a lockable cabinet within a locked office and is only accessible by senior members of staff.  Electronic files are kept on the office PC and are password protected.  Passwords are changed regularly to safeguard files.
Children’s and Parent Records
Will be kept for a reasonable period of time after children have left the provision. We will follow the Local Authority procedure which states the following records should be kept;
Child registers, medication forms and general accident forms will be kept until after the next OFSTED inspection.
We use an on-line CRM software system called Parenta to store and manage all information about our families.  When your child leaves our setting, they are removed from the system.  
Records relating to individual children e.g. care plans, speech and language referral forms
We will pass these on to the child’s next school or setting following our Local Authority’s protocols for transition and sharing of sensitive records.  Copies will be kept for a reasonable period. We will follow the Local Authority procedure here and this states they should be kept for a minimum of 3 years with the exception to safeguarding issues where records will be kept until the child is 21 years.
Safeguarding Records and Cause for Concern forms
In order to safeguard children whether or not social care are involved, we have a duty of care towards them.
We apply the following retention procedures;
Open Cases – Where social care is involved, we will follow the Local Authority procedure for transition to school or another setting.  We will keep until the child has reached 25 years old. 
Closed Cases – Where safeguarding issues have been resolved, we do not have the right to keep or share any information after a child has left our care. 
Nursery Sold – Any new owner has the right to receive our existing files and apply our exiting time frames for the retention of information.
Nursery Closes – If the event the setting closes down, all relevant data and information will be passed to the Local Authority to be the custodians of our data.
Records of any serious and reportable accidents, pre-exisitng injuries, death, injury, disease or dangerous occurrence for children
Where reportable accidents include fractures, broken limbs, serious head injuries or where the child is hospitalised these will be reported to OFSTED in line with their policies and procedures along with the settings Insurance Company as these incidents could result in potential negligence claims, or evolve into a more serious health condition later in life.  We keep our records until the child reaches the age of 21 years and 3 months.  If relevant to child protection, we will keep these records until the child reaches 25 years old.
Observation, planning and assessment records of children
We keep our planning filed since the last OFSTED inspection date so there is a paperwork trail if the inspector needs to see it. 
Information and assessments about individual children is either given to parents when the child leaves or to the next setting/school that the child moves to with the parents’ permission.
We use an external online software provider called EYLog to record, observe and manage children’s development with the EYFS framework via tablets within the setting.  Recorded data from tablets is stored on line via EYLog.
Records of any reportable death, injury, disease or dangerous occurrence for staff
Any records pertaining to the above will be kept for 3 years following a member of staff’s departure from employment. 
Personnel files and training records 
All staff personnel files are reviewed once a member of staff ceases employment with the setting.  Any disciplinary records and working time records are kept for 7 years following this date.
Visitors/signing in book
As part of the child protection trail we keep these for 24 years.  These are kept in our main entrance for day to day use.  Once a book is completed it is locked away in a filing cabinet in a locked office.  Our visitors book requests the visitors name, date and time in/out from our premises.  All visitors are required to sign in and turn off any mobile devices whilst on the premises and are always accompanied by a member of staff for the duration of their visit.
Business Accounts
In line with HMRC recommendation we will keep all accountancy files and payroll information for 7 years in a locked filing cabinet and a locked office and where appropriate electronically on an encrypted PC.
Minutes of meetings and resolutions will be kept for 10 years electronically.
Setting insurance policies will be held for 40 years.
This policy will be reviewed annually and amended according to any change in law/legislation.
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