
25.  Children’s records 

Statement of Intent 

 
There are record keeping systems in place that meet legal requirements. This 
information is stored and shared within the framework of the Data Protection Act 

and the Human Rights Act. 
 

This policy is taken in conjunction with the Confidentiality Policy, the Access to 
Personal Records procedure and the Data Protection policy. 
 

Details of how Welford Pre-school keeps children’s developmental and personal 
records are in our Data Protection Policy 

 
Other records 

▪ We keep a daily record of the names of the children we are caring for, their 

hours of attendance and the names of their key person. 
▪ Issues relating to the employment of staff, whether paid or unpaid, remain 

confidential to the people directly involved with making personnel decisions. 
▪ We keep parental contracts for funding claims in a locked filing cabinet in a 

locked office. 

 
Legal framework 

 
▪ Data Protection Act 2018 

▪ Human Rights Act 1998 
 
Further guidance 

 
Information Sharing: Information sharing advice for safeguarding practitioners  

 
 

Date reviewed 13/10/2025 

This policy was adopted at a meeting 
of Welford Pre-school held on 

23/10/2025 

Signed on behalf of the Committee 
 
 

Role of signatory Chair 

 


