
 Little Cubs Childminding, Wotton Under Edge 
 

 

Confidentiality and data protection (Record keeping) 

The EYFS says: 

3.68 Providers must maintain records and obtain and share information (with parents and 

carer, other professionals working with the child, and the police social services and Ofsted 

as appropriate) to ensure the safe and efficient management of the setting, and to help 

ensure the needs of all children are met. Providers must enable a regular two-way flow of 

information with parents and/or carer, and between providers, if a child is attending more 

than one setting. If requested, providers should incorporate parents and/or carers’ 

comments into children’s records. 

3.69 Records must be easily accessible and available. Confidential information and records 

about staff and children must be held securely and only accessible and available to those 

who have a right or professional need to see them. 

3.70 Providers must ensure that all staff understand the need to protect the privacy of the 

children in their care as well the legal requirements that exist to ensure that information 

relating to the child is handled in a way that ensure confidentiality. Parents must be given 

access to all records about their child, provided that no relevant exemptions apply to their 

disclosure under DPA. 

3.71 Records relating to individual children must be retained for a reasonable period of time 

after they have left provision. 

3.72. Providers must record the following information for each child in their care: full name; 

date of birth; name and address of every parent and/or carer who is known to the provider 

(and information about any other person who has parental responsibility for the child); 

which parent(s) and/or carer(s) the child normally lives with; and emergency contact details 

for parents and/or carers 

I ask parents to: 

 Maintain confidentiality within the setting as you will find out things about our 

family and also other families who attend the setting. Please keep this information to 

yourself and respect other people’s privacy. 

 Work alongside me and other professionals that may be involved in your child’s 

care/health/education to ensure all of your child’s needs are met 

 Share details and give consent for me to speak with other professionals in your 

child’s life. 

 Advise me when your details change 
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I will: 

 Treat any information either in verbal or writing form as confidential 

 Allow parents access when they wish to their child’s records. Learning journals are 

sent home and I always welcome parent’s feedback. 

 Only keep relevant information, such as permissions and accidents forms. This will 

be kept in a locked cabinet or on a password protected PC. I am the only person who 

has access to these. 

 be registered with the Information Commissioners Office as a data handler. 

 Share your information with other parties without your consent if I feel that your 

child is at risk. I am duty bound to contact the safeguarding team, Social Service’s 

and Ofsted (my safeguarding policy provides further information regarding this). 

 Share information, with your consent, with new settings to aid transition or with 

other agencies such as speech and language/MAST if a referral is needed. 

 Store photographs on a password protected Ipad (with your permission) which can 

be remotely wiped in the event of loss (please see Safeguarding - Camera policy) 

 Terminate a contract with immediate effect should we become aware that you are 

sharing information with others about ourselves or other families without my/their 

consent. 

 Store records confidentiality after your child has left our setting, length of time 

determined by the information from the safeguarding team. 

 Children’s learning journals and individual photographs will be returned to the 

parents when children leave the setting, parents could share the learning journal if a 

child is moving to a new setting - a summary will be kept for 3 years after the child 

has left the setting 

 Children’s registration forms and contact details will be kept for 3 years after leaving 

the setting 

 Registers are kept for 2 years after a child has left the setting 

 Permission slips are kept till the child leaves the setting 

 Safeguarding records and CAF forms are kept till a child reaches the age of 25 

 Accident/Injury forms are kept till a child is 21 

 If an IEP(Individual Education Plan) is written this must be kept for 30 years 

 Complaints must be kept for 3 years 

 Records of notifications for notifiable diseases, including food poisoning are kept for 

3 years 

 Medication administration records are kept for 2 years 
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