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Archive & Records Retention Policy

Purpose

This policy sets out how the nursery manages, archives, retains, and securely disposes of records in line
with current legislation, statutory guidance, and best practice. It ensures records are:

Accurate and complete

Secure and confidential

Retained for appropriate periods

Available for inspection by Ofsted and other authorised bodies

Legal Framework

This policy is informed by:

Statutory Framework for the Early Years Foundation Stage (EYFS)
Childcare Act 2006

UK General Data Protection Regulation (UK GDPR)

Data Protection Act 2018

Limitation Act 1980

Safeguarding and child protection guidance

HMRC and Local Authority funding requirements

Responsibilities

The Nursery Manager has overall responsibility for ensuring records are archived correctly and
retention schedules are followed.

Records must be checked at least monthly to confirm they are complete and ready for archiving.
Archived records must be clearly labelled, dated, and securely stored.
Access is limited to authorised personnel only.

Archiving Process

Records are archived at the end of each month once fully completed.

An archive checklist must be completed and initialed by the responsible manager.
Records may be stored off-site provided they are secure and readily retrievable.
Digital records must be password-protected and backed up securely.

Data Protection & Confidentiality

All personal data is processed lawfully, fairly, and securely.
Records are retained only for as long as necessary for their purpose.
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e Confidential records are stored securely and destroyed using approved confidential waste
methods.

o Staff understand their duty to maintain confidentiality at all times.

Safeguarding & Child Protection Records

e Safeguarding, child protection, SEND, health care plans, and serious behavioural incident

records are retained until the child reaches 25 years of age, or longer if directed by statutory
authorities.

e Original safeguarding records remain with the nursery.
e Copies may be shared with Social Care or other agencies when lawfully required.

e Records must not be routinely handed to foster carers or adoptive parents unless formally
instructed by Social Care or a court.

Adoption and Fostering

e Where a child is adopted or fostered, information sharing follows Local Authority or court
instructions.

¢ Alog and receipt are maintained for records shared.
e The nursery retains a secure copy where required for safeguarding or legal purposes.

Secure Disposal

o Records are reviewed annually against the retention schedule.
e Paper records are disposed of via cross-cut shredding or confidential waste services.
¢ Digital records are permanently deleted in line with data protection requirements.

Retention Schedule
Record type Minimum Legal/ best
retention period practice basis

Attendance registers & daily | 3 years after child leaves EYFS - reasonable period
registers

Learning & development Given to parents on leaving; | EYFS / GDPR

records copies kept 3 years

Accident & incident records | 3 years after entry (or longer | EYFS / Limitation Act
if linked to safeguarding)

Medication records 3 years after last entry EYFS
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Safeguarding / child
protection records

Until child reaches age 25

Safeguarding guidance

Behaviour management
records (significant
incidents)

3 years after last entry

Safeguarding guidance

SEND / EHCP / health care
plan

Until child reaches age 25

Safeguarding guidance

Complaints records

3 years after resolution
(unless required for
safeguarding, insurance,
legal proceedings or
regulatory purposes

EYFS

Kitchen records (food
hygiene, temperature

Minimum 12 months

Food safety best practice

checks)

Financial records (accounts, | Current financial year plus 6 | HMRC
invoices, payroll) years

Nursery funding records 7 years LA

Staff personal files

6 years after employment
ends

Employment law

DBS disclosure information

Certificate destroyed within
6 months (record of check
retained)

DBS Code of Practice

CCTV recordings 31 days Good practice
Key fob entry details 12 months Good practice
Visitor register 12 months Good practice
Operational documentation | 3 years Good Practice

(fire drills, lockdown drills,
cleaning records etc)
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