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RECORDS



The following information and documentation are also held:


· name, address and contact details of the provider and all staff employed on the premises
· name, address and contact details of any other person who will regularly be in unsupervised contact with children
· Information about staff qualifications, identity checks and references that have been completed during the recruitment process
· a daily record of all children looked after on the premises, their hours of attendance and their named key person
· certificate of registration displayed and shown to parents/carer as per request
· records of risk assessments
· record of complaints and their resolutions
· record of accidents or injuries and first aid treatment. to include steps that were taken and if incidents were reported to Health and Safety Executive (HSE) and/or Ofsted.
· record of any safeguarding allegations against a member of staff, visitors or volunteers























Legal references                                                                             
General Data Protection Regulation 2018
Freedom of Information Act 2000
Human Rights Act 1998
Statutory Framework for the Early Years Foundation Stage
Data Protection Act 2018
Further guidance
Information Sharing Duty
Business management mini-guide (Alliance publication)


POLICY REVIEW 
This policy will be reviewed and approved annually (at financial year-end) by the Pre-school Management Committee.

This policy was adopted at a meeting of Tarporley Pre-School
Held in Nov 26                                                		________________________________		
Signed on behalf of the management committee 	.............................................................
Name of signatory	Vickie Riekert	
Role of signatory             Chairperson
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