Maidford Montessori 
Policy on Keeping
Documents
There are unclear guidelines on what documentation should be kept and for what length of time. Currently Maidford Montessori will keep the following:
· Registers are kept for a minimum of 30 years.

· Accident and medication books are kept for a minimum of 30 years.

· Insurance certificates are kept for a minimum of 30 years.

· Documentation relating to funding are kept for a minimum of 6 years. 

· Accounts are kept for a minimum of 6 years.

· Children’s records are kept for a minimum of 6 years.

· Daily observations not related to a specific child are kept for a minimum of 6 years. 

· Planning records and appraisals are kept for a minimum of six years.

· Certificates for checking fire equipment are kept for a minimum of 6 years. 

· The Child’s Portfolio for their length of time at the nursery, it is given to them when they leave our setting.

Records to be kept:
· Name and home address and telephone number of the provider and any other person living or employed on the premises.

· Name and home address and telephone number of anyone else who will be regularly be in supervised contact with the children attending the provision

· A daily record of the names of the children looked after on the premises, their hours of attendance and the names of the staff in attendance. 

· Providers must display their Certificate of Registration for Parent/Guardians to see.

· A record of the Risk Assessment clearly stating when it was carried out, by whom, date of review and action taken following a review or incident. 

Information and Records which should be given to Parent/Guardians
· Where Ofsted notifies providers in advanced of the period in which inspection will take place, this information must be passed to parents. (Section 6 of the Education Act 2005 places an equivalent requirements on schools.) 
· Providers must ensure that copies of the inspection report are provided to all parents. (Section 5 and 15 of the Education Act 2005 place an equivalent duty on schools)
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