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Dinky Ducks Daycare, Magpies Pre-School, 

Lillipad Creche
Policy on records

The following records are to be kept on the setting premises at all times:

1. Name, home address, date of birth of each child at the setting.

2. Name, home address, home telephone number and work contact number of parents of each child registered.

3. Name, home address and phone number of every person employed on the premises.

4. Name, home address and phone number of every student or volunteer.

5. Records of children on the premises and hours / days of attendance.

6. Records of all accidents/incidents for staff, children, students, visitors and volunteers.

7. Records of any medication supplied to the children at the request of the parent.

8. Procedures for and record of any fires/fire drills that have occurred.

9. Procedure to be followed in the event of a parent/carer failing to collect their child.

10. Procedure to be followed in the event of a lost child.

11. Record of any complaints from parents or staff.

12. Procedure for child protection and safeguarding.
13. The CRB number and issue date for each staff member

14. A record of qualifications for each staff member
All the above records are kept in the child’s/staff’s file and copies of policies and procedures are kept in the setting policies and procedures file.
· In Dinky Ducks Day Care and Lillipad Creche, staff files are kept in a locked filing cabinet in the Team Room.
· In Dinky Ducks Day Care children’s files are kept in a locked cupboard in the Team Room.
· In Lillipad Creche children’s files are kept in the locked filing cabinet in the Creche.
· In Magpies Pre-School, staff and children’s files are kept in the box of files next to the setting Manager’s desk.
Under the United Nations Convention on the Rights of the Child, all adults are responsible in role modeling rights-respecting behaviour ensuring that all children are able to fulfill their potential and learn in rights-respecting environment.

Article 16

Children have a right to privacy.
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