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Admissions policy 

 

Statement of intent 

 

It is our intention to make our setting accessible to children and families from all sections of the 

local community.  

 

Aim 

 

We aim to ensure that all sections of our community have access to the setting through open, fair 

and clearly communicated procedures. 

 

Methods 

 

In order to achieve this aim, we operate the following admissions policy. 

 

We ensure that the existence of the setting is widely known in places accessible to all sections of 

the community. 

We arrange our waiting list in order of month the parent/carer wishes their child to join the setting, 

and date of their application. Priority is given to children booking full day care.  

We describe our setting and its practices in terms which make it clear that it welcomes both fathers 

and mothers, other relations and other carers, including childminders. 

We describe our setting and its practices in terms of how it treats individuals, regardless of their 

gender, special educational needs, disabilities, social background, religion, ethnicity or competence 

in spoken English. 

We describe our setting and its practices in terms of how it enables children with disabilities to take 

part in the life of the setting. 

We monitor the gender and ethnic background of children joining the setting to ensure that our 

intake is representative of social diversity. 

We make our valuing diversity and promoting equality policy widely known. 

We are flexible about attendance patterns to accommodate the needs of individual children and 

families i.e shift workers. 

In exceptional circumstances, St. John’s Childcare Support Committee has the authority to allow an 
admission that does not meet the above criteria. 

 

This policy was adopted at a meeting of St. John’s Childcare and the PCC of Langdon Hills held on 

the 19
th

 September 2011. Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………………………... Managers 

 

  



Children’s Records 

 

We have record keeping systems in place that meet legal requirements; the means we use to store 

and share that information takes place within the framework of the Data Protection Act (1998) and 

the Human Rights Act (1998). 

 

Procedures 

We keep two kinds of records on children attending St. John’s: 
 

Developmental Records 

Observations of children in the setting, photographs, video clips, and samples of their work and 

summary developmental reports. This information is stored within the childs ‘Learning Journey’.  
Learning Journeys are kept within the classrooms and can be freely accessed, and contributed to, by 

staff, the child and the child’s parents.  
 

Personal Records 

These include registration and admission forms, signed consent forms, correspondence concerning 

the child or family, reports or minutes from meetings concerning the child from other agencies, an 

ongoing record of relevant contact with parents, and observations by staff on any confidential 

matter involving the child, such as developmental concerns or child protection matters. 

These confidential records are stored in a lockable cabinet in an office and are kept secure by the 

manager. 

Parents have access, in accordance with our Client Access to Records Policy, to the files and records 

of their own children, but do not have access to information about any other child.  

Staff will not discuss personal information given by parents with other members of staff, except 

where it affects planning for the child’s needs. Staff induction includes an awareness of the 

importance of confidentiality in the role of the key person. 

We retain children’s records for three years after they have left the setting, except records that 
relate to an accident or children protection matter, which are kept until a child reaches the age of 

21 years old. These are kept securely in the office.  

 

Other Records 

We keep a daily record of the names of the children we are caring for, their hours of attendance 

and the names of their key person. 

Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the 

people directly involved with making personnel decisions. 

Students or Volunteers attending St. John’s for training or other qualifications, when they are 
observing in the setting, are advised of our confidentiality and Client Access to Records Policy and 

are required to respect it.  

This policy was adopted at a meeting of St. John’s Childcare and the PCC of Langdon Hills held on 

the 19
th

 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing ………………………………….. Managers 

 

  



Confidentiality policy and client access to records 

 

Statement of intent 

It is our intention to respect the privacy of children and their parents and carers, while ensuring that 

they access high quality care and education. 

 

Aim 

We aim to ensure that all parents and carers can share their information in the confidence that it 

will only be used to enhance the welfare of their children.  

 

It is our intention to respect the privacy of children and their parents and carers, while ensuring that 

they access high quality early years care and education in our setting. We aim to ensure that all 

parents and carers can share their information in the confidence that it will only be used to enhance 

the welfare of their children. There are record keeping systems in place that meet legal 

requirements; means of storing and sharing that information take place within the framework of 

the Data Protection Act and the Human Rights Act. 

 

Confidentiality procedures 

Some parents sometimes share information about themselves with other parents as well as staff; 

the setting cannot be held responsible if information is shared beyond those parents whom the 

person has ‘confided’ in. 
Information shared between parents in a discussion or training group is usually bound by a shared 

agreement that the information is confidential to the group and not discussed outside of it. 

We inform parents when we need to record confidential information beyond the general personal 

information we keep - for example with regard to any injuries, concerns or changes in relation to 

the child or the family, any discussions with parents on sensitive matters, any records we are 

obliged to keep regarding action taken in respect of child protection and any contact and 

correspondence with external agencies in relation to their child. 

We keep all records securely locked away. 

 

Client access to records procedures 

Parents may request access to any confidential records held on their child and family following the 

procedure below: 

Any request to see the child’s personal file by a parent or person with parental responsibility must 
be made in writing to the manager. 

The Manager informs the Chair and sends a written acknowledgement. 

The setting commits to providing access within 14 days, although this may be extended. 

The Manager prepares the file for viewing. 

All third parties are written to, stating that a request for disclosure has been received and asking for 

their permission to disclose to the person requesting it. Copies of these letters are retained on file. 

‘Third parties’ include all family members who may be referred to in the records. 
It also includes workers from any other agency, including social services, the health authority, etc. It 

is usual for agencies to refuse consent to disclose, preferring the individual to go directly to them. 

When all the consents/refusals to disclose have been received these are attached to the copy of the 

request letter. 

A photocopy of the complete file is taken. 

The manager goes through the file and removes any information which a third party has refused 

consent to disclose.  

What remains is the information recorded by the setting, detailing the work initiated and followed 

by them in relation to confidential matters. This is called the ‘clean copy’. 
The ‘clean copy’ is photocopied for the parents who are then invited in to discuss the contents. The 
file should never be given straight over, but should be gone through by the setting leader, so that it 

can be explained. 



Legal advice may be sought before sharing a file, especially where the parent has possible grounds 

for litigation against the setting or another (third party) agency. 

 

All the undertakings above are subject to the paramount commitment of the setting, which is to the 

safety and well-being of the child.  Please see also our policy on child protection. 

 

Legal framework 

 

Data Protection Act 1998 

Human Rights Act 1998 

 

This policy was adopted at a meeting of St. John’s Childcare and the PCC of Langdon Hills held on 

the 19
th

 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing ………………………..……….. Managers 

  



CRB Storage, Handling, Use, Retention and Disposal Policy 

 

Statement of Intent 

 

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the 

suitability of applicants for positions of trust, St. John’s complies fully with the CRB Code of Practice 

regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure 

information.  It also complies fully with its obligations under the Data Protection Act 1988 and other 

relevant legislation pertaining to the safe handling, use, storage, retention and disposal of 

Disclosure information. 

 

Storage and access 

 

Disclosure information is kept securely, in lockable, non-portable, storage containers with access 

strictly controlled and limited to those who are entitled to see it as part of their duties. 

 

Handling 

 

In accordance with Section 124 of the Police Act 1997, Disclosure Information is only passed to 

those who are authorised to receive it in the course of their duties.  We maintain a record of all 

those to whom Disclosure or Disclosure Information has been revealed and it is a criminal offence 

to pass this information to anyone who is not entitled to receive it. 

 

Usage 

 

Disclosure information is only used for the specific purpose for which it was requested and for 

which the applicant’s full consent has been given. 
 

Retention 

 

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure 

Information for any longer than is necessary.  This is generally for a period of up to six months, to 

allow for the consideration and resolution of any disputes or complaints.  If, in very exceptional 

circumstances, it is considered necessary to keep Disclosure Information for longer than six months, 

we will consult the CRB about this and will give full consideration to the data protection and human 

rights of the individual before doing so.  Throughout this time, the usual conditions regarding the 

safe storage and strictly controlled access will prevail. 

 

Disposal 

 

Once the retention period has elapsed, we will ensure that any Disclosure Information is 

immediately destroyed by secure means, e.g. by shredding, pulping or burning.  While awaiting 

destruction, Disclosure Information will not be kept in any insecure receptacle (e.g. waste bin or 

confidential waste sack).  We will not keep any photocopy or other image of the Disclosure or any 

copy or representation of the contents of a Disclosure.  However, notwithstanding the above, we 

may keep a record of the date of issue of a Disclosure, the name of the subject, the type of 

Disclosure requested, the position for which the Disclosure was requested, the unique reference 

number of the Disclosure and the details of the recruitment decision taken.  

 

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on 

the 19
th

 September 2011 . Reviewed/Updated September 2017. 

    



Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

  



 

Information Sharing 

 

We recognise that parents have a right to know that the information they share with us will be 

regarded as confidential, as well as to be informed about the circumstances when, and the reasons 

why, we are obliged to share information.  

 

We are obliged to share confidential information without authorisation from the person who 

provided it, or to whom it relates, if it is in the public interest. That is when: 

It is to prevent a crime from being committed or to intervene when one may have been, or to 

prevent harm to a child or adult; or  

Not sharing it could be worse than the outcome of having shared it.  

 

The decision should never be made as an individual, but with the back-up of the management team. 

The three critical criteria are: 

Where there is evidence that the child is suffering, or is at risk of suffering, significant harm. 

Where there is reasonable cause to believe that a child may be suffering, or is at risk of suffering, 

significant harm. 

To prevent significant harm arising to children and young people or adults, including the prevention, 

detection and prosecution of serious crime.  

 

Procedures 

Our procedure is based on the seven golden rules for information sharing; 

Remember that the data protection act is not a barrier to sharing information but provides a 

framework to ensure that personal information about living persons is shared appropriately.  

Our policy and procedures on  Information Sharing provide guidance to appropriate sharing of 

information with external agencies.  

 

Be open and honest with the person (and/or their family where appropriate) from the outset about 

why, what, how and with whom information will, or could, be shared, and seek their agreement, 

unless it is unsafe or inappropriate to do so. 

 

In our setting we ensure parents: 

Receive information about our Information Sharing Policy when starting their child in the setting 

and that they sign our registration form to say that they understand the circumstances in which 

information may be shared without their consent. This will only be when it is a matter of 

safeguarding a child or vulnerable adult; 

Have information about our Safeguarding Children and Child Protection Policy; and 

Have information about the other circumstances when information will be shared with external 

agencies, for example, with regard to any special needs the child may have or transition to school.  

 

Seek advice if you are in any doubt, without disclosing the identity of the person where possible. 

Managers contact children’s social care for advice where they have doubts or are unsure. 

 

Share with consent where appropriate and, where possible, respect the wishes of those who do not 

consent to share confidential information. You may still share information without consent if, in 

your judgement, that lack of consent can be overridden in the public interest. You will need to base 

your judgement on the facts of the case. 

Guidelines for consent are part of this procedure. 

 

Consider safety and well-being: Base your information sharing decisions on considerations of the 

safety and well-being of the person and others who may be affected by their actions.   

In our setting we : 



Record concerns and discuss these with the setting’s designated person and/or designated officer 
from the management committee for child protection matters; 

Record decisions made and the reasons why information will be shared and to whom; and 

Follow the procedures for reporting concerns and record keeping. 

 

Necessary, proportionate, relevant, accurate, timely and secure: ensure that the information that 

you share in necessary for the purpose for which you are sharing it, is shared only with those people 

who need to have it, is accurate and up-to-date, is shared in a timely fashion, and is shared securely.  

Our safeguarding children and child protection policy and children’s record policy set out how and 
where information should be recorded and what information should be shared with another agency 

when making a referral.  

 

Keep a record of your decision and the reasons for it – whether it is to share information or not. If 

you decide to share, then record what you have shared, with whom and for what purpose.  

Where information is shared, the reasons for doing so are recorded in the child’s file; where it is 
decided that information is not to be shared that is recorded too.  

 

Consent 

Parents have a right to be informed that their consent to share information will be sought in most 

cases, as well as kinds of circumstances when their consent may not be sought, or their refusal to 

give consent may be overridden. We do this as follows: 

 

 Our polices and procedures set out our responsibilities regarding gaining consent to share 

information and when it may not be sought or overridden. 

 We may cover this verbally when the child starts or include this in our prospectus.  

 Parents sign our registration form at registration to say they understand this.  

 Parents are asked to give written consent to share information about any additional needs 

their child may have, or to pass on child development summaries to the next 

provider/school. 

 Copies are given to parents of the forms they sign. 

 We consider the following questions when we need to share: 

 Is there legitimate purpose to sharing the information? 

 Does the information enable the person to be identified? 

 Is the information confidential? 

 If the information confidential, do we have consent to share it? 

 Is there a statutory duty or court order requiring us to share the information? 

 If consent if refused, or there are any good reasons not to seek consent, is there sufficient 

public interest for us to share the information? 

 If the decision is to share, are we sharing the right information in the right way? 

 Have we properly recoded our decision? 

 

All the undertakings above are subject to the paramount commitment of the setting, which is to the 

safety and well-being of the child.  

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on 
the 19

th
 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

  



Making a complaint 

 

St johns believes that children and parents are entitled to expect courtesy and prompt, careful 

attention to their needs and wishes. We welcome suggestions on how to improve our setting and 

will give prompt and serious attention to any concerns about the running of the setting. We 

anticipate that most concerns will be resolved quickly, by an informal approach to the appropriate 

member of staff. If this does not achieve the desired result, we have a set of procedures for dealing 

with concerns. We aim to bring all concerns about the running of our setting to a satisfactory 

conclusion for all of the parties involved. 

 

Procedures 

Making a complaint 

Stage 1 

Any parent who has a concern about an aspect of the setting’s provisions talks over, first of all, 
his/her concerns with the settings leader. 

Most complaints should be resolved amicably and informally at this stage.  

Stage 2 

If this does not have a satisfactory outcome, or if the problem recurs, the parent moves to this stage 

of the procedure by putting the concerns or complaint in writing to the settings leader and the 

management team. 

The setting stores written complaints from parents in the child’s personal file. However, if the 
complaint involves detailed investigation, the setting leader may wish to store all information 

relating to the investigation in a separate file designated for this complaint. 

When the investigation into the complaint is completed. The setting leader or manager meets with 

the parent to discuss the outcome. 

Parents must be informed of the outcome of the investigation with 28 days of making the 

complaint.  

When the complaint is resolved at this stage, the summative points are logged in the complaint 

investigation record. 

Stage 3 

If the parent is not satisfied with the outcome of the investigation, he or she requests a meeting 

with the setting leader and the chair. The parent may have a friend or partner present if they prefer 

and the leader should have the support of the management team. 

An agreed written record of the discussion is made, as well as any decision or action to take as a 

result. All of the parties present at the meeting sign the record and receive a copy of it. 

The signed record signifies that the procedure has concluded. When the complaint is resolved at 

this stage, the summative points are logged in the complaint investigation record.   

Stage 4 

If at the stage three meeting the parents and setting cannot reach agreement, an external mediator 

is invited to help to settle the complaint. This person should be acceptable to both parties, listen to 

both sides and offer advice. A mediator has no legal powers, but can help to define the problem, 

review the action so far and suggest further ways in which it might be resolved.  

Staff or volunteers with the Pre-school :Learning Alliance are appropriate persons to be invited to 

act as mediators.  

The mediator keeps all discussions confidential. She/he can hold separate meetings with the setting 

personnel (setting leader and chair) and the parent, if this is decided to be helpful. The mediator 

keeps an agreed written log of any meetings that are held and of any advice she/he gives.  

Stage 5 

When the mediator has concluded her/his investigations, a final meeting between the parent, the 

setting leader and the chair is held. The purpose of this meeting is to reach a decision on the action 

to be taken to deal with the complaint. The mediator’s advice is used to reach this conclusion. The 
mediator is present at the meeting if all parties think this will help a decision to be reached.  



A record of the meeting, including the decision on the action to be taken, is made. Everyone present 

at the meeting signs the record and receives a copy of it. This signed record signifies that the 

procedure has concluded.  

The role of the Office for Standards in Education, Children’s Services and skills (OFSTED) and the 
Local Safeguarding Children Board 

Parents may approach OFSTED directly at any stage of this complaint procedure. In addition, where 

there seems to be a possible breach of the setting’s registration requirements, it is essential to 
involve OFSTED as the registering and inspection body with a duty to ensure the Safeguarding and 

Welfare Requirements of the Early Years Foundation Stage are adhered to.  

The number to call OFSTED with regards to complaints is: 020 7421 6800 

These details are displayed on our setting’s notice board. 

If a child appears to be at risk, St John’s follows the procedures of the Local Safeguarding Children 
Board.  

In these cases, both the parents and setting are informed and the setting leader works with OFSTED 

or the Local Safeguarding Children Board to ensure a proper investigation of the complaint, 

followed by appropriate action. 

Records  

A record of complaints in relation to our setting, or the children or the adults working in our setting, 

is kept; including the date, the circumstances of the complaint and how the complaint was 

managed. 

The outcome of all complaints is recorded in the Complaint Investigation Record, which is available 

for parents and OFSTED inspectors on request. 

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on 

the 19
th

 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

  



Parental involvement policy 

 

Statement of intent 

 

We believe that children benefit most from early years education and care when parents and 

settings work together in partnership. 

 

Aim 

 

Our aim is to support parents as their children's first and most important educators by involving 

them in their children's education and in the full life of the setting. We also aim to support parents 

in their own continuing education and personal development. 

 

Some parents are less well represented in early years settings; these include fathers, parents who 

live apart from their children but who still play a part in their lives as well as working parents. In 

carrying out the following procedures, we will ensure all parents are included. 

 

When we refer to ‘parents’ we mean both mothers and fathers; these include both natural or birth 

parents as well as step-parents and parents who do not live with their children, but have contact 

with them and play a part in their lives. ‘Parents’ also includes same sex parents as well as foster 
parents. 

 

The Children Act (1989) defines ‘Parental responsibility’ as all the rights, duties, powers and 

responsibilities and authority which by law a parent of a child has in relation to the child and his 

property.  (For a full explanation of who has parental responsibility, refer to the Pre-school Learning 

Alliance’s Safeguarding Children publication.) 
 

Method 

 

In order to fulfil these aims: 

 

We have a means to ensure all parents are included – that may mean we have different strategies 

for involving fathers or parents who work or live apart from their children. 

We consult with all parents to find out what works best for them. 

We ensure ongoing dialogue with parents to improve our knowledge of the needs of their children 

and to support their families. 

We inform all parents about how the setting is run and its policies through access to written 

information and through regular informal communication. We check to ensure parents understand 

the information that is given to them. 

We encourage and support parents to play an active part in the governance and management of 

the setting. 

We inform all parents on a regular basis about their children's progress. 

We involve parents in the shared record keeping about their children - either formally or informally 

- and ensure parents have access to their children's written developmental records – Learning 

journey’s, written assessments, support plans, observations etc. 
We provide opportunities for parents to contribute their own skills, knowledge and interests to the 

activities of the setting. 

We inform parents about relevant conferences, workshops and training. 

We consult with parents about the times of meetings to avoid excluding anyone. 

We provide information about opportunities to be involved in the setting in ways that are accessible 

to parents with basic skills needs, or those for whom English is an additional language. 

We hold meetings in venues that are accessible and appropriate for all. 

We welcome the contributions of parents, in whatever form these may take. 



We inform all parents of the systems for registering queries, complaints or suggestions and check to 

ensure these are understood.  All parents have access to our written complaints procedure. 

We provide opportunities for parents to learn about the curriculum offered in the setting and about 

young children's learning, in the setting and at home. 

 

In compliance with the Welfare Requirements, the following documentation is in place: 

Admissions policy. 

Complaints procedure. 

Record of complaints. 

Developmental records of children. 

 

 

 

This policy was adopted at a meeting of St. John’s Childcare and the P C C of Langdon Hills held on 
the 19

th
 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

  



 

St John’s Childcare 

 

Payment of fees and debt recovery policy 

 

It is our policy to ensure that all childcare fees are paid regularly. 

 

Aim 

 

We aim for our setting to be realistic and flexible with our fees and payment policy however it is 

necessary to have set guidelines so we are all clear of our expectations. 

 

Method 

 

In order to achieve this we shall: 

 

Fully inform parents/carers, at induction, of fees and when they should be paid. 

Issue invoices to parents at the beginning of the term when fees are due with details of sessions 

booked and rate charged. 

Issue invoices for casual sessions as they are taken. 

Arrange monthly payment plans by childcare vouchers or standing order to establish regular fee 

payment. 

 

Payments 

 

Unless there is a monthly payment plan in place: 

 

50% of termly invoices should be paid by the due date on the invoice with the remaining 50% paid 

at the start of the half-term during the term invoiced. 

Casual sessions booked should be paid within 7 days from receipt of the invoice(s). 

 

Late payments 

 

If payment is not paid by the due date or there is no monthly payment plan in place and the balance 

outstanding is over £20.00, the following will happen: 

 

Childcare management will telephone parents to make arrangements for payment. If contact could 

not be made by telephone, an email or letter will be sent home. 

For termly invoices; an administration fee of £10 will be added to your invoice if fees are still 

outstanding at the end of the term that the invoice was issued. 

For Casual invoices; an administration fee of £10 will be added if fees are still outstanding at the end 

of the half term that the casual session was taken. 

Should no attempt be made to clear any outstanding fees, we reserve the right to withdraw the 

child’s place until a payment is made or a payment plan agreed. 
Continued failure to engage and agree payment for outstanding fees will result in civil recovery 

through the small claims court. 

 

Should a monthly payment plan be in place and the regular payments are not met, a £10 admin 

charge will be added to each incorrect/missed monthly payment. 

 

If you have any questions or have a problem with paying your fees, please contact Childcare 

management. 

 



This policy was updated and approved by the Parochial Church Council on 22
nd

 May 2017 and will 

take effect on 1
st

 June 2017.  

 

 

Signed ___________________________ Chairman 

  



 

Provider Records 

 

St. John’s keeps records and documentation for the purpose of maintaining the business. These 

include: 

 Records pertaining to our registration. 

 Landlord/Lease documents and other contractual documentation pertaining to amenities, 

services and goods. 

 Financial records pertaining to income and expenditure. 

 Risk assessments. 

 Employment records of staff including their name, home address and telephone number. 

 Name, address and telephone numbers of anyone else who is regularly in unsupervised 

contact with the children.  

We consider our records as confidential based on the sensitivity of information, such as 

employment records. These confidential records are maintained with regards to the framework of 

the Data Protection Act (1998) and the Human Rights Act (1998). 

 

Procedures 

All records are the responsibility of the management team who ensure they are kept securely.  

All records are kept in an orderly way in files and filing is kept up-to-date. 

Financial records are  kept up-to-date for audit purposes. 

Health and safety records are maintained; these include risk assessments, details of checks or 

inspections and guidance etc. 

Our OFSTED registration certificate is displayed in both church offices. 

Our Public Liability insurance certificate is displayed in both church offices. 

All our employment and staff records are kept securely and confidentially. 

 

We notify OFSTED of any changes: 

In the address of the premises; 

To the premises which may affect the space available to us or the quality of childcare we provide; 

To the name and address of the provider, or the provider’s contact information.; 
To the person managing the provision; 

Any significant event which is likely to affect our suitability to look after children. 

 

This policy was adopted at a meeting of St. John’s Childcare and the PCC of Langdon Hills held on 

the 19
th

 September 2011 . Reviewed/Updated September 2017. 

    

Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing ………………………………….. Managers 

  



Transfer of records to school 

 

We recognise that children sometimes move to another early years setting before they go to school, 

although many will leave our setting to enter a nursery or reception class. 

 

We prepare children for these transitions and involve parents and the receiving setting or school in 

this process. We prepare records about a child’s development and learning in the Earl Years 
Foundation Stage in our setting; in order to enable smooth transitions, we share appropriate 

information with the receiving setting or school at transfer. 

 

Confidential records are shared where there have been child protection concerns according to the 

process required by our Local Safeguarding Children Board. 

 

The procedure guides this process and determines what information we can and cannot share with 

a receiving school or setting.  

 

Procedures 

Transfer of development records for a child moving to another early years setting or school 

Using the Development Matters in the Early Years Foundation Stage guidance and our assessment 

of children’s development and learning, the key person will prepare a summary of achievements in 
the seven areas of learning and development.  

The record refers to: 

 any additional language spoken by the child and his or her progress in both languages; 

 any additional needs that have been identified or addressed by the setting; 

 any special needs or disabilities, whether a CAF (Common Assessment Framework) was 

raised in respect of special needs or disability, whether there is a statement of special 

educational needs, and the name of the lead professional. 

 

The record contains a summary by the key person and a summary of the parent’s view of the child. 

The document may be accompanied by other evidence, such as photos or drawings that the child 

has made. 

When a child transfers to a school, most local authorities provide an assessment summary format or 

a transition record, which we will follow as applicable. 

If there have been any welfare or protection concerns, a star is places on the front of the 

assessment record.  

 

Transfer of confidential information 

The receiving school or setting will need to have a record of any safeguarding or child protection 

concerns that were raised in the setting and what was done about them. 

A summary of the concerns will be made to send to the receiving setting or school, along with the 

date of the last professional meeting or case conference. Some local safeguarding children’s board 
will stipulate the forms to be used and provide these. 

Where a CAF has been raised in respect of any welfare concerns, the name and contact details of 

the lead professional will be passed on to the receiving setting or school. 

Where there has been a s47 investigation regarding a child protection concern, the name and 

contact details of the child’s social worker will be passed on to the receiving setting or school – 

regardless of the outcome of the investigation. 

This information is posted or taken to the school or setting, addressed to the setting or school’s 
designated person for child protection and marked as ‘confidential’. 
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Signed on behalf of St. John’s Childcare  
 

Mrs. Michelle Ball & Mrs. Theresa Cobbing ………………………………….. Managers 

  



Working in partnership with other agencies 

 

We work in partnership with local and national agencies to promote with well-being of all children. 

 

Procedures 

We work in partnership, with local and national agencies to promote the well-being of children. 

Procedures are in place for the sharing of information about children and families with other 

agencies.  

Information shared by other agencies with us is regarded as third party information. This is also kept 

in confidence and not shared without consent from that agency. 

When working in partnership with staff from other agencies, we make those individuals welcome in 

the setting and their professional roles are respected. 

We follow the protocols for working with agencies, for example on child protection. 

Staff from other agencies do not have unsupervised access to the child they are visiting in the 

setting and do not have access to any other child(ren) during their visit.  

Our staff do not casually share information or seek informal advice about any named child/family. 

When necessary, we consult with local and national agencies who offer a wealth of advice and 

information that helps us develop our understanding of the issues facing us and who can provide 

support and information for parents. For example, ethnic/cultural organisations, drug/alcohol 

agencies, welfare rights advisors or organisations promoting childcare and education, or adult 

education.  

 

This policy was adopted at a meeting of St. John’s Childcare and the PCC of Langdon Hills held on 
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Mrs. Michelle Ball & Mrs. Theresa Cobbing …………………………….. Managers 

 

 

 


