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Record Keeping Policy
(Please also see our Privacy Policy)

In order to comply with legislation and keep children safe, all parents or carers will be required to complete an online registration form for each of their children attending Wickselm House. This will include the following information on the child:
o	Name
o	Age
o	Home Address of child
o	Parent/carer contacts (at least one must hold parental responsibility)
o	Emergency contact details
o	Medical, dietary and additional needs details

These records will be securely stored and available only to staff and if necessary, outside agencies. Efforts will be made to minimize duplicate information by shredding non-essential or duplicated paper information and non-essential or duplicated electronic information will be securely destroyed. Personal information will be kept for 21 years after the birthday of each child.

Reasonable efforts will be made to check that the person completing the form has parental responsibility for the child/children.

Records will also be kept of:
o	Attendance
o	Consent to administer medicine and records of any medication administered
o	Accidents or incidents that occur whilst the child is under the care of Wickselm House.
o	Incidents relating to children’s behaviour
o	Children’s learning targets and progress
o	Records passed from parents, schools, Local Authorities and other agencies
o	Incidents of a safeguarding nature
o	Staff disciplinary incidents
o	Staff emergency contact details and relevant medical information
o	Staff qualifications, references, identity check documents and DBS

Records are confidential and stored securely, electronically using password protected and encryption, meeting GDPR requirements and on paper in a locked cabinet or cupboard.

Parents and staff will all be made aware of what information is stored about them, or their child and how it is stored. This will be done verbally and by encouraging parents and staff to read our policies including our GDPR & Privacy Policy. Wickselm House ICO registration under GDPR will approve this.
Wickselm House
www.wickselmhouse.com 
info@wickselmhouse.com
image1.png




