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Durley House Nursery and Learning is committed to maintaining accurate, comprehensive, and confidential records to support children’s learning, development, and welfare. Assessment and record-keeping help staff plan effectively, monitor progress, and ensure the safety and wellbeing of every child.
Legislative and Statutory Framework
This policy is informed by:
· Data Protection Act 2018 / UK GDPR – governs the collection, storage, and sharing of personal data, including children’s records.
· Children Act 1989 & 2004 – outlines the duty to safeguard and promote the welfare of children.
· EYFS Statutory Framework (2025)
Policy Guidelines
Assessment
· Staff will carry out regular, systematic observations and assessments to monitor each child’s development across the seven areas of learning in the EYFS.
· The Two-Year Progress Check will be completed in partnership with parents/carers to identify developmental strengths and any areas needing support.
· Observations and assessments will inform planning, ensuring learning experiences are tailored to each child’s needs.



Record-Keeping
Records will include:
· Personal information (e.g., name, date of birth, contact details, medical information).
· Attendance and daily routines.
· Observations, learning outcomes, and developmental progress.
· Safeguarding concerns and incidents.
· Reports of meetings with parents or external professionals.
· All records will be stored securely, with electronic records password-protected and paper records kept in locked filing cabinets.
Confidentiality
· Information will be shared only with staff who have a legitimate need to know and with parents/carers, unless sharing is required to safeguard a child.
· Staff must not discuss children’s records outside the nursery setting.
Parental Involvement
· Parents/carers have the right to access their child’s records and will be encouraged to contribute observations and updates from home.
· Staff will communicate children’s progress regularly through reports, parent meetings, and informal discussions.
Review and Update
· Records will be regularly reviewed and updated to ensure accuracy and relevance.
· Staff will review assessments to monitor progress and identify any additional support needs.
Staff Training
· All staff will receive training in accurate record-keeping, observation techniques, data protection, and EYFS assessment requirements.
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