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Document Retention Policy:
Written documents must be retained for certain durations; after which time they should be destroyed in order to protect the confidentiality of individuals. How long documentation needs to be retained for will depend on the subject it relates to.
Any documentation relating to OFSTED standards are as follows:
· Registers – minimum 6 years after the child has left or until your next Ofsted inspection if that is longer (all accessible on Ovivio). However, until the age of 25 if the child is/was under safeguarding and child protection. 
· Accident forms – until the age of 25.
· Accident and medication forms – until age of 25.
· Unsuccessful interview records – 1 year.
· Ovivio children’s profile – archived after the child leaves.
· Initial profiles – until the age of 25.
Any financial documentation should be retained period of 6 years before destruction. 
Documentation relating to the Inland Revenue regarding employees pay, tax or national insurance should be destroyed after 3 years plus current financial year. 
Personnel information should be destroyed 7 years after leaving employment at the nursery, childcare staff personnel files should be destroyed 25 years after leaving employment at the nursery.
Child protection files are hand delivered to the wherever the child goes after leaving the nursery, such as a new nursery, school etc. 
This guidance should be confirmed as the current prior to destruction.
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