CHILD OBSERVATION, RECORD KEEPING
& ASSESSMENT
St. Mary’s After-School Club recognises that it is vital for children’s
development to work in partnership with parents/carers who are a child’s first
educator and role model. We also firmly believe that children should be safe
and secure at all times and that their overall development be addressed in an
integrated and holistic manner.
1. Records will be held of each child to accordance with current legislation
and regulations. Records include:a. Child’s name
b. Address
c. Parents/guardians telephone numbers (home and work) and
emergency contact numbers
d. Medical history
e. Name and address of their doctor.
f. Name and address of their health visitor
2. Each child will have the security and freedom to develop at their own
pace.
3. Children’s abilities will be identified, respected and encouraged in a
developmentally appropriate environment that will be used by staff to
provide experiences, which supports the children’s learning.
4. All staff working with the children will be actively involved in planning
programmes of activity that promotes children’s social, emotional, and
intellectual development.
5. Observations will be recorded in the child’s personal file and shared with
members of staff who need to know.
6. Occasionally, an external professional may request a written report on
each child to help them provide for the child’s needs e.g. Speech
Therapists. Parents will be involved and kept informed. This would be
the only occasion when an assessment would be shared outside the group.
7. Information will be used to plan activities to suit the child’s age and stage
of development.
8. It is hoped that this observation, record keeping and sharing of
information will reassure the parents/guardian that their child is
receiving an excellent level of care and attention.
9. All information regarding the children will be kept until the child’s 21st
birthday

Parents Access to Records
- All information recorded on a child’s development will be shared with the
parents/guardians of that child
- Occasionally, an external professional may request a written report on
each child to help them provide for the child’s needs e.g. Speech
Therapists. Parents will be involved and kept informed. This would be
the only occasion when an assessment would be shared outside the group.
- We ensure that parents/guardians are aware of their child’s development
in St. Mary’s After-school, they will be encouraged to allow time for the
sharing of information recorded on assessment records with appropriate
member of staff.
- Parents/guardians are also welcome to arrange an appointment to meet
with Naomi (the After-School Club Leader) or Lyndsay (the After-School
Club Deputy Leader) at the mutually convenient time.
Please read this policy along with the Data Protection and Confidentially policy

