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Happy Haven OSHC Policy 

Policy S1-3: Records  
 
The service has a duty to keep adequate records about educators, guardians and children in order to operate 
responsibly and legally. The service will protect the interests of the children and their families, as well as 
educators, using procedures to ensure appropriate privacy and confidentiality  

  
 
Procedure:  

The service’s orientation and induction processes will alert educators and parents to our Records Policy so that 
it may answer any questions they may have. 
 
Access to any confidential records will be determined at the discretion of Happy Haven Management or the 
Director and will be based on the appropriateness of that person viewing such documents. (see Confidentiality 
Policy) – application for an appeal to Happy Haven Management or the Director’s decision will be done through 
the Grievance Policy 
 
As the bulk of OSHC records have links with a number of government agencies, it is recommended that all 
records are retained for a minimum of 7 years. 
 
Failure to keep records can result in infringement notices, breaches of National Regulations, civil penalties, 
criminal prosecutions, suspension or cancellation of Provider or Service Approvals, and / or other penalties. 
 
The following table shows how long specific kinds of records must be kept: 
 

Record to be kept Length of time to be kept 

Complaints made to the Provider, or to any of the 
services of the Provider, relating to compliance with 
Family Assistance Law. 

7 years 

A record of attendance for each child for whom care is 
provided (regardless of eligibility for Child Care 
Subsidy), including records of any absences from care. 

7 years 

Statements or documents demonstrating that 
additional absence days in excess of the initial 42 
absence days satisfy requirements. 

7 years 

Copies of invoices and receipts issued for the payment 
of child care fees. 

7 years 

Copies of all Statements of Entitlement issued and any 
statements issued to advise that there was a change of 
entitlement. 

7 years 

Any notice given to a state or territory body about a 
child at risk of abuse or neglect. 

7 years 

Copies of the evidence and information provided with 
an application for approval about persons with 
management or control of a provider and persons 
responsible for the day-to-day operation of a service. 

7 years 

Any evidence or information produced to obtain 
police checks and working with children checks for 
personnel and to support any statements about these 

7 years 
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checks in an application for provider or service 
approval. 
Accounting documents 7 years 
Income tax documents 7 years 
Time and wage records 7 years 
Bank statements 7 years 
Insurance 7 years 
Receipt books 7 years 
Requirements for funding 7 years 
Legal Accident and Illness Reports, Incident, Illness, 
Trauma or Injury Report, and administration of 
medication 

for 7 years  
after the child involved has 
reached the age of 18 

Attendance records/ Enrolment records Until the child reaches 25 
years of age 

Records of fees charged to parents for 7 years 
OSHC Management Committee minutes and 
correspondence 

For 7 years and then 
permanently stored at state 
records 

Staff Records Permanently 

 
 
Table 11 of the Child Care Provider Handbook articulates the matters that Child Care Providers need to notify 
DESE of, along with specified timeframes (see Policy S1:9) 
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Part 4.7 Leadership and Service Management, Division 3, Subdivision 4, 183 (1) & (2)  – Storage of Records and 
Other Documents 
 
Australian Government Department of Education, Skills and Employment, Child Care Provider Handbook. 
https://www.dese.gov.au/resources-child-care-providers/resources/child-care-provider-handbook 
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