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Guidance on Record Keeping

For educational and early years settings
Updated July 2016

Child Protection Records held within Settings
The purpose of this section is to provide guidance to schools and other educational establishments on record keeping, to enable the designated member of staff with a responsibility for child protection to ensure that all child protection information and concerns are kept in an appropriate and useful manner.

Deficiencies in record keeping have been identified by several child death enquiries as a problem area that requires attention from all agencies.

Good record keeping is essential in safeguarding the welfare of children and young people, particularly with regards to children/young people who are subject to child protection plans or who are identified as vulnerable. For this reason, it is advisable to carry out a regular audit of all child protection information kept in school, to ensure that procedures are being followed correctly.

This section seeks to answer the following questions:

1. What kind of information should be recorded?

2. How should notes and reports be made?

3. Where should child protection information be kept?

4. Who should have access to child protection information?

5. What should happen to the information when a child leaves the school?

6. How should I share information with other schools/agencies?
7. How long are child protection records kept by schools?

At the end of this guidance there are templates to support you with your record keeping and files:

· Page 8: A template ‘Record of Concern’ form which may be used as a method of recording within schools
· Page 10 A front page chronology page
· Page 11: Conformation of exchange of CP files

6. What kind of information should be recorded?

Any member of staff who has a concern about a child should make a written note. This must be passed on to the designated person, (although a personal copy may be kept in a secure place). The note should be timed, dated and signed, with your name printed alongside the signature.

Notes must be made as soon as possible and certainly within 24 hours of the incident giving rise to the concern. (This is important, in case the note is needed for submission to court). Notes do not have to be officially (or beautifully!) presented. The important thing is that they are:

· Factual
· Using a child’s own words where possible

· A record of what you saw and heard
Professional opinions are acceptable but only if you state the facts or observations upon which your opinion is based.

If a referral is made to the Assessment Team or Thames Valley Police, Child Abuse Investigation Unit a written record of all concerns held should be sent and a copy of the referral should be kept by the school.

Nagging Doubts about a Child’s Safety and Welfare

Sometimes, things which seem to be insignificant or trivial at the time turn out to be vital pieces of information later.

A record should be made of any information, including hearsay and ‘nagging doubts’, which give you cause for concern about a child. Much of this information may not appear to be very significant on its own, but it could contribute to a ‘jigsaw’ picture of abuse that should not be ignored. Remember no concern is too small

If there has been no specific incident or information, make a written note. Try to identify what is really making you feel worried. Record these concerns on the same record of concern form for your records.

It is crucial that actions and outcomes are recorded on these forms, including any consultation that has been carried out with any other professionals.

2. How should notes and reports be made?
It is impossible to say, at the time of making a child protection note, who will eventually have access to it, or when. It may be consulted months or even years after it was written. Always bear in mind that someone who is a complete stranger to you and your school may need to read your record at some stage in the future.

Ideally, logs of incidents should be typed. If hand written, notes should be clearly legible and written in ink. All notes and reports must contain the following:

· Date of the incident

· Date and time of the record being made

· Name and date of birth of the child(ren) concerned

· A factual account of what happened, and the location where the incident took place (keeping it in the child’s words)
· A note of any other people involved e.g. as witnesses

· Questions that the adult asked (remember do not ask leading questions)

· Action taken, and any future plans e.g. monitor and review

· Any other agencies informed:
 
· Names, 
· Dates, 
· Times of anyone spoken to.

· Printed name of the person making the record

· Job title of the person making the record

· Signature (print name alongside)

The source of the information should be identified e.g. ’Mrs Bell, a midday supervisor, informed me that…’ Or ‘I saw John in the playground at break time….’

Information should be factual or based on fact. Record what you saw, heard etc. and try not to be vague or woolly (e.g. ‘Jenny was crying and rocking’ rather than ‘Jenny was upset’)

Opinion is acceptable provided that you can give some justification for holding it (e.g. ‘Sam ran and hid under the table when his mother arrived to take him home and clung to me when I tried to get him out. He appeared to be frightened.’)

Make a note of what you have done with the information (e.g. ‘I consulted the Headteacher, Mr Wilson, and he said he would…’)

Try to avoid specialist jargon (e.g. ‘he is SAP’) which someone from another agency would not necessarily understand, right the information in full (School Action Plus)
Records and Reports for Child Protection Conferences
Reports prepared for Child Protection Conferences should focus on the child’s:

· Educational Progress and Achievements

· Attendance

· Behaviour

· Participation

· Relationships with other children and young people

· Appearance, (where appropriate)
· Interaction with other children and adults

If relevant, reports should include what is known about the child’s relationships with his or her family and the family structure. Reports should be objective and based on evidence. They should distinguish between fact, observation, allegation and opinion.

Settings should:

· Make reports available to the child’s parents prior to the Child Protection Conference unless to do so would place the child at risk of significant harm
· Provide written reports to the Child Protection Conference

· Arrange for an appropriate person from the school to attend the Child Protection Conference
3. Where should child protection information be kept?
The child protection file should contain all reports, notes and correspondence referring to a child. This should be kept in one secure place e.g. a locked filing cabinet in the Designated Safeguarding Lead’s office. Files on extended family members should be kept together and cross-referenced. This file should be kept separate to the child’s educational school record.
A note or symbol (e.g. a blue star) should be placed on the cover of the school file for the child, indicating that there is a child protection file relating to the child. All staff who may need to consult the child’s school file should be made aware what the symbol means, and who to consult if they see it.

4. Who should have access to child protection information?
Access to the information on file should be on a need-to-know basis among the staff. This can only be decided on a case-by-case basis. The confidentiality of the child and family should be respected as far as possible, but the welfare of the child is paramount. It would be unlikely that every member of staff would need to know the details of a case. Generally speaking, the closer the day-to-day contact with the child, the more likely the need to know an outline of the case. The school report to the child protection conference should be shared with the parent(s) before the conference takes pace. All information must be shared with Social Worker and/or Police and Health, as appropriate, where there is concern that a child is at risk of significant harm.

Child protection information should not ordinarily be shared with agencies other than these statutory agencies e.g. information should not be released to solicitors etc. Where such a request is made, it is best to seek further advice and guidance on this from the LADO team, 01865 815956/01865 323457/01865 816382
Child Protection records can be kept on computer and are exempt from the disclosure provisions of the Data Protection Act 1984. For manual records, the Education (School Records) Regulations 1989 exempt information relating to child abuse from the requirement of disclosure. However, in cases of alleged child abuse which come to court, the school may be required to provide its child protection records.

5. What should happen to the information when a child leaves the school/ How long should information be kept?

If the child is moving to another school, the complete child protection file should be sent, under separate cover from the regular school file. It should be marked ‘Confidential, Addressee Only’, and should go to the Head Teacher or designated safeguarding lead of the receiving school. Where a pupil of 16+ years is taking up a college place, the file should be sent to the designated safeguarding lead for the receiving college or further education establishment. All relevant information including nagging doubts should be shared.

Where a pupil leaves with no FE place identified, the file should be retained at the school until the child’s 24th birthday. There is no need to keep a copy of material sent to a new school unless, at the discretion of the designated person, there are exceptional reasons for doing so.

On page 11 there is a form that can be used to prove that a CP file has been passed on and accepted by the new setting

Copies of child protection information should be kept by the final school placement until the child’s date of birth + 25 years.

Information of a child protection nature relating to an allegation against a member of staff, including where the allegation is unfounded, should be kept until the persons normal retirement age or 10 years from the date of the allegation if that’s longer.
6. Sharing Information with other Schools/Agencies
Conversations between designated personnel at different schools (e.g. sharing concerns or asking for information about sibling groups) are perfectly acceptable. Where possible, consent from parents should be sought before a conversation takes place. Any relevant child protection information coming to light should be carefully logged.

If a child protection file has been started for a child who then moves school, the entire contents of the file should be sent to the receiving school/college. 
The information should be sent under separate cover to the school file, in a sealed envelope to the HeHeadteacher, marked ‘Strictly Confidential’.

If a child moves without a forwarding address for home and school and no contact is received from a new school the county’s Missing Pupil Procedures should be followed and Alan Blackmore, Pupil Tracking Officer, county attendance team; alan.blackmore@oxfordshire.gov.uk  should be notified as a matter of urgency.

Where a child is removed from roll to be educated at home the school’s child protection file should be copied to the Local Authority as soon as possible.

Remember:
· Monitor the child and record observations as factually as possible.

· A direct disclosure from a child or young person should be referred immediately to the appropriate social work team. 
Record of Concern form
	Setting: 

	Date

	Staff member’s name:



	Child’s name:


	Concern
What prompted this record? (Please include dates, times, incidents, behaviours, what the child said)
Remember to record any questions that you asked (do not ask leading questions, if you need more fact or detail think of T.E.D “Tell me……” “Explain to me…..” “Describe to me……”)


	Background
Additional relevant information that relates to the child or family


	Does the concern fall into one of the following categories?
Neglect




Sexual Abuse                                              Physical Abuse    

Emotional Abuse


CSE                                                             Honour based violence  

FGM                                                         Forced marriage                                          Online/sexting 

Peer on peer                                            Radicalisation                                              Domestic abuse      





	PRINT________________________________
PRINT_______________________________
(Member of staff)



(Designated member of staff 







  for children protection)

SIGNED ______________________________
SIGNED______________________________                             (Member of staff)



(Designated member of staff 







  for children protection)





	Has this information been discussed/ passed to any other agencies?  (Please give details) If not, please record reasons why



	Actions by designated lead:



	Outcome: 




Front page chronology for CP/safeguarding files
	School name:



	Childs name:



	Childs DofB:



	Date 
	Details


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	School name:



	Child’s name:



	Date: 


	Person transferring file:

	By signing this form I am confirming that I have received the safeguarding/CP file for the above named person who is now on role at our setting.

Print name:                                                           Signature:




Passing on a safeguarding/CP file[image: image2.png]
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