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Appendix A

Guidance on Records and Monitoring
Any concerns about a child will be recorded in writing or on the electronic system – CPOMS within 24 hours. All records will provide a factual and evidence based account and there will be
accurate recording of any actions. Records will be signed, dated and, where appropriate,
witnessed. Where an opinion or professional judgement is recorded this should be clearly stated
as such.
At no time should an individual teacher/member of staff or school be asked to or consider
taking photographic evidence of any injuries or marks to a child’s person. The body map
provided should be used in accordance with recording guidance.
Any concerns should be reported and recorded without delay to the appropriate safeguarding
services.
Safeguarding, child protection and welfare concerns will be recorded and kept in a separate secure
file known as a ‘concern’ or ‘child protection’ file which will be securely stored and away from the
main pupil file. The main pupil file should have a clear marker (such as a red C in the top right
hand corner) to denote a separate file exists.
Files will be available for external scrutiny for example by a regulatory agency or because of a
serious case review or audit.
Why recording is important
Our staff will be encouraged to understand why it is important that recording is comprehensive
and accurate and what the messages are from serious case reviews are in terms of recording and
sharing information. It is often when a chronology of information is pieced together that the level
of concern escalates or the whole or wider picture becomes known.
It is also true that without information being recorded it can be lost; this could be crucial
information, the importance of which is not necessarily apparent at the time. On occasions this
information could be crucial evidence to safeguard a child or be evidence in future criminal
prosecutions.
The concern/child protection file
The establishment of a ‘concern/child protection’ file, which is separate from the child’s main
school file, is an important principle in terms of storing and collating information about children
which relates to either a child protection or safeguarding concern or an accumulation of concerns
about a child’s welfare which are outside of the usual range of concerns which relate to ordinary
life events. It needs to be borne in mind that what constitutes a ‘concern’ for one child may not

be a ‘concern’ for another and the particular child’s circumstances and needs will differ ie a child
subject to a child protection plan, looked after child, CiN may be looked at differently to a child
recently bereaved, parental health issues, etc. Professional judgement will therefore be an
important factor when making this decision and will need clear links between pastoral staff and
designated safeguarding leads in school.
A ‘concern’ or ‘confidential’ file should be commenced in the event of:
• A referral to MASH/Children’s Social Care.
• A number of minor concerns on the child’s main school file.
• Any child open to social care.
It is suggested that within a child’s ‘concern’ file there is:
• A front sheet.
• A chronology.
• A record of concern in more detail and body map, where appropriate.
• A record of concerns and issues shared by others.
The school will keep written records of concerns about children even where there is no need to
refer the matter to MASH/Children’s Social Care (or similar) immediately but these records will be
kept within the separate concerns file.
Records will be kept up to date and reviewed regularly by the designated safeguarding lead to
evidence and support actions taken by staff in discharging their safeguarding arrangements.
Original notes will be retained (but clearly identified as such) as this is a contemporaneous
account; they may be important in any criminal proceedings arising from current or historical
allegations of abuse or neglect.
The concern file can be active or non-active in terms of monitoring ie a child is no longer LAC,
subject to a child protection plan or EHAF and this level of activity can be recorded on the front
sheet as a start and end date. If future concerns then arise it can be re-activated and indicated as
such on the front sheet and on the chronology as new information arises.
Where children leave the academy they should ensure their concern/child protection file is
transferred to the new school as soon as possible (this should be within five days). This should be
transferred separately from the main pupil file, ensuring secure transit and confirmation of receipt
should be obtained. It would be good practice, wherever possible, for the file to be handdelivered to the receiving designated safeguarding lead with a discussion taking place. There
should be a smooth and safe transition for the child.
Recording Practice
Timely and accurate recording will take place when there are any issues regarding a child.
A recording of each and every episode/incident/concern/activity regarding that child, including
telephone calls to other professionals, needs to be recorded on the chronology kept within the
confidential file for that child. This will include any contact from other agencies who may wish to

discuss concerns relating to a child. Actions will be agreed and roles and responsibility of each
agency will be clarified and outcomes recorded. The chronology will be brief and log activity; the
full recording will be on the record of concern. NB There are templates provided (in later
appendices in this document) as guidance. These include a file front sheet, chronology, record of
concern and a body map.
More detailed recording on the record of concern will be signed and dated and include an analysis,
taking account of the holistic needs of the child, and any historical information held on the child’s
file. Support and advice will be sought from social care, or early help, whenever necessary. In this
way a picture can emerge and this will assist in promoting an evidence based assessment and
determining any action(s) that needs to be taken. This may include no further action, whether an
Early Help process should be undertaken, or whether a referral should be made to
MASH/Children’s Social Care in line with LSP procedures.
Such robust practice across child protection and in safeguarding and promoting the welfare of
children will assist the school in the early identification of any concerns which may prevent future
harm.
The designated safeguarding lead will have a systematic means of monitoring children known or
thought to be at risk of harm (through the concern file and through an ongoing dialogue with
pastoral staff). They will ensure that we contribute to assessments of need and support multiagency plans for those children.

Appendix B
INFORMATION/FRONT SHEET
Name:

DOB:

Class/Form:

Home Address:

Ethnicity:

Telephone:
e mail:

Status of file and dates:
OPEN
CLOSED
TRANSFER

Any other child protection records held in school relating to this child/child closely connected to him/her?
YES/NO WHO?
Members of household
Name

Age/DOB

Relationship to child

Home work

Contact No

Significant Others (relatives, carers, friends, child minders, etc)
Name

Relationship to child

Address

Tel No

Other Agency Involvement
Name of officer/person

Role and Agency

Status of Child ie
EHAF/CPP/LAC/CiN

Tel No

Date

Appendix C

CONFIDENTIAL

Chronology
Sheet Number:

Complete for all incidents of concern including where a ‘logging the concern’ sheet has not been completed. If
one has been completed then add a note to this chronology to cross reference (significant information may
also be added).
Name:
DOB:
Date

Form:
Information/Details of concerns or contact

Print Name and Signature

Appendix D (note this is a 2-sided document)
Logging a concern about a child’s safety and welfare
Part 1 (for use by any staff)
Pupil’s Name:

Date of Birth:

Date and Time of Incident:

Date and Time (of writing):

FORM:

Name:
……………………………………………………………..

…………………………………………………………….

Print

Signature

Job Title:
Note the reason(s) for recording the incident.

Record the following factually: Who? What (if recording a verbal disclosure by a child use their words)? Where?
When (date and time of incident)? Any witnesses?

Professional opinion where relevant (how and why might this have happened)

Note actions, including names of anyone to whom your information was passed.

Any other relevant information (distinguish between fact and opinion).

Check to make sure your report is clear to someone else reading it.

Please pass this form to your Designated Safeguarding Lead

Part 2 (for use by the Designated Safeguarding Lead DSL)
Time and date
information received by
DSL, and from whom.

Any advice sought by DSL
(date, time, name, role,
organisation and advice
given).

Action taken (referral to
MASH/children’s social
care/monitoring advice
given to appropriate
staff/EHAF etc) with
reasons.
Note time, date, names,
who information shared
with and when etc.
Parent’s informed Y/N
and reasons.

Outcome
Record names of
individuals/agencies who
have given information
regarding outcome of any
referral (if made).
Where can additional
information regarding
child/incident be found
(eg pupil file, serious
incident book)?

Should a concern/
confidential file be
commenced if there is not
already one? Why?
Signed
Printed Name

Appendix E
Logging concerns/information shared by others external to the school (Pass to the
Designated Safeguarding Lead)
Pupil’s Name:

Date of Birth:
FORM:

Date and Time of Incident:

Date and Time of receipt of information:
Via letter / telephone etc?

Recipient (and role) of information:
Name of caller/provider of information:
Organisation/agency/role:
Contact details (telephone number/address/e-mail)
Relationship to the child/family:
Information received:

Actions/Recommendations for the school:

Outcome:

Name:
Signature:
Date and time completed:
Counter Signed by the Designated
Safeguarding Lead
Name:
Date and time:

Appendix F
Body Map Guidance for Schools
Medical assistance should be sought where appropriate.

Body Maps should be used to document and illustrate visible signs of harm and physical injuries.
Always use a black pen (never a pencil) and do not use correction fluid or any other eraser.
Do not remove clothing for the purpose of the examination unless the injury site is freely available because of
treatment.

*At no time should an individual teacher/member of staff or school be asked to or consider taking
photographic evidence of any injuries or marks to a child’s person. The body map below should be used in
accordance with recording guidance. Any concerns should be reported and recorded without delay to the
appropriate safeguarding services, eg MASH or the child’s social worker if already an open case to social
care.
When you notice an injury to a child, try to record the following information in respect of each mark
identified eg red areas, swelling, bruising, cuts, lacerations and wounds, scalds and burns:
•
•
•
•
•
•
•
•
•
•
•
•
•

Exact site of injury on the body, eg upper outer arm/left cheek.
Size of injury - in appropriate centimetres or inches.
Approximate shape of injury, eg round/square or straight line.
Colour of injury - if more than one colour, say so.
Is the skin broken?
Is there any swelling at the site of the injury, or elsewhere?
Is there a scab/any blistering/any bleeding?
Is the injury clean or is there grit/fluff etc?
Is mobility restricted as a result of the injury?
Does the site of the injury feel hot?
Does the child feel hot?
Does the child feel pain?
Has the child’s body shape changed/are they holding themselves differently?

Importantly the date and time of the recording must be stated as well as the name and designation of the
person making the record. Add any further comments as required.
Ensure First Aid is provided where required and record this.
A copy of the body map should be kept on the child’s concern/confidential file.

BODYMAP
(This must be completed at time of observation)
Names of Child:

Date of Birth:

Name of Worker:

Agency:

Date and time of observation:

Name of Child:

Name of Child:

Date of observation:

FRONT

BACK

RIGHT

LEFT
Date of observation:

R

L
BACK

R

L
PALM

Name of Child:

Date of observation:

R

TOP

L

R

R

BOTTOM

L
INNER

R

L
OUTER

Printed Name and
Signature of worker:

Date:
Time:

Role of Worker
Other information:

L

Appendix G
Safeguarding Children Data Base (blank template)

Name of Child

DOB
Form

Home
Address

Parents/carer
contact details

Name of Social Other Agencies
worker and
contact details

Type of
Plan
CP
CIN
EHAF
SEN

Dates of:
Conferences,
Reviews and
Meetings

Appendix H

Toolkit for Auditing of Pupil Records
The Named Governor for child protection and safeguarding, on behalf of the governing body, has
confirmed that the school’s record keeping in relation to children of concern is appropriate, by conducting
an audit of a sample of pupil files every year.
Auditing your school’s record keeping.
Good record keeping is not bureaucracy it is safeguarding!
Background: Recent serious case reviews and domestic homicide reviews have repeatedly identified poor
record keeping by schools as a problem. Governors need to be confident that schools keep careful records
in relation to children of concern. One way to do this is for school to conduct an audit of a sample of pupil
files each year. The audit could be undertaken by the head teacher, deputy head teacher, designated
safeguarding lead or their deputy, lead governor for safeguarding or any combination of these people.
Purpose: The aim of such an audit is to learn how effective school record keeping is in relation to children
of concern – potentially the most vulnerable pupils in the school. Lessons from the audit can then be fed
back to all staff to improve future practice.
Sample: Clearly the more files that you examine, the fuller the picture you will have of processes in your
school. However, this needs to be balanced against the time demands of an audit. It is also reasonable to
take a proportionate approach; if audits regularly show widespread good practice then fewer files may
need to be examined in future. If, however, the audit reveals poor practice this will indicate the need not
only for training and guidance but also more careful monitoring of this issue. Reviewing a mix of currently
open and currently dormant cases would provide a more informed picture.
Confidentiality: Material in pupil files is often of a very sensitive nature and the highest standards of
confidentiality are required by anyone reading these files.

Checklist:
To guide an audit of ‘concern files’ this checklist will help to identify key issues.
Yes/No
Does the child’s main pupil record have a clear
marker on it to indicate that a concern file is also
held? (such as a clear red C is written on the top
right hand corner of the main file. This alerts any
member of staff to the existence of a separate
concern file.)
Was all confidential information transferred from
the main pupil file to the concern file when it was
opened? (Check there are no confidential
documents still sitting in the main file.)
Does the concern file have an up-to-date and
accurate ‘Front Sheet’ giving basic factual
information about the child and family?
Does this have contact details and names of other
agencies/professionals involved?
Does the file have a brief running chronology of
events/concerns? This chronology would
normally be started in the child’s main pupil file
and then transferred when the threshold for
concern is reached and a ‘concern file’ is opened.
Is every entry in the file timed, dated and have
the name and signature of the person who wrote
the entry?
Have staff made use of the ‘logging a concern’
template or a similar school template to help
them record issues?
Have all sections been completed? Is it clear on
the actions taken by DSL and why these were
taken? If a referral was made is it clear on
outcome of this? Was no reply from social care
followed up to get an agreed next step?
Where applicable, have any original
contemporaneous notes been kept, in addition to
later more formal records.
Have telephone calls and discussions with other
agencies (police, health, social care) been
recorded and is it clear from these notes what
action is to be taken and by whom?
Is there evidence that the school’s Designated
Safeguarding Lead has reviewed the file and
discussed the child with relevant staff?
Is there evidence that school staff have weighed
up the information they have about a child of

Follow up action/further
information

concern, discussed it appropriately with others
and then taken appropriate action such as
sharing information with another agency,
completing an EHAF or referral to another
agency. Have these actions been
followed through?
If meetings relating to the child and their family
have been called did school:
i) send a report if requested
ii) send a representative
iii) receive minutes of the meeting
iv) complete any actions they were assigned by
the meeting
v) ensure that other key people in school were
aware of any important issues.
If injuries to the child have been noted by school,
did staff use the body map recording form and
were the records clear?
Moving between schools can be a time of risk as
children may be leaving a school where they and
their family are known well, to attend one where
they may not be known. It would be wise to
include in the audit a consideration of a child
who has ‘moved in’ recently and one who has
‘moved out’.
i) If the pupil concerned has transferred in from
another school is there evidence that the
designated safeguarding leads from this school
and previous school discussed the pupil at
transfer and that a note was made of that
discussion.
ii) For a pupil of concern who moved out recently
did the designated safeguarding lead make
contact with the new designated safeguarding
lead at the new school? Is there a note to that
effect? Was the pupil’s concern file delivered to
the new school? Is there evidence that the file
was received?

Learning from the audit
An audit such as this is not intended to be a ‘box ticking exercise’. The purpose is to understand how well
staff fulfil their duties in relation to safeguarding in terms of how well records are maintained. Following
the audit there should be a discussion about any strengths and weaknesses identified. The intention is not
to criticise any individual member of staff but to see what lessons the school community, as a whole, needs
to learn. The lessons from the audit can be fed back to all staff using the school’s normal staff training or
briefing routes.

