Guidance on record keeping

Records and reports for child protection conferences
Good practice for keeping child protection records includes noting the date, event and action taken. Reports prepared for child protection conferences should focus on the child's:

· Educational progress and achievements 

· Attendance 

· Behaviour 

· Participation 

· Relations 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 relations 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.

Schools 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

· Ensure that child protection records are held securely with limited access and separate from the main school pupil file.

· Transfer any child protection records if the child moves schools. 
In cases of alleged child abuse which come to court, the school may be required to provide its child protection records.
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