Auditing safeguarding records: 
A toolkit for Headteachers, DSPs and Governors
Why should schools and colleges evaluate their safeguarding record arrangements?

All educational establishments have a legal responsibility to safeguard and promote the welfare of children and young people under Section 175/157 of the Education Act 2002. The requirement for schools to keep pupil records is set out in The Education (Pupil Information) (England) Regulations 2005.  Good record keeping is important and is part of the accountability of professionals to those who use their services.

Well kept records about work with a child and his or her family provide an essential underpinning to good professional practice; it helps to focus appropriate intervention and it is essential to working effectively across agency and professional boundaries. The child’s record is an essential source of evidence for investigations and inquiries.
Regular monitoring is essential to ensure that the educational establishment has strong policies, procedures and mechanisms in place to safeguard children and young people; it will also help the establishment to prepare for safeguarding aspects of inspections by Ofsted or other relevant inspectorates.

The use of the CPSLO practice guidance – Pupil Safeguarding Records Guidance – is strongly recommended. This guidance is available on the Hertfordshire Grid for Learning at http://www.thegrid.org.uk/info/welfare/child_protection/policy/local.shtml#pupilsafe
About this audit toolkit

The purpose of the audit toolkit is to assist the safeguarding team in school (DSP, Headteacher and Child Protection Governor)   in auditing record keeping systems so ensure that they support effective safeguarding practice. It has been designed to help safeguarding leads evaluate about what measures are currently in place and any developments that may be required to improve safeguarding practice. 
 It has been developed to align it with the following statutory guidance and inspection frameworks:

· Working Together to Safeguarding Children (DFE 2013)

· Keeping Children Safe in Education (DfE 2014)
· Ofsted Framework for School Inspection and the School Inspection Handbook (April  2014)
How to use the audit tool 

The audit toolkit includes the following parts:
· Part 1: Record of concern audit – this is available on the back of the record of concern form                                                                                        This is intended to review the role and responsibility of school staff when completing safeguarding records of concerns.                                                                                                                                                                                                      
· Part 2: Peer to peer safeguarding records audit 
· The Headteacher/DSP/DDSP may wish to complete this peer-peer audit to evaluate the whole school safeguarding practice in respect to record keeping. 
·  Part 3: Safeguarding records action plan
This should be completed by the Headteacher and DSP(s) following completion of the  Part 2 audit above  and then shared with CP Governor
Part 1                                                                                                                                                                                                                                                                                                                                       It is recommended that the Headteacher/DSP should complete the checklist /brief audit on the back of the model record of concern form periodically – perhaps  a random sample  taken of one concern form every half term. The Headteacher/DSP (s) should however be informally monitoring the content of these forms upon receipt on an ongoing basis. Co-auditing could be completed with the CP Governor at least annually, although record of concerns forms would need to be anonymised  for this purpose. 
Record of concern forms are available at http://www.thegrid.org.uk/info/welfare/child_protection/proformas/index.shtml)     
Part 2                                                                                                                                                                                                                                                                            Part 2 pertains to organisational safeguarding arrangements for record keeping and looks at the effectiveness of the overall systems in school, both organisationally but also relating to individual casework and the role of the DSP.  It  is recommended that Part 2 should be used to audit  the educational establishment’s safeguarding record arrangements  at  least annually.  Good practice would be that DSPs/Headteachers do not audit files  that they have been heavily involved with if possible.  
 The  Headteacher and DSP(s)  should  select up to three children’s safeguarding files to audit. and the Part  2  matrix  on the next page should be completed using the traffic light system below.  This ‘RAG’ rating relates to how the record is assessed against achieving a particular standard relating to record keeping. . At the end of the audit, a judgement must be made about the overall RAG rating for the case file that is being evaluated.
	RED
	Indicates that processes are lacking and need to be developed as a matter of urgency in order to meet minimum requirements for a specific standard.

	AMBER
	Indicates that processes are in place but they need to be reviewed or further improved for a specific standard.

	GREEN
	Indicates that the establishment meets the standard fully with all processes in place and up to date, at least to the required minimum.


Part 3                                                                                                                                                                                                                                                                              If the case files in Part 2 are assessed  as red or amber, areas  for development need to be recorded on the action plan , which can be found in part  3 of this toolkit. This  action plan should be shared with the CP Governor. The action plan should be reviewed, on an ongoing basis,  to ensure that actions are completed within timescales and achieve a green rating; further actions should be agreed for the next audit to ensure continuing improvement.  
Auditing of safeguarding records:

Part 2: Peer to peer safeguarding records audit 
	Name of school/college:
	Audit date: 


	Organisational safeguarding

	Record keeping standard
	Descriptor of standard
	RAG rating
	Evidence/comments

	1.
	Do all staff members use a centralised and standardised recording system to keep accurate and contemporaneous records of concerns?


	
	

	2,
	Is the recording system easily accessible to all staff and available in a range of places, e.g. in the staff room?


	
	

	3.
	Are safeguarding concerns shared securely with the DSP?


	
	

	4.
	Are records stored securely with controlled access?


	
	

	5.
	Does the Headteacher/DSP audit the safeguarding records of concern regularly to ensure that procedures are being followed and adequate records are being kept?
 (A checklist is available to DSPs on the back of the model record of concern form- www.thegrid.org.uk/info/welfare/child_protection/proformas/index.shtml ) 


	
	

	6.
	Is there evidence that adequate measures have been taken to address any practice issues arising from the record of concern audit? 

(A checklist is available to DSPs on the back of the model record of concern form available at http://www.thegrid.org.uk/info/welfare/child_protection/proformas/index.shtml )
	
	

	7.
	Are there clear procedures for transfer of  safeguarding information to a receiving school when a child leaves the school?
(e.g. evidence that files were transferred or requested from another school)

Please see transfer of safeguarding records template available on the Child Protection area of the Hertfordshire Grid for Learning.

 If the setting is a Secondary school or College, are arrangements made for archiving if the child is not moving on to Further Education?
	
	

	Overall RAG rating

(If red or amber, please go to part 3 to complete an action plan)
	

	Casework

	Record keeping standard
	Descriptor of standard
	Case 1
	Case 2
	Case 3

	1.
	Are records up to date and complete?
	
	
	

	2.
	All record of concerns within the child’s safeguarding file  show the feedback that has been given to the member of staff who brought the concern to the DSPs attention
	
	
	

	3.
	The child’s safeguarding  file  show the  names  of any other school staff or external agencies that the DSP  has shared information with, what information was shared  and the rationale for this
	
	
	

	4.
	Is there evidence of clear and transparent records – i.e. can they be easily followed by someone else?
	
	
	

	5.
	Do records show effective identification and management of risk of harm?
	
	
	

	4.
	The record shows clearly what action was taken by the DSP to  safeguard the child?

Please refer to Meeting the Needs of Children and Young People in Hertfordshire  http://www.thegrid.org.uk/info/welfare/child_protection/referral/index.shtml
	
	
	

	5.
	Is there evidence timely referrals where necessary?


	
	
	

	6.
	The record shows clearly any feedback/outcome of the actions taken to safeguard the child, e.g. spoke to parents for clarification, a safeguarding referral was/was not required.  
	
	
	

	7.
	Is there evidence of work with other agencies?
	
	
	

	8.
	Is there evidence of work with parents/carers?
	
	
	

	Overall RAG rating

(If red or amber, please go to part 3 to complete an action plan)
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Part 3: Safeguarding records action plan
	Name of school/college:

	Audit date: 



	Part 2: Safeguarding record audit for the Chair of Governors/ CP Governor

	Organisational safeguarding

	Record keeping standard and descriptor 
	RAG rating
	Action needed
	Timescale
	Name and position of person responsible

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Casework

	Record keeping standard and descriptor 
	RAG rating
	Action needed
	Timescale
	Name and position of person responsible
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