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CHILD PROTECTION/WELFARE RECORDS AUDIT
The Designated Safeguarding Lead should audit the establishment’s child protection/welfare files/records regularly to ensure that procedures are being followed and adequate records are being kept. The completed Audit Form should be placed at the front of the Child’s Record File


	Quality Assurance Item
	Yes
	Action Required

	
The file front sheet has all the details correctly recorded.
	
	

	
The file is correctly cross referenced to other family member’ files or to the child’s other files, if appropriate.

	
	

	
The child’s general educational file is appropriately marked or flagged.
	
	

	
The general file has been checked and only has relevant and necessary information for the receiving school 

	
	

	
The chronology is up to date and complete, and includes all incidents as well as all significant and relevant contacts with parent’s and establishment’s actions in response.

	
	

	
Records and notes, including child protection incident/welfare concern forms are typed or hand-written legibly. 

	
	

	
Incident dates (including year), time and place are fully recorded.
	
	

	
A factual and correct outline of every incident, concern or disclosure is given, and includes a clear record of any actions taken with outcomes.

	
	

	
Opinions, if given, are substantiated. 
	
	

	
Clear names and job titles of staff members involved, and names, job titles and signatures of the people completing forms are given.

	
	

	
Notes of actions taken, information shared (what, with whom and when) are included.
	
	

	
Copies of referrals and letters sent are included.
	
	

	
Copies of minutes or notes of meetings, e.g. child protection conferences, core group meetings, etc, are copied to the file of each child in the family as appropriate.

	
	

	
Risk assessments and decision making by all staff members involved are robust.

	
	

	
Any strengths and shortfalls are discussed with the appropriate staff members and any learning forms part of induction and training. 

	
	

	
The current child protection record keeping guidance for schools has been referred to and used where appropriate 

	
	

	
The current summary guidelines on record retention periods for schools DCC record retention policy has been referred to and used where appropriate 
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Audit Form completed by    


	
Job Status/Title 

	
Date & signature 
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