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APPENDIX 3 – Records, monitoring and template record sheets 
 
 

Main School File and the ‘Concern file’ 
 
The main school file is the standard student file which would be the initial repository for 
information about any student. 
 
A ‘concern’ file (often known as a child protection file) should be commenced in the event of: 
 

 A referral to children’s social care 

 A number of minor concerns on the child’s main school file which increase the level of 
concern/risk 

 Any child open to social care i.e. CP/CiN/LAC (child protection, child in need, looked 
after child). 

 
The decision to commence a concern file rests with the DSL. 
 
Having too low a threshold for a concern file may be as problematic as having too a high a 
threshold. 
 
Please note that whilst the particular ‘name’ given to the file i.e. concern or child protection is a 
matter for the academy, using the term child protection may give the impression that this just 
relates to child protection issues when this should not be the case if we consider the broader 
safeguarding remit.   

 
Recording on a Child’s File 
 
The importance of clear and concise recording on a child’s file cannot be underestimated. It is 
important that staff understand why accurate and quality records are important and why relevant 
information should be shared between professionals. 
 
Where a separate concern (formerly child protection) file is maintained, it is important that the 
child’s main file notes this through a red C written on the top right hand corner of the file.  
Another type of coding can be used as long as it is widely known and understood within the 
staffing group and consistently used.   
 
It is also important for academies to recognise that their files will be subject to external scrutiny, 
for example through the serious case review process or Ofsted.   

 
Records and Monitoring 
 
Any concerns about a child must be recorded in writing 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. 
 
A chronology will be kept in the main academy file prior to the commencement of a concern file.  
Staff, particularly pastoral staff, will record any minor concerns on the chronology and will take 
responsibility for alerting the designated person should the number of concerns rise or, in their 
professional judgement, become significant.   
 
At the point at which a concern file (see below) is commenced then the chronology can be 
transferred to the concern file.   
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Safeguarding, child protection and welfare concerns will be recorded and kept in a separate 
secure file known as a ‘concern’ file (formerly referred to as a child protection file), which will be 
securely stored and away from the main student file.  The main student file should have a red C 
in the top right hand corner to denote that a separate file exists (or a similar and consistent 
coding). 
 
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 
 
Staff should 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.   
 

The concerns file 
 
The establishment of a ‘concern’ file, which is separate from the child’s main academy 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 i.e. a child 
subject to a child protection plan or a looked after child may be looked at differently to a child 
recently bereaved, or with 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 the academy. 
 
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 academy 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 academy will keep written records of concern 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 DSL 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 i.e. a child is no longer LAC, 
subject to a child protection plan 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.    
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If the child moves to another school, the concern file will be sent or taken, as part of the 
admission/transition arrangements, to the Senior Designated Person at the new 
establishment/school.  There will be a timely liaison between each school Senior Designated 
Person for Safeguarding to ensure 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 responsibilities of each agency will be clarified and 
outcomes recorded.  The chronology will be brief and log activity; the full recording will be on the 
‘logging a concern’ sheet.   
 
More detailed recording on the logging a concern sheet 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 EHAF (Early Help Assessment Form) should be undertaken, or whether a referral should be 
made to MASH/Children’s Social Care.  
 
Such robust practice across child protection and in safeguarding and promoting the welfare of 
children will assist the academy in the early identification of any concerns which may prevent 
future harm. 
 
The DSL 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 multi-agency plans for those 
children.   
 

Software Systems 
 
With the development of Child Protection and Safeguarding software systems. Academies are 
encouraged to move their record keeping on line and to ensure careful attention to password 
security. 
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INFORMATION/FRONT SHEET 

 
Name: 
 
 

DOB: Class/Form: Ethnicity: 
 

Home Address: 
 
 
 

Telephone: 
 
 
E-mail: 

Status of file and dates: 

OPEN      

CLOSED      

TRANSFER      

Any other child protection records held in the academy relating to this child/child closely 
connected to him/her?   YES/NO    WHO? 

Members of household 

Name Age/DOB Relationship to child Home or 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 i.e. 
EHAF/CPP/LAC etc. 

Tel No Date 
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Chronology   CONFIDENTIAL INCIDENT CONCERN LOG 

 

Sheet Number:   
 
Complete for all incidents of concern including where a ‘logging a 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: Form: 

Date 
Information/Details of concerns or 
contact 

Print Name and Signature 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



Child Protection & Safeguarding Policy  
Woodard Academies Trust © Appendices 

 

LOGGING A CONCERN ABOUT A CHILD’S SAFETY AND WELFARE 
 
Part 1 (for use by any staff member) 
 

Student’s Name: Date of Birth:                       Form/Year: 

Date and Time of Incident: Date and Time (of writing): 

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 own 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 DSL for Child Protection. 
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Part 2 (for use by 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 (e.g. student 
file, incident book)? 
 

 

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

 

 
Signed  

 

 
Printed Name 
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LOGGING CONCERNS/INFORMATION RECEIVED FROM OTHERS EXTERNAL TO THE 
ACADEMY  
 
(Pass to DSL) 
 

Student’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 received:  

Name of caller/provider of information:  

Their organisation/agency/role:  

Their contact details (telephone 
number/address/e-mail) 

 

Their relationship to the child/family:  

Information received: 

 

 

 

 

Actions/recommendations for the academy: 

 

 

 

 

Outcome: 

 

 

 

 

Name:  

Signature:  

Date and time completed:  

Counter signed by DSL  

DSL name:  

Date and time:  

 
 
 
 


