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The designated safeguarding lead for House of Pain Academy, is required to keep records 

about any safeguarding concerns. We have decided to keep these records electronically, 

and noone outside of the safeguarding committee will have access to these records.  

Accurate and up-to-date records of safeguarding concerns are essential for a number of 

reasons. 

● They can help you identify concerns at an early stage. 

● They can help you identify patterns of concern. 

● They can enable you to record seemingly minor issues to build a more complete 

picture of what a person may be experiencing. 

● They help you monitor and manage safeguarding practices, including decision 

making, actions taken and agreed joint strategies with other agencies. 

● They can provide you with evidence to support actions both within your 

organisation and when working with external agencies. 

● They can support you to demonstrate action taken to reduce impact of harm. 

● They can provide continuity when staff or volunteers change or are unavailable. 

TYPES OF RECORDS 
At House of Pain Academy, we have chosen to make our records electronic. In this way all 

members will have access to the forms and reporting tools required for a successfully 

implemented safeguarding policy, and they will have access to these forms through their 

smartphones and via the internet.  

 

REPORTING FORM  
This is an electronic form which staff, Academy Members and volunteers can use to report 

a concern.   

What to include 

● Who is making the report. 

● When the report was made. 

● What the concern is (using the ‘who, what, where, when’ method). 

● Why they were concerned. 



This form will be located in the cloud, and will be accessed by a link on our House of Pain 

Website. Completing the online form will send an email to the Designated Safeguarding 

Lead, in addition to automatically populating details into the safeguarding concerns log.  

 

SAFEGUARDING CASE FILE 
A safeguarding case file is the Designated Safeguarding Lead’s record, of any decision 

making, actions or information related to the concern. Within the House of Pain Academy 

this will take the form of an electronic file.   

This will include 

● Name of the DSL. 

● Date concern received. 

● Who else the concern is discussed with. 

● Action taken. 

● Any rationale for decision making. 

● External organisations reported or referred to. 

● Information sharing (who, when and why). 

 

CONCERNS LOG 
A safeguarding concerns log is a tool for The Designated Safeguarding Lead to keep a track 

of the safeguarding concerns reported within the Academy. The House of Pain Academy’s 

concerns log is in the form of a spreadsheet located in the cloud, which is automatically 

populated with the information from each time the reporting form is completed  

The concerns log will give the DSL a quick guide to outstanding cases and actions. All 

personal information will be redacted from the log once the Safeguarding Case file is 

created, and the case number of the safeguarding case file will be added to the Concerns 

log once this is created in each instance.  The concerns log will also help the Designated 

Safeguarding Lead to report both internally to the Safeguarding Committee and externally 

to relevant agencies on the number and types of safeguarding concerns the Academy is 

receiving.  

KEEPING AND STORING SAFEGUARDING RECORDS 
There is no one way to set up safeguarding records but there are key things that should be 

in place. 



● They should be started as soon as you become aware of any concern. 

● Use clear and straightforward language. 

● Be concise and accurate, so they can be understood by anyone not familiar with 

the case. 

● Clearly differentiate between facts, opinions and judgements. 

● Make sure they’re up to date and preferably in chronological order. 

 

STORAGE OF SAFEGUARDING RECORDS 

● Keep them secure and separate from any general records. - All House of Pain 

Academy safeguarding records will be kept as password protected documents 

stored in cloud storage. 

● Separate each person 

● Only keep them for as long as necessary. 

● Make sure they’re only accessible to relevant staff and volunteers. 

 

Because House of Pain Academy works with children and young people under the age of 

18,  we will also be following guidance from the NSPCC on the retention and destruction of 

child protection records, as stated in the following paragraphs.  

 

Some agencies, for example in the education and health sectors, have their own guidance 

for the retention of child protection information.  

Child protection files should be passed on to any new school a child attends (Information 

and Records Management Society (IRMS), 2016; Department of Education, 2016; 

Department for Education (DfE), 2018).  

The file should be kept until the child is 25 (this is seven years after they reach the school 

leaving age) (Information and Records Management Society (IRMS), 2016).  

In some cases, records should be kept for longer periods – see the ‘Exceptions’ section 

below for more information.  

 

 

 



RECORDING CONCERNS ABOUT ADULT BEHAVIOUR 
Sometimes concerns might be raised about an adult who works or volunteers with 

children.  

This could be because they’ve:   

● behaved in a way that has harmed, or may have harmed, a child   

● committed a criminal offence against, or related to, a child   

● behaved in a way that indicated they are unsuitable to work with young people.  

 

You must keep clear and comprehensive records of all allegations made against adults 

working or volunteering with children, including:   

● what the allegations were   

● how the allegations were followed up   

● how things were resolved   

● any action taken   

● decisions reached about the person’s suitability to work with children.  

 

Keeping these records will enable you to give accurate information if you are ever asked 

for it. For example:   

● in response to future requests for a reference   

● if a future employer asks for clarification about information disclosed as part of a 

vetting and barring check   

● if allegations resurface after a period of time.  

 

STORING RECORDS FOR CONCERNS ABOUT ADULTS 
Records relating to concerns about an adult’s behaviour should be kept in the person’s 

confidential personnel file (not in a central ‘concerns log’) and a copy should be given to 

the individual.  

 

RETENTION PERIODS FOR CONCERNS ABOUT ADULTS 
If concerns have been raised about an adult’s behaviour around children, the general rule 

is that you should keep the records in their personnel file either until they reach the age 

of 65 or for 10 years – whichever is longer (IRMS, 2016; Department for Education, 2018).  



This applies to volunteers and paid staff.  

For example:  if someone is 60 when the investigation into the allegation is concluded, 

keep the records until their 70th birthday,  if someone is 30 when the investigation into 

the allegation is concluded, keep the records until they are aged 65.  

You should keep records for the same amount of time regardless of whether the 

allegations were unfounded.  

However, if you find that allegations are malicious you should destroy the record 

immediately.  

Information should be kept for this length of time even if the person stops working or 

volunteering for the organisation.  

In some cases, records should be kept for longer periods.  

 

EXCEPTIONS 
 In some cases, records can be kept for longer periods of time. For example, if:   

● the records provide information about a child’s personal history, which they might 

want to access at a later date   

● the records have been maintained for the purposes of research   

● the information in the records is relevant to legal action that has been started but 

not finished   

● the records have been archived for historical purposes (for example if the records 

are relevant to legal proceedings involving the organisation).  

Where there are legal proceedings it is best to seek legal advice about how long to retain 

your records.  

Some records are subject to statutory requirements and have a specific retention period. 

This includes records relating to:   

● children who have been ‘looked after’ by the local authority   

● adopted children   

● registered foster carers   

● residential children’s homes.  

 

When records are being kept for longer than the recommended period, files must be 

clearly marked with the reasons for the extension period. Organisations must keep any 

records that could be needed by an official inquiry. Inquiries will issue directions for 



records to be retained and these must be followed. All other records should be retained at 

least until the accused has reached normal pension age or for 10 years from the date of 

allegation if this is longer (Department for Education, 2018).  

 

DISCLOSURE AND BARRING SERVICE CHECKS 
It is not best practice to store copies of criminal records check certificates unless there is 

a dispute about the results of the check. Instead, a confidential record should be kept of:   

● the date the check was completed   

● the level and type of check (standard/enhanced/barred list check and the relevant 

workforce)   

● the reference number of the certificate   

● the decision made about whether the person was employed (with reasons).  

 

If there is a dispute about the results of a check, you may keep a copy of the certificate 

for no longer than six months.  

 

DESTRUCTION OF CHILD PROTECTION RECORDS  
When the retention period finished, any existing paper copies of confidential records 

should be incinerated or shredded in the presence of a member of the Safeguarding 

Committee or entrusted to a firm specialising in the destruction of confidential material. 

As House of Pain Academy has committed to being a paperless organisation wherever 

possible, this is unlikely to apply. 

At the same time any electronic versions of the record must be purged.  

In the event that House of Pain Academy is closed down, you must make arrangements for 

the ongoing management of records. This includes the review, retention and disposal of 

records.  

 

REVIEWING OUR CHILD PROTECTION RECORDS RETENTION AND STORAGE POLICY 
The Designated Safeguarding Lead, along with the Safeguarding Committee will review the 

Academy’s child protection records retention and storage policy regularly to make sure it 

is effective and continues to comply with current legislation and guidance. This will be 

carried out as part of a wider review of safeguarding policies and procedures, and will 



take place a minimum of annually. If changes are made to child protection records 

retention and storage policy, it’s best practice to keep a copy of the original version, 

including a record of the changes that have been made and why. The old version should be 

clearly marked so it’s clear it has been superseded.  

 

SAFEGUARDING AND INFORMATION SHARING 
To keep children and adults safe, information needs to be shared so that decisions can be 

made about how to protect them.  

The law recognises that sharing information is a part of day-to-day safeguarding practice. 

Where it’s covered 

● The common law duty of confidentiality. 

● The Data Protection Act 2018 - which implements the the General Data 

Protection Regulations (GDPR).  

● The Human Rights Act  

● The Crime and Disorder Act. 

● Care Act 2014 

Sharing information is an important part of safeguarding. If the information is confidential, 

but there is a safeguarding concern, sharing information is allowed both within and 

between organisations. 

 

CONSENT 
Wherever possible, always seek consent from the person involved in the concern. Be open 

and honest with the person about why, what, how and with whom, their information will 

be shared. For example, are you making a referral because you think they are at risk of 

harm or are you letting people know for information only?  

If you decide to share information after the person refuses permission, you must explain to 

them why you have made the decision to share without their permission.  

 

Five safeguarding reasons you may share information without consent   

● If you think a person is at serious risk of harm or abuse, including harming 

themselves. 



● If you receive information which indicates that a serious crime has been or is 

going to be committed. 

● If you are required to by law, for example, for some professions, any suspicion of 

forced marriage or female genital mutilation. 

● If you think the person lacks the mental capacity to decide and have agreed with 

another senior manager it would be in the individual’s best interest. 

● If an individual gives information which indicates a possible terrorist threat. 

 

HOW TO SHARE INFORMATION 

● Use the official form. If you are referring to another organisation or social 

services, they may have a form to use. Try to use this as it helps the organisation 

to process information quickly.  

● Use specific language and describe the situation in factual detail. Different 

teams and agencies may use different terminology, so make sure you use clear 

language. 

● Keep it secure. If you are sending personal or sensitive information, keep it 

secure. If you don’t have an encrypted email, password protect any documents 

or consider other methods of keeping information safe.  

● Record what you have shared. Any information shared, whether verbally or by 

writing must be recorded. 

 
 


