1b. Child Protection and Safeguarding– Recording Procedure
Rationale

To ensure that all information regarding children and their families is recorded accurately, is shared with those who need to be informed (With parental consent when appropriate) and is stored in a safe and secure manner.
Links to legislation
· National guidance for child protection in Scotland (2021).
· Inverclyde Council Education Services –Protecting Children and Supporting their Wellbeing (March 2024) including Education Services Chronology Guidance (App 5).

· GDPR.
· Inverclyde Council Acceptable Use of Information Policy.

· SSSC Codes of Practice.

Staff Roles and Responsibilities
· Every child will have a Girfec Chronology of Events (Attached) in their paper file which will be used to record events and signpost to Pastoral Notes, GIRFEC folder or Child Protection Folder.

· Children with Social Work involvement will have a red Child Protection folder.

· Children who require extra support will have a file in the GIRFEC folder.

· All children will have Pastoral Notes.
· Any information shared by a parent/ carer, family member, other professional or the child should be shared with a member of SLT. 

· A discussion will then take place about possible actions, who could be involved etc. This should be discussed with parent/ carer to gain consent before any action.

· If required a Child Protection Record of Concern Form or an A5 Recording Sheet must be completed by staff member sharing the concern (Located on Child Protection Wall in SLT Office and in Staff Room).

· All records must be signed, dated and factual. If electronic staff members involved must be named.

· Once the concern has been dealt with all information should be recorded on Pastoral Notes and paper copies stored in child’s file or shredded as appropriate.

· Confidentiality will be observed at all times.
What Constitutes a Significant Event

When completing chronologies and/or Pastoral Notes there is an option for an event to be classed as Significant or General. Below is guidance to what constitutes a Significant Event:
· Change of circumstances: change of carer; address; legal status; school; family circumstances and household composition.
· Issues for the child/young person: their views; health (physical & mental). incidences of abuse; loss; developmental issues; educational issues including out of school episodes; personal achievements; incidents of running away/going missing; incidents re bullying; gender; culture; offending or police involvement .
· Professional involvement.
· Child Protection.
· LAC: court hearings; involvement of specialist services.
Tips on Recording Events and in Chronologies
Entries should:

· Be professional and consider the dignity of child /family.
· Be brief and succinct for example, “ Scott transferred to xxxxx school.”
Specify. 

-Date of the event.
-Source of the information.
-Date information received.
· Contain factual information.
· Be in neutral language, suitable for professionals and family members to read.
· Include all relevant information.
· Specify the full name and job title of the person making the entry.
· There must be a separate and individual Chronology for each sibling. 

Entries should not:

· Express personal opinion.
· Be flippant.
· Contain rumour.
Chronologies will be used to sign post to Pastoral Notes, GIRFEC folder or Child Protection Folder.

Resources

· Concern recording sheets are stored in SLT office on Child Protection Wall.

· All staff will have annual Child Protection and Safeguarding training/ update in August In-Service Day. Any other training provided or identified will be shared and considered.
· Child Protection and Safeguarding training needs will be discussed at annual Positive Conversations meetings with individual staff.

· Child Protection and Safeguarding Action and Reporting Procedure will run alongside this procedure as does the Inverclyde Council Education Services –Protecting Children and Supporting their Wellbeing (March 2024).
Monitoring
The Head of Centre is responsible for monitoring this practice.

Review
This procedure will be reviewed annually and as and when required.
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