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Guidance on the Retention and Transfer of Child Protection (CP) Records
For Isle of Wight Early Years settings, Schools, Academies, Independent Schools, Sixth‑Form and Further Education Colleges
 
Purpose and scope




This guidance sets the expectation for how education providers on the Isle of Wight retain and securely transfer Child Protection (CP) records.
Who this guidance applies to: 
· Early Years (nurseries, pre‑schools, childminders)
· Maintained schools
· Academies
· Free and independent schools
· Post‑16 providers (sixth‑forms and Further Education colleges). 


Principles




· Keeping children safe. Timely, accurate, and secure information‑sharing supports continuity of safeguarding and education. 
· Separate and secure. Child Protection records are separate from the main pupil record and stored with enhanced security and restricted access on a need‑to‑know basis. 
· Accuracy and proportionality. Records must be factual, accurate, relevant, up‑to‑date, and proportionate, in line with data protection principles. 


Statutory Framework




There is  statutory guidance set out in Keeping Children Safe in Education, for a designated safeguarding lead to ensure that where a child leaves a school or college or moves between settings, their child protection file must be transferred to the new school or college as soon as possible. To allow the new school or college to have support in place for when the child arrives, this must be within 5 days for an in-year transfer or within the first 5 days of the start of a new term.

How to transfer the Child Protection File




Care must be taken to ensure confidentiality is maintained and the transfer process is as safe as possible. Whether paper-based Child Protection files are transferred by hand or by secure post there should be written evidence obtained, such as a signed and dated receipt from the receiving school (see appendixes). If transferring Child Protection files electronically, approved encrypted electronic export with receipt should be used. 
Parents should never be used as couriers for such files. 
The Designated Safeguarding Lead from the sending setting should consider whether it would be appropriate to share any information with the new setting in advance of the pupil leaving. In these cases, the Designated Safeguarding Leads from sending and receiving settings should discuss the safeguarding issues at the earliest opportunity and in advance of the pupil’s transfer. In line with statutory duties under Keeping Children Safe in Education, specific, relevant safeguarding information must be shared once it is clear that the pupil will attend the receiving setting (for example, when an application has been accepted), to enable the new school or college to plan and put appropriate support in place as part of an enhanced transition. This early information‑sharing should include details of current safeguarding or social care involvement, child protection plans, significant historical concerns, and Prevent records, which should be transferred as soon as it is clear the pupil will attend the new setting (for example, once an application has been accepted). The full safeguarding/child protection file should then be transferred as soon as possible thereafter and no later than five working days after the start of the term, ensuring that robust safeguarding arrangements are in place when the child begins at the new school or college.
Child Protection files should be transferred separately from the main pupil file. Receiving schools and colleges should ensure key staff such as designated safeguarding leads and special educational needs co-ordinators (SENCOs) or the named persons with oversight for special educational needs and disabilities (SEND) in a college, are aware as required. 
In addition to the child protection file, the designated safeguarding lead should also consider if it would be appropriate to share any information with the new school or college in advance of a child leaving. For example, information that would allow the new school or college to continue supporting children who have had a social worker and been victims of abuse, or those who are currently receiving support through the ‘Channel’ programme and can have that support in place for when the child arrives.

Transferring electronic safeguarding files 
Where the two settings use different systems, it may be necessary to print electronic safeguarding files and transfer them by hand or by secure post. This may also be required where safeguarding information exists in a combination of electronic and paper-based formats.
Once the safeguarding records have been successfully transferred to the receiving education setting - and confirmation of receipt of transfer has been obtained (see Appendices) – the transferring school should not routinely retain copies of all safeguarding files. However, schools must not operate a blanket policy of deleting all safeguarding records when a pupil leaves. 
Where there is a clear justification and in line with the school’s records retention policy, some safeguarding records may need to be retained after a pupil is removed from the school roll. This includes records relating to sexual abuse, or where there may be future allegations, investigations, or inquiries. Keeping Children Safe in Education notes that records relating to allegations of abuse made against a member of staff must be retained for 10 years from the date of the allegation or until normal retirement age, whichever is longer.
Where electronic safeguarding systems (for example, CPOMS) are used, schools must follow the system’s GDPR‑compliant records management processes and retain confirmation of transfer as evidence that safeguarding information has been lawfully shared.
Please note that some electronic safeguarding platforms (e.g. CPOMS) may archive records rather than delete them. Please refer to the platform’s privacy notice or statement for GDPR compliance.
GDPR requires organisations to store personal data only for as long as necessary to fulfil the specific, stated purpose for which it was collected, adhering to the "storage limitation" principle (Article 5(1)(e)). Data must be deleted or anonymised once the purpose is complete, or when it is no longer required for legal or business reasons. Principle (e): Storage limitation | ICO
When transferring safeguarding records, schools should carefully consider the inclusion of information about linked children. In many cases, identifying linked children is essential for safeguarding purposes, particularly where children are related, live in the same household, or where risks may extend to other children. Statutory guidance, including Keeping Children Safe in Education and Working Together to Safeguard Children, emphasises the importance of maintaining accurate, and comprehensive safeguarding records, which may require linked children to be clearly identifiable. The school’s approach to recording and transferring information about linked children should be clearly set out in its records management and retention policy.
Suggested wording for a school’s records management and retention policy:
“Where safeguarding records identify risks or concerns that relate to more than one child, the school will clearly record and maintain appropriate links between those children’s records. This may include siblings, children in the same household, or others where there is a potential safeguarding connection. When transferring safeguarding files, the school will ensure that relevant information about linked children is only included where necessary to safeguard and protect the welfare of any child, in line with statutory safeguarding guidance.”

Elective Home Education
If the pupil is removed from the roll to be electively home educated, the school should transfer the child protection/safeguarding file to the local authority’s Elective Home Education (EHE) team and a receipt obtained as described above.
Children Missing Education
If a pupil with a Child Protection Record leaves the school and no contact is received from a new school, a referral should be made following the Children Missing in Education Isle of Wight Guidance. A discussion on how long the school must store the child’s file will take place following the referral.



What a Child Protection record is and what it should contain





A Child Protection (CP) record is the confidential record, maintained by the Designated Safeguarding Lead (DSL), of safeguarding concerns, actions, decisions, rationales, referrals, and outcomes relating to a child/young person. A file may only have one concern in it or it may have an extensive history. The file may be paper-based, but more commonly settings will be using electronic systems such as CPOMS or My Concern. Regardless of its size, all the information in the file should be transferred. Where settings use electronic systems to record aspects of a pupil’s history at the setting beyond immediate Child Protection and safeguarding concerns (e.g. behaviour) the file should still be shared in its entirety. However, it will be useful for the transferring setting to provide a summary of the main safeguarding concerns.

The contents of a Child Protection file should include:
· Details of the child and their family
· Chronology of key events, including actions taken by the DSL and the reasons for these
· Genograms
· Records of any cause for concern
· Referrals and requests for additional support such as early help or children's social care (regardless of the outcome i.e. whether it met threshold or not)
· Any children’s social care assessments or early help assessments (regardless of the outcome i.e. whether it met threshold or not)
· Any Early Help, Child in Need, Child Protection or Looked After Child Plans
· Other relevant assessments
· Child Protection conference minutes
· Multi-agency meetings minutes
· Records of communications between the parents/carers, staff and external professionals
· Record of the child's voice
· Any previous safeguarding information received from previous educational settings
· Summary of information received from the police, for example PPNs or Operation Encompass emails (the original PPN should not be kept on file) 


Retention of records






Schools should keep a copy of the file as this will provide evidence of what the school knew, and the actions taken to safeguard and promote the welfare of the child. All records must be stored securely and destroyed once the retention period has expired. 
Many schools and local authorities follow established safeguarding and records management practice, which recommends child protection files are retained until the child’s date of birth plus 25 years. This reflects the long‑term nature of safeguarding risk, unless a statutory requirement or case‑specific factor (for example, ongoing legal proceedings or formal inquiry) necessitates longer retention. 
Where records related to child abuse, it is recommended that they are retained until all relevant inquiries have been concluded. This section will then be reviewed again to consider any recommendations arising from the inquiry regarding future record retention.

Academies and Multi‑Academy Trusts (additional DfE guidance)







All safeguarding transfer duties apply equally to academies. The DfE’s academies guidance adds that:
· When a pupil transfers into a college or sixth‑form, the academy retains the pupil record, but must still transfer safeguarding information to the new provider in line with Keeping Children Safe in Education. 
· For academy/trust closure or reorganisation, records may need to be offered to the Local Authority archive service; safeguarding and SEND information must remain accessible and be managed in line with KCSIE and DfE guidance. 
For further information relation the Academies please see DfE guidance Record keeping and retention information for academies and academy trusts - GOV.UK

The Information Commissioner’s Office (ICO) expects schools to have a clear and robust records management and retention policy that sets out how safeguarding records are handled and the justification for retaining or deleting them. Safeguarding records should not be kept on a speculative “just in case” basis; however, schools must recognise that certain records will require retention for safeguarding, legal, or accountability reasons. Policies should reflect that safeguarding information constitutes sensitive, special category data and must therefore be stored securely, separate from the main pupil file. Responsibility for these records should be clearly assigned to a designated senior member of staff (for example, the Headteacher, Designated Safeguarding Lead or Special Educational Needs and Disabilities Coordinator (SENDCo), with access strictly limited on a need‑to‑know basis. Schools should also be mindful that safeguarding records may be subject to data subject access requests from pupils or parents, or disclosure requests from the police or other statutory bodies, and decisions regarding retention should take these potential requirements into account. 
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Appendix A – Summary of Safeguarding Concerns
This summary should be provided alongside the complete Child Protection file for any pupil who has had contact with children’s services, Early Help or for whom there are other significant concerns about their safety and wellbeing. Where a pupil is currently open to children’s social care, the Designated Safeguarding Lead of the transferring school should discuss the safeguarding context of the pupil / family prior to transfer.

	Summary of safeguarding concerns at the point of transfer between settings

	Name of Pupil:
	

	Date of Birth:
	

	Contact details of DSL at transferring school:
	

	Contact details of DSL at receiving school:
	

	Normal or in-year admission transfer?
	

	Reason for transfer:
	

	Current status: Child Looked After (LAC), Child Protection (CP), Child in Need (CiN), Early Help (EH) or None
	

	Historic status Child Looked After (LAC), Child Protection (CP), Child in Need (CiN), Early Help (EH) or None
	

	Summary of current concerns:
· Safeguarding
· Welfare
· Behaviour
	

	Outside agencies currently involved:
	
















Appendix B - Checklist for use when transferring Child Protection files between settings


	Checklist for transferring child protection / safeguarding records
	Complete

	The child’s safeguarding records are separate to the child’s file
	

	The safeguarding records are accurate
	

	The record-keeping includes:
1. Details of the concern(s)/incident(s)
1. How the concern was followed up and resolved
1. The actions taken
1. Decisions reached
1. The decision-making rationale
1. The outcome
	

	There is a clear summary of the current and historic safeguarding concern(s) as well as the full chronology 
	

	These records include details of all referrals and involvement including as a minimum, from Children’s Social Care, the Youth Justice Team, and Early Help (regardless of the outcome of these referrals)
	

	The information being shared is considered as necessary, proportionate for the intended purpose, relevant, adequate, and accurate
DfE Information sharing advice for safeguarding practitioners
	

	Where there are current safeguarding concerns, a verbal handover will also take place with the receiving school’s DSL
	

	The relevant safeguarding records have been sent to the receiving school or establishment (as soon as possible and within 5 days for an in-year transfer or within the first 5 days of the start of a new term when a pupil moves schools)
	

	The safeguarding file has been sent securely (including password protected where possible) and separately from the main pupil file
	

	A confirmation receipt from the receiving school or establishment has been obtained (Appendix C)
	







Appendix C — Child Protection Record Transfer Receipt (Template)
Part 1: To be completed by the transferring setting:
	Name of pupil:
	


	Date of birth:
	


	Name of transferring setting:
	


	Address of transferring setting:
	


	Method of delivery 
(hand, secure post, electronic)
	

	Name of person at receiving school the file is being transferred to:
	

	Name and role of person at transferring school responsible for this handover
	

	Transferring DSL declaration: I confirm I am transferring the complete Child Protection file no later than within 5 days for an in-year transfer or within the first 5 days of the start of a new term; separate from pupil file).

	Signature:
	




Part 2: To be completed by receiving setting:
	Name of receiving setting:
	


	Address of receiving setting:
	


	Name of person receiving the file:
	

	Date received:
	


	Date confirmation of receipt sent:
	


	Receiving DSL declaration: I confirm receipt of the complete Child Protection file and will store it separately and securely, with access restricted to safeguarding staff on a need‑to‑know basis.

	Signature:
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