Audit of Welfare and Child Protection Files
	 Name of School: 
	St Alban’s Catholic Primary

	Type of School:
	( Nursery/ ( Secondary ( Academy
   Primary 
( Post-16  ( Independent  ( Special

	Date of Audit: 
	19.11.20
	
	

	Completed by:


	J McCrossan
S Smith and M Yelton   (Governors)
	School staff involved in the audit:
	1.Joseph McCrosssan
2.

3.

	Role:
	
	
	


	1.0
	Background
	

	1.2
	Name and position of Designated Safeguarding Lead:
	Joseph McCrossan

	1.3
	Name(s) and position(s) of other DPs in school:
	Becky Richardson

	1.4
	Name and position of Prevent Lead:
	Joseph McCrossan

	1.5
	Number of pupils on roll:
	210

	1.6
	Total Number of pupils with Welfare files:
	11

	1.7
	Total number of pupils who are: 
	

	
	Subject to an Early Help Assessment
	0

	
	Subject to a Child in Need Plan - S17
	0

	
	Subject to a Child Protection Plan - S47
	0

	
	Children Looked After
	0

	1.8
	Since you last reviewed your welfare files, how many referrals to the MASH have you made?
	0

	1.9
	As the Designated Lead, how frequently do you check through the welfare files to ensure they are in order and that no important information has been overlooked?  
	Daily

	1.10
	What action did you take as a result of your file review?
	Review when there is a series of incidents following a pattern nas have become significant


	2.0
	Welfare files
	In  
Place
	Not in 
Place
	Working Towards
	Action Needed 
(brief comment)
	N/A

	2.1
	Is there a separate file for each child in the family?
	y
	
	
	
	

	2.2
	Does each file include the following information?
	

	
	File front sheet
	y
	
	
	
	

	
	Logging concern sheets (see below under Section 3)
	y
	
	
	
	

	
	Chronology sheet
	y
	
	
	
	

	2.3
	Does the file front sheet include?:

	
	The date the file was started
	y
	
	
	
	

	
	The child’s full name
	y
	
	
	
	

	
	Any other names by which the child is known, if relevant
	y
	
	
	
	

	
	Date of birth
	y
	
	
	
	

	
	Address
	y
	
	
	
	

	
	Child’s ethnicity
	y
	
	
	
	

	
	Other family members and their relationship to the child
	y
	
	
	
	

	
	Contact number of Social Care team
	y
	
	
	
	

	
	Name of Social Worker (if child is the subject of a Child Protection Plan or CIN)
	y
	
	
	
	

	
	Cross-referenced to other family Child Protection/Welfare files, if relevant
	y
	
	
	
	

	
	Name and contact number of GP, if known
	y
	
	
	
	

	
	A note if there is more than one file for the child
	
	
	
	File number needs to be checked if this is reference to this statement
	

	
	Other agencies involved
	
	
	
	
	

	2.4
	Does the chronology sheet include?:

	
	Key events, cross-referred to the logging concern sheets
	y
	
	
	
	

	
	Discussions with other people e.g. parents or other agencies.
	
	
	
	Does discussion mean the same as action?
	

	
	The wishes and feelings of the child
	
	x
	
	Seek advice from CPS about any update on forms to include the child’s feelings
	

	
	Evidence that the file is being regularly reviewed.
	y
	
	
	Review  date is on the sheet but no evidence of the files being reviewed as not enough log of concerns filed
	


	2.5
	Does the file include other documents as applicable: none applicable at the moment apart from 1 MARAC

	
	Child Protection Conference minutes.
	y
	
	
	
	

	
	Child Protection Plan.
	y
	
	
	
	

	
	Core Group minutes.
	y
	
	
	
	

	
	Child in Need meeting minutes
	y
	
	
	
	

	
	Child in Need plan
	y
	
	
	
	

	
	Early Help Assessments
	y
	
	
	
	

	
	Are records from other schools/settings included?
	y
	
	
	
	

	
	Are letters/reports from other professionals included?
	
	
	
	
	

	
	Are records of MARAC discussions and actions included, if applicable?
	y
	
	
	
	


	3.0
	Logging Concerns
	In  place
	Not in Place
	Working Towards
	Action Needed  
(brief comment)
	N/A

	3.1
	Do all staff use the logging concern proforma provided by the Education Child Protection Service to record concerns about a child?

If yes, please go to question 3.3
	y
	
	
	
	

	3.2
	If no, does the form you use contain the following information:
	

	
	Child’s/children’s name/s  

	
	
	
	
	

	
	Date/s of birth
	
	
	
	
	

	
	Child’s ethnicity
	
	
	
	
	

	
	Time and date of the incident
	
	
	
	
	

	
	Time and date of the record
	
	
	
	
	

	
	Printed name, job title and signature of the member of staff 

recording the concern
	
	
	
	
	

	
	A factual account of the incident and actions of referrer                               
	
	
	
	
	

	
	A note of any other people involved e.g. as witnesses
	
	
	
	
	

	
	Proposed action by the designated person
	
	
	
	
	

	
	Body map
	
	
	
	
	

	
	Whether the parent(s) have been informed of the concern
	
	
	
	
	

	
	Please provide a blank copy of any alternative form that you use.
	

	3.3
	Do you ensure logging concern forms are fully completed, timely and clear?
	y
	
	
	
	


	4.0
	Storage of Welfare files
	In  place
	Not in Place
	Working Towards
	Action Needed  

(brief comment)
	N/A

	4.1
	Are welfare files kept separately to other main school files?
	y
	
	
	
	

	4.2
	Are welfare files kept in a locked filing cabinet?
	y
	
	
	
	

	4.3
	Are the files accessible by DP/head teachers only?
	y
	
	
	Access to the cabinet and headteacher’s door needs to be arranged ie another key
	

	4.4
	Is there a note or symbol on the child’s main school file to indicate that a welfare file exists?
	
	x
	
	A system in place to remove child”sticker” from main school file after a review says to close the welfare file
	

	4.5
	If yes, are staff that have access to the main school files aware of what the note or symbol means?
	
	
	
	
	

	4.6
	If there are welfare files on extended family members, is there a cross referencing system in place?       
	
	
	
	Amend the front cover to acknowledge extended family
	

	4.7
	Is a system in place to indicate when a piece of information has been taken out of the file?
	
	
	
	We would never remove any information from a file
	


	5.0
	Transfer and Archive of Welfare files
	In  place
	Not in Place
	Working Towards
	Action Needed
(brief comment)
	

	5.1
	Do you transfer welfare files, including logs of concern, to the receiving school when a child moves?          
	
	x
	
	HT uses his discretion but if there is a case to do so a copy of the file should be sent
	

	5.2
	Do you keep a record (date and contact details) of welfare files that you have transferred to another establishment (if your setting is not the final placement for the child)?
	y
	
	
	
	

	5.3
	Do you note and take appropriate action for files transferred to your school?
	y
	
	
	Create a new file.
	

	5.4
	Secondary Schools only.  Do you send files to Post-16 establishments if different from your own?
	
	
	
	
	

	5.5
	If a child leaves your school and you do not know to which school they have transferred, do you inform the Education Welfare Service?
	
	
	
	
	

	5.6
	Are you aware that you are now required to archive welfare files until the conclusion of the National Sexual Abuse Enquiry?
	
	
	
	
	


	6.0
	Summary – Strengths 
The awareness and familiarity of the children and families in the school.
Not many files in place because there have been no serious cases.

There are no CP files . This was discussed by the group 

There is a proactive approach by the headteacher contacting parents as necessary


	7.0
	Action Plan

	No.
	Issue/Area for Development
	Action
	By Whom
	By When
	Progress

(To be completed at the Review by the Assessor)

	1. 
	File number needs to be checked if this is reference to this statement
	Contact Child Protection Service (CPS)
	JMc
	30 Nov
	

	2. 
	Does discussion mean the same as action?
	Contact CPS
	JMc
	30 Nov
	

	3. 
	Seek advice from CPS about any update on forms to include the child’s feelings
	Contact CPS
	JMc
	30 Nov
	

	4. 
	Review  date is on the sheet but no evidence of the files being reviewed as not enough log of concerns filed
	To monitor this and ensure when this is complete when appropriate. Contact CPS and get advice
	JMc
	30 Nov
	

	5. 
	Access to the cabinet and headteacher’s door needs to be arranged ie another key
	Keys to be cut of Deputy Safeguarding Lead
	JK
	30 Nov
	

	6. 
	A system in place to remove child”sticker” from main school file after a review says to close the welfare file
	Purchase removable Post Its
	JK
	30 Nov
	

	7. 
	Front cover does not acknowledge extended family
	Amend the front cover to acknowledge extended family
	JMc
	30 Nov
	

	8. 
	We would never remove any information from a file
	
	
	
	

	9. 
	HT uses his discretion about transferring Welfare Files to secondary school
	Contact CPS for advice
	
	
	

	10. 
	What happens when files are transferred to our school
	Continue with starting a new file
	
	
	


	Completed by: 

	
	Date Audit completed:
	

	Signature:

	
	Review Date:
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