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This guidance covers recording safeguarding issues, which for this purpose cover the following situations:
· Where there is a safeguarding issue, i.e. one where a person, adult or child, either appears to be at risk or to present a risk. Such issues cannot be kept confidential. They have to be raised with the Diocesan Safeguarding Adviser and may have to be reported to statutory authorities.

· Where a referral to another organization is needed or may be needed and the church’s involvement needs to be documented.

· Where the church worker, clergy or lay, needs to document their involvement for their own protection.
If the person discloses or discusses matters on which the church worker needs to take action, a fuller note must be made of what it was and what action was taken. Taking action refers to raising or referring the matter to anyone else for discussion and possible action. If the matter is urgent, contact should be made with the police or another statutory agency. Action can always be taken and information shared if the person reasonably believes that this will help safeguard another person or prevent a crime.
Making an initial record: what to record
The following prompts should be considered:
· Who is it about?  (the names of all key people) 
· What happened? (use exact quotes where possible, in quotation marks)
· How did it happen? (for example, if a youth adviser is alleged to have assaulted a child, did they use an implement? Or was it a kick? Or a hit?) 
· Where did it take place? 
· When did it take place?
· Why did it happen? (This allows you to record any explanations offered to you by the people involved. It is not the place for your own analysis.) 
Follow-up action
· Provide some reflection on the incident; ensure you distinguish fact and opinion.
· Record what you think should happen next.
· Record what actually happened next and refer to the questions listed above to ensure ensuing events are captured
· Keep a record of how the next steps have been implemented.
· Make sure that any record you make has a heading explaining what it is about and has your name, role and the date at the foot. Hard copies should be signed.
Make sure that steps to be taken by yourself or others are diarised to be chased up where necessary
Retention of records
Safeguarding records should be retained for fifty (50) years following the conclusion of the matter. There have been numerous cases where people raise allegations about matters which occurred many years before and where an accurate record is invaluable.
Example
Mabel Lucas, an elderly lady with restricted mobility, tells Revd Janet Seymour on a pastoral visit that she has stopped coming to church because of the behaviour of Robert Adams, who had been giving her lifts.
Example file note
Monday 19 May 2014
4 p.m. Visited Mabel Lucas who is nearly housebound. She told me she had stopped coming to church. She had been relying on lifts from Robert Adams, but said he had been  ‘getting too personal’. I asked her what she meant and it appeared he had been touching her and, on occasion, kissing her. She said: ‘I don’t want to get him into trouble and I’m sure he’s just being friendly, but it doesn’t suit me. I’m old-fashioned.’ I reassured her that we considered this inappropriate contact and said I was sorry it had happened. I needed to take it up but I reassured her that I wouldn’t mention her name. (She is not the only person he has given lifts to.) I offered to find her another driver so she could come to church and she said she would like that. Contacted Diocesan Safeguarding Adviser. See emails confirming advice given and action taken.
Revd Janet Seymour
Vicar, Ottery St George

























There is more advice on records in the Safeguarding Handbook and in the national guidance document Keep or Bin? Both are available at http://www.oxford.anglican.org/mission- 


There is more advice on records in the national guidance documents Keep or Bin? and in Safeguarding Records: Practice Guidance 2015 issued jointly by the Church of England and the Methodist Church. 

*Acknowledgment  This guide has been produced by the Diocese of Oxford who have kindly  consented to its use in Carlisle Diocese.
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