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Before accessing the auditing tool
Purpose - This audit checks whether your setting’s child protection/confidential records are complete, timely, lawfully shared, and securely transferred—so leaders and governors can evidence compliance and reduce risk.
Who should complete - The DSL or deputy leads the audit with the Head/Principal and a Governor/Trustee for assurance. We highly recommend that all users are familiar with all of the supporting document. Please ensure you have read and understood the following documents:
- CP & CF Transfer - Introductory Letter
- CP & CF Transfer - Supporting Audit Guidance
- CP & CF Transfer - Transfer Guidance
- CP & CF Transfer - Cross Authority Information Sharing
What to have ready - 
- Your safeguarding policies (child protection; online safety; attendance/CME; AP), and any local procedures.
- Access to live CP/confidential files (paper/electronic), transfer records (in/out), information‑sharing decisions, and DSL file QA notes.
- A quiet, secure space to review records without interruption; printing should be avoided unless necessary.

Sample briefing
In primary settings, review one file per year group (use two if a larger primary setting)
In secondary, review around three files per year group (Years 7–11, and post‑16 where applicable). 
Always include: 
- At least one child open or recently closed to social care
- One recent transfer in and one transfer out (to check timeliness, secure transit and receipt)
- Any AP placement you commission. 
Where present, add one case involving persistent absence/CME or EHE roll deletion to confirm early help/escalation and LA notification, and one child‑on‑child SV/SH case to confirm factual notes and risk/needs assessment.
If you find consistent good practice, keep future samples light; if you find gaps, unclear rationales or late transfers, expand immediately (e.g., +1 file per year group) and schedule follow‑up monitoring. 
Record file IDs/initials only, work in a secure space, and escalate immediately if you identify any live safeguarding risk.


How to use the auditing tool
Select the file you are auditing and have this ready to inspect.
Work through the audit a section at a time checking evidence not intention. For each item, verify what is on file not what was intended to be put on the file.
Use a code such as RAG rating or Yes, No, Partial to show you meet the statement. Ensure you only use only file ID's (or initials) rather than names. Where partial, or not compliant, write your action to address this followed by the date this will done by and who is responsible for this.
When complete sign off using the final page. 
At the end of the audit is an action plan. This will not auto populate, but you can use this table to keep actions together rather than across multiple pages. To efficiently use this action plan, please delete the rows for the statements that have no actions against and copy actions for the correct statements into the relevant rows.

Storing and saving
Save the completed audit tool for each case sample in your secure drive/location.
Do not store copies of full CP records with the audit; keep them in their existing secure repository (paper or system).
Retain the audit and action plan as part of your termly governance oversight. When actions are complete, update audit and mark the date.
If staff changes occur (DSL/deputy), ensure a handover note points to the latest audit and action plan.


	File Set Up & Signposting

	Statement
	Further Explanation
	Status
	Actions - lead name and date to achieve
	Notes

	Main pupil file clearly signposts that a confidential/child protection file exists
	Look for a consistent visual marker on the main file (e.g., a red “C” or agreed symbol) and cross‑reference that a separate CP/confidential file exists per policy. Governors shouldn’t read full sensitive content; they verify process and signposting only
	
	 
	 

	All confidential content removed from the main pupil file and held only in the confidential/CP file
	Check that sensitive records are not duplicated in the main pupil file; CP/confidential material should be contained in the designated file and stored securely, in line with data protection principles and KCSIE record‑keeping
	
	 
	 

	Current Front Sheet present and complete
	Confirm the front sheet includes child details, parents/carers, key professionals (e.g., social worker, Virtual School, SENCO), legal status (if LAC/PLAC), and is kept up to date (including on systems like CPOMS/MyConcern)
	
	 
	 

	Running chronology exists and shows transfer from main file when threshold was reached/opened
	Review a clear timeline of concerns/actions, starting from early entries and continuing once the CP/confidential file is opened. Chronology should summarise events, decisions, and outcomes in line with KCSIE record‑keeping expectations
	
	 
	 

	Access controls and secure storage are evident
	Check who can access the CP/confidential file, how access is controlled, and where the file is stored. Verify secure, confidential handling aligned to UK GDPR/DPA and KCSIE Part Two (information security)
	
	 
	 



	Quality of Recording

	Statement
	Further Explanation
	Status
	Actions - lead and date to achieve
	Notes

	Every entry is dated, time-stamped, and attributable (name/role); entries are factual, concise, and legible
	Sampling entries should show date/time, author’s name/role, and objective, evidence based notes. KCSIE highlights the need to record concerns, follow up, decisions and rationale.
	
	 
	 

	DSL oversight and supervision are evidenced in the file, including routinely reviews and ownership of risk status and next steps.
	Look for regular, dated DSL review/supervision notes that show the DSL has sighted the record, set a clear rationale (“what/why”), and assigned owner and deadline (“who/by when”). 

Entries should evidence information sharing/liaison with other agencies and any escalation decisions, consistent with Annex C of KCSIE
	
	 
	 

	Incident/concern templates (or system equivalent) are used consistently.
	Check that staff use the agreed incident/concern forms (or CPOMS/MyConcern equivalents) and that essential fields are completed (child context, concern summary, action taken)
	
	 
	 

	Original contemporaneous notes (where made) are retained and cross-referenced to formal records.
	Verify any raw notes are preserved (dated/attributed) and linked to formal write ups. This supports audit trails and addresses learning from serious case reviews on record quality
	
	 
	 

	Child’s voice and parental contact (including decisions not to inform, with rationale) are recorded where relevant.
	Records should evidence the child’s wishes/feelings and parental engagement decisions, with clear reasoning when parents aren’t informed, consistent with KCSIE’s child centered approach and confidentiality guidance
	
	 
	 



	Multi-Agency & Case Management

	Statement
	Further Explanation
	Status
	Actions - lead and date to achieve
	Notes

	Calls/emails/meetings with agencies (e.g., police, health, social care, early help) are recorded with clear action, owner, and timeframe.
	Entries should summarise inter-agency communication, specify agreed actions (who/what/when), and demonstrate prompt information sharing in line with KCSIE
	
	 
	 

	Threshold decisions reference local guidance: rationale for referrals/non-referrals is captured.
	Check that decisions cite the local threshold document/early help process and Working Together principles, with reasons documented when referring or not referring to social care
	
	 
	 

	Where there is professional disagreement, escalation is recorded (procedure used; outcome).
	Confirm use of the local Resolving Professional Disagreements/Escalation Procedure and capture the steps/outcomes. KCSIE expects escalation when concerns aren’t addressed
	
	 
	 





	Meetings & Plans

	Statement
	Further Explanation
	Status
	Actions - lead and date to achieve
	Notes

	For statutory/safeguarding meetings: report submitted; school represented; minutes received.
	Entries should summarise inter agency communication, specify agreed actions (who/what/when), and demonstrate prompt information sharing in line with KCSIE
	
	 
	 

	Actions assigned to school are recorded, tracked, and closed (with dates and evidence).
	Check that decisions cite the local threshold document/early help process and Working Together principles, with reasons documented when referring or not referring to social care
	
	 
	 

	Relevant plans are present/integrated (e.g., Early Help/CIN/CP/Core Group/PEP/Risk assessments) and are current.
	Confirm use of the local Resolving Professional Disagreements/Escalation Procedure and capture the steps/outcomes. KCSIE expects escalation when concerns aren’t addressed
	
	 
	 





	Injuries & Immediate Safety

	Statement
	Further Explanation
	Status
	Actions - lead and date to achieve
	Notes

	Body map and injury recording form used appropriately; entries are factual and avoid speculation.
	Confirm accurate location/description of injuries on body maps with objective wording; avoid attributing causation unless evidenced; follow local forms/guidance referenced in the audit.
	
	 
	 

	Immediate safety actions taken (first aid/medical advice/safety planning) are recorded.
	Verify prompt action entries (e.g., first aid, NHS advice, contacting police/MASH where required) and ensure decisions are recorded per KCSIE’s “act immediately/best interests” principle.
	
	 
	 





	Transition, Transfer & Mobility

	Statement
	Further Explanation
	Status
	Actions - lead and date to achieve
	Notes

	DSL-to-DSL contact is evidenced for pupils moving in/out (including AP/college).
	Check notes/emails of DSL to DSL discussions agreeing key information and support on arrival/exit; auditors should see proactive planning for seamless transition.
	
	 
	 

	Confidential/CP file transferred securely; receipt confirmed by destination.
	Verify transfer within 5 days (in year or first 5 days of term), separate from the main pupil file, with secure transit and confirmation of receipt per KCSIE Annex C/Part Two
	
	 
	 

	Additional information to support the child on arrival (needs, risks, support plan) was shared where appropriate.
	Consider whether sharing extra context (e.g., social worker contact, risk assessments) enabled immediate support; KCSIE encourages sharing to help children thrive.
	
	 
	 

	Child and parents/carers engaged in transition planning; child’s voice captured.
	Look for evidence of child centred planning, wishes/feelings considered, and parental involvement unless unsafe; align with KCSIE’s best interests/wishes and feelings duties.
	
	 
	 





	Vulnerable Cohorts

	Statement
	Further Explanation
	Status
	Actions (name & deadline)
	Notes

	Looked-after/previously looked-after children:
Designated Teacher involvement is clear with a current PEP. Social worker and Virtual School Head named on file. All meetings, actions and outcomes recorded.
	• Legal status (looked after / previously looked after) and the Designated Teacher’s named oversight with dated entries.
• A current PEP on file with the last review date, agreed actions, owner, deadline, and Virtual School engagement.
• Social worker and Virtual School Head contact details; multi agency minutes (core group/review) filed, and school actions closed.
• If there’s been a move, confirm secure CP file transfer within 5 days, separate from the main file, receipt confirmed, and any additional info shared to ensure support is in place on arrival.
	
	 
	 

	Children with SEND/Health needs:
SENCO involvement is clear, relevant risk assessments/plans
 included and adjustments recorded. DSL-SENCO liaison notes evident.
	• Look for a current EHCP or SEN Support plan (review dates, outcomes), plus risk assessments (e.g., supervision/medical/online) where relevant.
• Entries should show DSL–SENCO coordination (dated notes) tackling additional barriers to recognising/recording abuse (communication, isolation, misattribution of injuries/behaviour).
• Confirm reasonable adjustments and communication supports are specified and implemented (e.g., trusted adult, adapted reporting routes).
• Ensure multi‑agency links (e.g., CYPMHS/health) are recorded with actions and outcomes.
	
	 
	 

	Children with a social worker/victim of abuse: 
Social Worker details and involvement visible. Decision rationale, referrals, reports, actions and outcomes recorded clearly. Transition support is timely and information-sharing evident. 
	• A clear flag that the child has a social worker, with current contact details, used by the DSL to inform attendance/welfare/safeguarding decisions.
• Record‑keeping quality: concise concern summary; rationale for referral/non‑referral; minutes from meetings; and an action tracker (owner, deadline, closure).
• For moves (in‑year/start of term), secure CP file transfer within 5 days, receipt confirmed, plus additional context shared to ensure support on arrival.
• Where the child is a known victim of abuse, evidence risk planning, specialist referrals, and ongoing review of safety and well‑being.
	
	 
	 



	Action Plan – Please delete rows for statements that have been met 

	Statement
	Status
	Actions - Specify lead name and date to achieve

	Main pupil file clearly signposts that a confidential/child protection file exists
	
	 

	All confidential content removed from the main pupil file and held only in the confidential/CP file
	
	 

	Current Front Sheet present and complete
	
	 

	Running chronology exists and shows transfer from main file when threshold was reached/opened
	
	 

	Access controls and secure storage are evident
	
	 

	Every entry is dated, time-stamped, and attributable (name/role); entries are factual, concise, and legible
	
	 

	DSL oversight and supervision are evidenced in the file, including routinely reviews and ownership of risk status and next steps.
	
	 

	Incident/concern templates (or system equivalent) are used consistently.
	
	 

	Original contemporaneous notes (where made) are retained and cross-referenced to formal records.
	
	 

	Child’s voice and parental contact (including decisions not to inform, with rationale) are recorded where relevant.
	
	 

	Calls/emails/meetings with agencies (e.g., police, health, social care, early help) are recorded with clear action, owner, and timeframe.
	
	 

	Threshold decisions reference local guidance: rationale for referrals/non-referrals is captured.
	
	 

	Where there is professional disagreement, escalation is recorded (procedure used; outcome).
	
	 

	For statutory/safeguarding meetings: report submitted; school represented; minutes received.
	
	 

	Actions assigned to school are recorded, tracked, and closed (with dates and evidence).
	
	 

	Relevant plans are present/integrated (e.g., Early Help/CIN/CP/Core Group/PEP/Risk assessments) and are current.
	
	 

	Body map and injury recording form used appropriately; entries are factual and avoid speculation.
	
	 

	Immediate safety actions taken (first aid/medical advice/safety planning) are recorded.
	
	 

	DSL-to-DSL contact is evidenced for pupils moving in/out (including AP/college).
	
	 

	Confidential/CP file transferred securely; receipt confirmed by destination.
	
	 

	Additional information to support the child on arrival (needs, risks, support plan) was shared where appropriate.
	
	 

	Child and parents/carers engaged in transition planning; child’s voice captured.
	
	 

	Looked-after/previously looked-after children:

Designated Teacher involvement is clear with a current PEP. Social worker and Virtual School Head named on file. All meetings, actions and outcomes recorded.
	
	 

	Children with SEND/Health needs:

SENCO involvement is clear, relevant risk assessments/plans
 included and adjustments recorded. DSL-SENCO liaison notes evident.
	
	 

	Children with a social worker/victim of abuse: 

Social Worker details and involvement visible. Decision rationale, referrals, reports, actions and outcomes recorded clearly. Transition support is timely and information-sharing evident. 
	
	 





	Sign-off Sheet

	Name of SLT completing Audit
	 

	Role of SLT
	 

	Date
	 

	Name of supporting Governor completing audit
	 

	Role of Governor
	 

	Date
	 

	Follow up actions logged?
	 

	Due date of follow up actions logged?
	 

	Re-audit required?
	 

	Date of re-audit if required
	 

	Additional Notes
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