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Little Roos Nursery and Forest Pre-School
Child Protection File Management Policy
1. Policy Statement
Little Roos Nursery and Forest Pre-School is committed to safeguarding and promoting the welfare of all children. Effective, accurate, and secure management of child protection records is essential to ensure that children are protected, concerns are responded to appropriately, and information is shared in line with statutory and local safeguarding requirements. Applies to: All staff, students, volunteers, and agency staff
This policy sets out how child protection files are created, stored, accessed, transferred, retained, and disposed of in accordance with:
· Nottinghamshire Safeguarding Children Partnership (NSCP) procedures 
· The Early Years Foundation Stage (EYFS) statutory framework (September 2025) 

2. Scope
This policy applies to child protection and safeguarding concern records, including (but not limited to):
· Safeguarding concern forms
· Chronologies of concerns
· Records of disclosures
· Records of contacts with parents/carers regarding safeguarding
· Records of referrals to the Multi‑Agency Safeguarding Hub (MASH)
· Correspondence and reports from external agencies
Child protection files are separate from the child’s main learning or personal file.

3. Legal and Guidance Framework
This policy has regard to:
· EYFS Statutory Framework – Safeguarding and Welfare Requirements (2025) 
· Working Together to Safeguard Children (as reflected in NSCP procedures) 
· Nottinghamshire County Council and NSCP safeguarding procedures 
· NSPCC child protection records retention and storage guidance 
· UK GDPR and Data Protection Act 2018

4. Responsibility
· The Designated Safeguarding Lead (DSL) has overall responsibility for child protection file management.
· The Deputy DSL will act in the DSL’s absence.
· All staff are responsible for promptly recording concerns and passing them to the DSL without delay.

5. Creating a Child Protection File
A child protection file will be opened when:
· A safeguarding concern is identified, observed, or disclosed
· A referral is made or considered
· Information is received from another agency that indicates safeguarding concerns
Records will:
· Be factual, accurate, dated, and signed
· Use the child’s own words where disclosures are made
· Clearly distinguish between fact, observation, and professional opinion
· Be reviewed regularly and added to as appropriate

6. Storage and Security
· Child protection files are stored separately from general child records
· Paper records are kept in a locked, fire‑resistant cabinet
· Electronic records (if used) are password protected and encrypted
· Access is strictly limited to the DSL, Deputy DSL, and the setting manager
· Files are never left unattended or accessed in public areas
This reflects EYFS requirements for confidentiality and secure record‑keeping. 

7. Confidentiality and Information Sharing
Information within child protection files is confidential and shared only:
· On a need‑to‑know basis
· In line with NSCP procedures and statutory safeguarding duties 
· When a child is at risk of harm
Parents/carers will normally be informed of concerns unless doing so would place the child or others at increased risk.

8. Transfer of Child Protection Files
When a child transfers to another early years setting or school:
· The child protection file is transferred securely and separately from other records
· Transfer is completed as soon as possible
· A record is kept of when, where, and to whom the file was transferred
· Files are handed directly to the receiving setting’s DSL or sent via secure methods

9. Retention of Records
In line with NSPCC guidance and local safeguarding expectations:
· Child protection records are retained until the child reaches at least age 25, unless Nottinghamshire local procedures advise otherwise 
· Files are retained securely after the child leaves the setting
Retention periods are reviewed regularly to ensure compliance with data protection principles.

10. Disposal of Records
When the retention period expires:
· Records are securely destroyed (e.g. cross‑shredding or secure disposal service)
· Electronic records are permanently deleted
· Disposal is recorded, including date and method

11. Monitoring and Review
This policy is:
· Reviewed annually or sooner if guidance changes
· Read in conjunction with: 
· Safeguarding and Child Protection Policy
· Data Protection and Confidentiality Policy

12. Linked Policies
· Safeguarding and Child Protection Policy
· Whistleblowing Policy
· Staff Code of Conduct
· Acess, Storage and Record Retention Policy

























Safeguarding / Child Protection Flow Chart for Staff
START
  │
 ▼
Concern noticed, observed, or disclosed
(by child, parent, colleague or professional)
  │
 ▼
LISTEN – REASSURE – DO NOT PROMISE CONFIDENTIALITY
(Take seriously, stay calm)
  │
 ▼
Record the concern immediately
• Write facts only
• Use child’s own words where possible
• Date, time and sign
  │
 ▼
PASS RECORD TO DSL IMMEDIATELY
(Or Deputy DSL if DSL unavailable)
Do not investigate yourself
  │
 ▼
DSL reviews concern
• Adds to child protection file (if required)
• Decides next steps
  │
 ▼
Is the child at immediate risk?
  │
  ├── YES ──► Call Children’s Social Care / MASH
  │           or Emergency Services if needed
  │
  └── NO ──► Monitor / Seek advice / Make referral
              following safeguarding procedures
  │
 ▼
DSL records actions taken
• Updates chronology
• Stores securely
  │
 ▼
ONGOING
• Continue to observe
• Record any further concerns
• Share concerns promptly with DSL

Key Staff Reminders 
· Always act on concerns – never assume someone else has
· Record and report on the same day
· Do not discuss concerns with anyone except the DSL/Deputy DSL
· Safeguarding is everyone’s responsibility
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