Reporting and documentation of safeguarding incidents
Christ Church Headington takes safeguarding very seriously. All staff and children’s group leaders receive safeguarding training and have an obligation to ensure that our safeguarding policies and procedures are followed. 
This document is intended as a guide to how safeguarding incidents should be treated, recorded and stored. 
Recording concerns about abuse 
If a staff member or volunteer is concerned that a child or vulnerable adult is at risk of abuse, the individual must raise their concern with the Church Safeguarding Officer or Staff Safeguarding Lead, who will take action as required. If necessary, they will consult with the Local Authority Designated Officer, and contact other authorities including the police. They will ensure that any record is stored in a password-protected email account or document, or in a locked filing cabinet. 
Recording a report of abuse 
If a disclosure of abuse from a child or vulnerable adult is made to a staff member or volunteer, the individual must make a written record of the disclosure immediately, and pass this on to the Church Safeguarding Officer and/or Staff Safeguarding Lead, who will take action as required. If necessary, they will consult with the Local Authority Designated Officer, and contact other authorities including the police. They will ensure that any record is stored in a password-protected email account or document, or in a locked filing cabinet. 
Records of a person on the sex offenders register 
Owing to the nature of these offences, all such people would normally only be allowed to attend a service under strict conditions. The Church Safeguarding Officer and Staff Safeguarding Lead will decide on appropriate conditions, after taking external advice from appropriate experts (e.g. Christian Safeguarding Services). These conditions will be agreed with the local police public 
protection officer, and with the Safeguarding Lead of any school that we rent for our meetings. A safeguarding agreement will be put in place and the school sent a copy of the agreement. The agreement will be held by the Church Safeguarding Officer and Staff Safeguarding Lead. All records are stored either in a password protected email account or document, or in a locked filing cabinet. 
The Church Safeguarding Officer and Staff Safeguarding Lead will ensure that if they will both be absent for church on a particular Sunday, at least one other senior church leader will be informed of the agreement and will be present to supervise. 
Records of blemished DBS records 
If following a DBS check, a DBS record is returned as unclear or blemished, the Church Safeguarding Officer and Staff Safeguarding Lead will consult to agree any recommendations and management plan for the individual. The plan will be held by the Church Safeguarding Officer and Staff Safeguarding Lead. All records are stored either in a password protected email account or document, or in a locked filing cabinet. 
Other staff or supervisors will be informed as necessary. 
Record retention policy 
Records may be made or held by individual staff members or volunteers if they have a concern or receive a disclosure of abuse, but all records are the property of Christ Church Headington and retained by the church as outlined above. 
All records pertaining to safeguarding incidents are held for 50 years after the conclusion of the matter and then destroyed. Records of unclear or blemished DBS records are held for 50 years after the individual’s employment or appointment ceases and then destroyed.
