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THIS POLICY RELATES TO BOTH PAID AND VOLUNTARY STAFF MEMBERS.

37. Transfer of files and records to school/other settings Policy
Children may leave our setting for a number of reasons, some will be prepared for and some may be sudden. 
We prepare children for these transitions and involve parents and the receiving setting or school in this process. We prepare records about a child in order to enable smooth transitions, we share appropriate information with the receiving setting or school within 5 days of them starting at the new setting/school.
Child protection files can be added to by any member of staff, however only the safeguarding team have full access to the information. They endeavour to keep this information as secure and safe as possible. Paper files are stored in a fire proof/waterproof container . Electronic files are password protected or encrypted. 
Staff are careful about where confidential files are opened, ensuring they cannot be seen by anyone who should not have access. 
Occasionally we may share information earlier, for example, if the new setting/school needs to put safeguarding measures in place for that child or other children/staff.
Confidential records are shared where there have been child protection concerns according to the process required by our Safeguarding Partnership.
The procedure guides this process and determines what information we can and cannot share with a receiving school or setting.

1. Transfer of records for a child moving to another early years setting or school
· A copy of the Child protection file
· any additional language spoken by the child and his or her progress in both languages.
· any additional needs that have been identified or addressed by our setting.
· any special needs or disability, whether a EHA was raised in respect of special needs or disability, whether there is an Education, Health and Care Plan, and the name of the lead professional.
· The record contains a summary by the key person/Manager and a summary of the parent’s view of the child.

2. Transfer of confidential information
The receiving school or setting will need to have a record of any safeguarding or child protection concerns that were raised in our setting and what was done about them. This could be paper based or electronic.
Evidence must be kept, that it was received by the new setting/school.
· We will make a summary of the concerns to send to the receiving setting or school, along with the date of the last professional meeting or case conference. 
· Where a Early Help Assessment (EHA) has been raised in respect of any welfare concerns, we will pass the name and contact details of the lead professional on to the receiving setting or school.
· Where there has been a s47 investigation regarding a child protection concern, we will pass the name and contact details of the child’s social worker on to the receiving setting or school – regardless of the outcome of the investigation.
· We post or take the information or securely electronically transfer to the school or setting, ensuring it is addressed to the setting or school’s designated person for child protection and marked as 'confidential’. If posted it must be signed for by the DSL. An electronic signature should be retained.
· We do not pass any other documentation from the child's personal file to the receiving setting or school.
· If we are in doubt, we seek independent legal advice


3. Requests for information from Parents
Parents have the right to see any information held on their child and can put in a request for this information. We follow ICO guidance and timescales for information.
We will share relevant information, whilst considering the safety of the child. Information that may put the child at risk, may be excluded for the welfare of the child. Information including the names of other children, members of staff will be redacted to protect individuals. Independent legal advice will be sought if we are unsure about sharing information.

4. Cases open to Social Services

It is best practice to meet or have a conversation with the DSL around any cases which are open to Child Protection, Family Supporter pastoral care within your setting.

5. Retention Period
Child Protection files must be retained until the child is DOB plus 25 years, at this point they should be destroyed and disposed of safely.

6. Legal framework
· Data Protection Act (2024)
· Freedom of Information Act (2000)
· Human Rights Act (1998)
· Children Act (1989, 2004)
· KCSIE 2025
· Working Together 2026

7. Further guidance
· What to do if you're worried a child is being abused: Advice for practitioners (HM Government 2015)
· Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers (HM Government 2015)
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