Transfer of CP records

This flow chart outlines the process for educational establishments (2 - 19) to
follow when a child leaves. The CP record is the collection of concerns,

indicators, signs and disclosures that could indicate abuse. The information
does not need to have been reported to children's social care but does need
to be a relevant or recognised indicator of abuse.
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Review the file. Ensure that all the records relate to the child. If the file
is large, the situation is complex or there has been social care
involvement include a summary and / or a chronology.

If the case is currently open to social care include the social worker,
team manager and team contact details

The file should be transferred securely to the new establishment. If
they are local, then this can be done in person. If the new setting is
further away then some form of recorded delivery which can be
tracked (sent / received and signed by) should be used

A receipt should be sought from the receiving establishment to confirm
the date the file was received and who received it. This should be kept
in the records of the sending establishment.

If a large cohort of students are sent then a receipt sheet(s) can be used
rather than individual documents.

further information can be found at http://www.irms.org.uk/groups/public-sector/resources/134-
records-management-toolkit-for-schools



