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POLICY FOR FAMILY RECORD KEEPING TO PROTECT FAMILIES AND VOLUNTEERS

Why we need records?
 1. A chronological record of contacts is essential:
a. to enable our team to coordinate their support of the family;
b. to record actions taken by Malvern Welcomes;
c. to identify trends, (for example: when did X first say she was unhappy at school?);
d. to ensure that a family is having regular contact with volunteers during their first year.
2. It is also essential to have a record of safeguarding concerns, covered in the
safeguarding policy. What may end up as safeguarding issue may start as a
simple observation, which would be essential for a complete record.

The following points should be considered before recording or sharing any
information about a person or family – orally, in an email or as a formal or
informal record:

a. Why am I recording this information - is it necessary, relevant and true?
b. Do the people I am sharing the information with need to know this?
c. Would the person or family referenced be happy for this information to be shared about them? How would they feel if they read or heard it? The answer may be that the recording is necessary, if there are significant concerns about a situation. Should the family/person concerned express unwillingness for this record to be made we would explain to them our reasons for doing so, using an interpreter if required.
d. Would I be happy if this type of information were being shared about me or my family?
Principles
1. Brief – lengthy recording is time consuming and unnecessary.
2. Factual – recording should be fact-based, with opinion generally avoided, but
if included clearly indicated as such.

3. New families are asked if we my keep some records as an aid for logistical purposes.

4. Each family has access to their own record or would be shown it at their
request. They could challenge the content if they are not happy and add a
statement of their own, however a contemporaneous record will not be
changed. 

5.  Aim to stop after 5 years. Can stop at any time if the family requests.

6.  Volunteers should not hold hard copies of any confidential letters related to the families, and should delete any such images from their messaging platforms once dealt with. 

7. Data to be held securely and safely, and for no longer than needed.

8.Documents to be reviewed on an annual basis (in June) and consent from    families re-established.


9. Confidential – shared only with the family support group, and management
team/trustees if necessary.

10. Initials only of any person referred to.

11. Must include date and name of writer.

Practicalities
1. This policy is mainly concerned with visits and contacts made by members of
the family’s support group. 


2. Two separate Google Doc records are kept. – one for ESOL (English for
Speakers of Other Languages) and the other for family contacts e.g., home
visits, phone calls, contacts with others. We should log all contacts with a
family for their first 12 months and review what is appropriate thereafter. After
the first 12 months it should not be necessary to report to the FL (Family
Lead) on a purely social call, unless the family brings some issue to the
attention of the volunteer. For more complicated situations this could be
extended to 18 months or 2 years if this is considered necessary by the team
working with the family.

3. Contact records are entered onto a Google doc by either the Family Lead or
Leads for health, education and safeguarding. Such records should give the
date and time of the contact, who made the contact and provide a brief note of
any concern and with each new entry being made at the top of the document
so that it reads in reverse chronological order - i.e., most recent first.
During the first-year members of the support team should send a brief factual
email to the family lead to report on a visit including a brief note on social
calls. The FL will record it in the Google Doc.

4. Any detailed discussion needed after a contact happens should be made by
phone or in a separate email to the family lead, who will treat it appropriately.

5. The permanent record is the google.doc created by the FL from the
notification emails sent by the group.

6. The FL shares the right to access, and possibly to add, with the members of
the group  plus (normally) the leads for Health, ESOL and Education, Safeguarding and one member of the MT. They will have the right to add, principally
appointments made.

7. When the FL changes, the new FL takes over the google.doc
8. Deleting records - Once we find that we no longer need to add to the Google
doc we will keep it for a further twelve months. After this time we will delete
the Google doc, having informed the family in case they wish to keep it for
their own records.

Examples of acceptable and unacceptable recording
‘A wants an urgent GP appointment.’

Not – ‘X’ is really anxious about his health although I don’t think anything is
seriously wrong.’

‘X’ says that she is unhappy at school and is being bullied.’

Not – ‘There is a horrible child at X’s school who is making her life a misery.’

ESOL (English for Speakers of Other Languages) Tutor Record Keeping

ESOL Tutors must adhere to the same record keeping policy above. Tutors
make teaching/learning notes in Google.docs regarding individual learners,
which are only shared with other tutors teaching that learner. These records
provide lesson continuity and consistency and are shared by the ESOL
Coordinator with instructions that any information contained in the document
must be solely associated with teaching/learning and information which is
necessary for the purpose of teaching/learning and that no other information
or judgements are recorded.

Photographs
It should be noted that, as stated in our Data Protection in Practice policy, no
photographs should be published by MW that would enable individuals to be
identified. Photographs of events should not be circulated by email unless they
comply with this policy.
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