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Guidelines for recording, retaining and storing safeguarding records and 
concerns  

1. Introduction 

1.1 The University aims to adopt the highest possible standards and take all reasonable steps in 
relation to the safety and welfare of children, young people and adults in a vulnerable situation with 
whom the University’s work brings it into contact.  

1.2 Whilst there is no legislation in the area of safeguarding directed specifically at Higher Education 
Institutions (HEIs), the University is mindful of its duty of care and legal obligations such as those it 
owes under the Health and Safety at Work Act 1974, the Children Act 1989, the Safeguarding 
Vulnerable Groups Act 2006, the Protection of Freedoms Act 2012, Working together to safeguard 
Children 2018, the IHRA’s working definitions and charters and the Prevent duty (introduced as part 
of the Counter Terrorism and Security Act 2015), which places a legal obligation on the University to 
protect members of its community from radicalisation and being drawn into extremist ideologies. 

1.3 This policy applies to all members of the University. However, it is specifically aimed at staff, 
students, contractors and volunteers who encounter the following groups through teaching, 
research, professional services and outreach activities whether on or off of our campus: 

• children (i.e. those aged under 16), 
• young persons (i.e. those aged 16 to 18), and 
• vulnerable adults (i.e. persons aged 18 or over: who are or may be in need of 

community care services by reason of mental or other disability, age or illness; and 
who are or may be unable to take care of/ or unable to protect themselves against 
significant harm, abuse, exploitation or from radicalisation. 

Adults as described above may not necessarily be at risk all of the time or at all. The risk however 
arises if they are not able to protect themselves against significant harm, abuse, exploitation or from 
radicalisation and being drawn into extremist ideologies  
 
2. Aim 

2.1 The guidance provided within this document is intended to highlight the areas that form the 
basis of the University’s approach to information handling, recording, retaining and storing records 
connected to suspicions or allegations of abuse in relation to safeguarding. 

2.2 The guidance provided within this document forms part of the University Safeguarding policy, 
sections 9, 10, 11 and 12. 

3. Responsibilities 

3.1 The University recognises that accurate, timely recording, retention and storage of safeguarding 
concerns is key to providing an integrated, cohesive response to tackling allegations, suspicions or 
concerns of abuse in relation to safeguarding. 

3.2 The University will create records, share and store information in line with its obligations under 
the UK General Data Protection Regulation (GDPR) Act, 1998 and Data Protection Act (DPA) 2018. 
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3.3 All members of the University have a responsibility to ensure that suspicions and allegations of 
abuse in relation to safeguarding children, young people and adults in a vulnerable situation are 
reported in accordance with the University Safeguarding policy, sections 7 and 8.  

3.4 Additional guidance for dealing with suspicions and allegations of abuse in relation to extremist 
ideologies and radicalisation can also be found within the University Prevent Policy. 

3.5 The Head of Wellbeing, Skills and Diversity, the Student Conduct Manager and the Director of 
Human Resource are the Designated University Safeguarding Officers (DUSOs) with specific 
responsibilities for recording, retaining and storing safeguarding records and concerns.  

4. Recording safeguarding concerns 

4.1 In relation to the welfare or safety of a child, young person or vulnerable adult (e.g. concern 
about a physical injury, neglect at home or possible radicalisation) or concerns about the behaviour 
of a student, an employee or volunteer, it is important to record all relevant details, regardless of 
whether or not the concerns are shared with the police. 

4.2 Safeguarding concerns referred to DUSOs should be acknowledged in writing and kept on file. 
 
4.3 The information recorded must be factual. Any interpretation or inference drawn from what was 
observed, said or alleged should be clearly recorded as such, using the Record of Allegation or 
Suspicion of Abuse form (see Appendix A). 
 
4.4 To ensure continuity of care and provide a comprehensive picture of concerns, allegations and 
their outcomes, a record of Allegation or Suspicion of Abuse form (Appendix A) and a Safeguarding 
Incident form (Appendix B) will be held for all allegations or suspicions of abuse involving staff or 
students by the Head of Wellbeing, Skills and Diversity (student related incident) and the Director of 
Human Resources (staff related incident). 
 
5. Data Protection  

5.1 Under the Data Protection Act 2018, individuals have a right of access to personal data that 
relates to them. This right of access may include a right to request access to records (in whole or in 
part), relating to suspicions or allegations of abuse involving the person making the request.  

5.2 Under GDPR, there are restrictions that apply to the processing of personal information relating 
to children. Although the University does not generally process the data of children, there may be 
circumstances when it is necessary to do so.  

5.3 If it is deemed necessary within a Faculty or department within the University to process the 
personal data of children, the Data Protection Officer should be consulted in the first instance to 
ensure that necessary steps are taken to ensure such processing is in accordance with the GDPR. 

5.4 The University has mechanisms in place to identify staff or students who declare a previous 
mental health condition, episode or learning disability which may classify them as a vulnerable adult 
as part of the recruitment or admissions process. This assists the University in providing a safe, 
supportive environment with access to appropriate support both within the University and 
externally, through links with the NHS and local council social support services. 
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5.5 Where a student has declared this as part of the admissions process, this will be clearly indicated 
with their Student Information Console (SIC) record. For staff, details will be indicated on their Ciphr 
employment record. 

5.6 The University is responsible for securing an individual’s express consent before it shares 
information with external agencies. This applies even in cases where the GDPR allows the University 
to share safety concerns with other agencies, such as the police, without the individual’s consent. 

5.7 Only where there is a clear and compelling evidence of a requirement to do so, will information 
be shared with other agencies in the interests of protecting children, young persons, vulnerable 
adults and other individuals within the University community. 

5.8 The University acknowledges an individual’s right to withdraw consent at any time and will 
ensure individuals are aware of this. If consent is withdrawn, University records will be updated to 
reflect this.  

5.9 If any staff member receives a request from a person for access to personal data (held either 
about that person or another individual) in relation to suspicions or allegations of abuse, the request 
should be forwarded to the appropriate DUSO (see University Safeguarding policy, section 4.4) for 
consultation with the Data Protection Officer. 

5.10 Further information on the University Data Protection policy can be obtained via 
https://www.buckingham.ac.uk/about/policies/data-protection. 

6. Retention and storage of safeguarding records 

6.1 The Head of Wellbeing, Skills and Diversity and the Director of Human Resources are responsible 
for ensuring that appropriate records are maintained and comply with safeguarding retention 
periods (see Appendix C). 

6.2 Records of all student related safeguarding concerns, incidents and outcomes will be held and 
stored electronically by the Head of Wellbeing, Skills and Diversity in accordance with the University 
Data Protection policy, Data Protection Act and other relevant legislation (See Appendix D). 

Access to records of student related safeguarding concerns, incidents and outcomes will be limited 
to the Head of Wellbeing, Skills and Diversity. 

6.3 Records of all staff related safeguarding concerns, incidents and outcomes will be held and 
stored electronically by the Director of Human Resources in accordance with the University Data 
Protection policy, Data Protection Act and other relevant legislation.  

Access to records of staff related safeguarding concerns, incidents and outcomes will be limited to 
the Head of Human Resources. 

6.4 An electronic case log of all safeguarding concerns, allegations and their outcomes will be kept 
by the Head of Wellbeing, Skills and Diversity and the Director of Human Resources, in accordance 
with recording retention periods. 

6.5 Personal data will only be kept for the length of time necessary to perform the processing for 
which it is collected.  

https://www.buckingham.ac.uk/about/policies/data-protection
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6.6 If data is fully anonymised, no time limit applies on storage from a data protection point of view.  

7. Disposal action 

7.1 The date when records should be permanently deleted will be recorded on the University 
Safeguarding concerns and incident case log. 

7.2 Information should be disposed of securely once it is no longer required.  

7.3 Paper records should be shredded or disposed of in confidential waste and electronic records 
should be permanently deleted. 

7.4 Relevant files and folders will be reviewed by the DUSOs at the end of their retention period and 
deleted in compliance with the University Data Protection policy and safeguarding retention periods 
(see Appendix C). 

8. Related Policies and Procedures  

8.1 There are a number of University policies which contain provisions that are relevant to 
safeguarding the wellbeing of children, young people and vulnerable adults (see Appendix 5).  

8.2 Whilst this policy and guidance provided collectively underpins the University’s provision of a 
safe and secure environment and support the fulfilment of the University’s statutory duties, the 
University is working towards further integrating the range of policies that contribute to the 
safeguarding of young persons and vulnerable adults. 
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Appendix A: 

RECORD OF ALLEGATION OR SUSPICION OF ABUSE 

 

Date of Initial Report: ………………………………………………………. Time of Initial Report:  …………………….…… 

To: Head of Wellbeing, Skills and Diversity/ Director of Human Resources (delete as appropriate) 

Name of Complainant Name and contact details of child/ 
young person/ vulnerable adult 
(where known) 

Place of alleged abuse 

   

 

Name(s) of people present: ………………………………………………………….…………………………………………………… 

Reason for reporting a concern (delete as appropriate):   
• This person is a child/ young person/ vulnerable adult/ 
• This person is at risk of harm/ at risk of harming others/ at risk of involvement in extremist 

activity 
Please give as much information about the allegation or suspicion, including if you suspect abuse, the 
name of the alleged abuser and the circumstances which brought the alleged abuse to your 
attention. Please include all names of the people involved. 
 
 
 
 
 
 
 
 
 
 
 
Name of person reporting incident (capitals): …………………………………………………………….…………………….  
 
Signed: …………………………………………………………..………………………………  Date: ……….………………………………  
 
Department/ Faculty: …………………………………………………………………. Ext No: ……………………………..………  
 
Email address: .………………………………………………………..………………………………………..…………………….…………  
 
Please return to:  
Student related incident: Head of Wellbeing, Skills and Diversity - dee.bunker@buckingham.ac.uk  
Staff related incident: Director of Human Resources - diane.jackson-gould@buckingham.ac.uk 
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Appendix B: 
 
Safeguarding Incident Report  

To be attached to the record of allegation or suspicion of abuse form  

Case reference no:      Retention period: 

Summary of Incident 
Incident reported by:  

Incident reported to:  

Date of report:  

Name of student / young person/ 
vulnerable adult/ staff 
concerned: 

 

 
Summary of Action Taken 
 Yes No 
Bucks Safeguarding Children Board contacted for advice?   

Police / Social Services contacted?   

Parents/carers contacted?   

Head of Faculty/ Associate Dean/ Line Manager contacted?   

Additional University of Buckingham procedure followed? (specify below)   

 
Additional Information  
 
 
 
 
 
 
 

 

Signed: ………………………………………………………………………………………  

 
Position Held: …………………………………………………………………………….  

 
Date: ………………………………………………………………………………………….  

 
A Record of Allegation or Suspicion of Abuse form should be attached to this report and stored by 
the Head of Wellbeing, Skills and Diversity (student related incident) or the Director of Human 
Resources (staff related incident), in compliance with retention and storage of safeguarding records 
guidelines. 
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Appendix C:  Retention Periods 
 

Type of record/ concern Retention period 

Welfare concerns that require referral to social 
services or the police. For example this would 
include - 
• concerns about physical, sexual, emotional or 

neglect of a child, young person or a 
vulnerable adult,  

• disclosures from a child, young person or 
vulnerable adult about being abused or  

• information from a third party which might 
suggest a child, young person or vulnerable 
adult is being abused;  

• concerns about a parent or another adult, or a 
child, young person or vulnerable adult who 
has been abused by another child, young 
person or vulnerable adult. 

Records should be kept for 6 years after the 
referral to Head of Wellbeing, Skills and 
Diversity, the Head of Human Resources or 
the police unless any need to be retained 
longer (e.g. due to relevant legal action; 
requirement to comply with any other 
statutory requirements). 

Welfare concerns that do not require referral to 
social services or the police. For example where - 
• a child, young person or a vulnerable adult has 

been bullied,  
• overly pushy parents or  
• a very distressed child, young person or a 

vulnerable adult where the distress is 
unrelated to abuse. 

Records should be made of the concern and 
the outcome. 

Records should be kept for 1 year after the 
child, young person, vulnerable adult or adult 
concerned ceases to engage with the 
University. 

If concerns have been raised about an adult’s 
behaviour (e.g. a student or member of staff) 
around children, young people or a vulnerable 
adult 

Records should be retained for at least until 
the adult reaches normal state retirement 
age, or for 10 years if that is longer. 
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Appendix D: Related Policies, Procedures and Forms 

There are a number of University policies and procedures which contain provisions that are relevant 
to safeguarding the wellbeing of children, young people and vulnerable adults. These are provided 
below: 

• Safeguarding Children and Vulnerable Adults Policy 2020 – see link 
• Health and Safety and Wellbeing Policy & procedures - https://www.buckingham.ac.uk/wp-

content/uploads/2019/07/Health-safety-and-wellbeing-policy-and-procedures.pdf 
• Teacher, Student and Staff Relationships Policy - https://www.buckingham.ac.uk/wp-

content/uploads/2019/01/5.15-Teacher-Student-Staff-Relationships-Policy.pdf 
• Non-academic Misconduct Policy and Disciplinary Procedures - 

https://www.buckingham.ac.uk/wp-content/uploads/2021/01/5.3a-Non-Academic-
Misconduct-Policy-and-Disciplinary-Procedures-v6-.docx 

• Equality & Diversity Policy - https://www.buckingham.ac.uk/about/handbooks/compliance-
handbook/5.14  

• Dignity at Work and Study Policy -  https://www.buckingham.ac.uk/wp-
content/uploads/2020/01/5.13-Dignity-at-Work-and-Study-Policy-Procedures.pdf 

• Conflict of Interests Policy -  https://www.buckingham.ac.uk/wp-
content/uploads/2020/05/Conflict-of-Interests-Policy-2020-final.pdf 

• Whistleblowing Policy - https://www.buckingham.ac.uk/wp-
content/uploads/2019/11/Whistleblowing-Policy.pdf 

• Anti-Bullying and Harassment Policy - https://www.buckingham.ac.uk/wp-
content/uploads/2020/11/5.4-Anti-Bullying-and-Harrassment-Policy_v4.pdf 

• Students Complaints Policy and Procedure - https://www.buckingham.ac.uk/wp-
content/uploads/2020/11/5.5a-Student-Complaints-Policy-and-Procedure-2.pdf 

• Use of University Computers and Data Networks - https://fb77c667c4d6e21c1e06.b-
cdn.net/wp-content/uploads/2020/11/5.18-Use-of-University-Computers-and-Data-
Networks.pdf 

• Social Media Policy - https://www.buckingham.ac.uk/wp-content/uploads/2020/11/5.10-
Social-Media-Policy.pdf 

• Prevent Policy - https://www.buckingham.ac.uk/wp-content/uploads/2019/12/Prevent-
Policy.pdf 

• Prevent Risk Assessment and Action Plan, 2020 - 
https://www.buckingham.ac.uk/about/handbooks/compliance-handbook/Prevent-Risk-
Assessment-and-Action-Plan-2020.xlsx 

• Data Protection - https://www.buckingham.ac.uk/about/policies/data-protection 
 

 

Whilst the above listed policies and guidance collectively underpin the University’s provision of a safe 
and secure environment and support the fulfilment of the University’s statutory duties, the University 
is working towards further integrating the range of policies that contribute to the safeguarding of 
children and adults at risk. 
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