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GUIDANCE FOR STANDARD 2: RESPONDING 

 2.1I GUIDANCE ON CASE MANAGEMENT RECORDS KEPT 
 BY THE DIOCESAN SAFEGUARDING PANEL 

Case management records should provide a complete account of involvement in order to 
provide evidence of all suspicions, concerns, knowledge or allegations and actions taken 
to safeguard children, to assess and manage risk and to monitor practice. 

All recorded information should be accurate, factual and concise. It is important to state 
opinion, assessment or judgement, as distinct from facts. The records are in relation to  
the respondent against whom a suspicion, concern or allegation has been reported,  
and therefore should be catalogued as such.

Each file should contain:

1.	 File index – This section should give a detailed list of all of the contents of the file as 
they are received. 

2.	 Case summary – This section includes an overview of the case to allow the reader to 
become familiar at a glance with the details of the complainant(s) and respondent,  
as well as the roles of key personnel involved in the case. 

3.	 Case narrative – This section is the account of all actions taken and contact made 
with all relevant personnel. It should detail all contacts in relation to the case in list 
format, including by telephone, by email, by letter and in person. 

4.	 Copy of referral forms – This section should include a copy of the appropriate forms 
that were sent to the statutory authorities by the Casework Team, Disclosure and 
Barring Service (DBS), and Charity Regulator. 

5.	 Risk Assessment reports – This section should include copies of any independent risk 
assessment reports relating to the respondent.

6.	 Minutes of meetings – This section should include copies of records of any internal 
meetings about the case with dates of any meetings held with the Advisor and any 
relevant child safeguarding information.

7.	 Advice to the Diocese – This section should include hard copies of written records 
relating to information – which must be kept confidential from the respondent – 
such as case management advice, advice from the Case Management Committee, 
the initial statement from the complainant, legal advice to the Bishop or Diocesan 
Safeguarding Panel, and dates of any meetings held between the Support Person  
and complainant, including relevant child safeguarding information.

8.	 Other Correspondence – This section is for information that does not fit into any  
of the previous sections.

The file should be sectioned as detailed by Points 1–8, with reference to all information 
logged in the index sheet and referred to in the narrative account. 

All record-keeping must be compliant with data protection legislation, and must be  
stored confidentially in line with Appendix E.
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 2.2A GUIDANCE ON THE ROLE OF THE SUPPORT PERSON 

Every complainant who has an allegation against church personnel should be offered 
access to an appropriate Support Person (appointed by the Bishop) as part of the case 
management process. The role of the Support Person is to ensure that the complainant 
is appropriately supported throughout the process of disclosure and potentially after. 
If the complainant is a child, then support will be offered to the child and to their 
parent(s)/carer(s).

The role of the Support Person is to:

•	 Keep the complainant informed of the process and progress of the case (where  
there is a criminal investigation this responsibility may be fulfilled by the PSNI/ 
Gardaí, and if the Gateway Team/Tusla are involved they may also fulfil this role).

•	 Ensure that pastoral care and support is provided to the complainant and their  
family if they wish.

•	 Help the complainant identify and access counselling and support. 
•	 Keep a record of any meetings or contact they have with the complainant, and pass  

on relevant information to the Diocesan Safeguarding Panel, as appropriate.

The Support Person is not a counsellor for the complainant and should not act in that role. 

The Support Person does not manage the case file and will not have access to it. 

It is the prerogative of the complainant whether they wish to accept the assistance of a 
Support Person. If a complainant chooses not to accept a Support Person that is offered 
by the Diocese, the Diocesan Safeguarding Panel should consider how the support needs 
and communication with the complainant are met.

The frequency of contact/meetings should be dictated by the complainant, but the 
Support Person needs to initiate contact at least once a year during the case management 
process, unless the complainant states that they do not want any further contact. This is to 
ensure that the Diocesan Safeguarding Panel continues to make every effort to offer  
a supportive and pastoral response to complainants.

Records should be retained and stored in the diocesan office as part of the case 
file. The following should be used as a guide to information that must be recorded:

•	 The date and time the meetings took place,
•	 Any relevant child safeguarding issues that have arisen,
•	 If the complainant has knowledge of a crime,
•	 If the complainant is suffering from a mental health condition or is suicidal. 

If the person is at risk of harming themselves this should be dealt with as an  
emergency requiring immediate action,

•	 Any requests for support or representations that the complainant wishes to  
make to the Bishop.
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Regular meetings between the Support Person and the Diocesan Safeguarding Panel 
should be held to enable the Panel to keep up to date with the needs and requests of the 
complainant, and to advise the Bishop of any requests for support. These meetings should 
incorporate any requests for supervision, in order to allow the Support Person to receive 
feedback on their role.

Training for Support People will be provided by the RCB Safeguarding Team and should 
form part of the training strategy written by the Diocesan Support Team (Guidance 1.5C).


