Guidance for Volunteers: Recording Pastoral Contact with Families
Why We Keep Brief Records
As part of our work with families, volunteers may have regular contact with parents, carers, and children, and may hear about challenges at home, school, or elsewhere. Keeping brief records helps us to:
· Offer consistent and appropriate support to families
· Recognise patterns or ongoing needs over time
· Respond appropriately to safeguarding concerns
· Ensure continuity if another volunteer or leader becomes involved
Records are a safeguard for families, children, and volunteers.
What Should Be Recorded
A brief, factual note should be made where there is:
· Ongoing contact with a family
· Regular pastoral conversations with a parent or carer
· Support being offered over time (e.g. around parenting, family stress, attendance issues)
Notes should include:
· Name(s) of the family or parent/carer
· Date of contact
· Name of the volunteer/leader making the note
· General nature of the contact (e.g. family support, pastoral check‑in, transition support)
· Any agreed actions or follow‑up (e.g. “will check in next session”)
What Does Not Need to Be Recorded
You do not need to record:
· Casual conversations during activities
· One‑off comments made in passing
· Routine interactions with families attending sessions
· Normal parenting frustrations shared informally
We aim to avoid over‑recording while still acting responsibly.
Recording in a Family Context
When writing notes:
· Be clear, respectful, and factual
· Focus on the parent or carer’s words, not your interpretation
· Avoid labelling families or parenting styles
For example:
✅ “Parent shared concerns about child’s sleep and feeling tired and overwhelmed.”
❌ “Parent is not coping well and struggles to manage the child.”
Information about children should be handled particularly carefully and recorded only when necessary.
Safeguarding Children
If a conversation raises concerns about:
· A child’s safety or wellbeing
· Parenting capacity that may place a child at risk
· Domestic abuse, neglect, or significant distress
You must:
· Share this with the Safeguarding Lead as soon as possible
· Complete the safeguarding referral form
· Follow safeguarding procedures
· Record only that a safeguarding concern was identified and referred, unless advised otherwise
Do not promise confidentiality if a safeguarding issue arises.
Confidentiality and Storage
Family pastoral records are:
· Stored securely
· Accessed only by those with pastoral or safeguarding responsibility
· Shared on a strictly need‑to‑know basis
Families may be informed that brief notes are kept to help us offer appropriate support.
Key Principle for Family Work
We record enough to notice patterns, support families well, and safeguard children — but no more than is necessary.

