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Your file
We (Children’s Services) have 
to keep written information 
about every young person who 
is in care or about to leave 
care. Your social worker and 
other professionals (such as 
managers, contact workers 
and support workers) keep this 
information on our computer 
system. If you live in a residential 
home or secure unit, the home 
or unit will usually keep some 
information in a file. We will 
discuss with you any reports or 
records we prepare on you. 

Your file will contain the 
following information about you.

•  Your name and the names  
of your family members.

•  Your date of birth.

•  Your place of birth.

•  The reasons why you came 
into care.

•  Legal information, such as 
your care order.

•  Every involvement that we 
have in your life (in other 
words, letters, phone calls, 
visits, referrals, meetings with 
other professionals).

•  Any contact that you have with 
your family, such as letters, 
visits or contact arrangements.

•  Information about your health.

The law decides how 
organisations are meant to look 
after personal information that 
they hold about people. This law 
is called the Data Protection Act 
1998 and it states that we have 
to keep your files for 75 years 
after your 18th birthday and then 
it is destroyed.

If you have been in care for 
some time, your social worker 
and your foster carer will 
encourage you to put together 
your own life storybook in which 
you can put information, photos, 
drawings and other memories 
about:

•  where you have lived so far;

•  who your family members and 
relatives are;



•  what your favourite places are; 
and

•  much more.

Why do you keep a 
file on me? 
There are a few reasons why 
we have to keep a file about 
you. 

Information for you
In the future you may want to 
know what happened while you 
were in care. Your file will help 
you understand the reasons 
why you came into care.  There 
might also be information in your 
file about parts of your life that 
you do not remember.

Evidence for court
Your file is very important if your 
social worker has to go to court 
to get a decision on your care.  
The file includes the details 
of what we have done for you 
and when.  The judge and the 
solicitors will need to see that 
information to decide what is 
best for you.

The quality of our work
By keeping a file it helps us to 
give you a good service.  We 
can look back through your 
file and monitor the quality 

and type of work that we have 
done for you. It also means that 
if anybody new in Children’s 
Services becomes involved in 
your care, they can read your file 
and they don’t have to ask you 
difficult questions or the same 
questions over and over again.

Can I see my file?
You have a legal right to see 
what we record about you. 
In some circumstances you 
may not be able to see some 
information written by other 
people, for example a report 
which says ‘confidential’ on it. 
You will also not be able to see 
information about other people, 
for example about your brothers 
and sisters. We have to take out 
all information about other people 
that is in your file. This is called 
‘data protection’. Everybody has 
the right for information and 
records about them to be kept 
safely. (For more information, look 
at the ‘Data protection’ section on 
page five.)

If you want to see information 
about other people, you have 
to get the written permission of 
those people.

You can still see your file even if 
you are younger than 18 years 



old. But we might decide to not 
tell you certain information in the 
following two situations.

•  If we feel that you are not able 
to understand the information 
in your file.

•  If we feel that reading your file 
might have a serious effect 
on your health and you might 
struggle afterwards.

Sometimes there may be  
upsetting information in your 
file. So, to prepare you, we can 
provide you with counselling 
support.  You can speak to 
a counsellor before and after 
reading your file (if you want to).  
You or your social worker can 
organise a counsellor through 
the Children’s Rights Officer 
who will help you to book a 
counselling appointment.

When you read your file, you can 
ask the Children’s Rights Officer, 
or any other adult, to support 
you. You can also contact the 
Children’s Rights Officer on 020 
8227 5051.

If we cannot let you see 
information on your file and 
you want to appeal against our 
decision, you should write to the: 

Divisional Director of 
Children’s Services
Barking Town Hall
1 Town Square
Barking, Essex
IG11 7LU.
You should write to the 
Divisional Director within 28 
days of our decision and you 
should also give the reasons 
why you want to appeal.

How can I ask for 
my file and how long 

does it take until I 
see it?

If you want to 
see your file and 
records that we 
keep about you, 
please speak to 

your social worker. 
You have to send us 

your request in writing. 



We will then reply to you within 
10 working days to tell you that 
we have received your request. 
(Working days are only the days 
that the office will be open, 
usually Monday to Friday.) We 
will then have 40 calendar days 
(that means every day in the 
week, Monday to Sunday) to 
prepare your file and copy it.

We will send you a copy of your 
records, not the original file.

Other people
Your records are confidential. 
Nobody should be allowed to 
look at them apart from your 
carer, parent, social worker or 
managers within Children’s 
Services who are involved with 
your care. There would have 
to be special reasons to allow 
anyone else to see your records. 
This means that we will only 
pass information to people who 
need to know about your care. 
This may be professionals from 
other agencies such as the 
health service.

There are two reasons why other 
people might need to see your 
records.

•  If there is a disagreement in 
court about your care. 

•  If the records need to be used 
as evidence to show we are 
looking after you properly.

By looking at what is happening 
to you, we may be able to help 
other children in the future. By 
looking at the stories of a number 
of children who lived in care, 
we might be able to see what 
works best. From time to time, 
inspectors and reviewing officers 
will need to look at your records 
to make sure we are doing our 
job properly.

Reviewing officers are 
professionals who chair the review 
meetings of children in care. Their 
role is to listen to the child and 
all professionals and to make 
sure that the children receive the 
services they need.

Data protection
We value your right to personal 
privacy. We collect information 
about you to give you and other 
people better services. We may 
use some of the information we 
collect to help us provide you 
with improved services.  
We always aim to keep to the 
principles of the Data Protection 
Act, which make sure that we:

• collect information fairly and 



accurately;

•  only collect information we 
need; 

•  keep all information secure; 
and

•  use up-to-date information and 
do not hold it any longer than 
we need to. 

  

Freedom of 
information
We at the London Borough of 
Barking and Dagenham are 
a public authority and have 
to keep to the Freedom of 

Information Act 2000, which 
came into force on 1 January 
2005.

This means the general public 
have a right to see certain 
information to understand better 
how we work. (For example, this 
could be information on how we 
make decisions, our policies and 
plans and so on.)

If you want to see particular 
documents we produce, or you 
would like to know more, please 
ask your social worker.

Nobody can use the Freedom of 
Information Act 2000  
to get personal information 

about themselves or others.  
This comes under the Data 
Protection Act (as described 

on the previous page) and is 
protected.
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