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SAFEGUARDING FILE

Managing the file:

Please ensure that this file is kept in a secure location.
Please ensure that the contents of the file are accurate and up to date.
Please ensure that documents are completed in black ink.

Please ensure that all notes, entries and annotations to the file have the printed signature,
signature, role and date (dd/mm/yyyy) of the person making the entry.

Please ensure that any reports or legal documents are filed together, in chronological
order, present to last.

Please ensure that conference notes and collective/related reports are filed together.

Please refer to the Cheshire East Multi Agency Threshold of Need Guidance
https://www.cescp.org.uk/pdf/thresholds-document.pdf

Contents of the file:

The contents and order of this file should be as follows:

Cover Sheet — completed in full with child’s name, date of birth, siblings, plan, multi-
agency contact details.

Daily Events Log —for daily recording of running events for example activities such as
telephone calls, meetings attended etc.

Chronology — to record significant events

Record of Concern Forms / Existing Injury Forms — completed in full, in black ink, in
chronological order (dd/mm/yyyy) present to last.

Report for Meeting — to complete if requested to attend a Strategy Meeting, Child in Need
Meeting, Child Protection Core Group, CSE, EH/FH

CIN / CP Plan(s) / Conference Notes and Collective Reports — see above for filing details.
Any other information — signed and dated by entrant.

Transfer of Safeguarding Records form — completed when a child moves to school or
another setting and there are safeguarding concerns and records to transfer
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