[bookmark: _GoBack]AIS adult safeguarding checklist – allocated cases – via Croydon adult support (CAS) team 

	Action 
	By who
	Guidance 

	· Receive, screen and copy / record referral info
· Create contact form
· Complete contact information
	
CAS team
	
  

	· Create s/g assessment form
· Complete start dates on front page of s/g assessment form
· Copy referral information to s/g assessment form, save & close
	
CAS team
	
  

	· Create safeguarding concern case note
· Workflow safeguarding concern case note to CDT triage 
· No further action for contact centre 
	
CAS team
	
  

	· Screen safeguarding referral information
· Determine that case is allocated to worker in community team
· Workflow concern case note to allocated worker and team Sa worker
	CAS team Social Worker
	
  

	· Receive and screen information on s/g assessment form
· Consider appropriateness of safeguarding concern
· Record initial SAM discussion. Consider consultation panel below
	Allocated  worker/
SAM
	
  

	· Is panel discussion required for decision to raise safeguarding concern?
· Create / complete Safeguarding panel request case note
· Send email request to adultsafeguardingpanel@croydon.gov.uk 
	Allocated  worker/
SAM
	
  

	· If agreed that safeguarding concern is inappropriate – 
· Complete minimum requirements of s/g assessment form
· Inform referrer of reasons 
	Allocated  worker/
SAM
	
  

	· If agreed that safeguarding concern is appropriate – 
· Add safeguarding involvement for self while completing safeguarding triage
· Add triage SAM involvement while acting as SAM for safeguarding triage 
	Allocated  worker /
SAM
	
  

	· Record initial SAM on safeguarding assessment form (notes box)
· Complete safeguarding assessment form
· Record final SAM on safeguarding assessment form (authorisation box)
	Allocated worker / SAM
	
  

	· Is panel discussion required for decision to conduct S42 enquiry?
· Create / complete Safeguarding panel request case note
Send email request to adultsafeguardingpanel@croydon.gov.uk
	Allocated  worker
	
  

	· Create safeguarding enquiry needed case note (RAG) if enquiry agreed
· Workflow s/g enquiry needed case note to S42 enquiry team (2165370)
· Workflow s/g enquiry needed case note to business support (2210883)
	
SAM
	
  

	· Close safeguarding involvement for self when safeguarding triage ends
· Close triage SAM involvement when acting as SAM for safeguarding triage has ended 
· Continue case management
	Allocated  worker /
SAM
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contact form s-g concern
Create a contact

27/05/2016 10:05 Day Centre ] |
e e e Sateguarting [ 0 Pick contacts from side bar menu — then click on add
Abuse surgery Concem contact

Back A Continue | Save ! Cancel

About the subject of the contact

Who is the subject of the contact? Unspecified Malcolm Muggles “« . . . .
What is their normal home address? 15 Benham Close, Coulsdon, Surrey. GRS 1B Add contact” will default to this screen with Case Note
Is there a current open referral for this person? Yes checked, change to Contact Record to expand the form

Do you wanti fo create a Contact Record or a Case Noie?

ase Note (" Contact Recard

Back ' Continue Save ! Cancel ! Actions

Contact form
About the subject of the contact
Who is the subject of the contact? Unspecified Malcolm Muggles
What is their normal home address? Unmatched Address - See Notes
Is there a current open referral for this person? Yes
Do you want to create a Contact Record or a Case Note? ) Case Note ® Contact Record
About the person making the Contact
Contact Date* Time .

25052017 | & | - | Record the details of the person who has
What relationship is the person/agency making the contact l Family/Friend/Informal care_lr v . . . .
10 the contact subjoct? y h raised the s/g concern and their relationship
Who is making the contact? to the person at risk (drop down). If

E—— — allocated worker completes this form on

or Name (free text) behalf of someone else — that relationship

should be chosen. If concerns are the
allocated worker’s only, choose relevant
relationship — Internal to Croydon / MDT

Does this person work for an agency?

FindOrg. | | Clear\_

Address

Telephone

Does this person wish their identity to remain confidential? () voe @ no If the referrer is on the system, use the find
person button or add details in the free text box

Reasons and Issues

Why is the contact being made? Suspected Abuse 3

Details ‘

Always choose suspected abuse for safeguarding concerns. Details of the concern l
are recorded here

Displaying 1...1 of 1 records

— = D voes

{_ Addlissue | [gnore this section — issues not recorded
Location [Please select v|
What was the source of the contact?* Al other contact sources v \ Choose the relevant source but for
Is a responsible adult aware of this contact? ® ves O No contacts raised by the allocated
Is the subject aware of this contact? ® ves O No worker, the choice will always be “All
Who took the contact?* s Una Kroll other contact sources”.
Find Worker | | Clear
Which team took the contact?* Professional Standards Team
Find Team | | Clear
‘Wheo is the Responsible CSSR?
|l endors. | ( cear |  CSSR = Council with social services responsibility
Additional Commentary
"]
‘What was the outcome of the contact? Safeguarding Concern v|
Outcome Date T Should be the same date as the contact date above

Details of the outcome
If relevant, note that allocated worker to workflow to self to complete

safeguarding assessment (triage). Record details of planned further action.
B Press save and continue

Back * Continue * Save iy Cancel X Actions







image2.emf
s-g assessment  form (triage)


s-g assessment form (triage)
AIS quick reference — safequarding assessment form v3 (triage)

Create a safeguarding assessment form

el BNNE Uddru, JENNY -dienne SUpPpoI urren
Telecars Ms Telecars review and

Assessment Serv plan -

V3 scheduled

Client 06/04:2017 Ly, Dawvid Mr Performance Contact- M Assessment
Assessment Information  Equipment - Current
and Care and 06/04/2017

Support Plan
vZ2

Choose add assessment — will produce form /v[ Add Assess. ] | View Current |
shown below

Assessment Details (=]

Assessment Type* Please select
Adults Contact Assessment V2
Best Interest Assessment

Garers A and Support Plan v2

Garers Re-assessment Review and Support Plan v2
Client Assessment and Gare and Support Plan v2
Client Reassessment Review and Support Plan v2
Croyden Careline Telecare Assessment V3
Discharge to assess - Intergrated initial assessment
DOLS Assessment

DoLS Process Monitoring

End Reablement Episode Assessment

Human Rights Assessment

1455 - Contact Assessment (No Recourse o Public Funds) H H
LI - Asssasmert and goal eting plan Choose safeguarding assessment v2 — will

Mental Capaciy Asszssment — open form as below
Mental Health sareguardlng Assim/

V'sual.iDual Sensury Loss Specialist Azzessment
‘Welfare Benefits A

06

Back | Continve |  Save /| Cancel [ Workflow

Assessment details

Assessment Details Choose v2 of the s/g form.

Assessment Type* l5a[eg|_|anji|-|g Assessment v2 v' / Resulting from must always
Resuiing From lCuntact—Suspected Abuse 171072017 | be a contact or referral, never

505 15 5 a previous assessment

yes ® g
Who is the subject of this assessment? Test Person Do Not Update Malcolm Muggles(Test Person Do Mot Update) Target start date should be
{_Find Person same date as the contact;
5 target end date defaults to +4
Torassienibae m We%ks. Ensure that the actual
Actual Start Date h&mmma [ Actual End Date l:l B start date is recorded
End Reason | Please select w | Delay Reason | Please select v |
Status® [Assessment Current /| < Pick assessment current
el s drop-down
[ FindWorker | | ciear ) [__Add Seif |\

Team Responsible Add self, to add or change name. Team name
( FindTeam | (  Clear | will default

Assessment to copy from
| Find Assessment | (  Clear ]

Do you wish to complete this N-o - -

assessment?

Date Given to Client I:I 5] Date Given to Carer I:I ez





Needs

3 Records Go to page Go Display rows per page 10 | 50
. 5 Mo. Linked . 2
Client - Maintaining a 16/06/2015 Adults - Low Eligible need - to be
habitable home environment met
O Adult - Staying Safe Making sure client 2510212015 0 O
stays safe - BWH 25
Feb 21:44
|:| Adult - Practical Living must live practically 10M10/2014 FACS-(Substantial) FACS-Eligible need - 1 |:|
Ability to manage 1o be met
personal and other
daily routines
| Add Need |

Needs default — no need to
change details

Involvements

71 Records Go to page 1 Display rows perpage 5 | 10 |

Auguste-daaku. Jenny Ms - Reviewing Team 16/04/2017
Croydon Careline Telecare Serv
Croydon Careline Telecare Serv Reviewing Team 15/0472017 O
Involvements default — no
need to change details
Outcomes (=]
0 Records
{_ Add Outcome |

Add outcome at end of assessment, see below for details,
NB outcome must always be prefixed “Safeguarding....”

{ Back { Contrue |  Save i] Cancel {  Workflow

Press save and move to assessment questionnaire

Assessment questionnaire

ap | Logged in as Ms Una Krall (UNA_KROLL) Navigation
| Unspecified Malc Muggles (2021758) ;' Unmatched Address - See Notes  , 020-8876 8876 "% 20/04/1946 - 71 yrs 0 mths Assessment Details ~

Needs

. Involvements
Assessment Details

. Qutcomes
Assessment Type* Safeguarding Assessment
Resulting From [Contaci-Suspected Abuse-29/03/2017 v E Overview
Is this assessment a reassessment? O ves ® No E 3 D ——
eason for Safeguarding
Who is the subject of this assessment? Unspecified Malc Muggles concern {0/1)
{_Find Person | | Clear ] [} Piease Answer an
Status™ [Assessment current Questions (0/0)
Target Siart Date* 201032017 _] Target End Date® 25‘;0412017 _] E Centralised Duty Notes (0/1)
Actual Start Date 031042017 _] Actual End Date |:| _] E Adult at risk (0/1)
End Reason [PIease select | Delay Reason |Please select ~ [; Consent (o72)
Person Responsible Ms Una Kroll
1 Adult at Risk Threshold (0/4)

FindPerson | |  Ciear | Add Self [ (o)

Team Responsible Professional Standards Team Access assessment E Incident (0/2)
Find Team | | Clear ) . . A
guestionnaire via right hand [Eijeersonialieqenjiohare
Select assessment to copy answers from EEELEI (L)
w {_Assessment | (_ Clear side yellow navigation tab :
Do you wish to complete this No E Crime (0/2)
assessment?
E Serious Incident (0/1)

Date Given to Client ’—| [T5] Date Given to Carer ’—‘ &)

A

History (0/2)





Reason for Safeguarding concern - “MANDATORY FOR EVERY ASSESSMENT™

Total Questions 1 Questions Answered 0
A Ms Una Krol

( FindPerson )(  Clear [ AddSelt |

What is the for this safeguarding n?
Please make it clear if thiz iz alleged abuse to an informal carer

Give full details of concern. If the safeguarding concern has been made to the CAS team, they will have created a contact and given
the reason for the concern on the contact form; add the details or give a summary here.

=]

NB — from this point onwards and throughout the questionnaire, please ensure that all
drop-down fields are completed, with explanatory notes added in the free text boxes.

Please Answer All Questions
For completion by the triage officer

Total Questions 0 Questions Answered 0
A Ms Una Krol

{ FindPerson |(  Clear || AddSelt |
N AN A\ )

Information gathering notes

Total Questions 1 Questions Answered o
A Mz Una Kroll

{ FindPerson ){  Clear [ AddSeit |
. Ay yl\ y

Please record any relevant additional information relating to the case. Include your name, the date and time against all notes.
Information should be factual and include an initial SAM to agree the terms of reference for the triage. Use the safeguarding risk
assessment tool to indicate risk levels and initial protection plan. Include details such as:

One or more answers may be selected.

[ wha is involved and affected?

[l whe was contacted including contact detais?

[l Any views of the person at risk or others?

|:| Are there concerns about capacity?

D Details of any advocate involved or need for advocacy

[ there an out of borough funding authority?

[ Have you updated the funding ity about prog and

Give details of all work to be undertaken (SAM discussion) and information gathered for this assessment. Staff should
use this as a log, recording any dates and conversations had which do not sit elsewhere in the assessment. Use the
checklist to indicate that you have covered all areas listed. Avoid copying numerous lengthy emails here.

=]

Consent
Total Questions 2 Questions Answered 0
Assessor Ms Una Kroll

| Find Person | Clear [ Add Selt |

Is the adult at risk aware of this safeguarding concern being made?

Please select w

Do they consent to the enquiry?

Please select »

Record here what work has been completed to achieve consent. Consent should always be sought and the worker
should record the reasons why the adult at risk has not been made aware and / or been asked to give consent.

& [ 40000 |






Adult at risk

Total Questions 1 Questions Answered 0
Agsessor Ms Una Kroll

{ Find Person || Clear ' Add Seit |

Is the adult at risk currently safe?

Please select v

Select yes, no or unknown and give details here of how the person at risk has made themselves safe or had support to
do so.

& 40000
Risks
Total Questions 2 Questions Answered o

A Ms Una Krell

( FindPerson )( Clear  )( AddSet )

Using the saf ding risk t tool, note rel t inf tion about risk including level, severity and frequency of risk.

4

Note whether this question is answered from direct contact with the person at risk or from the information given in the referral. Ensure
that the person’s views about risk are ascertained as far as possible.

=]

How does the adult at risk perceive the risks regarding this alleged incident and what impact has the alleged incident had on the adult at
risk?

Note as above

=
History
Telul Cusslins 2 Cusslions Arewered 0
Attt ME Lina Kol
. Fird Parson || Claar | Add Bell

How f | v baad made in relation to the Adult at Rlek?
nm'!ﬂf'.nﬂ!.mf«:m%ﬂ“““”' e mads in ra

Note dates and outcomes if known

In thie ncident an lsclated Incioant or part of 8 patteon / irend In respect of ihe Adut at Riak





Incident

Total Questons 2 QuestoRs Answ ered

Assessor M5 Una Krall
| Fing Person || Clear || AddSefft |

[:]

Category of abuse

Piesse ik aithat appy and expiain how B Informaion w 25 gEMenedin e fext box beow
On2 ormore answars maybe salactad.
(s enmnatry

Ooomessc

[rorced Marrage

Crcm

[ Fnanciat t viateril

CImodemn severy

[Imeqect ) acts of Omisson
[utedication emor

sessngrerson

[ 76 sue by

Ounsate dectarge
Oorganeatonal

Cery sicat

sy cnoiogical ! Emotonal

[ sexmatamusze
Osexmierspotain

(ser-seqeet

The type or category of abuse indicated in the safeguarding
concern / referral should be recorded here. This information is
collected for statutory returns to the Department of health and at
least one of these must be picked.

This information is also used for assessing care homes and
domiciliary care and is also used by the Business Support Officer
when adding an SA Incident — please do not leave this blank.

Record full details of the type of alleged abuse or neglect

Where and when did the alleged abuse take place?
Pease gie date and 3ciuEIOCEDA A Me DOX DEDW

On2 or more answers may.’.le seladed.

[ resuenti care home

O rursingare home

swpportd wng

[Jhetersd nousing

ow n nome

[ ceher persors home

O Hosprat

[ vospltat Mertal heatn

[ comeunty neatn services

Dsa\lt:esalhgwlﬂﬂ fhe communlly Jeq lbrary, chunch, efc
[ puie prace

[prison

Choose from these options and record full details of the circumstances of the alleged abuse or neglect.

[





Person alleged to have caused harm

Tolal Duestions 4 Cuesiions Arawened o
SRRSO MS_UI'IHK.TH -

| FindPerson || Clear | Add Soit

Where Ia the person alleged fo have caused harm now?
Fleamn eapiain how this | morrralion waes gatterned inthe et bow Balow

Note the instruction above to explain how information was gathered and add information about risks presented or reduced by the
whereabouts of the alleged harmer

=

Ig the p lleged fo have d harm known to adulf care esrvices, 8 8 sarvics Usar or carery
Floase state ther ful name. AR number and address (F known)

Does the alleged harmer have care and support needs themselves, are they receiving services? Do they need support in carrying out
caring responsibilities? Add an AIS number if known as this is used by the Business Support Officer when adding an SA Incident

A

Are thers any previows sllegations regarding the person aleged to have caused harm to the aduit at risk?
[Frease sdea ]

Note dates of previous allegations made against the harmer and whether these relate to the person at risk in this particular concern

What Ie the retaflonzhip betwesen the person alleged fo have cawsed harm and the adult at riek?

E.g. relative, partner, stranger, another resident, formal carer, etc — this is used by the Business Support Officer when adding an SA
Incident. Note what effect on domestic relationships (if known) the response to the safeguarding concern might have.

=

Crime

Tolal Dueslions 2 Cueslions Arawered o

Aznessor MzUnakml - N

| FindPemson || Clear |0 Add Soff |

Hag 3 crime besn commitad? Always consider whether a crime has been committed at the

garllest stage p955|ble. If in doubt sgek adyl(;e from the ppllce. If it
is clear that a crime has been committed, liaise closely with the
police, remember that even if the police investigation provides a
lead to the safeguarding enquiry, there may be a need for social

Have police basn INformed | awara? work involvement in support and protection planning

Others at Risk

Tolal Queslions 2 Questons Answ ered a

Assessor Me Una Kroll

| FindPerson || Clear /[ AddSe |

Are there any children or other adults invohwed in this particular incident?
Pezseghve names and 35 much oetall 35 possbie. EXpEN W Rat meas wes hiavy e Dean taken
QN2 or more ansWers may be saledad.

[ et zpprcane

[ adusys)

O camireny

Cross reference any other adults also referred as part of this safeguarding concern. Note any children involved and refer as below

=

Hawe children's =rvices been contacted?

Peaze seecl W






This page gives guidance on risk thresholds for the person at risk. This guidance can be
used to assist in decision making about whether a formal safeguarding enquiry is required
and the complexity of the case. However, each case must be considered on a case by case
basis and professional judgement / negotiation used. See risk assessment guidance tool.

Adult at Risk Threshold
Total Questions 4 Cluestions Answered 1
A Ms Una Kroll

(" Find Person | Clear (" AddSelt |

Refer to Care Act guidance when assessing

The adult has needs for care AND support (whether or not the authority is meeting any of these needs)  Whether the person at risk has needs for
TR care and support — the person doesn’t
-ase selec

Yes actually have to be receiving services

Unknown
Ensure that principles of “Making
Safeguarding Personal” (MSP) are
considered when assessing whether the

Please select v person is at risk of abuse or neglect

The adult is experiencing, or at risk of abuse or neglect

If the person at risk requires support to keep
safe and is able / willing to use that support it
can be said that they are able to protect

themselves against the alleged abuse or

neglect; consider individual circumstances

As a result of those needs is unable to protect themselves against the abuse or neglect or the risk of it

There are three possible threshold outcomes, chosen from the drop down question, “Is a
statutory safeguarding enquiry required:

1. S42 statutory safeguarding enquiry required

Is a statutory safeguarding enquiry required?

Only choose this if all three threshold questions are answered yes. If all three are answered yes, there may still be a reason why a S42 enquiry is not felt to
be needed, if so, the reason must be clearly recorded here. In this case, an outcome of “Safeguarding — not progressing to a safeguarding enquiry” should
be chosen as an outcome on the front page at the completion of the assessment; otherwise choose the outcome “Safeguarding — progress to safeguarding
enquiry (See below).

54

2. S1 non-statutory safeguarding enquiry required

Is a statutory safeguarding enquiry required?

|Well—being duty Section 1 (Non-Statutory Safeguarding Enquiry Required) v|

Choose this if at least one of the threshold questions is answered no (which usually indicates that the concern does not meet threshold for an enquiry) but
the level of risk present requires a safeguarding enquiry and response. The reason for an S1 enquiry must be clearly recorded here. An outcome of
"Safeguarding - progress to safeguarding enquiry" should be chosen as an outcome on the front page at the completion of the assessment. (See below). NB,
S1 enquiries should be treated in the same way as S42 enquiries requiring completion of the SA incident and SA summatry.

5]

3. No safeguarding enquiry required

Is a statutory safeguarding enquiry required?

|Does not meet 5.42 or well-being duty 5.1 (No Safeguarding Enquiry Required) v|

Choose this if more than one of the threshold questions is answered no and the level of risk present is low / green. The reason that the threshold for a
safeguarding enquiry is not met must be clearly recorded here. An outcome of "Safeguarding — not progressing to safeguarding enquiry" should be chosen
as an outcome on the front page at the completion of the assessment. (See below).

5]






Actions -*MANDATORY FOR EVERY ASSESSMENT*

Tolal Guestions 1
Assessor Ms Ura Kroll

'_HndPa'lun T

Cuesfbrs Answ ered

What actions were taken as.a result of this safeguarding concern?

One armaore answers maybe salechad.

Cetrer (gve detais n text box peion )

[ care provider conducting intemal hvestgaton (ghe detals h he kexibox bebw)
[roice conauctng crmniat nvestigaion (gire detais h me et Dok beiow )
[ ather Local Aunoriy to ad enguiry (gi e detall Inthe bext box beiow )
[Jcasetransterts beamy sociw o t=am

[ casetranster o Mesra

Cirapproprate concem rabea

[werormaton and avce

[ erogressing to safequandngenguiry

[ mererrred 1o coG

[ Rereren to care cuaty Commission (CRG

[ rererrea to cnbarers socsl care

[ meremed to conplaints

[ e mren to Contracts and Commssionng

[ merermed to mistrict Murse

[ Rererrea to Famiy Justice Centre

O rererred o Fosptai

[ refamed to Housihg

[ meremed to London Fire Brigece

[ meremed to Foles

[ rererred to Tesswe visomty Murse

[ Refermred to Trading Standards

[ rererred to Cmer (gu e detalls Inthe text box beiow )

s rurmeracton by adutscoicare

Record all actions taken. If “progressing to safeguarding enquiry is
chosen” this should correspond to the outcome noted on the front
page of this assessment when the form is completed. (See below).

If the case is not progressing to an enquiry, use these options and
the notes below to record what other actions have been taken to
support the person in keeping safe.

Authorisation
Total Gluestions 3 Cluestions Answered
Assessor Ms Una Kroll - o )

( FindPerson |{  Clear ([ AddSelf |

Wheo has endorsed your decision?

SAM
Team Manager

Head of Service
Other (please give details below)

—m

This section is to be filled in by the SAM who has endorsed the decision and outcome. The full name of the SAM must be given:

here and record the date of the SAM discussion in the date box

Authorisation should be given as part of a SAM discussion, the details of which should be recorded here. The SAM must give their full name

&l

Have you fed back to the referrer?

es, via email
es, via letter

‘es, via phone

No, not appropriate (please give details below)
N, referrer's contact details not available
Other (please give details below)

issues, the reason for

Contact with the person who has raised this concern should be made in all circumstances; if it is
considered inappropriate to share detailed information with the referrer due to data protection

this must be recorded here.

54

When all pages of the assessment questio
continue which will take you back to the fr
below)

nnaire have been completed, press save and
ont page which needs to be completed (see





NB If the referral / concern is processed by the contact centre but felt to be inappropriate
by the relevant receiving team or allocated worker, this must be discussed in a SAM
discussion. On agreement of the SAM, the safeguarding assessment form can be closed
with an outcome of “Safeguarding — inappropriate referral” see below.

In this case, the questionnaire does not need to be completed in full but all sections
marked *MANDATORY FOR EVERY ASSESSMENT** must be completed and the reason for
considering that the referral is inappropriate must be recorded in the authorisation box by
the SAM.

Complete the front page of the assessment form

Assessment Details

Assessment Type* |5aleguarding Assessment v2 il
Resulting From [ Contact-Suspected Abuse-17/10/2017 v
Is this assessment a reassessment? O ves ® no

Who is the subject of this assessment? Test Person Do Not Update Malcolm Muggles(Test Person Do Mot Update) Insert actual end date and give delay reason if actual end

|_ Find Person ) date is later than target end date
TS 2 Terget End Dater v |
06/04/2018 &= 040512018 Record end reason from the drop-down list — assessment
Actual Start Date o6i0azmis | 8] Actual End Date : a completed
End Reason Please select N ay Reason | Please select v |
Status® 'Assessment Current ol l
Person Responsible \ Change status “assessment current” to “assessment
" Find Worker | | Clear ) Add Self | completed”
Team Responsible
Find Team | | Clear
Assessment to copy from
| Find Assessment | | Clear
Do you wish to complete this No

assessment?

Date Given to Client I:I 5| Date Given to Carer I:I ]

Outcomes

0 Records Go to page 6o | Display rows per page 5 | 10 | 50 | 100

Add Outcome Go to outcomes at the bottom of the page and press “Add Outcome”

Outcomes

0 Records Go to page 6o | Display rows perpage 5 | 10 | 50 | 100

Add Qutcome )

Maintain Outcome
Outcome™ Safeguarding - Progress to Safeguarding Enquiry vl

Notes Choose the correct outcome from the drop down — only choose outcomes pre-fixed with “safeguarding”
If the safeguarding assessment form has been created on a contact raised on a current identical
concern, the outcome can be marked as “safeguarding — action on an open case”. Include contact date
of the other contact and who that contact / safeguarding assessment was allocated to.

=]

OK ] Cancel

The form is finished by pressing OK and then save / continue. If a safeguarding enquiry is
indicated, the SAM should workflow this to the S42 enquiry team using the correct case
note — “Safeguarding enquiry needed — red” (or Amber / Green as appropriate), using
Worker, Safeguarding — AlS id number 2165370. The same case note should be used by the
SAM, to workflow to the business support worker (AIS id number 2210883), who will create
the SA incident form. See also separate guidance, AIS quick reference — safeguarding
enquiry needed case note.
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s-g concern case note allocated
Workflow the contact — allocated case referred through Croydon adult support (CAS) team

Create safeguarding concern case note (CAS team)

Maintain Case Note/Visit

N Type
Choose case note type from drop _ _
down list Back /. Continue

Case note type

MNote/\Visit Type* Men-Residential form left with Client/Rep - Please chase up

RAS - Weeldy Indicative Personal Budget Figure ~

Request for Commissioned Services - Special Sheltered

Request for Special or Extra Care A

Request Re-Start of Cumn‘lssluned Services - Special Shelttered

Res fial Financial & -C Required

Resndemlal Fin anclal Assessment form left with Client/Rep - Please chase up
fssessment Partially Completed - More Information Required

Continue (

ot Save )  Cancel Workflow

-
Safe-g uardlng Enquiry Closure Authorised
Safeguarding Enquiry Clesure Rejected
Safeguarding Enquiry Clesure Requested
Safeguarding Enquiry Needed - Amber
Safeguarding Enquiry Needed - Green
[ Safeguarding Enquiry Needed - Red

[~ Choose safeguarding
concern and save

g Enquiry Risk A
Safeguarding Enquiry SAM
Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Outcomes
Safeguarding Enquiry Views and Desired Quicomes V2
Safeguarding Protection Plan
Safeguarding Team - Allocation Needed
Start Safeguardlng Enq ulry

Enter details and create workflow

Maintain Caze Note/Visit
Note/\Visit Type*

[safeguarding concern

v
Note Date* |
e -
Headline |baieguan:ling concem £
Notes

ietails of concern
fcontact created - by who and date

Give details of the safeguarding concern here and
confirm that you have completed the contact form

=

Is this note/visit a significant event? .:::. Yes @. Mo

Outcome is not required
- — q

Outcome l Please select

Input By Ms UnaKrol on 28112017

Warker on whose behalf the notefvisit has been input Ms Una Kroll Press the save button tO aCtiVate the
{_ Find Worker | Clear

Copy note to family members?

Oves ®ng

workflow button, press workflow button
to create and send the workflow

Back

Continue Save Cancel ( Workflow )

Workflow the case note to safeguarding triage fictitious worker

0 Records

Add Action

Click on add action to access workflow
— see below

Perzon Rezponzible 4 | Organization Rezponsible * ?::;pleted * m

Back Continue Save Cancel






Find CAS team safeguarding triage worker

Action status* Choose Add Person, this will show the search
Action* [ g Concern ¥l page. Find by name — worker, safeguarding
frcton by date i triage or by ID number 2221190

Date completed |:| 3 /

Notes see contact dated - give date of contact form

% /

Persons/Organisations jointly responsible for action
1 Record

Person Responsible &
Worker, Safeguarding Triage

Organisation Responsible
Safeguarding Adults

Add Inv. | ‘Add Parmn’ { Add Org.

Maintain Action

Back ( Continue X Save ) Cancel

Press save and continue to workflow to CDT

Workflow the case note to the allocated worker (CDT)

If it is identified that the case in question is already allocated to someone in the community
teams, use the same case note created by the CAS team to forward the concern on.

Action status*

open v Choose Add Person, this will show the search
Action® [(0) Safeguarding Concern v] Page. Find the allocated worker by name / ID and
Action by date = also workflow to the team safeguarding worker
Date completed | prefixed worker, Sa Enquiry or ID (see below)

Notes see contact dated - give date of contact form

I e

Persons/Organisations jointly rezponsible for action
3 Records

Perzon Responsible 4 | Organization Responsible

Worker, Safeguarding Triage

Safeguarding Adulis

Worker, Sa Enquiry Ld Complex Joint Community L. O Team

Kroll, Una Ms Professional Standards Tearg

Add Inv. | ‘ Add Person ' | Add Org.

Maintain Action

Back ( Contnue Y save ) cancel

Press save and continue to workflow to CDT

NB — always check that the allocated worker is in the office and available, if not agree who

in the team will pick up the safeguarding triage on behalf of the allocated worker and agree
workflow.






Workflow the contact — allocated case, concern raised by allocated worker

Create safeguarding concern case note (allocated worker)

Maintain Case Note/Visit

NoteMVisit Type® Men-Residential form left with Client/Rep - Please chase up
RAS - Weekly Indicative Personal Budget Figure ~
Request for Commissioned Services - Special Sheltered Y y .
Request for Special or Extra Care A dati Continue ( Save ) Cancel Workflow
Request Re-Start of Commissioned Services - Special Sheltered

Residential Financial A Completed - C fion Required

Residential Financial Assessment form left with Cient/Rep - Please chase up
Basideni padcialdssessment Partially Completed - More Informatien Required

Safeguarding Enquiry Clesure Authorised
Safeguarding Enquiry Closure Rejected \
Safeguarding Enquiry Closure Requested 1

Safeguarding Enquiry Needed - Amber Ch 00 S e S afeg u ard | n g
Safeguarding Enquiry Needed - Green

[Safeguarding Enquiry Needed - Red concern and save
N .

Enquiry Risk A
Safeguarding Enquiry SAM
Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Ouicomes
Safeguarding Enquiry Views and Desired Ouicomes V2
Safeguarding Protection Plan
Safeguarding Team - Allecation Needed
Start Safeguarding Enguiry

Enter details and create workflow

Maintain Case Note/Visit
Note/Visit Type*

|Safeguarding Concern v|

Note Date* H
S |

Headiine

|baieguarding CONCEN ES
Notes

details of concern

icontact created - by who and date Give details of the safeguarding concern here and
confirm that you have completed the contact form

=]
Is this notetvisi a significant event? O ves ® 1o Outcome is not required
Ouicome I Please select Vl/
Input By Ms Una Krel on  28/11/2017
‘Worker on whose behalf the note/visit has been input Ms Una Kroll Press the save button tO aCtiVate the
{_Find Worker | {  Clear workflow button, press workflow button
Copy note to famiy members? O ves®no to create and send the workflow

Back 1 continve C  save ) cancet I Workflow )

Workflow the case note to self (allocated worker)

0 Records

Perzon Rezponzible 4 | Organization Rezponsible * ?:st;pleted * m

(_Add Action ) - i
prkirkeior Click on add action to access workflow

Back  { Contnue [  Save |  Cancel

Choose self from person search function
Choose Add Person, this will show the search

Action status* Open v page. Find self by name / ID to workflow to self.
Action* [ W) Sateguarding Goncern v| NB contacts are monitored via workflows to
Action by date ] ensure action is taken in response to s/g
Date completed [ 1@ concerns — this is why you must workflow to self
Notes see contact dated - give date of contact here /

(4]

Persons/Organizations jointly rezsponsible for action
1 Record
Person Responsible -

Kroll, Una Ms

Corddine==) (ChddPersan~)  TEAdd Oro—) Press save and continue to workflow self

Maintain Action

Back  ( Continue Save | cance







s-g concern case note allocated
Workflow the contact — allocated case referred through Croydon adult support (CAS) team

Create safeguarding concern case note (CAS team)

Maintain Case Note/Visit

N Type
Choose case note type from drop _ _
down list Back /. Continue

Case note type

MNote/\Visit Type* Men-Residential form left with Client/Rep - Please chase up

RAS - Weeldy Indicative Personal Budget Figure ~

Request for Commissioned Services - Special Sheltered

Request for Special or Extra Care A

Request Re-Start of Cumn‘lssluned Services - Special Shelttered

Res fial Financial & -C Required

Resndemlal Fin anclal Assessment form left with Client/Rep - Please chase up
fssessment Partially Completed - More Information Required

Continue (

ot Save )  Cancel Workflow

-
Safe-g uardlng Enquiry Closure Authorised
Safeguarding Enquiry Clesure Rejected
Safeguarding Enquiry Clesure Requested
Safeguarding Enquiry Needed - Amber
Safeguarding Enquiry Needed - Green
[ Safeguarding Enquiry Needed - Red

[~ Choose safeguarding
concern and save

g Enquiry Risk A
Safeguarding Enquiry SAM
Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Outcomes
Safeguarding Enquiry Views and Desired Quicomes V2
Safeguarding Protection Plan
Safeguarding Team - Allocation Needed
Start Safeguardlng Enq ulry

Enter details and create workflow

Maintain Caze Note/Visit
Note/\Visit Type*

[safeguarding concern

v
Note Date* |
e -
Headline |baieguan:ling concem £
Notes

ietails of concern
fcontact created - by who and date

Give details of the safeguarding concern here and
confirm that you have completed the contact form

=

Is this note/visit a significant event? .:::. Yes @. Mo

Outcome is not required
- — q

Outcome l Please select

Input By Ms UnaKrol on 28112017

Warker on whose behalf the notefvisit has been input Ms Una Kroll Press the save button tO aCtiVate the
{_ Find Worker | Clear

Copy note to family members?

Oves ®ng

workflow button, press workflow button
to create and send the workflow

Back

Continue Save Cancel ( Workflow )

Workflow the case note to safeguarding triage fictitious worker

0 Records

Add Action

Click on add action to access workflow
— see below

Perzon Rezponzible 4 | Organization Rezponsible * ?::;pleted * m

Back Continue Save Cancel






Find CAS team safeguarding triage worker

Action status* Choose Add Person, this will show the search
Action* [ g Concern ¥l page. Find by name — worker, safeguarding
frcton by date i triage or by ID number 2221190

Date completed |:| 3 /

Notes see contact dated - give date of contact form

% /

Persons/Organisations jointly responsible for action
1 Record

Person Responsible &
Worker, Safeguarding Triage

Organisation Responsible
Safeguarding Adults

Add Inv. | ‘Add Parmn’ { Add Org.

Maintain Action

Back ( Continue X Save ) Cancel

Press save and continue to workflow to CDT

Workflow the case note to the allocated worker (CDT)

If it is identified that the case in question is already allocated to someone in the community
teams, use the same case note created by the CAS team to forward the concern on.

Action status*

open v Choose Add Person, this will show the search
Action® [(0) Safeguarding Concern v] Page. Find the allocated worker by name / ID and
Action by date = also workflow to the team safeguarding worker
Date completed | prefixed worker, Sa Enquiry or ID (see below)

Notes see contact dated - give date of contact form

I e

Persons/Organisations jointly rezponsible for action
3 Records

Perzon Responsible 4 | Organization Responsible

Worker, Safeguarding Triage

Safeguarding Adulis

Worker, Sa Enquiry Ld Complex Joint Community L. O Team

Kroll, Una Ms Professional Standards Tearg

Add Inv. | ‘ Add Person ' | Add Org.

Maintain Action

Back ( Contnue Y save ) cancel

Press save and continue to workflow to CDT

NB — always check that the allocated worker is in the office and available, if not agree who

in the team will pick up the safeguarding triage on behalf of the allocated worker and agree
workflow.






Workflow the contact — allocated case, concern raised by allocated worker

Create safeguarding concern case note (allocated worker)

Maintain Case Note/Visit

NoteMVisit Type® Men-Residential form left with Client/Rep - Please chase up
RAS - Weekly Indicative Personal Budget Figure ~
Request for Commissioned Services - Special Sheltered Y y .
Request for Special or Extra Care A dati Continue ( Save ) Cancel Workflow
Request Re-Start of Commissioned Services - Special Sheltered

Residential Financial A Completed - C fion Required

Residential Financial Assessment form left with Cient/Rep - Please chase up
Basideni padcialdssessment Partially Completed - More Informatien Required

Safeguarding Enquiry Clesure Authorised
Safeguarding Enquiry Closure Rejected \
Safeguarding Enquiry Closure Requested 1

Safeguarding Enquiry Needed - Amber Ch 00 S e S afeg u ard | n g
Safeguarding Enquiry Needed - Green

[Safeguarding Enquiry Needed - Red concern and save
N .

Enquiry Risk A
Safeguarding Enquiry SAM
Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Ouicomes
Safeguarding Enquiry Views and Desired Ouicomes V2
Safeguarding Protection Plan
Safeguarding Team - Allecation Needed
Start Safeguarding Enguiry

Enter details and create workflow

Maintain Case Note/Visit
Note/Visit Type*

|Safeguarding Concern v|

Note Date* H
S |

Headiine

|baieguarding CONCEN ES
Notes

details of concern

icontact created - by who and date Give details of the safeguarding concern here and
confirm that you have completed the contact form

=]
Is this notetvisi a significant event? O ves ® 1o Outcome is not required
Ouicome I Please select Vl/
Input By Ms Una Krel on  28/11/2017
‘Worker on whose behalf the note/visit has been input Ms Una Kroll Press the save button tO aCtiVate the
{_Find Worker | {  Clear workflow button, press workflow button
Copy note to famiy members? O ves®no to create and send the workflow

Back 1 continve C  save ) cancet I Workflow )

Workflow the case note to self (allocated worker)

0 Records

Perzon Rezponzible 4 | Organization Rezponsible * ?:st;pleted * m

(_Add Action ) - i
prkirkeior Click on add action to access workflow

Back  { Contnue [  Save |  Cancel

Choose self from person search function
Choose Add Person, this will show the search

Action status* Open v page. Find self by name / ID to workflow to self.
Action* [ W) Sateguarding Goncern v| NB contacts are monitored via workflows to
Action by date ] ensure action is taken in response to s/g
Date completed [ 1@ concerns — this is why you must workflow to self
Notes see contact dated - give date of contact here /

(4]

Persons/Organizations jointly rezsponsible for action
1 Record
Person Responsible -

Kroll, Una Ms

Corddine==) (ChddPersan~)  TEAdd Oro—) Press save and continue to workflow self

Maintain Action

Back  ( Continue Save | cance







image4.emf
triage SAM case  note


triage SAM case note
Safequarding triage SAM

Create safeguarding triage SAM case note

Maintain Case Note/Visit

Note/Visit Type*

Choose case note type from drop

down list

Case note type

Maintain Caze Note/Visit
Note/Visit Type*™

Note Date*
Received Time
Headiline

Notes

Is this note/visit a significant event?

T .

Back 1 Continue !

Safeguarding Enquiry Needed - Amber
Safeguarding Enquiry Needed - Green
Safeguarding Enquiry Needed - Red

ing Enquiry Risk A
Safeguarding Enguiry SAM
Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Outcomes
Safeguarding Enquiry Views and Desired Ouicomes W2
Safeguarding feedback to referrar
Safeguarding Protection Plan

A oatequaramyg e
4 . )
=]
Oves ®no
| Please select ~

Outcome B H
| Choose Safeguarding triage SAM and
Input By Ms Una Kroll on  12/02/2015
‘Worker on whose behalf the note/visit has been input Ms Una Kroll save
| Find Worker | | Clear |
Copy note to family members? .(::. Yes ’.j No
{ Back 1 Continue ( Save ) Cancel 1 Workflow

Enter details
Maintain Case Note/Visit
Note/Visit Type* [ ing triage SAM v
Note Date*

Received Time
Headline

Notes

Is this notelvisit a significant event?
Outcome

Input By
Worker on whose behalf the note/visit has been input

Copy note to family members?

[moamvs |9
o ] o]

|sc 12/0218 - Safeguaring triage SAM |

Use this case note to record SAM discussions held at triage stage and regarding the
appropriateness of raising a safeguarding concern. Once agreed as appropriate, triage

SAM discussions are recorded on the safeguarding assessment form.
&

Oves ® o

| Flease select ~ |
Ms Una Kroll  on  12/02/2018

Ms Una Krol

| Find Worker | | Clear

Oves ® o

Back | Contnue {  Save |  Cancel

NB — This case note does not need to be work-flowed but it is important to complete it to
evidence the rationale for decisions made in response to concerns taken by the contact
centre on allocated cases, especially if it is decided that the safeguarding concern has
been raised inappropriately.
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s/g panel procedure
CROYDON | Delivering

www.croydon.gov.uk | for Cﬁrolddtm

Adult safequarding consultation panel —terms of reference and procedures

1. Terms of reference

1.1.

1.2.

1.3.

1.4.

1.5.

Purpose
The adult safeguarding consultation panel has been established to support the implementation
of the new model for safeguarding in Croydon being implemented from 05/02/2018 for physical
disability cases and those involving out of borough funded people, and from 05/03/2018 for
cases involving people supported by all remaining community social work teams. The panel is
intended to support staff in making the following decisions:

a. The need, or not, for a safeguarding concern to be raised

b. The need, or not, for a S42 enquiry
The panel aims to be a support and advisory panel which will run on a temporary basis for as
long as is felt necessary, and until such time as the new approach is fully established. The panel
will support and give advice but accountability for decision-making will remain with the relevant
community team manager, SAM and / or head of service.

Membership

The panel is open to all adult social care staff involved in responding to risk and undertaking the
triage of safeguarding concerns. It may be that other staff in related teams such as direct
payments, brokerage, housing etc, would benefit from discussing cases at this panel. Initially,
any such requests for consideration at the panel should be presented by the allocated social
worker or a representative of the centralised duty team (CDT) for unallocated cases. Practitioners
may wish to involve such colleagues or partner agencies in panel discussions if it is felt
necessary; please see procedures on page 2 for further guidance.

Administration

The panel will take place on a weekly basis between 2 and 4pm every Tuesday, starting from
13/02/18. The panel administration is supported by the project manager and care act facilitators
(CAFs). Applications to discuss safeguarding cases at the panel will be made via a dedicated
mailbox; slots will be allocated by a CAF who will also record outcomes on AlS. Please see
procedures below for detalil.

The panel will be chaired on a rota basis by managers and team leaders from the S42 enquiry
team and CDT and a representative from Croydon CCG as required. The panel will require two
chairs at each meeting to make it quorate; if for whatever reason this is not possible, please see
the procedure for urgent cases which will have to be used for any discussions which cannot wait
until the following panel.

Links with other processes / panels

This panel will not be able to authorise budget spend; if services are required as part of protection
measures, these will need to be presented at the funding panel for authorisation as usual.
Practitioners should also consider whether a referral to another panel or process is either more
appropriate or should be made in addition to a discussion at the consultation panel. In particular
consider the need to: report a serious incident (health); refer to MARAC, RVMP, MAPPA; report
a criminal offence for police investigation.

Review

The panel will be attended by the safeguarding redesign project manager who will record and
aim to resolve any issues/risks as they arise. There will be a formal review of the whole redesign
at intervals following the implementation which will include reviewing the consultation panel.

Adult safeguarding panel ToR & procedures v2 22/02/2018
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www.croydon.gov.uk | for Cﬁrolddtm

2. Procedures

2.1.

2.2.

2.3.

2.4,

2.5.

2.6.

2.7.

2.8.
2.9.

2.10.

2.11.

2.12.

Presenting cases at the panel for support in decision making is optional but recommended for
safeguarding cases where there are high risks or uncertainty / contention about case direction
or management.

The decision to bring a case to the panel should be made in liaison with the safeguarding adults’
manager (SAM) in the relevant community team and recorded on a ‘Safeguarding panel request’
case note.

The ‘Safeguarding panel request’ should include a brief summary of the concern and the
outcome of the triage assessment (if completed) and the reason for requesting to present the
case at the panel.

If the proposed panel discussion is regarding the decision that a S42 enquiry is, or is not
required, the Safeguarding assessment form should be completed before the panel. See below
for urgent cases.

Requests to present cases at the panel are made to the mailbox
adultsafequardingpanel@croydon.gov.uk

The mail must include name, address, AIS number and date of ‘Safeguarding panel request’
case note. Panel slots will be 10 minutes’ duration, please state if more than one slot is required
due to case complexity.

The mail should also state whether any other process / panel is involved or is being considered
and why.

The email must be submitted by midday on the Monday before the panel sits on the Tuesday.
Confirmation of the time and duration of the panel attendance will be given by a Care Act
facilitator via return e-mail.

The panel must always be attended by the allocated social worker and preferably by the SAM
unless their availability will unnecessarily delay the discussion, thereby increasing risk. SAMs
should consider case complexity and the need to support staff at the panel, and SAM
involvement / oversight should be evident on the AIS record.

If it is felt that it would be helpful for another person to attend the panel, as discussed at 1.2
above, it is the responsibility of the allocated worker to discuss this with the person and arrange
their attendance. Please give in the mail requesting a panel slot, the name and job role of any
additional attendee and the reason for their attendance.

A Care Act facilitator will be rota’d to take a record of the outcome of the panel and this will be
up-loaded to AIS on a ‘Safeguarding consultation panel outcome’ case note.

3. Urgent cases
If urgent discussions are required which cannot wait until the next panel, any of the panel chairs
detailed above, the Head of Service (HoS) for safeguarding or the HoS for the relevant community
team can be approached for a discussion outside of the panel. Completion of the Safeguarding
assessment form must be ensured and a timescale agreed if it has not been completed at the
time of the urgent discussion. The chair or HoS who conducts this discussion will ensure that they
complete a ‘Safeguarding consultation panel outcome’ case note.

4. Escalation
If there is disagreement about case progress and decisions, the discussion can be escalated to
the HoS for Safeguarding and the relevant community team. The case will be escalated by the
relevant panel chair and will only be escalated following panel or urgent out-of-panel discussion.
Also consider involving the CCG where health commissioned services are involved in the concern.

Adult safeguarding panel ToR & procedures v2 22/02/2018
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s-g feedback to referrer case note
Safequarding feedback to referrer

Create safeguarding feedback to referrer case note

Maintain Case Note/Visit

NoteVisit Type* v
Choose case note type from drop = _
—— Back . Continue A

Case note type

Safeguarding Enquiry Needed - Amber
Safeguarding Enquiry Needed - Green
Safeguarding Enquiry Needed - Red

ing Enquiry Risk A
Safeguarding Enguiry SAM
Safeguarding Enquiry Strategy Discussion
Sareg u ardlng E nq ulry Views and Desired Ouicomes

Maintain Caze Note/Visit
Note/Visit Type*™

Note Date*

Received Time

di and Desired Ouicomes V2
Headinz Safeguardlng fe-e-dback to referrer
hotes d ton
v
Start Safeguarding Enquiry
cu. Dut Q= o
[ N
=]
Is this note/visit a significant event? (:;. YVes @. No
Outcome Please select v :
' | Choose Safeguarding feedback to
Input By Ms Una Kroll on  12/02/2015
‘Worker on whose behalf the note/visit has been input Ms Una Kroll referrer and save

Copy note to family members?

| Find Worker | | Clear |
'f::' Yes '.: Ne

Back  Continue | Save Cancel  {  Workflow
Enter details
Maintain Case Note/Visit
Note/Visit Type* | g to referrer hd |
Received Time :
Headline |5C 14102115 - feedback to referrer] x
Notes

Is this notefvisit a significant event?
Cutcome

Input By
Worker on whose behalf the notefvisit has been input

Copy note to famity members?

Use this case note to record that you have fed back to the person who referred the
safeguarding concern. This is particularly important if it is another professional working
with the person at risk.

%]

Oves ® o

| Flease select ~
Ms Una Kroll on 14022018

Ms Una Krol

| FindWorker | | Clear

Oves ® o

Back #  Continue Save /| Cancel

NB — This case note does not need to be work-flowed but it is important to complete it to
evidence that the referrer has been informed of the outcome. Remember to take account of
data protection requirements when giving information to others, particularly members of
the public. Note here if it has not been possible to give feedback, e.g. because the referrer
was anonymous or for data protection or safety reasons.
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s-g involvements
Use involvements to record safequarding worker

Click into Involvements in the side bar menu

D 00
‘ - —_ Browse Involvements

Process Map |

~

J DrMalcolm Muggles (2021758) '

55 Temple Road, Croydon, Surrey, CRO 1THW 020-8876 6542 5 19/04/194¢

=)

« Old.People-Prim.Care Gp North, 020 8726 6000

3

31/03/2015 Isaacs, Abby Miss

Involvements 09/02/2015 Onipede, Mark Mr

28/01/2015 Dyke, Ursula Ms

Relationships

View Involvement History

Displaying 1...10 of 11 records

Adult Care Team -
Croydon Univ

Ict Main Assessor N

Ict

NB: Check to see if there is already a relevant involvement role entered (your manager may
have created an involvement role when allocating) If this is the case there is no need to add

another involvement role.

Add involvement

1210472017 Bonner, Andrene Ms Hospital Discharge S/Work Main Assessor N N A
Team
12/04/2017 Bonner, Andrene Ms Oid People-S. TART Main Assessor N N Y
Pick Add Inv. To add new involvement Add Inv. View All
Add involvement details
Start date* zmRo7 | i
hivol ement
Click on Find Person to add —_Find Persan Clear _,, | _AddSelt
Key W orker someone else or Add Self to T yes @i
Orgnisaton add your own involvement
Findg Org. Clear
Key team Dves ®ing
Can becontaced Answer other questions as (D yes @ pg
Wiz ighiting appropriate [ ]
End date | | 3
End rezson [PEase sepm W
Consent gver
Find Parson Clear

Fesponsbie adul's consent
Fesponsbi adul's consent date gl en /w Ehheid

Consani o share
Consenl o share date given / w Ehieid

ot es

Mo reconds to dispiay

2 ves O rp ® Lnknow n
| | &
D ves O o ® Lnknow n

18

Click Add Role to describe —

involvement type

View Currant





Record role

Drop down box will appear when Add Role is clicked

_—
e ——— ) (1w
Add Role | | View Current |
Back ‘_ Continue Save ‘_ Cancel Workflow
e Safeguarding — for allocated worker
Choose appropriate role doing triage
e S/g centralised duty worker —for
'Eﬂﬁﬁi R Croydon adult support team doing
B Fa .
Erioﬁ;w; rties - DFG Waiting List & triage Only
B Private Prope 5 - ng Lisi . . ..
| prvaton Foserea Yl e S/g Enquiry Officer — for enquiries
Probation Officer
Public Guardian Clear on | y
Registered GP Practice . .
A Rehab. Worker  Unknown e S/gtriage SAM — for SAM during
Residence Order Allowance .
Res?deniial Care (Nu_rsing Home) t”ag e
QResource - Approved : e S/g enquiry SAM — for SAM during
R - A t T .
R::gﬁ::iable ;:FE‘:EEI“D” Care Plan J en q ul ry .
Responsible Manager
Responsible Team
Reviewing Officer
Reviewing Team

Safeguarding

Safeguarding Centralised Duty Worker I
Safeguarding Enquiry Officer

Senior Care Manager
Service Manager

Service Provider

Shared Lives

Simple Assessment Service Waiting List
Canial Warkar

NB: the role Main Assessor is automat
generates an assessment regardless o
must be added as well as other roles s

Ensure start date is entered

e = N = ~ Notes |
| View Current |
Back Continue Save Cancel

ically generated by the AIS system when a worker
f their involvement role. Safeguarding involvements
uch as Main Assessor or Key Worker (as below)

| Safeguarding Enquiry Officer

S = R =

|Hain Azzeszor

| [rmoavs ] £ =

|Safeguarding

] [ownaaors | 8 =

End involvements

Add Role  View Current |

Click into involvements in side bar menu

™ 6

«-L

Menu

Process Map |

~

2, Dr Malcolm Muggles (2021758)

Browse Involvements

* 55 Temple Road, Croydon, Surrey, CRO THW 020-8876 6543 % 19/04/194¢

=)

& Old.People-Prim.Care Gp North, 020 8726 6000 I

|

3

Dis

31/03/2015 Isaacs, Abby Miss

Involvements 09/02/2015 Onipede, Mark Mr

28/01/2015 Dyke, Ursula Ms

Relationships

View Involvement History

playing 1...10 of 11 records

Adult Care Team -
Croydon Univ

Ict Main Assessor N

Ict





Find your name in the list

View Involvement Hiztory

_ Dizplaying 21...30 of 32 records

041052016 Kroll, Una ks Professional Standards Safeguarding Enquiry
Use blue hyperlink to access details Team Officer, Main Assessor,
Safeguarding

Add end date to end all involvements

Involvement Details

Start date* 04102016 | L7

Invohrement M= Una Kroll

Key worker .:::. Yes .@:. Mo

Orrganisation Professional Standards Team

Crganisation address Bernard Weatherill House, & Mint Walk, Croydon, Surrey, CRD 1EA
Telephone number

Key team O ves ® np

Can be contacted O ves ® Ng

e ]
To close all involvements / —

End date "
roles, add end date and reason __2_""'1”";"':'1T i

End reason and press save | Unspecified v

End certain roles only

If you only wish to close a specific involvement role and leave others open, for instance if
you have finished a piece of safeguarding work and are no longer Safeguarding Enquiry
Officer, enter end date for the specific role which is no longer relevant at the bottom of the
screen. Do not enter an end date in the main involvement details.

Roe- _____ sfswtdwe  sfedde &
|5afe-guarding Enquiry Officer Vl E E
|I|lain ABSEEE0T Vl E I:l E
|Safe~guarding Vl E E

Add Role | | View Current |

Press save to complete changes






s-g assessment form (triage)
AIS quick reference — safequarding assessment form v3 (triage)

Create a safeguarding assessment form

el BNNE Uddru, JENNY -dienne SUpPpoI urren
Telecars Ms Telecars review and

Assessment Serv plan -

V3 scheduled

Client 06/04:2017 Ly, Dawvid Mr Performance Contact- M Assessment
Assessment Information  Equipment - Current
and Care and 06/04/2017

Support Plan
vZ2

Choose add assessment — will produce form /v[ Add Assess. ] | View Current |
shown below

Assessment Details (=]

Assessment Type* Please select
Adults Contact Assessment V2
Best Interest Assessment

Garers A and Support Plan v2

Garers Re-assessment Review and Support Plan v2
Client Assessment and Gare and Support Plan v2
Client Reassessment Review and Support Plan v2
Croyden Careline Telecare Assessment V3
Discharge to assess - Intergrated initial assessment
DOLS Assessment

DoLS Process Monitoring

End Reablement Episode Assessment

Human Rights Assessment

1455 - Contact Assessment (No Recourse o Public Funds) H H
LI - Asssasmert and goal eting plan Choose safeguarding assessment v2 — will

Mental Capaciy Asszssment — open form as below
Mental Health sareguardlng Assim/

V'sual.iDual Sensury Loss Specialist Azzessment
‘Welfare Benefits A

06

Back | Continve |  Save /| Cancel [ Workflow

Assessment details

Assessment Details Choose v2 of the s/g form.

Assessment Type* l5a[eg|_|anji|-|g Assessment v2 v' / Resulting from must always
Resuiing From lCuntact—Suspected Abuse 171072017 | be a contact or referral, never

505 15 5 a previous assessment

yes ® g
Who is the subject of this assessment? Test Person Do Not Update Malcolm Muggles(Test Person Do Mot Update) Target start date should be
{_Find Person same date as the contact;
5 target end date defaults to +4
Torassienibae m We%ks. Ensure that the actual
Actual Start Date h&mmma [ Actual End Date l:l B start date is recorded
End Reason | Please select w | Delay Reason | Please select v |
Status® [Assessment Current /| < Pick assessment current
el s drop-down
[ FindWorker | | ciear ) [__Add Seif |\

Team Responsible Add self, to add or change name. Team name
( FindTeam | (  Clear | will default

Assessment to copy from
| Find Assessment | (  Clear ]

Do you wish to complete this N-o - -

assessment?

Date Given to Client I:I 5] Date Given to Carer I:I ez





Needs

3 Records Go to page Go Display rows per page 10 | 50
. 5 Mo. Linked . 2
Client - Maintaining a 16/06/2015 Adults - Low Eligible need - to be
habitable home environment met
O Adult - Staying Safe Making sure client 2510212015 0 O
stays safe - BWH 25
Feb 21:44
|:| Adult - Practical Living must live practically 10M10/2014 FACS-(Substantial) FACS-Eligible need - 1 |:|
Ability to manage 1o be met
personal and other
daily routines
| Add Need |

Needs default — no need to
change details

Involvements

71 Records Go to page 1 Display rows perpage 5 | 10 |

Auguste-daaku. Jenny Ms - Reviewing Team 16/04/2017
Croydon Careline Telecare Serv
Croydon Careline Telecare Serv Reviewing Team 15/0472017 O
Involvements default — no
need to change details
Outcomes (=]
0 Records
{_ Add Outcome |

Add outcome at end of assessment, see below for details,
NB outcome must always be prefixed “Safeguarding....”

{ Back { Contrue |  Save i] Cancel {  Workflow

Press save and move to assessment questionnaire

Assessment questionnaire

ap | Logged in as Ms Una Krall (UNA_KROLL) Navigation
| Unspecified Malc Muggles (2021758) ;' Unmatched Address - See Notes  , 020-8876 8876 "% 20/04/1946 - 71 yrs 0 mths Assessment Details ~

Needs

. Involvements
Assessment Details

. Qutcomes
Assessment Type* Safeguarding Assessment
Resulting From [Contaci-Suspected Abuse-29/03/2017 v E Overview
Is this assessment a reassessment? O ves ® No E 3 D ——
eason for Safeguarding
Who is the subject of this assessment? Unspecified Malc Muggles concern {0/1)
{_Find Person | | Clear ] [} Piease Answer an
Status™ [Assessment current Questions (0/0)
Target Siart Date* 201032017 _] Target End Date® 25‘;0412017 _] E Centralised Duty Notes (0/1)
Actual Start Date 031042017 _] Actual End Date |:| _] E Adult at risk (0/1)
End Reason [PIease select | Delay Reason |Please select ~ [; Consent (o72)
Person Responsible Ms Una Kroll
1 Adult at Risk Threshold (0/4)

FindPerson | |  Ciear | Add Self [ (o)

Team Responsible Professional Standards Team Access assessment E Incident (0/2)
Find Team | | Clear ) . . A
guestionnaire via right hand [Eijeersonialieqenjiohare
Select assessment to copy answers from EEELEI (L)
w {_Assessment | (_ Clear side yellow navigation tab :
Do you wish to complete this No E Crime (0/2)
assessment?
E Serious Incident (0/1)

Date Given to Client ’—| [T5] Date Given to Carer ’—‘ &)

A

History (0/2)





Reason for Safeguarding concern - “MANDATORY FOR EVERY ASSESSMENT™

Total Questions 1 Questions Answered 0
A Ms Una Krol

( FindPerson )(  Clear [ AddSelt |

What is the for this safeguarding n?
Please make it clear if thiz iz alleged abuse to an informal carer

Give full details of concern. If the safeguarding concern has been made to the CAS team, they will have created a contact and given
the reason for the concern on the contact form; add the details or give a summary here.

=]

NB — from this point onwards and throughout the questionnaire, please ensure that all
drop-down fields are completed, with explanatory notes added in the free text boxes.

Please Answer All Questions
For completion by the triage officer

Total Questions 0 Questions Answered 0
A Ms Una Krol

{ FindPerson |(  Clear || AddSelt |
N AN A\ )

Information gathering notes

Total Questions 1 Questions Answered o
A Mz Una Kroll

{ FindPerson ){  Clear [ AddSeit |
. Ay yl\ y

Please record any relevant additional information relating to the case. Include your name, the date and time against all notes.
Information should be factual and include an initial SAM to agree the terms of reference for the triage. Use the safeguarding risk
assessment tool to indicate risk levels and initial protection plan. Include details such as:

One or more answers may be selected.

[ wha is involved and affected?

[l whe was contacted including contact detais?

[l Any views of the person at risk or others?

|:| Are there concerns about capacity?

D Details of any advocate involved or need for advocacy

[ there an out of borough funding authority?

[ Have you updated the funding ity about prog and

Give details of all work to be undertaken (SAM discussion) and information gathered for this assessment. Staff should
use this as a log, recording any dates and conversations had which do not sit elsewhere in the assessment. Use the
checklist to indicate that you have covered all areas listed. Avoid copying numerous lengthy emails here.

=]

Consent
Total Questions 2 Questions Answered 0
Assessor Ms Una Kroll

| Find Person | Clear [ Add Selt |

Is the adult at risk aware of this safeguarding concern being made?

Please select w

Do they consent to the enquiry?

Please select »

Record here what work has been completed to achieve consent. Consent should always be sought and the worker
should record the reasons why the adult at risk has not been made aware and / or been asked to give consent.

& [ 40000 |






Adult at risk

Total Questions 1 Questions Answered 0
Agsessor Ms Una Kroll

{ Find Person || Clear ' Add Seit |

Is the adult at risk currently safe?

Please select v

Select yes, no or unknown and give details here of how the person at risk has made themselves safe or had support to
do so.

& 40000
Risks
Total Questions 2 Questions Answered o

A Ms Una Krell

( FindPerson )( Clear  )( AddSet )

Using the saf ding risk t tool, note rel t inf tion about risk including level, severity and frequency of risk.

4

Note whether this question is answered from direct contact with the person at risk or from the information given in the referral. Ensure
that the person’s views about risk are ascertained as far as possible.

=]

How does the adult at risk perceive the risks regarding this alleged incident and what impact has the alleged incident had on the adult at
risk?

Note as above

=
History
Telul Cusslins 2 Cusslions Arewered 0
Attt ME Lina Kol
. Fird Parson || Claar | Add Bell

How f | v baad made in relation to the Adult at Rlek?
nm'!ﬂf'.nﬂ!.mf«:m%ﬂ“““”' e mads in ra

Note dates and outcomes if known

In thie ncident an lsclated Incioant or part of 8 patteon / irend In respect of ihe Adut at Riak





Incident

Total Questons 2 QuestoRs Answ ered

Assessor M5 Una Krall
| Fing Person || Clear || AddSefft |

[:]

Category of abuse

Piesse ik aithat appy and expiain how B Informaion w 25 gEMenedin e fext box beow
On2 ormore answars maybe salactad.
(s enmnatry

Ooomessc

[rorced Marrage

Crcm

[ Fnanciat t viateril

CImodemn severy

[Imeqect ) acts of Omisson
[utedication emor

sessngrerson

[ 76 sue by

Ounsate dectarge
Oorganeatonal

Cery sicat

sy cnoiogical ! Emotonal

[ sexmatamusze
Osexmierspotain

(ser-seqeet

The type or category of abuse indicated in the safeguarding
concern / referral should be recorded here. This information is
collected for statutory returns to the Department of health and at
least one of these must be picked.

This information is also used for assessing care homes and
domiciliary care and is also used by the Business Support Officer
when adding an SA Incident — please do not leave this blank.

Record full details of the type of alleged abuse or neglect

Where and when did the alleged abuse take place?
Pease gie date and 3ciuEIOCEDA A Me DOX DEDW

On2 or more answers may.’.le seladed.

[ resuenti care home

O rursingare home

swpportd wng

[Jhetersd nousing

ow n nome

[ ceher persors home

O Hosprat

[ vospltat Mertal heatn

[ comeunty neatn services

Dsa\lt:esalhgwlﬂﬂ fhe communlly Jeq lbrary, chunch, efc
[ puie prace

[prison

Choose from these options and record full details of the circumstances of the alleged abuse or neglect.

[





Person alleged to have caused harm

Tolal Duestions 4 Cuesiions Arawened o
SRRSO MS_UI'IHK.TH -

| FindPerson || Clear | Add Soit

Where Ia the person alleged fo have caused harm now?
Fleamn eapiain how this | morrralion waes gatterned inthe et bow Balow

Note the instruction above to explain how information was gathered and add information about risks presented or reduced by the
whereabouts of the alleged harmer

=

Ig the p lleged fo have d harm known to adulf care esrvices, 8 8 sarvics Usar or carery
Floase state ther ful name. AR number and address (F known)

Does the alleged harmer have care and support needs themselves, are they receiving services? Do they need support in carrying out
caring responsibilities? Add an AIS number if known as this is used by the Business Support Officer when adding an SA Incident

A

Are thers any previows sllegations regarding the person aleged to have caused harm to the aduit at risk?
[Frease sdea ]

Note dates of previous allegations made against the harmer and whether these relate to the person at risk in this particular concern

What Ie the retaflonzhip betwesen the person alleged fo have cawsed harm and the adult at riek?

E.g. relative, partner, stranger, another resident, formal carer, etc — this is used by the Business Support Officer when adding an SA
Incident. Note what effect on domestic relationships (if known) the response to the safeguarding concern might have.

=

Crime

Tolal Dueslions 2 Cueslions Arawered o

Aznessor MzUnakml - N

| FindPemson || Clear |0 Add Soff |

Hag 3 crime besn commitad? Always consider whether a crime has been committed at the

garllest stage p955|ble. If in doubt sgek adyl(;e from the ppllce. If it
is clear that a crime has been committed, liaise closely with the
police, remember that even if the police investigation provides a
lead to the safeguarding enquiry, there may be a need for social

Have police basn INformed | awara? work involvement in support and protection planning

Others at Risk

Tolal Queslions 2 Questons Answ ered a

Assessor Me Una Kroll

| FindPerson || Clear /[ AddSe |

Are there any children or other adults invohwed in this particular incident?
Pezseghve names and 35 much oetall 35 possbie. EXpEN W Rat meas wes hiavy e Dean taken
QN2 or more ansWers may be saledad.

[ et zpprcane

[ adusys)

O camireny

Cross reference any other adults also referred as part of this safeguarding concern. Note any children involved and refer as below

=

Hawe children's =rvices been contacted?

Peaze seecl W






This page gives guidance on risk thresholds for the person at risk. This guidance can be
used to assist in decision making about whether a formal safeguarding enquiry is required
and the complexity of the case. However, each case must be considered on a case by case
basis and professional judgement / negotiation used. See risk assessment guidance tool.

Adult at Risk Threshold
Total Questions 4 Cluestions Answered 1
A Ms Una Kroll

(" Find Person | Clear (" AddSelt |

Refer to Care Act guidance when assessing

The adult has needs for care AND support (whether or not the authority is meeting any of these needs)  Whether the person at risk has needs for
TR care and support — the person doesn’t
-ase selec

Yes actually have to be receiving services

Unknown
Ensure that principles of “Making
Safeguarding Personal” (MSP) are
considered when assessing whether the

Please select v person is at risk of abuse or neglect

The adult is experiencing, or at risk of abuse or neglect

If the person at risk requires support to keep
safe and is able / willing to use that support it
can be said that they are able to protect

themselves against the alleged abuse or

neglect; consider individual circumstances

As a result of those needs is unable to protect themselves against the abuse or neglect or the risk of it

There are three possible threshold outcomes, chosen from the drop down question, “Is a
statutory safeguarding enquiry required:

1. S42 statutory safeguarding enquiry required

Is a statutory safeguarding enquiry required?

Only choose this if all three threshold questions are answered yes. If all three are answered yes, there may still be a reason why a S42 enquiry is not felt to
be needed, if so, the reason must be clearly recorded here. In this case, an outcome of “Safeguarding — not progressing to a safeguarding enquiry” should
be chosen as an outcome on the front page at the completion of the assessment; otherwise choose the outcome “Safeguarding — progress to safeguarding
enquiry (See below).

54

2. S1 non-statutory safeguarding enquiry required

Is a statutory safeguarding enquiry required?

|Well—being duty Section 1 (Non-Statutory Safeguarding Enquiry Required) v|

Choose this if at least one of the threshold questions is answered no (which usually indicates that the concern does not meet threshold for an enquiry) but
the level of risk present requires a safeguarding enquiry and response. The reason for an S1 enquiry must be clearly recorded here. An outcome of
"Safeguarding - progress to safeguarding enquiry" should be chosen as an outcome on the front page at the completion of the assessment. (See below). NB,
S1 enquiries should be treated in the same way as S42 enquiries requiring completion of the SA incident and SA summatry.

5]

3. No safeguarding enquiry required

Is a statutory safeguarding enquiry required?

|Does not meet 5.42 or well-being duty 5.1 (No Safeguarding Enquiry Required) v|

Choose this if more than one of the threshold questions is answered no and the level of risk present is low / green. The reason that the threshold for a
safeguarding enquiry is not met must be clearly recorded here. An outcome of "Safeguarding — not progressing to safeguarding enquiry" should be chosen
as an outcome on the front page at the completion of the assessment. (See below).

5]






Actions -*MANDATORY FOR EVERY ASSESSMENT*

Tolal Guestions 1
Assessor Ms Ura Kroll

'_HndPa'lun T

Cuesfbrs Answ ered

What actions were taken as.a result of this safeguarding concern?

One armaore answers maybe salechad.

Cetrer (gve detais n text box peion )

[ care provider conducting intemal hvestgaton (ghe detals h he kexibox bebw)
[roice conauctng crmniat nvestigaion (gire detais h me et Dok beiow )
[ ather Local Aunoriy to ad enguiry (gi e detall Inthe bext box beiow )
[Jcasetransterts beamy sociw o t=am

[ casetranster o Mesra

Cirapproprate concem rabea

[werormaton and avce

[ erogressing to safequandngenguiry

[ mererrred 1o coG

[ Rereren to care cuaty Commission (CRG

[ rererrea to cnbarers socsl care

[ meremed to conplaints

[ e mren to Contracts and Commssionng

[ merermed to mistrict Murse

[ Rererrea to Famiy Justice Centre

O rererred o Fosptai

[ refamed to Housihg

[ meremed to London Fire Brigece

[ meremed to Foles

[ rererred to Tesswe visomty Murse

[ Refermred to Trading Standards

[ rererred to Cmer (gu e detalls Inthe text box beiow )

s rurmeracton by adutscoicare

Record all actions taken. If “progressing to safeguarding enquiry is
chosen” this should correspond to the outcome noted on the front
page of this assessment when the form is completed. (See below).

If the case is not progressing to an enquiry, use these options and
the notes below to record what other actions have been taken to
support the person in keeping safe.

Authorisation
Total Gluestions 3 Cluestions Answered
Assessor Ms Una Kroll - o )

( FindPerson |{  Clear ([ AddSelf |

Wheo has endorsed your decision?

SAM
Team Manager

Head of Service
Other (please give details below)

—m

This section is to be filled in by the SAM who has endorsed the decision and outcome. The full name of the SAM must be given:

here and record the date of the SAM discussion in the date box

Authorisation should be given as part of a SAM discussion, the details of which should be recorded here. The SAM must give their full name

&l

Have you fed back to the referrer?

es, via email
es, via letter

‘es, via phone

No, not appropriate (please give details below)
N, referrer's contact details not available
Other (please give details below)

issues, the reason for

Contact with the person who has raised this concern should be made in all circumstances; if it is
considered inappropriate to share detailed information with the referrer due to data protection

this must be recorded here.

54

When all pages of the assessment questio
continue which will take you back to the fr
below)

nnaire have been completed, press save and
ont page which needs to be completed (see





NB If the referral / concern is processed by the contact centre but felt to be inappropriate
by the relevant receiving team or allocated worker, this must be discussed in a SAM
discussion. On agreement of the SAM, the safeguarding assessment form can be closed
with an outcome of “Safeguarding — inappropriate referral” see below.

In this case, the questionnaire does not need to be completed in full but all sections
marked *MANDATORY FOR EVERY ASSESSMENT** must be completed and the reason for
considering that the referral is inappropriate must be recorded in the authorisation box by
the SAM.

Complete the front page of the assessment form

Assessment Details

Assessment Type* |5aleguarding Assessment v2 il
Resulting From [ Contact-Suspected Abuse-17/10/2017 v
Is this assessment a reassessment? O ves ® no

Who is the subject of this assessment? Test Person Do Not Update Malcolm Muggles(Test Person Do Mot Update) Insert actual end date and give delay reason if actual end

|_ Find Person ) date is later than target end date
TS 2 Terget End Dater v |
06/04/2018 &= 040512018 Record end reason from the drop-down list — assessment
Actual Start Date o6i0azmis | 8] Actual End Date : a completed
End Reason Please select N ay Reason | Please select v |
Status® 'Assessment Current ol l
Person Responsible \ Change status “assessment current” to “assessment
" Find Worker | | Clear ) Add Self | completed”
Team Responsible
Find Team | | Clear
Assessment to copy from
| Find Assessment | | Clear
Do you wish to complete this No

assessment?

Date Given to Client I:I 5| Date Given to Carer I:I ]

Outcomes

0 Records Go to page 6o | Display rows per page 5 | 10 | 50 | 100

Add Outcome Go to outcomes at the bottom of the page and press “Add Outcome”

Outcomes

0 Records Go to page 6o | Display rows perpage 5 | 10 | 50 | 100

Add Qutcome )

Maintain Outcome
Outcome™ Safeguarding - Progress to Safeguarding Enquiry vl

Notes Choose the correct outcome from the drop down — only choose outcomes pre-fixed with “safeguarding”
If the safeguarding assessment form has been created on a contact raised on a current identical
concern, the outcome can be marked as “safeguarding — action on an open case”. Include contact date
of the other contact and who that contact / safeguarding assessment was allocated to.

=]

OK ] Cancel

The form is finished by pressing OK and then save / continue. If a safeguarding enquiry is
indicated, the SAM should workflow this to the S42 enquiry team using the correct case
note — “Safeguarding enquiry needed — red” (or Amber / Green as appropriate), using
Worker, Safeguarding — AlS id number 2165370. The same case note should be used by the
SAM, to workflow to the business support worker (AIS id number 2210883), who will create
the SA incident form. See also separate guidance, AIS quick reference — safeguarding
enquiry needed case note.






s/g panel procedure
CROYDON | Delivering

www.croydon.gov.uk | for Cﬁrolddtm

Adult safequarding consultation panel —terms of reference and procedures

1. Terms of reference

1.1.

1.2.

1.3.

1.4.

1.5.

Purpose
The adult safeguarding consultation panel has been established to support the implementation
of the new model for safeguarding in Croydon being implemented from 05/02/2018 for physical
disability cases and those involving out of borough funded people, and from 05/03/2018 for
cases involving people supported by all remaining community social work teams. The panel is
intended to support staff in making the following decisions:

a. The need, or not, for a safeguarding concern to be raised

b. The need, or not, for a S42 enquiry
The panel aims to be a support and advisory panel which will run on a temporary basis for as
long as is felt necessary, and until such time as the new approach is fully established. The panel
will support and give advice but accountability for decision-making will remain with the relevant
community team manager, SAM and / or head of service.

Membership

The panel is open to all adult social care staff involved in responding to risk and undertaking the
triage of safeguarding concerns. It may be that other staff in related teams such as direct
payments, brokerage, housing etc, would benefit from discussing cases at this panel. Initially,
any such requests for consideration at the panel should be presented by the allocated social
worker or a representative of the centralised duty team (CDT) for unallocated cases. Practitioners
may wish to involve such colleagues or partner agencies in panel discussions if it is felt
necessary; please see procedures on page 2 for further guidance.

Administration

The panel will take place on a weekly basis between 2 and 4pm every Tuesday, starting from
13/02/18. The panel administration is supported by the project manager and care act facilitators
(CAFs). Applications to discuss safeguarding cases at the panel will be made via a dedicated
mailbox; slots will be allocated by a CAF who will also record outcomes on AlS. Please see
procedures below for detalil.

The panel will be chaired on a rota basis by managers and team leaders from the S42 enquiry
team and CDT and a representative from Croydon CCG as required. The panel will require two
chairs at each meeting to make it quorate; if for whatever reason this is not possible, please see
the procedure for urgent cases which will have to be used for any discussions which cannot wait
until the following panel.

Links with other processes / panels

This panel will not be able to authorise budget spend; if services are required as part of protection
measures, these will need to be presented at the funding panel for authorisation as usual.
Practitioners should also consider whether a referral to another panel or process is either more
appropriate or should be made in addition to a discussion at the consultation panel. In particular
consider the need to: report a serious incident (health); refer to MARAC, RVMP, MAPPA; report
a criminal offence for police investigation.

Review

The panel will be attended by the safeguarding redesign project manager who will record and
aim to resolve any issues/risks as they arise. There will be a formal review of the whole redesign
at intervals following the implementation which will include reviewing the consultation panel.

Adult safeguarding panel ToR & procedures v2 22/02/2018
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2. Procedures

2.1.

2.2.

2.3.

2.4,

2.5.

2.6.

2.7.

2.8.
2.9.

2.10.

2.11.

2.12.

Presenting cases at the panel for support in decision making is optional but recommended for
safeguarding cases where there are high risks or uncertainty / contention about case direction
or management.

The decision to bring a case to the panel should be made in liaison with the safeguarding adults’
manager (SAM) in the relevant community team and recorded on a ‘Safeguarding panel request’
case note.

The ‘Safeguarding panel request’ should include a brief summary of the concern and the
outcome of the triage assessment (if completed) and the reason for requesting to present the
case at the panel.

If the proposed panel discussion is regarding the decision that a S42 enquiry is, or is not
required, the Safeguarding assessment form should be completed before the panel. See below
for urgent cases.

Requests to present cases at the panel are made to the mailbox
adultsafequardingpanel@croydon.gov.uk

The mail must include name, address, AIS number and date of ‘Safeguarding panel request’
case note. Panel slots will be 10 minutes’ duration, please state if more than one slot is required
due to case complexity.

The mail should also state whether any other process / panel is involved or is being considered
and why.

The email must be submitted by midday on the Monday before the panel sits on the Tuesday.
Confirmation of the time and duration of the panel attendance will be given by a Care Act
facilitator via return e-mail.

The panel must always be attended by the allocated social worker and preferably by the SAM
unless their availability will unnecessarily delay the discussion, thereby increasing risk. SAMs
should consider case complexity and the need to support staff at the panel, and SAM
involvement / oversight should be evident on the AIS record.

If it is felt that it would be helpful for another person to attend the panel, as discussed at 1.2
above, it is the responsibility of the allocated worker to discuss this with the person and arrange
their attendance. Please give in the mail requesting a panel slot, the name and job role of any
additional attendee and the reason for their attendance.

A Care Act facilitator will be rota’d to take a record of the outcome of the panel and this will be
up-loaded to AIS on a ‘Safeguarding consultation panel outcome’ case note.

3. Urgent cases
If urgent discussions are required which cannot wait until the next panel, any of the panel chairs
detailed above, the Head of Service (HoS) for safeguarding or the HoS for the relevant community
team can be approached for a discussion outside of the panel. Completion of the Safeguarding
assessment form must be ensured and a timescale agreed if it has not been completed at the
time of the urgent discussion. The chair or HoS who conducts this discussion will ensure that they
complete a ‘Safeguarding consultation panel outcome’ case note.

4. Escalation
If there is disagreement about case progress and decisions, the discussion can be escalated to
the HoS for Safeguarding and the relevant community team. The case will be escalated by the
relevant panel chair and will only be escalated following panel or urgent out-of-panel discussion.
Also consider involving the CCG where health commissioned services are involved in the concern.

Adult safeguarding panel ToR & procedures v2 22/02/2018
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s-g enquiry needed  case note


s-g enquiry needed case note
Workflow the need for a safequarding enquiry

Create safeguarding enquiry needed case note

Maintain Case Note/Visit
[Peaseseiect M

Note/Visit Type*

Choose case note type from drop

down list

Case note type

é Back Y Continue

Maintain Caze Note/Visit

MNote/\Visit Type*

g

fSafeguarding Enquiry Needed - Amber

Men-Residential form left with Client/Rep - Please chase up
RAS - Weeldy Indicative Personal Budget Figure
Request for Commissioned Services - Special Sheltered

Request for Special or Extra Care A dati
Request Re-Start of Commissioned Services - Special Shelterad
Res fial Financial & C -C Required

Residential Financial Assessment form left with Client/Rep - Please chase up

Residential Financial Assessment Partialty Completed - More Information Required

Safeguarding Cencern

Safeguarding Diary Note

Safeguarding Enquiry Closure Authorised

Safeguarding Enquiry Clesure Rejected
sguarding Fnauiry Closure Pequeste

~

Continue ( Cancel Workflow

Save )

Choose from the three

Safeguarding Enquiry Needed - Green

Safeguarding Enquiry Strategy Discussion
Safeguarding Enquiry Views and Desired Outcomes
Safeguarding Enquiry Views and Desired Quicomes V2
Safeguarding Protection Plan

Safeguarding Team - Allocation Needed

different Enquiry needed
case notes —red, amber,
green to indicate
response priority. Save

Start Safeguarding Enquiry

Enter details and create workflow

Note/Visit Type* |Safeguarding Enquiry Needed - Amber hd |

Note Date* 3
r

[sc 2711417,

Received Time

Headline

ing enquiry needed |

etails of need for safeguarding enquiry{ . . . . i
Give details of the need for an enquiry here, including

any relevant information to assist prioritisation

%]

Is this notelvisit a significant event? .:::. Yes .@. No Outcome iS not required

Outcome II Please select VI /

Input By Ms Una Krell on 27112017

Worker on whose behalf the note/visit has been input Ms Una Kroll PreSS the save button to activate the WOfkﬂOW
{__Find Worker | Cloar button, press workflow button to create and

Gopy note to family members? send the workflow

Oves ®no

Back Continue ( Save ) Cancel ( Workflow )

Choose workflow

0 Records

Perzon Respongible 4+ | Organisation Responsible * g:;t;pleted - m

Press add action to generate
workflow form (see below)

L Add Action

Back Continue Save Cance






Find generic team worker

Action status* _Ouen L . .
cton - . Choose Add Person, this will show the search
| (W) Safeguarding Enguiry needed - Amber W ‘ i
Action by date i page. Fl_nd the s/g worker to choose workflow
Dete completed ™ destination (see below)
"~
Notes retais of need for safeguarding enquiry|
%]
Persons/Organisations jointly responsible for action
0 Records
personosponstie e sion Rosponsoe

Add Inv. Add Person Add Org.

Maintain Action

Back ( Continue x Save ) Cancel

Press save and continue to workflow to S42 team

Workflow the case note

Unallocated cases — Croydon adult support team complete triage and workflow the need for an
enquiry to the S42 enquiry team (Worker, Safeguarding — ID 2165370)

Allocated cases — following SAM decision that an enquiry is needed, the SAM workflows the
Safeguarding enquiry needed case note to the S42 enquiry team as above.

NB — The same case note should be used by the SAM, to workflow to the business support
worker (AIS id number 2210883), who will create the SA incident form.






s-g involvements
Use involvements to record safequarding worker

Click into Involvements in the side bar menu

D 00
‘ - —_ Browse Involvements

Process Map |

~

J DrMalcolm Muggles (2021758) '

55 Temple Road, Croydon, Surrey, CRO 1THW 020-8876 6542 5 19/04/194¢

=)

« Old.People-Prim.Care Gp North, 020 8726 6000

3

31/03/2015 Isaacs, Abby Miss

Involvements 09/02/2015 Onipede, Mark Mr

28/01/2015 Dyke, Ursula Ms

Relationships

View Involvement History

Displaying 1...10 of 11 records

Adult Care Team -
Croydon Univ

Ict Main Assessor N

Ict

NB: Check to see if there is already a relevant involvement role entered (your manager may
have created an involvement role when allocating) If this is the case there is no need to add

another involvement role.

Add involvement

1210472017 Bonner, Andrene Ms Hospital Discharge S/Work Main Assessor N N A
Team
12/04/2017 Bonner, Andrene Ms Oid People-S. TART Main Assessor N N Y
Pick Add Inv. To add new involvement Add Inv. View All
Add involvement details
Start date* zmRo7 | i
hivol ement
Click on Find Person to add —_Find Persan Clear _,, | _AddSelt
Key W orker someone else or Add Self to T yes @i
Orgnisaton add your own involvement
Findg Org. Clear
Key team Dves ®ing
Can becontaced Answer other questions as (D yes @ pg
Wiz ighiting appropriate [ ]
End date | | 3
End rezson [PEase sepm W
Consent gver
Find Parson Clear

Fesponsbie adul's consent
Fesponsbi adul's consent date gl en /w Ehheid

Consani o share
Consenl o share date given / w Ehieid

ot es

Mo reconds to dispiay

2 ves O rp ® Lnknow n
| | &
D ves O o ® Lnknow n

18

Click Add Role to describe —

involvement type

View Currant





Record role

Drop down box will appear when Add Role is clicked

_—
e ——— ) (1w
Add Role | | View Current |
Back ‘_ Continue Save ‘_ Cancel Workflow
e Safeguarding — for allocated worker
Choose appropriate role doing triage
e S/g centralised duty worker —for
'Eﬂﬁﬁi R Croydon adult support team doing
B Fa .
Erioﬁ;w; rties - DFG Waiting List & triage Only
B Private Prope 5 - ng Lisi . . ..
| prvaton Foserea Yl e S/g Enquiry Officer — for enquiries
Probation Officer
Public Guardian Clear on | y
Registered GP Practice . .
A Rehab. Worker  Unknown e S/gtriage SAM — for SAM during
Residence Order Allowance .
Res?deniial Care (Nu_rsing Home) t”ag e
QResource - Approved : e S/g enquiry SAM — for SAM during
R - A t T .
R::gﬁ::iable ;:FE‘:EEI“D” Care Plan J en q ul ry .
Responsible Manager
Responsible Team
Reviewing Officer
Reviewing Team

Safeguarding

Safeguarding Centralised Duty Worker I
Safeguarding Enquiry Officer

Senior Care Manager
Service Manager

Service Provider

Shared Lives

Simple Assessment Service Waiting List
Canial Warkar

NB: the role Main Assessor is automat
generates an assessment regardless o
must be added as well as other roles s

Ensure start date is entered

e = N = ~ Notes |
| View Current |
Back Continue Save Cancel

ically generated by the AIS system when a worker
f their involvement role. Safeguarding involvements
uch as Main Assessor or Key Worker (as below)

| Safeguarding Enquiry Officer

S = R =

|Hain Azzeszor

| [rmoavs ] £ =

|Safeguarding

] [ownaaors | 8 =

End involvements

Add Role  View Current |

Click into involvements in side bar menu

™ 6

«-L

Menu

Process Map |

~

2, Dr Malcolm Muggles (2021758)

Browse Involvements

* 55 Temple Road, Croydon, Surrey, CRO THW 020-8876 6543 % 19/04/194¢

=)

& Old.People-Prim.Care Gp North, 020 8726 6000 I

|

3

Dis

31/03/2015 Isaacs, Abby Miss

Involvements 09/02/2015 Onipede, Mark Mr

28/01/2015 Dyke, Ursula Ms

Relationships

View Involvement History

playing 1...10 of 11 records

Adult Care Team -
Croydon Univ

Ict Main Assessor N

Ict





Find your name in the list

View Involvement Hiztory

_ Dizplaying 21...30 of 32 records

041052016 Kroll, Una ks Professional Standards Safeguarding Enquiry
Use blue hyperlink to access details Team Officer, Main Assessor,
Safeguarding

Add end date to end all involvements

Involvement Details

Start date* 04102016 | L7

Invohrement M= Una Kroll

Key worker .:::. Yes .@:. Mo

Orrganisation Professional Standards Team

Crganisation address Bernard Weatherill House, & Mint Walk, Croydon, Surrey, CRD 1EA
Telephone number

Key team O ves ® np

Can be contacted O ves ® Ng

e ]
To close all involvements / —

End date "
roles, add end date and reason __2_""'1”";"':'1T i

End reason and press save | Unspecified v

End certain roles only

If you only wish to close a specific involvement role and leave others open, for instance if
you have finished a piece of safeguarding work and are no longer Safeguarding Enquiry
Officer, enter end date for the specific role which is no longer relevant at the bottom of the
screen. Do not enter an end date in the main involvement details.

Roe- _____ sfswtdwe  sfedde &
|5afe-guarding Enquiry Officer Vl E E
|I|lain ABSEEE0T Vl E I:l E
|Safe~guarding Vl E E

Add Role | | View Current |

Press save to complete changes
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V2 reviewed 12/07/19   AIS adult safeguarding checklist   –   allocated cases   –   via  Croydon adult support   (CAS)   team      

A ction    By who  G uidance    

   Receive, screen and copy / record referral info      Create contact form      Complete contact information    CAS team     contact form s-g  concern  

   Create s/g assessment form      Complete start dates on front page of s/g assessment form      Copy referral information to s/g assessment form, save & close    CAS team     s-g assessment  form (triage)  

   Create safeguarding concern case note      Workflow safeguarding concern case note to CDT triage       No further action for contact centre     CAS team     s-g concern case  note allocated  

   Screen safeguarding referral information      Determine that case is allocated to worker in  community   team      Workflow concern case note to allocated worker and team  Sa worker  CAS team  S ocial  Worker     s-g concern case  note allocated  

   Receive and screen information on s/g assessment form      Consider appropriateness of safeguarding concern      Record initial SAM  discussion. Consider consultation panel below  Allocated   worker/   SAM     triage SAM case  note  

   Is panel discussion required for decision to raise safeguarding concern?      Create / complete Safeguarding panel request case note      Send email request to  adultsafeguardingpanel@croydon.gov.uk    Allocated     worker /   SAM     s/g panel  procedure  

   If a gree d   that safeguarding concern is inappropriate   –        Complete minimum requirements of s/g  assessment form      Inform referrer of reasons   Allocated     worker /   SAM     s-g feedback to  referrer case note  

   If a gree d   that safe guarding concern is appropriate  –        Add safeguarding involvement for self while completing  safeguarding  triage      Add triage SAM involvement while acting as SAM for safeguarding triage   Allocated     worker  /   SAM     s-g involvements  

   Record initial SAM on safeguarding assessment form (notes box)      Complete safeguarding assessment form      Record final SAM on  safeguarding assessment form (authorisation box)  Allocated  worker /  SAM     s-g assessment  form (triage)  

   Is panel discussion required for decision to conduct S42 enquiry?      Create / complete Safeguarding panel request case note   Send email request to  adultsafeguardingpanel@croydon.gov.uk  Allocated     worker     s/g panel  procedure  

   Create safeguarding enquiry needed case note (RAG) if enquiry agreed      Workflow s/g enquiry needed case not e to  S42 enquiry team   (2165370)      Workflow s/g enquiry needed case note to business support   (2210883)    SAM     s-g enquiry needed  case note  

   Close  safeguarding involvement for self  when   safeguarding triage   ends      Close   triage SAM involvement  when   acting as SAM for safeguarding triage   has ended        Continue case management  Allocated     worker  /   SAM     s-g involvements  

 

