[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 


 


 


Contact form 


 


 


 


 


Pick contacts from side bar menu – then click on add 


contact 


“Add contact” will default to this screen with Case Note 


checked, change to Contact Record to expand the form 


Record the details of the person who has 


raised the s/g concern and their relationship 


to the person at risk (drop down). If 


allocated worker completes this form on 


behalf of someone else – that relationship 


should be chosen. If concerns are the 


allocated worker’s only, choose relevant 


relationship – Internal to Croydon / MDT 


 


Always choose suspected abuse for safeguarding concerns. Details of the concern 


are recorded here 


Ignore this section – issues not recorded 


Choose the relevant source but for 


contacts raised by the allocated 


worker, the choice will always be “All 


other contact sources”.  


CSSR = Council with social services responsibility 


Should be the same date as the contact date above 


If relevant, note that allocated worker to workflow to self to complete 


safeguarding assessment (triage). Record details of planned further action. 


Press save and continue 


If the referrer is on the system, use the find 


person button or add details in the free text box 
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s-g assessment form (triage)


AIS quick reference – safeguarding assessment form v3 (triage) 


Create a safeguarding assessment form 


 


 


 


 


Assessment details 


 


 


Choose add assessment – will produce form 


shown below 


Choose safeguarding assessment v2 – will 


open form as below 


Choose v2 of the s/g form. 
Resulting from must always 
be a contact or referral, never 
a previous assessment 


Pick assessment current 
drop-down 


Target start date should be 
same date as the contact; 
target end date defaults to +4 
weeks. Ensure that the actual 
start date is recorded 


 


 


Add self, to add or change name. Team name 


will default 







 


 


 


 


 


Press save and move to assessment questionnaire 


 


Assessment questionnaire 


 


 


 


 


Needs default – no need to 


change details 


Involvements default – no 


need to change details 


Access assessment 


questionnaire via right hand 


side yellow navigation tab 


Add outcome at end of assessment, see below for details, 


NB outcome must always be prefixed “Safeguarding….” 







 


 


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. 


 


 


 


 


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. 


 


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. 


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. 


 







 


 


 


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. 


 


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. 


Note as above  


Note dates and outcomes if known 







 


 


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. 


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


Record full details of the type of alleged abuse or neglect  


 







 


 


 


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  


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 


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


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. 


Always consider whether a crime has been committed at the 


earliest stage possible. If in doubt seek advice from the police. 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 


work involvement in support and protection planning  


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







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. 


 


 


There are three possible threshold outcomes, chosen from the drop down question, “Is a 


statutory safeguarding enquiry required:  


1. S42 statutory safeguarding enquiry required 


 


2. S1 non-statutory safeguarding enquiry required 


 


3. No safeguarding enquiry required 


 


 


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 summary. 


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). 


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 


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).  


Refer to Care Act guidance when assessing 


whether the person at risk has needs for 


care and support – the person doesn’t 


actually have to be receiving services 


Ensure that principles of “Making 


Safeguarding Personal” (MSP) are 


considered when assessing whether the 


person is at risk of abuse or neglect 


Refer any safeguarding concerns about children to the Croydon MASH or equivalent in other areas if the child lives in another area 







 


 


 


 


When all pages of the assessment questionnaire have been completed, press save and 


continue which will take you back to the front page which needs to be completed (see 


below) 


 


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


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


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 


issues, the reason for this must be recorded here. 







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 


 


 


 


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 – AIS 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. 


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


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. 


Insert actual end date and give delay reason if actual end 


date is later than target end date 


Record end reason from the drop-down list – assessment 


completed 


 


Change status “assessment current” to “assessment 


completed” 
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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) 


 


 


Case note type 


 


 


Enter details and create workflow 


  


 


Workflow the case note to safeguarding triage fictitious worker  


 


 


 


 


 


Choose case note type from drop 


down list 


Choose safeguarding 


concern and save 


Give details of the safeguarding concern here and 


confirm that you have completed the contact form 


Outcome is not required 


Press the save button to activate the 


workflow button, press workflow button 


to create and send the workflow  


Click on add action to access workflow 


– see below 







Find CAS team safeguarding triage worker 


 


 


 


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. 


 


 


 


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. 


 


 


 


 


 


 


 


 


Choose Add Person, this will show the search 


page. Find by name – worker, safeguarding 


triage or by ID number 2221190 


Press save and continue to workflow to CDT


flow the case note  Choose Add Person, this will show the search 


page. Find the allocated worker by name / ID and 


also workflow to the team safeguarding worker 


prefixed worker, Sa Enquiry or ID (see below) 


Press save and continue to workflow to CDT


flow the case note  







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


Create safeguarding concern case note (allocated worker) 


 


 


Enter details and create workflow 


  


Workflow the case note to self (allocated worker) 


 


Choose self from person search function 


 


 


Choose safeguarding 


concern and save 


Give details of the safeguarding concern here and 


confirm that you have completed the contact form 


Outcome is not required 


Press the save button to activate the 


workflow button, press workflow button 


to create and send the workflow  


Click on add action to access workflow  


Choose Add Person, this will show the search 


page. Find self by name / ID to workflow to self. 


NB contacts are monitored via workflows to 


ensure action is taken in response to s/g 


concerns – this is why you must workflow to self 


      Press save and continue to workflow self


flow the case note  






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) 


 


 


Case note type 


 


 


Enter details and create workflow 


  


 


Workflow the case note to safeguarding triage fictitious worker  


 


 


 


 


 


Choose case note type from drop 


down list 


Choose safeguarding 


concern and save 


Give details of the safeguarding concern here and 


confirm that you have completed the contact form 


Outcome is not required 


Press the save button to activate the 


workflow button, press workflow button 


to create and send the workflow  


Click on add action to access workflow 


– see below 







Find CAS team safeguarding triage worker 


 


 


 


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. 


 


 


 


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. 


 


 


 


 


 


 


 


 


Choose Add Person, this will show the search 


page. Find by name – worker, safeguarding 


triage or by ID number 2221190 


Press save and continue to workflow to CDT


flow the case note  Choose Add Person, this will show the search 


page. Find the allocated worker by name / ID and 


also workflow to the team safeguarding worker 


prefixed worker, Sa Enquiry or ID (see below) 


Press save and continue to workflow to CDT


flow the case note  







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


Create safeguarding concern case note (allocated worker) 


 


 


Enter details and create workflow 


  


Workflow the case note to self (allocated worker) 


 


Choose self from person search function 


 


 


Choose safeguarding 


concern and save 


Give details of the safeguarding concern here and 


confirm that you have completed the contact form 


Outcome is not required 


Press the save button to activate the 


workflow button, press workflow button 


to create and send the workflow  


Click on add action to access workflow  


Choose Add Person, this will show the search 


page. Find self by name / ID to workflow to self. 


NB contacts are monitored via workflows to 


ensure action is taken in response to s/g 


concerns – this is why you must workflow to self 


      Press save and continue to workflow self


flow the case note  
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triage SAM case note


Safeguarding triage SAM 


Create safeguarding triage SAM case note  


 


 


Case note type 


 


 


Enter details  


 


 


 


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. 


 


 


 


 


 


 


Choose case note type from drop 


down list 


Choose Safeguarding triage SAM and 


save 


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. 
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s/g panel procedure


 


1 
Adult safeguarding panel ToR & procedures v2 22/02/2018 


 


Adult safeguarding consultation panel – terms of reference and procedures 


1. Terms of reference 


 


1.1. 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. 


 


1.2. 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. 


 


1.3. 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 AIS. Please see 


procedures below for detail. 


 


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. 


 


1.4. 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. 


 


1.5. 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. 







 


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


 


2. Procedures 


 


2.1. 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. 


2.2. 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. 


2.3. 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.  


2.4. 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. 


2.5. Requests to present cases at the panel are made to the mailbox 


adultsafeguardingpanel@croydon.gov.uk 


2.6. 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. 


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


and why.  


2.8. The email must be submitted by midday on the Monday before the panel sits on the Tuesday. 


2.9. Confirmation of the time and duration of the panel attendance will be given by a Care Act 


facilitator via return e-mail. 


2.10. 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. 


2.11. 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. 


2.12. 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. 


 



mailto:adultsafeguardingpanel@croydon.gov.uk
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s-g feedback to referrer case note


Safeguarding feedback to referrer 


Create safeguarding feedback to referrer case note  


 


 


Case note type 


 


 


Enter details  


 


 


 


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. 


 


 


 


 


 


Choose case note type from drop 


down list 


Choose Safeguarding feedback to 


referrer and save 


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.  
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s-g involvements


Use involvements to record safeguarding worker 


Click into Involvements in the side bar menu 


 


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 


 


Add involvement details 


 


Pick Add Inv. To add new involvement 


Click on Find Person to add 


someone else or Add Self to 


add your own involvement  


 


Answer other questions as 


appropriate 


Click Add Role to describe 


involvement type 







Record role 


Drop down box will appear when Add Role is clicked 


 


Choose appropriate role 


 


 


NB: the role Main Assessor is automatically generated by the AIS system when a worker 


generates an assessment regardless of their involvement role. Safeguarding involvements 


must be added as well as other roles such as Main Assessor or Key Worker (as below) 


End involvements 


Click into involvements in side bar menu 


 


 Safeguarding – for allocated worker 


doing triage 


 S/g centralised duty worker – for 


Croydon adult support team doing 


triage only 


 S/g Enquiry Officer – for enquiries 


only 


 S/g triage SAM – for SAM during 


triage 


 S/g enquiry SAM – for SAM during 


enquiry.  


Ensure start date is entered 







Find your name in the list 


 


 


Add end date to end all involvements 


 


 


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. 


 


Press save to complete changes 


Use blue hyperlink to access details 


To close all involvements / 


roles, add end date and reason 


and press save  






s-g assessment form (triage)


AIS quick reference – safeguarding assessment form v3 (triage) 


Create a safeguarding assessment form 


 


 


 


 


Assessment details 


 


 


Choose add assessment – will produce form 


shown below 


Choose safeguarding assessment v2 – will 


open form as below 


Choose v2 of the s/g form. 
Resulting from must always 
be a contact or referral, never 
a previous assessment 


Pick assessment current 
drop-down 


Target start date should be 
same date as the contact; 
target end date defaults to +4 
weeks. Ensure that the actual 
start date is recorded 


 


 


Add self, to add or change name. Team name 


will default 







 


 


 


 


 


Press save and move to assessment questionnaire 


 


Assessment questionnaire 


 


 


 


 


Needs default – no need to 


change details 


Involvements default – no 


need to change details 


Access assessment 


questionnaire via right hand 


side yellow navigation tab 


Add outcome at end of assessment, see below for details, 


NB outcome must always be prefixed “Safeguarding….” 







 


 


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. 


 


 


 


 


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. 


 


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. 


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. 


 







 


 


 


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. 


 


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. 


Note as above  


Note dates and outcomes if known 







 


 


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. 


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


Record full details of the type of alleged abuse or neglect  


 







 


 


 


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  


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 


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


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. 


Always consider whether a crime has been committed at the 


earliest stage possible. If in doubt seek advice from the police. 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 


work involvement in support and protection planning  


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







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. 


 


 


There are three possible threshold outcomes, chosen from the drop down question, “Is a 


statutory safeguarding enquiry required:  


1. S42 statutory safeguarding enquiry required 


 


2. S1 non-statutory safeguarding enquiry required 


 


3. No safeguarding enquiry required 


 


 


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 summary. 


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). 


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 


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).  


Refer to Care Act guidance when assessing 


whether the person at risk has needs for 


care and support – the person doesn’t 


actually have to be receiving services 


Ensure that principles of “Making 


Safeguarding Personal” (MSP) are 


considered when assessing whether the 


person is at risk of abuse or neglect 


Refer any safeguarding concerns about children to the Croydon MASH or equivalent in other areas if the child lives in another area 







 


 


 


 


When all pages of the assessment questionnaire have been completed, press save and 


continue which will take you back to the front page which needs to be completed (see 


below) 


 


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


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


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 


issues, the reason for this must be recorded here. 







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 


 


 


 


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 – AIS 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. 


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


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. 


Insert actual end date and give delay reason if actual end 


date is later than target end date 


Record end reason from the drop-down list – assessment 


completed 


 


Change status “assessment current” to “assessment 


completed” 


 






s/g panel procedure


 


1 
Adult safeguarding panel ToR & procedures v2 22/02/2018 


 


Adult safeguarding consultation panel – terms of reference and procedures 


1. Terms of reference 


 


1.1. 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. 


 


1.2. 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. 


 


1.3. 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 AIS. Please see 


procedures below for detail. 


 


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. 


 


1.4. 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. 


 


1.5. 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. 
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2. Procedures 


 


2.1. 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. 


2.2. 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. 


2.3. 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.  


2.4. 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. 


2.5. Requests to present cases at the panel are made to the mailbox 


adultsafeguardingpanel@croydon.gov.uk 


2.6. 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. 


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


and why.  


2.8. The email must be submitted by midday on the Monday before the panel sits on the Tuesday. 


2.9. Confirmation of the time and duration of the panel attendance will be given by a Care Act 


facilitator via return e-mail. 


2.10. 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. 


2.11. 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. 


2.12. 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. 
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s-g enquiry needed  case note


s-g enquiry needed case note


Workflow the need for a safeguarding enquiry 


Create safeguarding enquiry needed case note  


 


 


Case note type 


 


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


 


 


 


Give details of the need for an enquiry here, including 


any relevant information to assist prioritisation 


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Press add action to generate 


workflow form (see below) 


Choose from the three 


different Enquiry needed 


case notes – red, amber, 


green to indicate 


response priority. Save 


 


 


Choose case note type from drop 


down list 







Find generic team worker 


 


 


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. 


Choose Add Person, this will show the search 


page. Find the s/g worker to choose workflow 


destination (see below) 


Press save and continue to workflow to S42 team


flow the case note  






s-g involvements


Use involvements to record safeguarding worker 


Click into Involvements in the side bar menu 


 


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 


 


Add involvement details 


 


Pick Add Inv. To add new involvement 


Click on Find Person to add 


someone else or Add Self to 


add your own involvement  


 


Answer other questions as 


appropriate 


Click Add Role to describe 


involvement type 







Record role 


Drop down box will appear when Add Role is clicked 


 


Choose appropriate role 


 


 


NB: the role Main Assessor is automatically generated by the AIS system when a worker 


generates an assessment regardless of their involvement role. Safeguarding involvements 


must be added as well as other roles such as Main Assessor or Key Worker (as below) 


End involvements 


Click into involvements in side bar menu 


 


 Safeguarding – for allocated worker 


doing triage 


 S/g centralised duty worker – for 


Croydon adult support team doing 


triage only 


 S/g Enquiry Officer – for enquiries 


only 


 S/g triage SAM – for SAM during 


triage 


 S/g enquiry SAM – for SAM during 


enquiry.  


Ensure start date is entered 







Find your name in the list 


 


 


Add end date to end all involvements 


 


 


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. 


 


Press save to complete changes 


Use blue hyperlink to access details 


To close all involvements / 


roles, add end date and reason 


and press save  
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·


 


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
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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  

 

