AIS adult safeguarding checklist – unallocated cases – via contact centre
	Action 
	By who
	Guidance 

	· Receive, screen and copy referral info
· Create contact form
· Complete contact information
	
CSA

	
  

	· Create s/g assessment form
· Complete start dates on front page of s/g assessment form
· Copy referral information to s/g assessment form (reason for concern)
	
CSA

	
  

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

	
  

	· Screen safeguarding referral information
· Allocate concern to CDT worker
· Create Safeguarding centralised duty worker involvement
	CDT lead / CDT worker

	
  

	· Record initial triage SAM on safeguarding assessment form (duty notes)
· Complete safeguarding assessment form, must include outcome
· Record final triage SAM on safeguarding assessment form (authorisation)
· Close safeguarding centralised duty worker involvement to CDT worker
	
CDT 
worker / SAM
	  

  

	· Create safeguarding enquiry needed case note (RAG) if enquiry agreed
· Workflow s/g enquiry needed case note to S42 enquiry team or IRT
· Workflow s/g enquiry needed case note to business support 
	
CDT lead
	
  

	· Start SA summary – s/g enquiry and link incident & case notes
· Record first SAM discussion on s/g enquiry SAM case note
· Record further information gathering on safeguarding case notes
	S42 or IRT SAM / worker
	
  

	· Create safeguarding team allocation needed case note
· Workflow s/g allocation needed case note to team manager 
· E-mail to team manager to alert need for allocation (disability teams)
	
S42 or IRT lead 
	
  

	· Create safeguarding enquiry officer involvement
· Create start safeguarding enquiry case note
· Workflow start safeguarding enquiry case note to allocated worker
	S42 or community team mgr.
	
  

	· Check s/g assessment form & SA summary / incident – review all info
· Continue s/g enquiry within SA summary, including mandatory case notes
· Organise formal meetings as required, record on s/g enquiry in SA summary
· Request and record further SAM discussions as required
	
Allocated worker
	
  

	· Check / correct final information on SA incident. Add end date/status
· Add final outcome to safeguarding risk assessment case note
· Record final SAM and outcome on s/g enquiry within SA summary
	
Allocated worker
	
  

	· Complete analysis of evidence and learning case note (optional)
· Create safeguarding enquiry closure request case note
· Workflow safeguarding enquiry closure request case note to manager
	
Allocated worker
	
[bookmark: _GoBack]  

	· Create safeguarding enquiry closure authorisation or
· Create safeguarding enquiry closure rejection
· Workflow s/g enquiry closure authorisation or rejection to allocated worker
	
Team manager
	
  

	· Complete safeguarding enquiry within SA summary – end date
· Close safeguarding enquiry officer involvement
	Allocated worker
	See above
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s-g concern case note unallocated
Workflow the contact — unallocated case referred through contact centre

Create safeguarding concern case note (contact centre)

Maintain Case Note/Visit
-

Choose case note type from drop
down list Back Continue __:-:_

Case note type

Maintain Caze Note/Visit

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 i

Request for Special or Extra Care A dati Continue I

Request Re-Start of Commissioned Services - Special Shelterad

Res fial Financial & Comp -C fien Required

Residential Financial Assessment form left with Client/Rep - Please chase up
idanti it sessment Parfially Completed - More Information Required

‘ Safeguarding Concern

Save |  Cancel | Workflow

e
Safeguarding Enquiry Closure Authorised
Safeguarding Enquiry Clesure Rejected

Safeguarding Enquiry Closure Requested [ — Choose Safeguardlng

Safeguarding Enquiry Needed - Amber
Safeguarding Enquiry Needed - Green
Safeguarding Enquiry Needed - Red Concern and Save

E ing 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 Safeguarding Enquiry

Enter details and create workflow

Note/\Visit Type* | Safeguarding Concern hd |

Note Date* &
N |

Headline |baieguan:ling concem £

Notes tetails of concern

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

Is this notefvisit a significant event? EL ves ® o / Outcome is not required
Outcome I 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
{ FindWorker | (  Clear | workflow button, press workflow button
Gopy note o fanidy members? Oves@no to create and send the workflow

Back | Continue C_ Save )  Cancel ( Workflow )

Workflow the case note to CDT

0 Records

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

Click on add action to access workflow

_Add Action

— see below | Back | Continue |  Save | Cancel






Find CDT triage worker

Choose Add Person, this will show the search
Action® |(W}

_ ing Cancern ¥I page. Find CDT by name — worker,
Action by date i) safeguarding triage or by ID number 2221190

Date completed |:| ™ /

Notes see contact dated - give date of contact form /

%
Persons/Organisations jointly responsible for action
1 Record
Perszon Responsible 4 | Organisation Responsible _
Worker, Safeguarding Triage Safeguarding Adults

[ Addinv. | ‘Add Person ’ [ AddOrg. |

Maintain Action

Back ( Continue I Save ) Cancel

Press save and continue to workflow to CDT
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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

.
R ) I ( Nows
Add Role | | View Current |
Back '__ Continue | Save '__ Cancel | Workflow

Choose appropriate role

Vpmimss —————
Priority 2 .

 prorty 3 Al e Safeguarding —for allocated worker
Priority 4 1 1

g P;Sate Properties - DFG Waiting List (v dOIng trlag_e
Privately Fostered Chid e S/g centralised duty worker —for

9 probation Officer |
Public Guardian b Clear
Registered GP Practice

H Rehab. Worker

Residence Order Allowance
Residential Care (Mursing Home)
(| Residential Home/Unit

Resource - Approved
 Resource - Assessment j
Responsible For Action on Care Plan
Responsible Manager

Responsible Team

Reviewing Officer

Reviewing Team

CDT doing triage only
e S/g Enquiry Officer — for enquiries
only

' Unknown

L Ensure start date is entered
Safeguarding

Safeguarding Enquiry Officer
el N —T holes
Service Manager A B \
Service Provider | View Current |
Shared Lives = =

Simple Assessment Service Waiting List W Back i Continue b Save A Cancel
Carial Warkar i e

Senior Care Manager

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)

|5afeguarding Enquiry Officer v| AT 3 I:I H

i sssesr g = =
[Setegaig g = =

Add Role | | View Current

End involvements

Click into involvements in side bar menu

D 40
ﬁ - '-T Browse Involvements

Menu Process Map |

Z, Dr Malcolm Muggles (2021758) ;' 55 Temple Road, Croydon, Surrey, CRO 1THW  , 020-8876 6543 ' 19/04/194¢

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

View Involvement History

Person Basic Details

Chronology 4 & Displaying 1...10 of 11 records
= 31/03/2015 Isaacs, Abby Miss Adult Care Team -
Case Not fisit Croydon Univ
Involvements 09/02/2015 Onipede, Mark Mr Ict Main Assessor N N N
28/01/2015 Dyke, Ursula Ms Ict N N N

Relationships






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

A —
To close all involvements / -

End date 27M12017 I
roles, add end date and reason

End reason and press save | Unspecified o

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 (triage)

Create a safeguarding assessment form

Assessment Details

Assessment Type*

Assessment details

Assessment Details

Assessment Type*
Resulting From
Is this assessment a reassessment?

Who is the subject of this assessment?

Status™®
Target Start Date™

Actual Start Date

End Reason

Person Responsible
Team Responsible

Select assessment to copy answers from

Do you wish to complete this
assessment?

Date Given to Client

Ll BIE UddRl, JENNY  dlBme HUppPOIL LAUTTENL
Telecare Ms Telecare review and
Assessment Serv plan -
V3 scheduled
Client 06/04/2017 Ly, David Mr Performance Contact- N Assessment 06
Assessment Information Equipment - Current
and Care and 06/04/2017
Support Plan
v2
Choose add assessment — will produce form /r[ Add Assess. ] | View Current |
shown below
Please select
Adults Contact Assessment V2
Best Interest Assessment
Carer's Assessment and Support Plan v2
Carer's Re-assessment Review and Support Plan v2 Back Continue Save Cancel Actions

Client Assessment and Care and Support Plan v2

Client Reassessment Review and Support Plan v2
Croydon Careline Telecare Assessment V3

DOLS Assessment

DolLS Process Monitoring

Human Rights Assessment

IASS - Contact Assessment (Wo Recourse to Publi
Mental Capacity Assessment

' areguarding Assessmen

Welfare Benefils Assessment

Choose safeguarding assessment — will
open form as below

Defaults to assessment type.

Safeguarding Assessment A I

—

Resulting from must always
be contact or referral, never a

Contact-Suspected Abuse-04/10/2016

|

O ves ® o
Unspecified Malc Muggles
Find Person

| Assessment Current

Clear ) /
v]

previous assessment

Pick assessment current
drop-down

Target start date should be

3] Target End Date™ }

I— !
Ei] Actual End Date |—|_=]

same date as the contact;
target end date defaults to +4

Flease select

Find Person Clear

Find Team Clear

| Assessment Clear
Mo

2] Date Given to Carer 2]

mﬁ‘ : =1 selact

v|weeks. Ensure that the actual

start date is recorded

L agesel )~ Add self, to add or change name. Team name
will default

If contact centre have created this form, all
details will already be added, the allocated social
worker will only need to change the name via
“add self” and add the end date on completion

Needs

3 Records

Go o page

Display rows per page 5 | 10 |

, s Mo. Linked

Client - Maintaining a 16/06/2015 Adults - Ellglb\e need - to be
habitable home environment
|:| Adult - Staying Safe Making sure client 25/02/2015 0 |:|
stays safe - BWH 25
Feb 21:44
| Adult - Practical Living must live practically 101072014 FACS-(Substantial} FACS-Eligible need - 1 |

Ability to manage

to be met

personal and other
daily routines

| Add Need |

Needs default — no need to
change details





Involvements

71 Records Goto page | h _- Display rows perpage 5 | 10 | 50 | 100

Augquste-daaku, Jenny Ms - Reviewing Team 16/04/2017
Croydon Careline Telecare Serv

Croydon Careline Telecare Serv Reviewing Team 15/04/2017 1

Involvements default — no
need to change details

Outcomes
0 Records Go lo page G 9 Display rows perpage 5 | 10 | 50 | 100
| Add Outcome |

Add outcome at end of assessment, see below for details,
NB outcome must always be prefixed “Safeguarding....” ( Back ¥ Coninue [ Save ] Cancel {  Actions |

Press save and move to assessment questionnaire

Assessment questionnaire

B | Logged in as Ms Una Kroll (UNA_KROLL) Navigation

| Unspecified Malc Muggles (2021758) ;' Unmatched Address - See Notes - 020-8876 8876 " 20/04/1946 - 71 yrs 0 mths A sesseniilelaly A

Needs

. Involvements
Assessment Details

) Qutcomes

Assessment Type* Safeguarding Assessment
Resulting From [Contact-Suspected Abuse-20/03/2017 v [} Overview
Is this assessment a reassessment? ) ¥es @ No E Reason for Safeguarding
Who is the subject of this assessment? Unspecified Malc Muggles concern (0/1)

Find Person | | Clear / [} Please Answer an
Status™ [Assessment current Questions [0/0)
Target Start Date* m _] Target End Date* m _] E Centralised Duty Notes (0/1)
Actual Start Date 03‘,041,201 7 _] Actual End Date l:l _] E Adult at risk (0/1)
End Reason | Please select \| Delay Reason |Please select v [ Consent (012)
Person Responsible Ms Una Kroll

] Adult at Risk Threshold (0/4)

FindPerson | | Clear | | Add Self | (0/4)

Team Responsible Professional Standards Team 1 Incident (0/2)
Access assessment e
Find Team | | Clear ) . q A
questionnaire via right hand [ e
Select assessment to copy answers from —(Cy ooy | Clea . . h caused harm (0/4)
s aind side yellow navigation tab -

Do you wish to complete this No Crime (0/2)

assessment?

Date Given to Client ’—| [T Date Given to Carer ’—‘ =)

oI

Serious Incident (0/1)

=

History (0/2)

Reason for Safeguarding concern
This section is for the CSAs to ill in only

Total Questions 1 Cuestions Answered 0
Assessor Ms Una Kroll

| Find Person | Clear ' Add Seft |

What is the reason for this safeguarding concern?

Give full details of concern. If the safeguarding concern has been made to the contact centre, they will have created a contact and
added the assessment form — in this case the reason for the concern will have been recorded here by the contact service adviser.

%] 40000 |

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 This form was originally only used by the centralised duty team —

S G “' _ workers from the community teams who receive safeguarding
) Suestions B na Krol Questions Answered 0 -oncerns on their allocated cases should complete this section,

not centralised duty workers.

{ FindPerson /[  Clear | Mﬂs""/

__—

| Centralised Duty Notes | / If this form is generated by the contact centre, the assessor name
Total Questions 1 Questions Answered 0 will need to be changed to show the allocated worker via the “Add
ASSe5500 Ms Una Kroll

self’ button. This needs to be repeated for all sections apart from

{ Find Person |/ Clear /| Add Selft " . »
- /< B : the “Reason for safeguarding concern” above

Please record any relevant additional information relating to the case. Include your name, the date and time against all
notes.

Give details of all work to be undertaken (SAM) 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

= [ 40000 |
Adult at risk
Total Questions 1 Questions Answered 0
A Ms Una Kroll
{ Find Person |/ Clear ) Add Self |

Is the adult at risk currently safe?

Flease 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
Consent
Total Questions 2 Questions Answered 0
A Ms Una Kroll
{ Find Person || Clear /[ Add Selt |

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

Please select v

Do they consent to the enquiry?

Please select v

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

%4 40000






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 threshold guidance matrix.

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

Unknewn
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 and willing to use that
support it can be said that they are able to

protect themselves against the alleged

abuse or neglect

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 summary.

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]






Incident

Tolal Cuestions 2 Duestions Arcwaened o
dssessor Bds Una Heoll

| FirdPerson | Clear | pdd ot

‘What type of sbuee has bean
Flease ik all that appy and explain fow s infomation was gathened in e e bos beioe

One or more answers may be selecheg!
O ursate dscharge (lscal aniy)

[ [r— The type or category of abuse indicated in the safeguarding

[ pesvestic concern / referral should be recorded here. This information is
Orem collected for statutory returns; the list on the left contains

I Financial / maeria categories that are counted for returns to the Department of

L Forced mamage health and at least one of these must be picked as the main
gﬁﬁm category. Those with (local only) indicated are for locally agreed
] Megpect  dcts ot returns and these are optional — do not choose one of these as
Ol oranisaticna the main or only category.

O rmysica

[ Psychoigical ! Emational This information is also used for assessing care homes and

[ szl atuss domiciliary care and is also used by the Business Support Officer
[ ol axpicitation when adding an SA Incident — please do not leave this blank.

O sk negec

[ anti-social behavicur focal anly]

[ carer abuse jatme in carer (iscal aniy)
[ Hate crime: pocal oniy)

[ medicaion emor pocai cry)

[ Missing person (local aniy)

[ Tissue viakstity ficcal oniy

Record full details of the type of alleged abuse or neglect

=]

Whera and when did the allaged abuss take place?
Flease g dabe and actual iocation i ihe et boo selow

Frease salodl w
[ |

Choose from drop-down options and record full details of the circumstances of the alleged abuse or neglect

=]

Person alleged to have caused harm

Tolal Duestions 4 Cuesiions Arawsened o
fEELnLer Mz Unakmil

| FindPerscn || Clear || Add Saif

‘Whese I8 the pereon alleged fo have caused harm now?
Pl mpiain how His Imormalion was gainened in ihe it bo baiow

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

A

Ig the p llegead fo have d harm known to adulf care esrvices, 8 8 sandica usar or carery
Fleass slate ther ful name. AL number and address (F knoewn)

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

Ara thers any previous sllegations regarding the parson alaged to have caused harm to the aduit at risk?
[Frease sded ]

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

A

What Is the retaflonzhip betwesn the person alleged fo have cawssd harm and the adulf at risk?

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 Queslions 2 Cusslions Argwercd o
BEELRLRT MiUna Hornill _ - _ . .
| FindPeraom | Clear |1 Add Soif
Hag a crime besn committed? 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
Have pollce been Informed | awars? work involvement in support and protection planning

Serious Incident

Todal Queshions 1 Cueslions Argwered o
Assessor M5 Uina Kol

| FindPerson | Clear 0 Add Sait

Hag this been ralsed a8 3 serious Incldent with Health?

This relates to serious incidents in a health setting which are always raised by a health representative, but social care staff can request it if the
safeguarding concern is about a significant health incident — if in doubt seek advice from the safeguarding lead for Croydon health services

=

History
Tolal Gesliong 2 Cunsions Arewered 0
Aremann M Lina Kol

| FindParson | Clear 0 Add Bell

Haow m f lous aafeguarnding concems have Desn mads In relation to the Adull at Risk?
Pleaw qmy-mtﬂ::w w%-'m

Note dates and outcomes if known

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

Capacity ! Advocacy

Tolal Cuestions 4 Cumsiions Argwered o
FAisgssor Mz Lina Kol

! FirdPerson | Clear | AddSer

Hae a Mentsl Capacity Agsessmant been complated?

These capacity questions relate to decisions made or needing to
be made in relation to the specific safeguarding concerns being
raised. If not known, default assumption should be that the person

has capacity.
Does the Adult af Risk have capacity In relation to this safaguanding concem?

The local authority has a duty under the Care Act to arrange advocacy
Does the Adult at Rlsk have an adwocate? for anyone who does not have anyone to advocate on their behalf if
needed. See the Standard Operating Procedures for details of how to

access advocacy services

If formal, which organisation ls the advocate from7

Please soecl e

Note advocacy service if not in the drop down list. Note name and details of the person/s acting as informal advocate — informal advocates
should be agreed by the person at risk or proper processes followed in line with the Mental Capacity Act if the person lacks capacity

=





Others at Risk

Tolal Quesions 2 Cueslions Arewered. 0
AEGEEnT Fs Linia Kool
i

| FirdPamon | Clear | AdoSer
4 N 1 )

Are thera any children or ofher adults Imvolved In this particular Incident?
Flease g names and as much delall o pessibie. Explain whal seasunes hase been faken

Oina or more ancwers may be selssiey)
Cenitaren
[ aaumisy

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

Have children's services besn contacted?
Please sedpo W

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

Risks
Total Duesiions B Duesiions Arcowaered a
Dsseanr Fls Una Kool

! FindPeon ' Clear | Add ot

How doas the Adult at Risk percetve the riske to thiz aleged Incident?

Note whether this question is answered from direct contact with the person at risk or from the information given in the referral

What impact has the alleged Incident had on the Adult st Rlsk?

Note as above

Hag the adult gt risk been asked thelr desired outcomes?

Did they exprase 3 deslred oufcoms?

What are thelr visws and IHe on what be done?

If it has not been possible at this stage to gain the person’s views and desired outcomes, record the reason for this. Note also if views have
been gained from an advocate or representative

I8 the adult at rizk open to any other team?






Actions

Tolal Cuesliong 1 Custions Arewasned o
BEELGEOT s Unia Kool

! FindParson  Clear 0 Add Self

What acttonz wers taken &a = result of this safaguarding concam?

One or more answers may be selecier.

CJcare Prosider in lead enguiny (ghee detais in e b bo beiow)

DFbIn:Iulna! enguiry [ghee diai ks in e lod Do beicow)

Dumwmhm enguiry jgise delails in fhe ol box below}

[ case ranster 1o Care Management Record all actions taken. If “progressing to safeguarding enquiry is
Dlcase manstor 1o How chosen” this should correspond to the outcome noted on the front

S"‘“m"“""ﬂ page of this assessment when the form is completed. (See below).
Inapprnorale S (A o

Ointormasan and advice

[ — If the case is not progressing to an enqui_ry, use these options and
Oreterea 1o coc the notes below to record what other actions have been taken to
Dl Retamed o Cane Qually Somerission (O3C] support the person in keeping safe.

[ retarrea 1o chigrens Soam Can

[ retarrea 1o complams

[ Retiarred 1o Contracts and Commissioning
[ Retarrea 1o District Musse

[ Retemed 1o Famity Jussion Centre

[ Retemed 1o Hospial

O Retarmed 1o Housing

[ Retiarred 1o Tissue iabilty Nursa

[ Retiarred o London Fre Engade

O Retemed 1o Palice

[ Retiarred 1o Trading Standands

[ Restieret 1o Caher [ghee ciiails in fhe ded o beiow)
Clctner igive detais in the text box below)
[ a further acton

Authorisation

Tolal Cueshions 1 Cuslions Arcwaesed o
AEgEssof Fis Una Krol

" Find Parson || Clear Y Add Selff

'Who has endorsed your daclalon?

[Frease sded W |

—

Authorisation should be given following a SAM discussion, the details of which should be recorded here. The social worker should detail who
the discussion/authorisation took place with and record the date in the box

=

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)





Complete the front page of the assessment form

Assessment Details

Assessment Type* Safeguarding Assessment
Resulting From [ Contact- Suspeded Abuse-29/03/2017 v|
Is this ment a r 7 ® Yes O No

Change status “assessment current” to assessment

Who is the subject of this assessment?  Unspecified Malcolm Muggles(Test Person Do Not Update) .
completed
| Find Person | | Clear ]
Status* | Assessment Current ™ | Insert actual end date and give delay reason if actual end

Target Start Date* 1072017 & TargetEnd Date” [painemnq7 ] 3 date is later than target end date

Actual Start Date 1200712017 5] Actual End Date 3;0?!201? [E \

End Reason | Assessment Completed Delay Reason | Please seloct M|
Person Responsible Ms Una Kroll \
( FindPerson | (  Clear | | AddSeR
Team Responsible Professional Standards Team Record end reason from the drop-down list
Find Team | | Clear
Select nent to copy { Assessment | | Clear
from
Do you wish to complete this O Yes ® No
assessment?

Date Given to Client E] Date Given to Carer ] l]

Outcomes

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

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

Outcomes

0 Records Go to page Go _‘ 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 safeguarding assessment form is finished by pressing OK and then save / continue.
The SAM discussion recorded on the questionnaire should indicate further actions. If a
safeguarding enquiry is indicated, the SAM should workflow this to the allocated worker
using the correct case note — “Safeguarding enquiry needed — red” (or Amber / Green as
appropriate). 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. See separate
guidance, AIS quick reference — safeguarding enquiry needed case note.
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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{ . . . . .
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 | Please select M| /

Input By Ms Una Krell on 27112017

Worker on whose behalf the note/visit has been input Ms Una Kroll PreSS the save bUttOﬂ 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 relevant worker

Action status* . .
cton- 0%y Sefepearing Enaiy rocied—Aumber v Choose Add Person, this will show the search
Action by date i page. Find the relevar_1t person / team to
Dete completed - choose workflow destination (see below)
[ 1@
e
Notes retais of need for safeguarding enquiry|
=4
Persons/Organisations jointly responsible for action
0 Records
[Porson Basponaitls 5 Organieaion Responaivle

Add Inv. Add Person Add Org.

Back ( Continue x Save ) Cancel

Press save and continue to workflow to CDT

Workflow the case note

Unallocated cases — CDT complete triage and workflow the need for an enquiry to the S42 team
(Worker, Safeguarding) or to IRT (Worker, Sa Enquiry, Irt) for disability cases.

Allocated cases — for cases referred via the contact centre, CSA workflow to CDT. CDT workflow
the contact / safeguarding concern to the allocated worker / team for triage to be completed by the
allocated worker.

Allocated cases - following SAM decision that an enquiry is needed, the SAM workflows the
Safeguarding enquiry needed case note to the allocated worker.

Worker, Sa Enquiry ID numbers

Inbox name ID number
Worker, Sa Enquiry Ld Review 2248709
Worker, Sa Enquiry Irt 2246536
Worker, Sa Enquiry Ain 2246538
Worker, Sa Enquiry Ld Complex 2246534
Worker, Sa Enquiry Si 2246540
Worker, Sa Enquiry Pd 2246539
Worker, Safeguarding 2165370
Bus Sup Worker, Adult Safeguarding (for incident) 2210883
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SA summary s-g enquiry
AIS quick reference quide — SA summary

Create the safeguarding enquiry record

Choosing SA summary from left menu will display the front page. Navigation
Previous unfinished sections of the episode will show as below. /
Closed episodes are accessed via the yellow navigation button.

Click add safeguarding enquiry to start the enquiry record ”"[ Add safeguarding enquiry ]

~

Episode 16/07/2017 Serious Case Review Oves () o ® Unknown "‘ffs TESTING

Safeguarding Plans

Case Actual Date 16/07/2017 Chairperson M
Conference Location BWWH Worker/Team Responsible M:
Investigation Actual Start 18/07/2017 WorkerTeam Regponsgible Mz Kim 51

Method Single Agency Investigation Lead Agency

Strategy Dizcussion Date 16/07/2017 Type Strategy Discussion/Meeting Coordinator/Team Mz Kim Stevens /0l
Discussion Persoen Respongible Lead Agency

Incident  StartDate 16/07/2017 End Date l:lﬂ Location Own Home

Record the safeguarding enquiry

Basic enquiry details

Safeguarding enquiry details Always link to originating referral or contact, not @
Resulting From* Contact-Suspected Abuse-02/05/2017 vl to the Safeguarding assessment
EIyEEiine 5 Date that enquiry started, not date of allocation to enquiry officer
Initial discussion type (select SAM
discussion) Case Conference iri i i i
———— Planning Meeting All enquiries should start with a SAM discussion where planned
Review Mesting  —— m-—» actions and protective measures are agreed. Initial discussion
SAM DX type should therefore be SAM discussion.
Team Professional Standards Team
[ FndTeam | ( Clear ) [ AddMyTeam |
SAM
[ FindPerson ) (  Clear | ( AddSeiff
Lead Agency Responsible | ; —T For example: Croydon adults’ services, Police, health, different local authority area
= Brief notes can be added here to outline the safeguarding concern and rationale for the enquiry. You do not need
to detail the SAM discussion — this is recorded in detail on the SAM discussion case note.
=
Incidents
Incidents (=]
0 Records

Thereis 1 record avalable to fnk to this cpisode __ — Only use link incidents here — do not use ‘add incident if there is no incident to link,
Linkincidents | ( Addincident ; .
workflow to business support if necessary — see below*

Select incidents to be linked to thiz Strategy Discussion
1 Record

Select
L el i B 5"""’“‘ i

04/10/2016 13:46 04/10/2016 09/03/2017 Mr Malcolm Muggles(Test Persen Do Mot Update)
- PsychologicalEmotional Abuse
OK | ( Addincident This box appears as an overlay. Choose the incident to link and press OK. This will

take you back to the enquiry form to continue the record, it will appear as below.

*The incident is created by business support and should be available to link here when ‘link incidents’ is chosen.
Workflow to virtual BSO (id 2210883) if not, using ‘safeguarding enquiry needed case note (see separate quick-
reference guidance).





Incidents (=]

1 Record

Period of
s e e = e S e —|=
04/10/2016 13:46 04/10/2016 08/03/2017 Completed Hrmu“m(‘l'est Perstu
ot Update) -
Abuse
There are 0 records available to fink to this epizsode
{ Linkincidents | | Addincident | This should be the view once the incident is linked
Subjects
Subjects (=]
| Link Subjects ] { vLink invoivements | (  Link Case Notes ) Other service users who are subject to the same enquiry can be linked here and will
appear alongside this subject to the left of this section. Any worker involved with
Mailcolm < : f
v’ other subjects can also be linked here.
Mr Malcolm Muggles{Test Person Do Not Update) - 19/04/1946 (2021758) &
Address 660 Florida Read, South Croyden, Surrey, CRO 2B
Enquiry risk level [Piease select v]  Indicate the level of risk here but also complete the mandatory s/g risk assessment case note

Mental capacity assessment completed (@) vag (O Np O Unknown

regarding this safeguarding enquiny?” - Record here and in the notes below, any information about the person’s capacity to
s comy eaArna N (@) es Oo O Unknown make decisions in relation to this safeguarding concern. Use the ‘not applicable’
e e e et el e buttons only if the person has capacity and so would not need to be supported in

C . best interests’ decision making. Advocacy arranged in line with general Care Act

requirements should be recorded in case notes.

®)ves O o O unknown O nia

family or friend?
If no advocate or representative, has
an advocacy referral been made?”

Enquiry decision [[Fiease select ) Complete the enquiry decision only at the completion of the enquiry (see below)
Notes

Oves O o O unknown @ s

Involvements

Involvements
1 Record
T e —
Ms Una Kroll, Professional Standards Team
Choose ‘link involvements’ to see the list of all workers involved, tick any that are relevant and
press OK to link them back into this record.
Case notes
Case Notes
1 Record

16/07/2017 SAFEGUARDING TEST

(Cnkcasenotes ) ([Cadd case vote ) Any case notes dated from the start date of this enquiry should be linked here.
Any case notes made during the course of the enquiry must be created here by

using the ‘add case note’ button.

NB — All case notes for safeguarding enquiry records must be pre-fixed ‘safeguarding’. The safeguarding
SAM discussion, risk assessment and views and desired outcomes case notes are mandatory. The protection
plan case note must be completed in all situations where a protection plan is required.





Outcomes

Outcomes
0 Records
[viewoetsts —Joucomedus —____Soweome ] rerson Responsiie | Agency Responsie 3 veets |
Add Outcome Do not add outcome until the enquiry is compete and this record is to be finished
Meetings
Meetings All formal meetings concerning this enquiry should be recorded here. A brief record of the meeting can be o
Planning Meeting added in the details box below but the full details will be recorded in the minutes which should be indexed to
051092017 ESCR.
Please select
Case Conference 1ZE3 D
Meeting Date® L= LYl Planning Meeting
[osioozor | [ R —
Meeting chairperson Mz Una Kroll SAM Discussion
( FindPerson ) ( clear ) { AddSer
Meeting Details
=]
Meetings (=]

Further formal meetings can be recorded by pressing the add button here — a blank form

RSN N CCTE Planning Meeting - | Case Conference - [ . 5
will appear as below when the date and type of follow-up meetings can be chosen.

01 05/09/2017 12092017

fPicase select
Case Conference
Planning Meeting 1EEE D
Meeting Date* o) L=EUORET - Review Meeting
=
Meefing chairperson
{ FindPerson | |  Clear | ( AddSeff |
- ¥ B ¥ 4 J
Meeting Detals
=]

Close the safeguarding enquiry
Enquiry decision

Subjects [

{ Link Subjects | ( Linknvolvements | { LinkCase Notes )

Mailcoim
Muggles(Test Person Do Not Update)

Mr Malcolm Muggles{Test Person Do Not Update) - 19/04/1946 (2021758) A
Address 660 Florida Read, Scuth Croydon, Surrey, CRO 2BJ
Enquiry rizk level Please select
Mental capacity assessment completed @) vgs (O np O Unknown When the enquiry is finished, and its closure has been agreed with the SAM, return
regarding this safeguarding enquiry?* . . , . . .. 5 q
S — I to the ‘subjects’ section and choose an enquiry decision. This will usually be
pacity regarding this O Yes @ No O Unknown q 5 . q g 5 5 5
safeguarding enquiry? completed’. Choosing ‘start safeguarding adult protection plan’ will generate another
f yes, is the person supported by an (7 vgq () o O Unknown @) A section of the overall episode within the SA summary. This is separate from the
family or friend? ' ‘protection plan’ case note and is not mandatory but is helpful if there is an on-going
If no advocate or representatve, nas () ves ) No () Unknown @) /A need for a protection plan — as long as this section / plan is open, the red banner
m‘ﬂwm been made? _______________indicating a safeguarding concern, will remain in place even if the case is closed.
Completed
Hotes Start ing Adut Protecton Plan |
=i






Outcomes

Outcomes

0 Records
vowbeats —Jouicome pac ) T p——r) peey

{ Add Outcome )

Outcome Date* 0510902017 ]

Outcome* et oyt
Does not meet ing Enquiry Tt In conjunction with the SAM or as a result of formal
 ~r—N um;;d&ve Alert safeguarding enquiry meetings, choose the relevant
Should be the SAM - A Investigation ceased at individuals request outcome from the drop-down list.
Agency Responsible Not substantiated
Progress to Contracts Monitoring
Notes Substantiated - fully
- partialty
_ =
¢ oK ) ( cancal )
Completion
Completion Choosing yes will result in all answers being greyed out and changes are not then [

possible. Amendments to the SA incident are not possible once this form is complete so
completion and closure of the SA incident should be done before this enquiry form is
completed.

Is the safeguarding enquiry complete? () yras (@) o
{ add investigation )
\_nddinvestigation
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s-g allocation needed
Workflow the need for allocation to complete safequarding enquiry

Create safeguarding team — allocation needed case note

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

Request for Special or Extra Care A dati

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

Residential Financial Azzessment Partialty Completed - More Information Required
Safeguarding Concern

Safeguarding Diary Note

Safeguarding Enquiry Clesure Authorised

Safeguarding Enquiry Closure Rejected

Safeguarding Enquiry Closure Requested

Safeguarding Enqury Nieeded - Ambar Choose the case note for

Safi ding E iry Needed - G . .
Sateguarding Enquiy lleeded Rod | allocation, this case note

E iry Risk A
Emﬂuamingsﬁﬁﬂ!gsiu states s-g team but can be
Safi ding E iry Strat Di i
Sateguarding Enguiny Views and pasted Outcomes used by other teams. Save
Safeguard!ng Eng ry:Vlews and Desired Ouicomes

Continue ( Save ) Cancel Workflow

Enter details and create workflow

Maintain Case Note/Visit
MNote/\Visit Type® | Safeguarding Team - Allocation Needed e |

Note Date™ H
Received Time :

Headiine |S»027—11—17 Allocation needed ‘
Notes tate reason for allocation to complete enquiry| . .
Give details of the need to allocate the case for an
enquiry here, including any relevant information
=]
Is this note/fvisit a significant event? (:) Yes @. Mo Outcome iS not required
Outcome | Piease select M | /
Input By Ms Una Krel on 28112017
Worker on whose behalf the note/visit has been input Ms Una Krol Press the save bUttOn to aCtiVate the WOrkﬂOW
(_FindWorker ) [ Clear ) button, press workflow button to create and
Copy note to family members? O ves ® no Send the Workﬂ ow

Back | Continue ( Save ) Cancel ( Workflow )

Choose workflow

0 Records

Person Responsible % | Organisation Responsible & (I::k:;t:lpleted * m

Press add action to generate
workflow form (see below)

L Add Action

Back i Continue Save /|  Cance

Find relevant team manager

MAction status® _m L
Choose Add Person, this will show the search

Action® |(W} ing Team - ion Needed .
Action by date ] page. Find the relevant person / team manager

to choose workflow destination (see below)

ow omene —

Notes state reason for allocation to complete enquiry /

%]
Persons/Organisations jointly responsible for action
1 Record
Murphy, Siobhan Ms Social Work Team Op/Sipd ]
(_ Addinv. ) ((AddPerson ) [ Addorg. |  Press save and continue to workflow to manager

Maintain Action

Back ( Continue x Save ) Cancel
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start s-g enquiry
Workflow start safequarding enquiry

Create safeguarding team — allocation needed case note

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 .
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
Residential Financial Azzessment Partialty Completed - More Information Required
Safeguarding Concern

Safeguarding Diary Note

Safeguarding Enquiry Clesure Authorised

Safeguarding Enquiry Closure Rejected

Safeguarding Enquiry Closure Requested

Safeguarding Enquiry Needed - Amber ChOOSG Stal’t

Safeguarding Enquiry Needed - Green . .

Safeguarding Enduiry Hoeded - Red safeguarding enquiry.
E ing Enquiry Risk A

Safeguarding Enquiry SAM SaVe

Safeguarding Enquiry Strategy Discussion

Safeguarding Enquiry Views and Desired Ouicomes
Safeguarding Enquiry Views and Desired Ouicomes
Safeguarding Protection Plan

£ g " geation Needed
tart Safeguarding Enguiry

Enter details and create workflow

Maintain Case Note/Visit
Nate/Visit Type* [Start ing Enquiry M

MNote Date* H
et T :

Headiine |5(}27—1 1-17 Start safeguarding enquiry| £

Notes state instruction to start safeguarding enquiry

Give instruction to start safeguarding enquiry here,
including any relevant information

(=
Is this note/visit a significant event? O ves ® 1o / Outcome iS not required
Outcome | Please select v
Input By Ms Una Kroll on 28112017
Worker on whose behalf the note/visit has been input Ms Una Kroll

[ FindWorker | | Clear | Press the save button to activate the workflow
Copy note to fanily members? " button, press workflow button to create and
Create a copy of this note? .::) Yes .@ No Send the WOI’kﬂ ow
Do you wish to complete this case notefvisit? .j:j. Ves @. Mo
This will make the form read onby.

Back i contive (C save ) cCancel ((C Workflow )

Choose workflow

0 Records

Perzon Rezponsible 4 | Organisation Responsible & (I::k:;t:lpleted * m

Press add action to generate
workflow form (see below)

L Add Action

([ Back | Contnue ¥  Save ) Cance

Find safeguarding enquiry officer

Action status* Open v

Acton [romt oo Eraiy V] Choose Add Person, this will show the search

Action by date ] / page. Find the relevant person / enquiry officer

Date completed = to choose workflow destination (see below)

Notes state instruction to start safeguarding enquiry /

I

Persons/Organisations jointly responsible for action

1 Record
Poraon Rezponsiic s B 000000000000 ]
Kroll, Una Ms 1

( addinv. ) (CAddperson ) ( AddOrg. )  Press save and continue to workflow to manager

Maintain Action

Back ( Continue I Save ) Cance







SA summary s-g enquiry
AIS quick reference quide — SA summary

Create the safeguarding enquiry record

Choosing SA summary from left menu will display the front page. Navigation
Previous unfinished sections of the episode will show as below. /
Closed episodes are accessed via the yellow navigation button.

Click add safeguarding enquiry to start the enquiry record ”"[ Add safeguarding enquiry ]

~

Episode 16/07/2017 Serious Case Review Oves () o ® Unknown "‘ffs TESTING

Safeguarding Plans

Case Actual Date 16/07/2017 Chairperson M
Conference Location BWWH Worker/Team Responsible M:
Investigation Actual Start 18/07/2017 WorkerTeam Regponsgible Mz Kim 51

Method Single Agency Investigation Lead Agency

Strategy Dizcussion Date 16/07/2017 Type Strategy Discussion/Meeting Coordinator/Team Mz Kim Stevens /0l
Discussion Persoen Respongible Lead Agency

Incident  StartDate 16/07/2017 End Date l:lﬂ Location Own Home

Record the safeguarding enquiry

Basic enquiry details

Safeguarding enquiry details Always link to originating referral or contact, not @
Resulting From* Contact-Suspected Abuse-02/05/2017 vl to the Safeguarding assessment
EIyEEiine 5 Date that enquiry started, not date of allocation to enquiry officer
Initial discussion type (select SAM
discussion) Case Conference iri i i i
———— Planning Meeting All enquiries should start with a SAM discussion where planned
Review Mesting  —— m-—» actions and protective measures are agreed. Initial discussion
SAM DX type should therefore be SAM discussion.
Team Professional Standards Team
[ FndTeam | ( Clear ) [ AddMyTeam |
SAM
[ FindPerson ) (  Clear | ( AddSeiff
Lead Agency Responsible | ; —T For example: Croydon adults’ services, Police, health, different local authority area
= Brief notes can be added here to outline the safeguarding concern and rationale for the enquiry. You do not need
to detail the SAM discussion — this is recorded in detail on the SAM discussion case note.
=
Incidents
Incidents (=]
0 Records

Thereis 1 record avalable to fnk to this cpisode __ — Only use link incidents here — do not use ‘add incident if there is no incident to link,
Linkincidents | ( Addincident ; .
workflow to business support if necessary — see below*

Select incidents to be linked to thiz Strategy Discussion
1 Record

Select
L el i B 5"""’“‘ i

04/10/2016 13:46 04/10/2016 09/03/2017 Mr Malcolm Muggles(Test Persen Do Mot Update)
- PsychologicalEmotional Abuse
OK | ( Addincident This box appears as an overlay. Choose the incident to link and press OK. This will

take you back to the enquiry form to continue the record, it will appear as below.

*The incident is created by business support and should be available to link here when ‘link incidents’ is chosen.
Workflow to virtual BSO (id 2210883) if not, using ‘safeguarding enquiry needed case note (see separate quick-
reference guidance).





Incidents (=]

1 Record

Period of
s e e = e S e —|=
04/10/2016 13:46 04/10/2016 08/03/2017 Completed Hrmu“m(‘l'est Perstu
ot Update) -
Abuse
There are 0 records available to fink to this epizsode
{ Linkincidents | | Addincident | This should be the view once the incident is linked
Subjects
Subjects (=]
| Link Subjects ] { vLink invoivements | (  Link Case Notes ) Other service users who are subject to the same enquiry can be linked here and will
appear alongside this subject to the left of this section. Any worker involved with
Mailcolm < : f
v’ other subjects can also be linked here.
Mr Malcolm Muggles{Test Person Do Not Update) - 19/04/1946 (2021758) &
Address 660 Florida Read, South Croyden, Surrey, CRO 2B
Enquiry risk level [Piease select v]  Indicate the level of risk here but also complete the mandatory s/g risk assessment case note

Mental capacity assessment completed (@) vag (O Np O Unknown

regarding this safeguarding enquiny?” - Record here and in the notes below, any information about the person’s capacity to
s comy eaArna N (@) es Oo O Unknown make decisions in relation to this safeguarding concern. Use the ‘not applicable’
e e e et el e buttons only if the person has capacity and so would not need to be supported in

C . best interests’ decision making. Advocacy arranged in line with general Care Act

requirements should be recorded in case notes.

®)ves O o O unknown O nia

family or friend?
If no advocate or representative, has
an advocacy referral been made?”

Enquiry decision [[Fiease select ) Complete the enquiry decision only at the completion of the enquiry (see below)
Notes

Oves O o O unknown @ s

Involvements

Involvements
1 Record
T e —
Ms Una Kroll, Professional Standards Team
Choose ‘link involvements’ to see the list of all workers involved, tick any that are relevant and
press OK to link them back into this record.
Case notes
Case Notes
1 Record

16/07/2017 SAFEGUARDING TEST

(Cnkcasenotes ) ([Cadd case vote ) Any case notes dated from the start date of this enquiry should be linked here.
Any case notes made during the course of the enquiry must be created here by

using the ‘add case note’ button.

NB — All case notes for safeguarding enquiry records must be pre-fixed ‘safeguarding’. The safeguarding
SAM discussion, risk assessment and views and desired outcomes case notes are mandatory. The protection
plan case note must be completed in all situations where a protection plan is required.





Outcomes

Outcomes
0 Records
[viewoetsts —Joucomedus —____Soweome ] rerson Responsiie | Agency Responsie 3 veets |
Add Outcome Do not add outcome until the enquiry is compete and this record is to be finished
Meetings
Meetings All formal meetings concerning this enquiry should be recorded here. A brief record of the meeting can be o
Planning Meeting added in the details box below but the full details will be recorded in the minutes which should be indexed to
051092017 ESCR.
Please select
Case Conference 1ZE3 D
Meeting Date® L= LYl Planning Meeting
[osioozor | [ R —
Meeting chairperson Mz Una Kroll SAM Discussion
( FindPerson ) ( clear ) { AddSer
Meeting Details
=]
Meetings (=]

Further formal meetings can be recorded by pressing the add button here — a blank form

RSN N CCTE Planning Meeting - | Case Conference - [ . 5
will appear as below when the date and type of follow-up meetings can be chosen.

01 05/09/2017 12092017

fPicase select
Case Conference
Planning Meeting 1EEE D
Meeting Date* o) L=EUORET - Review Meeting
=
Meefing chairperson
{ FindPerson | |  Clear | ( AddSeff |
- ¥ B ¥ 4 J
Meeting Detals
=]

Close the safeguarding enquiry
Enquiry decision

Subjects [

{ Link Subjects | ( Linknvolvements | { LinkCase Notes )

Mailcoim
Muggles(Test Person Do Not Update)

Mr Malcolm Muggles{Test Person Do Not Update) - 19/04/1946 (2021758) A
Address 660 Florida Read, Scuth Croydon, Surrey, CRO 2BJ
Enquiry rizk level Please select
Mental capacity assessment completed @) vgs (O np O Unknown When the enquiry is finished, and its closure has been agreed with the SAM, return
regarding this safeguarding enquiry?* . . , . . .. 5 q
S — I to the ‘subjects’ section and choose an enquiry decision. This will usually be
pacity regarding this O Yes @ No O Unknown q 5 . q g 5 5 5
safeguarding enquiry? completed’. Choosing ‘start safeguarding adult protection plan’ will generate another
f yes, is the person supported by an (7 vgq () o O Unknown @) A section of the overall episode within the SA summary. This is separate from the
family or friend? ' ‘protection plan’ case note and is not mandatory but is helpful if there is an on-going
If no advocate or representatve, nas () ves ) No () Unknown @) /A need for a protection plan — as long as this section / plan is open, the red banner
m‘ﬂwm been made? _______________indicating a safeguarding concern, will remain in place even if the case is closed.
Completed
Hotes Start ing Adut Protecton Plan |
=i






Outcomes

Outcomes

0 Records
vowbeats —Jouicome pac ) T p——r) peey

{ Add Outcome )

Outcome Date* 0510902017 ]

Outcome* et oyt
Does not meet ing Enquiry Tt In conjunction with the SAM or as a result of formal
 ~r—N um;;d&ve Alert safeguarding enquiry meetings, choose the relevant
Should be the SAM - A Investigation ceased at individuals request outcome from the drop-down list.
Agency Responsible Not substantiated
Progress to Contracts Monitoring
Notes Substantiated - fully
- partialty
_ =
¢ oK ) ( cancal )
Completion
Completion Choosing yes will result in all answers being greyed out and changes are not then [

possible. Amendments to the SA incident are not possible once this form is complete so
completion and closure of the SA incident should be done before this enquiry form is
completed.

Is the safeguarding enquiry complete? () yras (@) o
{ add investigation )
\_nddinvestigation
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SA incident
AIS quick reference quide — SA incident

All incident forms are completed by business support at the point when it is decided that a

safeguarding enquiry is required. At the point of closing the enquiry, the enquiry officer
must check the incident form for accuracy and close it.

Open incident form

M Family Networks Safeguarding Adulis Incidents
14 Records
Casze Motes / \isits
AEFTET Start Date End Date Period of Abuse Il
ntacts and Date victims
erralz
17r1u 17102017 Current
02/05/2017 1 Current
M Personal Qutcomes 1118
101012016 10/10/2016 Completed
00:00
De 04/10/2016 04/10/2016 1 Completed
13:46
12/09/2016 12/09/2016 1 test whether Completed
B Safeguarding Adults 1411 incident is being
pulled through
M SA Summary 05/05/2016 05/05/2016 05/05(2016 1 Completed
SA Incident: '
i - Ad——Miew Current | Choose SA incident from the left hand menu and click
M Case Closure on the blue hyperlink for the date of the relevant contact
Complete incident details — end date
Incident Details - This field is mandatory and must be completed &

Resulting From

Reported Date*

Reported By

or Name (free text)
Source of Gontact
Start Date

Period of Abuse
Status

Notes

|Cuntact- pected Abuse (17/10/2017) Mr Malcolm

noemy | L8 Tme [om4

Mr Malcolm Muggles(Test Person Do Mot Update)
{ Find Person | | Clear

| Internal to Croydon/MDT

_ — Enter end date
Please select n End Date l:l

(Test Person Do Not Update) ~

Cancalled P J— Change status from current to completed, once all information has
ey € been checked
%]

Incident locations

Incident Locations - - This field is mandatory. Press 'Add Location’ to record (=]

1 Record

E Alieged Abuse Bate Service Tvpe m

17102017

( Add Location — Check that the information is correct. Location can be deleted and /

Mursing Care Home: Commissiocned

/ or a different location recorded using the Add Location button






Adult at risk details

Adult at Risk Details =]
| Find Perpetrator | | Alleged Person To Have Caused Harm |
Mr Malcolm Muggles({Test Person Do Not Update) - 66b Florida Road, South Croydon, Surrey, CR0 2B.J &
Resuliing From |Cuntact— uspected Abuse (17/10/2017) Mr Malcolm (Test Person Do Not Update) v|
Reported Date* & Time* [og:24
Soverty
Frequency Check that the information is correct and up-date if further

Does the aduit at risk care for ofhers? O ves O o ® Unknown information is known at the end of the enquiry
I the adult at risk self-funding? .:::. Yes .::). No .@:. Unknown

Status ’Current—V|
otes E:EEEQMt Change status from current to completed, once all information has
¢ 44— been checked

Abuse categories

Adult at Risk Abuse Categories for Mr Malcolm Muggles(Test Person Do Not Update) - This field is mandatory and must be completed

1 Record

[ — Abuse Start Date High Priority Abuse End Date =
[Physical Abuse v| 7roor7 | 2 — =

{_Add Category | &—————___ Check that the abuse category is correct and add more categories if necessary
via the Add Category button. Insert and end date if the abuse has ended

Alleged harmer

Alleged Person To Have Caused Harm Linked to Mr Malcolm Muggles(Test Person Do Not Update) - This field is mandatory. Press "Add Alleged Harmer'

1 Record
S - " Care for Others at
D Harm, Unknown Person Current L L L L D

Alleged To Have Caused

{_Add Alleged Harmer | €——_ Change alleged harmer details if information has been up-dated. Additional
harmers can be added via the Add Alleged Harmer button.

Click on View details to expand this form to check / up-date further details.
See below on page 3

NB: if the alledged harmer is an unamed person not known to the service user use the case
ID 2175902; if unnamed but known to the service user, use ID 2184189

If the person alleged to have caused harm is found to be substantiated, this person must
be added here instead of their organisation if applicable. If they are not listed in AIS an e-
mail request should be forward to service desk to add them to system





Alledged harmer — view details

Alleged Person To Have Caused Hamm Linked to Mr Malcolm Muggles(Test Person Do Not Update) - This field iz mandatory. Press "Add Alleged Hammer"
1 Fecond

T ) T T S T T T

[Harm, Unknow f Person Lnknow n Urkrow R Unkriow R
Aleged To Have Caused

(' Add Alleged Harmer

Unknown Person Alleged To Hawe Caused Harm

Alleged person b0 have causednam Mo

Name Unimew n Ferson Aleged To Heve Caused Herm
Crganisation

Address

Resubing From |corta-:>t - Suspected ADUse (17/10/2017) Mr Makoo I Mo gge s{Test Person Do Mot Updat) w|

Fepored Date*

nozosr | L0 T logay

& Me alegedperson b havecaused  (Dyag () o unkpown Change source of possible risk of abuse and change

Rarm me mai carer? ) / if necessary via the drop down choices (see below
sowceof posshienisk of abuse* - [Semvice Frovicer - priate sector [»] f
MANDATORY for details)

Lived wih 3dult 30 risk 3l me e of Cives ) wo ™ Urkmown

::]m:’"rz . . Check answers and amend via radio buttons as
e gl ged person i have camse
= Oves O o ® unknown // necessary.

Does e aleged person ko kave Clves i ® Urkrawn

caused harm care for oikers?

S Cves O o ® urkrown

E e segedperson b havecaused  (7)yeg (O no @ unkpown Change status from current to completed
ham veimerabe?

Sams

hMoles

Alleged Person To Have Causzed Hamm Linked to Mr Malcolm Mugglez(Test Person Do Not Update) - Thiz field iz mandatory. Press "Add Alleged

1 Fecord

T S T T N R T

aEgEu . FEB&E E— URimow n Urknow n
Community Healh Care - krow n o Rdiideal
COMPIRLY HeEtn CAre - IR0 W RSITEnger
Indlv Huzi- KRaw i bt not rekted
Iy sl - Saranger
Ind Hual- Uncertain
Ofher privae sactor - KRow B i Rovideal
Ofer private sector - Unknow nistran ger
Unknown Person Alleged To Ha Sfer pubic ssctor - Know i o indl dual
Ofer pulic s2ctor - Unknow n's iranger
Aleged person fo have caused harm Ofher volartary - Enow A fo indl dual
— Omer yolRERTY - LRKROW FVSirangsr
Police - Know i 1o Indb szl
Ovganisaion Foice - LKRow n/s rangsr
S Primary hesth cars - Known to Rdiidusl
Primary Hesln Care - LRknow R/ stranger
Fesulting From Fegquiior - Know i to Rdiidual tUpdae) v
. FReguitor - Unknow nistranger
i FeRvefamly carer
Zocondary healh care - Know A o Rdividaal
& Me aeged person o hav e caused
e e e i:x-mm FRain Care - LIKAOW RS rangsr
Sowrce of possible sk of abuse* -
B NDA TORY Senvic: Prov Her - publc sector
Lived Wi sl 2l rick 2f We B of Zonice Prov der - volinkary sachor
e IncHen? Zanvice Lser | Resident
& M SEgedperson o Ravecauseg | SO CaFE Siaff - Care Menagement and Assessment - Know to indv Huzl
e Zocial Care sifT - Care Menagement and Assessment - Lnknow n/stranger
e e R —~ e
Outcomes

Outcomes between Unknown Person Alleged To Have Caused Harm and Mr Malcolm Muggles(Test Person Do Not Update)

1 Record

Crom— |

Convicted of Offence - Impriscnment
Convicted of Offence - Probation

=]

— \ Record outcome only if a conviction has been achieved.
| OK ) {__ Cancel ) Choices are accessed via the Add outcome button
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s-g enquiry closure request
Workflow safequarding enquiry closure request

Create safeguarding enquiry closure requested case note

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 .
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
Residential Financial Azzessment Partialty Completed - More Information Required
Safeguarding Concern

Safeguarding Diary Note

Safeguarding Enquiry Clesure Authorised

(Eateparing ey o oo — Choose safeguarding

Safeguarding Enquiry Needed - Green

Safeguarding Enduiry Hoeded - Red enquiry closure
ing Enquiry Risk A
ESafeguardingE::z:gS.:M requested. Save

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

Note/Visit Type® |5a[eguan:ling Enquiry Closure R Vl
Note Date* B
Received Time

Headline |5(,27-1 1-17 safequarding enquiry closure request |
lotes | 30950 request authorisation for enquiry closure|

Request authorisation for safeguarding enquiry to be
closed here, including any relevant information

=]
Is this notefvisit a significant event? O Yes 0] Mo OUtCOme iS nOt required
Outcome lPlease select hd I/
Input By Ms Una Kroll on 281122017
‘Worker on whose behalf the notedvisit has been input Ms Una Kroll

{ Find Worker | | Clear )
S Press the save button to activate the workflow

button, press workflow button to create and
send the workflow

Copy note to family members?

Creale a copy of this nole?

Do you wish to complete this case noteivisit?
This will make the form read only.

gack | Contrue (C Save ) cancel | Workflow )

Choose workflow

0 Records

Perzon Rezponsible 4 | Organisation Responsible & (I::k:;t:lpleted * m

Press add action to generate
workflow form (see below)

L Add Action

([ Back | Contnue ¥  Save ) Cance

Find person authorising enquiry closure

Action status® Open L4

Acton® [W: Saragearaing Enatiy Gosute Choose Add Person, this will show the search

Action by date = / page. Find the relevant person authorising closure

Date completed @ to choose workflow destination (see below)

Hotes request authorisation for enquiry closure /

54l
Persons/Organisations jointly responsible for action
1 Recond

Person Responsible &

Murphy, Sicbhan Ms

Social Work Team OgjSuP

(_agdinv. ) Caddrerson ) ( addorg. ) Press save and continue to workflow to manager

Maintain Action

Back ( Continue x Save ) Cancel
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s-g enquiry closure - authorise or reject
Workflow safequarding enquiry closure authorisation or rejection

Create safeguarding enquiry closure authorisation / rejection case note

Maintain Case Note/Visit

Note/Visit Type* Nen-Residential form left with Client/Rep - Please chase up

RAS - Weekly Indicative Personal Budget Figure ey
Request for Commissioned Services - Special Sheftered

Request for Special Sheltered or Extra Care Accommedation

Request Re-5tart of Commissioned Services - Special Sheltered

continue (C Save ) Cancel i Workflow

R ial Financial A GC deted - C licn Required
Residential Financial Assessment form left with Client/Rep - Please chase up
Resi ial Financial A Partially C leted - More Information Required

Safeguarding Concern

l Safeguarding Enquiry Closure Authorised
Safeguarding Enquiry Closure Rejected \
~—_Choose safeguarding

Safeguarding Enquiry Needed - Amber

Safeguarding Enquiry Needed - Green

Safeguard!ng Enqu!ry NFeded—Red 8nqu|ry C|OSUI’e
Esmgumnégﬁﬁﬁﬁ?iﬁ authorised or rejected if

Saf -ding Enquiry Strats Di i .

Saleguarding Enduiy Views and Desied Oulcones further work is needed.

Safeguarding Enquiry Views and Desired Outcomes V2

Safeguarding Prolection Plan Save

Safeguarding Team - Allocation Needed
Start Safeguarding Enquiry

Enter details and create workflow

Maintain Case Note/Visit
Note/Visit Type* |Safeguardir|g Enquiry Closure Authorised v |

MNote Date* E
et e -

Headline |S»02?-11—17 safeguarding enguiry closure authorised |
Notes | 30079 nffirm authorisﬁﬁnn|

Confirm authorisation or use the case note for rejecting closure for
safeguarding enquiry. Include any relevant information or guidance

&
Is this note/visit a significant event? Oves ® o OUtCOme iS not required
Outcome I Please select hl I /
Input By Ms UnaKrol on 28112017 -
Worker on whose behalf the notefvisit has been input Ms Una Kroll Press the save bUtton to aCthate the WOI’kﬂOW
Ernaworker ) & Clear— ) button, press workflow button to create and
Copy note to family members? Oves ® o . . send the workflow

Back Contrue (€ Save ) cCancel " Wordlow )

Choose workflow

0 Records

Perzon Rezponsible 4 | Organisation Responsible & (I::T:lpleted * m

Press add action to generate
workflow form (see below)

L Add Action

{ Back | Contnue )  Save ) Cance

Find person authorising enquiry closure

Action status® Open A

Choose Add Person, this will show the search

Action* |(W} Safeguarding Enquiry Closure Authorised Vl

Action by date ] / page. Find the relevant person who requested the

Date completed = closure to choose workflow destination

Hotes fconfirm authorisation /

=]

Persons/Organizations jointly responsible for action

1 Record
Kroll, Una Ms. Professional StandardgA eam |:|

(_addinv. ) (CAddPerson ) ( Addorg. ) Press save and continue to workflow to worker

Maintain Action

Back ( Continue x Save ) Cance
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contact form s-g concern
Create a contact

27/05/2016 10:05 Day Centre ] |
Pick contacts from side bar menu — then click on add

05/05/2016 10:38 Suspected GP/Doctors Safeguarding D |:|
contact

Abuse surgery Concem

| 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 want to create a Contact Record or a Case Note? ase Note (_ ®ontact Record

| 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* 251‘054’201? _] Time
What relationship is the person/agency making the contact [Family/F iend/infarmal carer Iv Record the details of the person who has raised the s/g

to the contact subject? . . . .
Who is making the contact? concern and their relationship to the person at risk (drop

down
{ Find Person | | Clear | )
N free text .
or Name (free text) If the referrer is on the system, use
Does this person work for an agency? the find person button or add details
{ FindOrg. | | Clear | in the free text box
Address
Telephone
Does this person wish their identity to remain confidential? (™) .. @) o
Reasons and Issues
Why is the contact being made? Suspected Abuse ~

Details ‘ l

=]

Displaying 1...1 of 1 records

— = D voes

_Addissue | |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. If allocated worker is
Is a responsible adult aware of this contact? ® ves ONo completing this form but on behalf of someone else —
Is the subject aware of this contact? ® ves O Mo that source type should be chosen. If the concerns
Who took the contact?* Ms Una Kroll are the allocated worker’s only, choose relevant
FindWorker | (  Clear ) source — Internal to Croydon / MDT

‘Which team took the contact?* Professional Standards Team

{ FindTeam ) |  Clear |
‘Wheo is the Responsible CSSR?

|l cendors. | ( cear ) CSSR = Council with social services responsibility
Additional Commentary

*d
‘What was the outcome of the contact? Iw v|
Quicome 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). Press save and continue
&2

Back * Continue * Save iy Cancel X Actions
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s-g assessment form (triage)
AIS quick reference — safequarding assessment form (triage)

Create a safeguarding assessment form

Assessment Details

Assessment Type*

Assessment details

Assessment Details

Assessment Type*
Resulting From
Is this assessment a reassessment?

Who is the subject of this assessment?

Status™®
Target Start Date™

Actual Start Date

End Reason

Person Responsible
Team Responsible

Select assessment to copy answers from

Do you wish to complete this
assessment?

Date Given to Client

Ll BIE UddRl, JENNY  dlBme HUppPOIL LAUTTENL
Telecare Ms Telecare review and
Assessment Serv plan -
V3 scheduled
Client 06/04/2017 Ly, David Mr Performance Contact- N Assessment 06
Assessment Information Equipment - Current
and Care and 06/04/2017
Support Plan
v2
Choose add assessment — will produce form /r[ Add Assess. ] | View Current |
shown below
Please select
Adults Contact Assessment V2
Best Interest Assessment
Carer's Assessment and Support Plan v2
Carer's Re-assessment Review and Support Plan v2 Back Continue Save Cancel Actions

Client Assessment and Care and Support Plan v2

Client Reassessment Review and Support Plan v2
Croydon Careline Telecare Assessment V3

DOLS Assessment

DolLS Process Monitoring

Human Rights Assessment

IASS - Contact Assessment (Wo Recourse to Publi
Mental Capacity Assessment

' areguarding Assessmen

Welfare Benefils Assessment

Choose safeguarding assessment — will
open form as below

Defaults to assessment type.

Safeguarding Assessment A I

—

Resulting from must always
be contact or referral, never a

Contact-Suspected Abuse-04/10/2016

|

O ves ® o
Unspecified Malc Muggles
Find Person

| Assessment Current

Clear ) /
v]

previous assessment

Pick assessment current
drop-down

Target start date should be

3] Target End Date™ }

I— !
Ei] Actual End Date |—|_=]

same date as the contact;
target end date defaults to +4

Flease select

Find Person Clear

Find Team Clear

| Assessment Clear
Mo

2] Date Given to Carer 2]

mﬁ‘ : =1 selact

v|weeks. Ensure that the actual

start date is recorded

L agesel )~ Add self, to add or change name. Team name
will default

If contact centre have created this form, all
details will already be added, the allocated social
worker will only need to change the name via
“add self” and add the end date on completion

Needs

3 Records

Go o page

Display rows per page 5 | 10 |

, s Mo. Linked

Client - Maintaining a 16/06/2015 Adults - Ellglb\e need - to be
habitable home environment
|:| Adult - Staying Safe Making sure client 25/02/2015 0 |:|
stays safe - BWH 25
Feb 21:44
| Adult - Practical Living must live practically 101072014 FACS-(Substantial} FACS-Eligible need - 1 |

Ability to manage

to be met

personal and other
daily routines

| Add Need |

Needs default — no need to
change details





Involvements

71 Records Goto page | h _- Display rows perpage 5 | 10 | 50 | 100

Augquste-daaku, Jenny Ms - Reviewing Team 16/04/2017
Croydon Careline Telecare Serv

Croydon Careline Telecare Serv Reviewing Team 15/04/2017 1

Involvements default — no
need to change details

Outcomes
0 Records Go lo page G 9 Display rows perpage 5 | 10 | 50 | 100
| Add Outcome |

Add outcome at end of assessment, see below for details,
NB outcome must always be prefixed “Safeguarding....” ( Back ¥ Coninue [ Save ] Cancel {  Actions |

Press save and move to assessment questionnaire

Assessment questionnaire

B | Logged in as Ms Una Kroll (UNA_KROLL) Navigation

| Unspecified Malc Muggles (2021758) ;' Unmatched Address - See Notes - 020-8876 8876 " 20/04/1946 - 71 yrs 0 mths A sesseniilelaly A

Needs

. Involvements
Assessment Details

) Qutcomes

Assessment Type* Safeguarding Assessment
Resulting From [Contact-Suspected Abuse-20/03/2017 v [} Overview
Is this assessment a reassessment? ) ¥es @ No E Reason for Safeguarding
Who is the subject of this assessment? Unspecified Malc Muggles concern (0/1)

Find Person | | Clear / [} Please Answer an
Status™ [Assessment current Questions [0/0)
Target Start Date* m _] Target End Date* m _] E Centralised Duty Notes (0/1)
Actual Start Date 03‘,041,201 7 _] Actual End Date l:l _] E Adult at risk (0/1)
End Reason | Please select \| Delay Reason |Please select v [ Consent (012)
Person Responsible Ms Una Kroll

] Adult at Risk Threshold (0/4)

FindPerson | | Clear | | Add Self | (0/4)

Team Responsible Professional Standards Team 1 Incident (0/2)
Access assessment e
Find Team | | Clear ) . q A
questionnaire via right hand [ e
Select assessment to copy answers from —(Cy ooy | Clea . . h caused harm (0/4)
s aind side yellow navigation tab -

Do you wish to complete this No Crime (0/2)

assessment?

Date Given to Client ’—| [T Date Given to Carer ’—‘ =)

oI

Serious Incident (0/1)

=

History (0/2)

Reason for Safeguarding concern
This section is for the CSAs to ill in only

Total Questions 1 Cuestions Answered 0
Assessor Ms Una Kroll

| Find Person | Clear ' Add Seft |

What is the reason for this safeguarding concern?

Give full details of concern. If the safeguarding concern has been made to the contact centre, they will have created a contact and
added the assessment form — in this case the reason for the concern will have been recorded here by the contact service adviser.

%] 40000 |

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 This form was originally only used by the centralised duty team —

S G “' _ workers from the community teams who receive safeguarding
) Suestions B na Krol Questions Answered 0 -oncerns on their allocated cases should complete this section,

not centralised duty workers.

{ FindPerson /[  Clear | Mﬂs""/

__—

| Centralised Duty Notes | / If this form is generated by the contact centre, the assessor name
Total Questions 1 Questions Answered 0 will need to be changed to show the allocated worker via the “Add
ASSe5500 Ms Una Kroll

self’ button. This needs to be repeated for all sections apart from

{ Find Person |/ Clear /| Add Selft " . »
- /< B : the “Reason for safeguarding concern” above

Please record any relevant additional information relating to the case. Include your name, the date and time against all
notes.

Give details of all work to be undertaken (SAM) 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

= [ 40000 |
Adult at risk
Total Questions 1 Questions Answered 0
A Ms Una Kroll
{ Find Person |/ Clear ) Add Self |

Is the adult at risk currently safe?

Flease 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
Consent
Total Questions 2 Questions Answered 0
A Ms Una Kroll
{ Find Person || Clear /[ Add Selt |

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

Please select v

Do they consent to the enquiry?

Please select v

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

%4 40000






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 threshold guidance matrix.

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

Unknewn
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 and willing to use that
support it can be said that they are able to

protect themselves against the alleged

abuse or neglect

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 summary.

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]






Incident

Tolal Cuestions 2 Duestions Arcwaened o
dssessor Bds Una Heoll

| FirdPerson | Clear | pdd ot

‘What type of sbuee has bean
Flease ik all that appy and explain fow s infomation was gathened in e e bos beioe

One or more answers may be selecheg!
O ursate dscharge (lscal aniy)

[ [r— The type or category of abuse indicated in the safeguarding

[ pesvestic concern / referral should be recorded here. This information is
Orem collected for statutory returns; the list on the left contains

I Financial / maeria categories that are counted for returns to the Department of

L Forced mamage health and at least one of these must be picked as the main
gﬁﬁm category. Those with (local only) indicated are for locally agreed
] Megpect  dcts ot returns and these are optional — do not choose one of these as
Ol oranisaticna the main or only category.

O rmysica

[ Psychoigical ! Emational This information is also used for assessing care homes and

[ szl atuss domiciliary care and is also used by the Business Support Officer
[ ol axpicitation when adding an SA Incident — please do not leave this blank.

O sk negec

[ anti-social behavicur focal anly]

[ carer abuse jatme in carer (iscal aniy)
[ Hate crime: pocal oniy)

[ medicaion emor pocai cry)

[ Missing person (local aniy)

[ Tissue viakstity ficcal oniy

Record full details of the type of alleged abuse or neglect

=]

Whera and when did the allaged abuss take place?
Flease g dabe and actual iocation i ihe et boo selow

Frease salodl w
[ |

Choose from drop-down options and record full details of the circumstances of the alleged abuse or neglect

=]

Person alleged to have caused harm

Tolal Duestions 4 Cuesiions Arawsened o
fEELnLer Mz Unakmil

| FindPerscn || Clear || Add Saif

‘Whese I8 the pereon alleged fo have caused harm now?
Pl mpiain how His Imormalion was gainened in ihe it bo baiow

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

A

Ig the p llegead fo have d harm known to adulf care esrvices, 8 8 sandica usar or carery
Fleass slate ther ful name. AL number and address (F knoewn)

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

Ara thers any previous sllegations regarding the parson alaged to have caused harm to the aduit at risk?
[Frease sded ]

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

A

What Is the retaflonzhip betwesn the person alleged fo have cawssd harm and the adulf at risk?

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 Queslions 2 Cusslions Argwercd o
BEELRLRT MiUna Hornill _ - _ . .
| FindPeraom | Clear |1 Add Soif
Hag a crime besn committed? 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
Have pollce been Informed | awars? work involvement in support and protection planning

Serious Incident

Todal Queshions 1 Cueslions Argwered o
Assessor M5 Uina Kol

| FindPerson | Clear 0 Add Sait

Hag this been ralsed a8 3 serious Incldent with Health?

This relates to serious incidents in a health setting which are always raised by a health representative, but social care staff can request it if the
safeguarding concern is about a significant health incident — if in doubt seek advice from the safeguarding lead for Croydon health services

=

History
Tolal Gesliong 2 Cunsions Arewered 0
Aremann M Lina Kol

| FindParson | Clear 0 Add Bell

Haow m f lous aafeguarnding concems have Desn mads In relation to the Adull at Risk?
Pleaw qmy-mtﬂ::w w%-'m

Note dates and outcomes if known

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

Capacity ! Advocacy

Tolal Cuestions 4 Cumsiions Argwered o
FAisgssor Mz Lina Kol

! FirdPerson | Clear | AddSer

Hae a Mentsl Capacity Agsessmant been complated?

These capacity questions relate to decisions made or needing to
be made in relation to the specific safeguarding concerns being
raised. If not known, default assumption should be that the person

has capacity.
Does the Adult af Risk have capacity In relation to this safaguanding concem?

The local authority has a duty under the Care Act to arrange advocacy
Does the Adult at Rlsk have an adwocate? for anyone who does not have anyone to advocate on their behalf if
needed. See the Standard Operating Procedures for details of how to

access advocacy services

If formal, which organisation ls the advocate from7

Please soecl e

Note advocacy service if not in the drop down list. Note name and details of the person/s acting as informal advocate — informal advocates
should be agreed by the person at risk or proper processes followed in line with the Mental Capacity Act if the person lacks capacity

=





Others at Risk

Tolal Quesions 2 Cueslions Arewered. 0
AEGEEnT Fs Linia Kool
i

| FirdPamon | Clear | AdoSer
4 N 1 )

Are thera any children or ofher adults Imvolved In this particular Incident?
Flease g names and as much delall o pessibie. Explain whal seasunes hase been faken

Oina or more ancwers may be selssiey)
Cenitaren
[ aaumisy

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

Have children's services besn contacted?
Please sedpo W

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

Risks
Total Duesiions B Duesiions Arcowaered a
Dsseanr Fls Una Kool

! FindPeon ' Clear | Add ot

How doas the Adult at Risk percetve the riske to thiz aleged Incident?

Note whether this question is answered from direct contact with the person at risk or from the information given in the referral

What impact has the alleged Incident had on the Adult st Rlsk?

Note as above

Hag the adult gt risk been asked thelr desired outcomes?

Did they exprase 3 deslred oufcoms?

What are thelr visws and IHe on what be done?

If it has not been possible at this stage to gain the person’s views and desired outcomes, record the reason for this. Note also if views have
been gained from an advocate or representative

I8 the adult at rizk open to any other team?






Actions

Tolal Cuesliong 1 Custions Arewasned o
BEELGEOT s Unia Kool

! FindParson  Clear 0 Add Self

What acttonz wers taken &a = result of this safaguarding concam?

One or more answers may be selecier.

CJcare Prosider in lead enguiny (ghee detais in e b bo beiow)

DFbIn:Iulna! enguiry [ghee diai ks in e lod Do beicow)

Dumwmhm enguiry jgise delails in fhe ol box below}

[ case ranster 1o Care Management Record all actions taken. If “progressing to safeguarding enquiry is
Dlcase manstor 1o How chosen” this should correspond to the outcome noted on the front

S"‘“m"“""ﬂ page of this assessment when the form is completed. (See below).
Inapprnorale S (A o

Ointormasan and advice

[ — If the case is not progressing to an enqui_ry, use these options and
Oreterea 1o coc the notes below to record what other actions have been taken to
Dl Retamed o Cane Qually Somerission (O3C] support the person in keeping safe.

[ retarrea 1o chigrens Soam Can

[ retarrea 1o complams

[ Retiarred 1o Contracts and Commissioning
[ Retarrea 1o District Musse

[ Retemed 1o Famity Jussion Centre

[ Retemed 1o Hospial

O Retarmed 1o Housing

[ Retiarred 1o Tissue iabilty Nursa

[ Retiarred o London Fre Engade

O Retemed 1o Palice

[ Retiarred 1o Trading Standands

[ Restieret 1o Caher [ghee ciiails in fhe ded o beiow)
Clctner igive detais in the text box below)
[ a further acton

Authorisation

Tolal Cueshions 1 Cuslions Arcwaesed o
AEgEssof Fis Una Krol

" Find Parson || Clear Y Add Selff

'Who has endorsed your daclalon?

[Frease sded W |

—

Authorisation should be given following a SAM discussion, the details of which should be recorded here. The social worker should detail who
the discussion/authorisation took place with and record the date in the box

=

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)





Complete the front page of the assessment form

Assessment Details

Assessment Type* Safeguarding Assessment
Resulting From [ Contact- Suspeded Abuse-29/03/2017 v|
Is this ment a r 7 ® Yes O No

Change status “assessment current” to assessment

Who is the subject of this assessment?  Unspecified Malcolm Muggles(Test Person Do Not Update) .
completed
| Find Person | | Clear ]
Status* | Assessment Current ™ | Insert actual end date and give delay reason if actual end

Target Start Date* 1072017 & TargetEnd Date” [painemnq7 ] 3 date is later than target end date

Actual Start Date 1200712017 5] Actual End Date 3;0?!201? [E \

End Reason | Assessment Completed Delay Reason | Please seloct M|
Person Responsible Ms Una Kroll \
( FindPerson | (  Clear | | AddSeR
Team Responsible Professional Standards Team Record end reason from the drop-down list
Find Team | | Clear
Select nent to copy { Assessment | | Clear
from
Do you wish to complete this O Yes ® No
assessment?

Date Given to Client E] Date Given to Carer ] l]

Outcomes

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

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

Outcomes

0 Records Go to page Go _‘ 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 safeguarding assessment form is finished by pressing OK and then save / continue.
The SAM discussion recorded on the questionnaire should indicate further actions. If a
safeguarding enquiry is indicated, the SAM should workflow this to the allocated worker
using the correct case note — “Safeguarding enquiry needed — red” (or Amber / Green as
appropriate). 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. See separate
guidance, AIS quick reference — safeguarding enquiry needed case note.






