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) 


 


 


Case note type 


 


 


Enter details and create workflow 


  


 


Workflow the case note to CDT  


 


 


 


 


 


Choose case note type from drop 


down list 


Choose safeguarding 


concern and save 


Give details of the safeguarding concern here and 


confirm that you have completed the contact form 


Outcome is not required 


Press the save button to activate the 


workflow button, press workflow button 


to create and send the workflow  


Click on add action to access workflow 


– see below 







Find CDT triage worker 


 


 


 


 


 


 


 


 


 


 


 


 


Choose Add Person, this will show the search 


page. Find CDT by name – worker, 


safeguarding triage or by ID number 2221190 


Press save and continue to workflow to CDT


flow the case note  
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s-g involvements


Use involvements to record safeguarding worker 


Click into Involvements in the side bar menu 


 


NB: Check to see if there is already a relevant involvement role entered (your manager may 


have created an involvement role when allocating) If this is the case there is no need to add 


another involvement role. 


Add involvement 


 


Add involvement details 


 


Pick Add Inv. To add new involvement 


Click on Find Person to add 


someone else or Add Self to 


add your own involvement  


 


Answer other questions as 


appropriate 


Click Add Role to describe 


involvement type 







Record role 


Drop down box will appear when Add Role is clicked 


 


Choose appropriate role 


 


 


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


generates an assessment regardless of their involvement role. Safeguarding involvements 


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


End involvements 


Click into involvements in side bar menu 


 


 Safeguarding – for allocated worker 


doing triage 


 S/g centralised duty worker – for 


CDT doing triage only 


 S/g Enquiry Officer – for enquiries 


only 


Ensure start date is entered 







Find your name in the list 


 


 


Add end date to end all involvements 


 


 


End certain roles only 


If you only wish to close a specific involvement role and leave others open, for instance if 


you have finished a piece of safeguarding work and are no longer Safeguarding Enquiry 


Officer, enter end date for the specific role which is no longer relevant at the bottom of the 


screen. Do not enter an end date in the main involvement details. 


 


Press save to complete changes 


Use blue hyperlink to access details 


To close all involvements / 


roles, add end date and reason 


and press save  






s-g assessment form (triage)


AIS quick reference – safeguarding assessment form (triage) 


Create a safeguarding assessment form 


 


 


 


Assessment details 


 


 


 


Choose add assessment – will produce form 


shown below 


Choose safeguarding assessment – will 


open form as below 


Defaults to assessment type. 
Resulting from must always 
be contact or referral, never a 
previous assessment 


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


 


 


Add self, to add or change name. Team name 


will default 


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 default – no need to 


change details 


Pick assessment current 
drop-down 







 


 


 


Press save and move to assessment questionnaire 


Assessment questionnaire 


 


 


 


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. 


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. 


Involvements default – no 


need to change details 


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


NB outcome must always be prefixed “Safeguarding….” 


Access assessment 


questionnaire via right hand 


side yellow navigation tab 







 


 


 


 


 


 


 


 


 


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 


 


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. 


 


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. 


 


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


workers from the community teams who receive safeguarding 


concerns on their allocated cases should complete this section, 


not centralised duty workers. 


 


If this form is generated by the contact centre, the assessor name 


will need to be changed to show the allocated worker via the “Add 


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


the “Reason for safeguarding concern” above 


 







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. 


 


 


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


statutory safeguarding enquiry required:  


1. S42 statutory safeguarding enquiry required 


 


2. S1 non-statutory safeguarding enquiry required 


 


3. No safeguarding enquiry required 


 


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


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


If the person at risk requires support to keep 


safe and is able and willing to use that 


support it can be said that they are able to 


protect themselves against the alleged 


abuse or neglect 


Choose this if more than one of the threshold questions is answered no and the level of risk present is low / green. The reason that the threshold for a 


safeguarding enquiry is not met must be clearly recorded here. An outcome of "Safeguarding – not progressing to safeguarding enquiry" should be chosen 


as an outcome on the front page at the completion of the assessment. (See below).  


Refer to Care Act guidance when assessing 


whether the person at risk has needs for 


care and support – the person doesn’t 


actually have to be receiving services 


Ensure that principles of “Making 


Safeguarding Personal” (MSP) are 


considered when assessing whether the 


person is at risk of abuse or neglect 







 


 


The type or category of abuse indicated in the safeguarding 


concern / referral should be recorded here. This information is 


collected for statutory returns; the list on the left contains 


categories that are counted for returns to the Department of 


health and at least one of these must be picked as the main 


category. Those with (local only) indicated are for locally agreed 


returns and these are optional – do not choose one of these as 


the main or only category. 


This information is also used for assessing care homes and 


domiciliary care and is also used by the Business Support Officer 


when adding an SA Incident – please do not leave this blank. 


Record full details of the type of alleged abuse or neglect  


 


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


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


whereabouts of the alleged harmer  


Does the alleged harmer have care and support needs themselves, are they receiving services? Do they need support in carrying out 


caring responsibilities? Add an AIS number if known as this is used by the Business Support Officer when adding an SA Incident 


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


E.g. relative, partner, stranger, another resident, formal carer, etc – this is used by the Business Support Officer when adding an SA 


Incident. Note what effect on domestic relationships (if known) the response to the safeguarding concern might have. 







 


 


 


 


Always consider whether a crime has been committed at the 


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


is clear that a crime has been committed, liaise closely with the 


police, remember that even if the police investigation provides a 


lead to the safeguarding enquiry, there may be a need for social 


work involvement in support and protection planning  


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  


Note dates and outcomes if known 


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. 


The local authority has a duty under the Care Act to arrange advocacy 


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 


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 







 


 


 


 


 


 


 


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


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


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


Note as above 


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 







 


 


 


 


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


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


below) 


 


 


 


 


 


 


 


 


 


Record all actions taken. If “progressing to safeguarding enquiry is 


chosen” this should correspond to the outcome noted on the front 


page of this assessment when the form is completed. (See below). 


If the case is not progressing to an enquiry, use these options and 


the notes below to record what other actions have been taken to 


support the person in keeping safe. 


Authorisation should be given 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 







Complete the front page of the assessment form 


 


 


 


 


 


 


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. 


 


Change status “assessment current” to assessment 


completed” 


Insert actual end date and give delay reason if actual end 


date is later than target end date 


Record end reason from the drop-down list. 


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


Choose the correct outcome from the drop down – only choose outcomes pre-fixed with “safeguarding” 


If the safeguarding assessment form has been created on a contact raised on a current identical 


concern, the outcome can be marked as “safeguarding – action on an open case”. Include contact date 


of the other contact and who that contact / safeguarding assessment was allocated to. 
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s-g enquiry needed case note


Workflow the need for a safeguarding enquiry 


Create safeguarding enquiry needed case note  


 


 


Case note type 


 


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


 


 


 


Give details of the need for an enquiry here, including 


any relevant information to assist prioritisation 


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Press add action to generate 


workflow form (see below) 


Choose from the three 


different Enquiry needed 


case notes – red, amber, 


green to indicate 


response priority. Save 


 


 


Choose case note type from drop 


down list 







Find relevant worker 


 


 


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 


Choose Add Person, this will show the search 


page. Find the relevant person / team to 


choose workflow destination (see below) 


Press save and continue to workflow to CDT


flow the case note  
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SA summary s-g enquiry


AIS quick reference guide – SA summary 


Create the safeguarding enquiry record                                                                       


                                                                                                                                           


 


 


Record the safeguarding enquiry 


Basic enquiry details 


 


Incidents 


 


 


*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). 


Choosing SA summary from left menu will display the front page. 


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 


Always link to originating referral or contact, not 


to the safeguarding assessment 


Date that enquiry started, not date of allocation to enquiry officer 


All enquiries should start with a SAM discussion where planned 


actions and protective measures are agreed. Initial discussion 


type should therefore be SAM discussion.  


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. 


Only use link incidents here – do not use ‘add incident’ if there is no incident to link, 


workflow to business support if necessary – see below* 


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. 







 


Subjects 


 


Involvements 


 


Case notes 


 


 


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.  


 


 


 


 


Record here and in the notes below, any information about the person’s capacity to 


make decisions in relation to this safeguarding concern. Use the ‘not applicable’ 


buttons only if the person has capacity and so would not need to be supported in 


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


requirements should be recorded in case notes. 


Indicate the level of risk here but also complete the mandatory s/g risk assessment case note 


Complete the enquiry decision only at the completion of the enquiry (see below) 


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 


other subjects can also be linked here. 


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. 


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. 


This should be the view once the incident is linked 







Outcomes 


 


Meetings 


 


 


 


Close the safeguarding enquiry 


Enquiry decision 


 


 


 


Do not add outcome until the enquiry is compete and this record is to be finished 


All formal meetings concerning this enquiry should be recorded here. A brief record of the meeting can be 


added in the details box below but the full details will be recorded in the minutes which should be indexed to 


ESCR. 


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


will appear as below when the date and type of follow-up meetings can be chosen. 


When the enquiry is finished, and its closure has been agreed with the SAM, return 


to the ‘subjects’ section and choose an enquiry decision. This will usually be 


‘completed’. Choosing ‘start safeguarding adult protection plan’ will generate another 


section of the overall episode within the SA summary. This is separate from the 


‘protection plan’ case note and is not mandatory but is helpful if there is an on-going 


need for a protection plan – as long as this section / plan is open, the red banner 


indicating a safeguarding concern, will remain in place even if the case is closed. 







Outcomes 


 


Completion 


 


In conjunction with the SAM or as a result of formal 


safeguarding enquiry meetings, choose the relevant 


outcome from the drop-down list. Should be the SAM 


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. 






image7.emf
s-g allocation  needed


s-g allocation needed


Workflow the need for allocation to complete safeguarding enquiry 


Create safeguarding team – allocation needed case note  


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


Find relevant team manager 


 


 


 


Press add action to generate 


workflow form (see below) 


Choose the case note for 


allocation, this case note 


states s-g team but can be 


used by other teams. Save 


 


 


Give details of the need to allocate the case for an 


enquiry here, including any relevant information  


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Choose Add Person, this will show the search 


page. Find the relevant person / team manager 


to choose workflow destination (see below) 


 Press save and continue to workflow to manager


flow the case note  
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start s-g enquiry


Workflow start safeguarding enquiry 


Create safeguarding team – allocation needed case note  


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


Find safeguarding enquiry officer 


 


 


Press add action to generate 


workflow form (see below) 


Choose start 


safeguarding enquiry. 


Save 


 


 


Give instruction to start safeguarding enquiry here, 


including any relevant information  


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Choose Add Person, this will show the search 


page. Find the relevant person / enquiry officer 


to choose workflow destination (see below) 


 Press save and continue to workflow to manager


flow the case note  






SA summary s-g enquiry


AIS quick reference guide – SA summary 


Create the safeguarding enquiry record                                                                       


                                                                                                                                           


 


 


Record the safeguarding enquiry 


Basic enquiry details 


 


Incidents 


 


 


*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). 


Choosing SA summary from left menu will display the front page. 


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 


Always link to originating referral or contact, not 


to the safeguarding assessment 


Date that enquiry started, not date of allocation to enquiry officer 


All enquiries should start with a SAM discussion where planned 


actions and protective measures are agreed. Initial discussion 


type should therefore be SAM discussion.  


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. 


Only use link incidents here – do not use ‘add incident’ if there is no incident to link, 


workflow to business support if necessary – see below* 


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. 







 


Subjects 


 


Involvements 


 


Case notes 


 


 


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.  


 


 


 


 


Record here and in the notes below, any information about the person’s capacity to 


make decisions in relation to this safeguarding concern. Use the ‘not applicable’ 


buttons only if the person has capacity and so would not need to be supported in 


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


requirements should be recorded in case notes. 


Indicate the level of risk here but also complete the mandatory s/g risk assessment case note 


Complete the enquiry decision only at the completion of the enquiry (see below) 


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 


other subjects can also be linked here. 


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. 


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. 


This should be the view once the incident is linked 







Outcomes 


 


Meetings 


 


 


 


Close the safeguarding enquiry 


Enquiry decision 


 


 


 


Do not add outcome until the enquiry is compete and this record is to be finished 


All formal meetings concerning this enquiry should be recorded here. A brief record of the meeting can be 


added in the details box below but the full details will be recorded in the minutes which should be indexed to 


ESCR. 


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


will appear as below when the date and type of follow-up meetings can be chosen. 


When the enquiry is finished, and its closure has been agreed with the SAM, return 


to the ‘subjects’ section and choose an enquiry decision. This will usually be 


‘completed’. Choosing ‘start safeguarding adult protection plan’ will generate another 


section of the overall episode within the SA summary. This is separate from the 


‘protection plan’ case note and is not mandatory but is helpful if there is an on-going 


need for a protection plan – as long as this section / plan is open, the red banner 


indicating a safeguarding concern, will remain in place even if the case is closed. 







Outcomes 


 


Completion 


 


In conjunction with the SAM or as a result of formal 


safeguarding enquiry meetings, choose the relevant 


outcome from the drop-down list. Should be the SAM 


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. 
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SA incident


AIS quick reference guide – 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 


 


 


Complete incident details – end date 


 


 


Incident locations 


 


 


 


 


 


Enter end date  


Change status from current to completed, once all information has 


been checked 


Check that the information is correct. Location can be deleted and 


/ or a different location recorded using the Add Location button 


Choose SA incident from the left hand menu and click 


on the blue hyperlink for the date of the relevant contact  







Adult at risk details 


 


 


Abuse categories 


 


 


Alleged harmer 


 


 


 


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 


 


 


 


 


 


 


Check that the information is correct and up-date if further 


information is known at the end of the enquiry 


 


Change status from current to completed, once all information has 


been checked 


 


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 


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 







Alledged harmer – view details                                                                                                                                      


 
 


 


 


Outcomes 


 


Change source of possible risk of abuse and change 


if necessary via the drop down choices (see below 


for details)  


Check answers and amend via radio buttons as 


necessary. 


 


Change status from current to completed 


Record outcome only if a conviction has been achieved. 


Choices are accessed via the Add outcome button  






image10.emf
s-g enquiry closure  request


s-g enquiry closure request


Workflow safeguarding enquiry closure request 


Create safeguarding enquiry closure requested case note  


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


Find person authorising enquiry closure 


 


 


Press add action to generate 


workflow form (see below) 


Choose safeguarding 


enquiry closure 


requested. Save 


 


 


Request authorisation for safeguarding enquiry to be 


closed here, including any relevant information  


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Choose Add Person, this will show the search 


page. Find the relevant person authorising closure 


to choose workflow destination (see below) 


 Press save and continue to workflow to manager


flow the case note  
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s-g enquiry closure - authorise or reject


Workflow safeguarding enquiry closure authorisation or rejection 


Create safeguarding enquiry closure authorisation / rejection case note  


 


Enter details and create workflow 


 


 


Choose workflow 


 


 


Find person authorising enquiry closure 


 


 


 


Press add action to generate 


workflow form (see below) 


Choose safeguarding 


enquiry closure 


authorised or rejected if 


further work is needed. 


Save 


 


 


Confirm authorisation or use the case note for rejecting closure for 


safeguarding enquiry. Include any relevant information or guidance 


Outcome is not required 


Press the save button to activate the workflow 


button, press workflow button to create and 


send the workflow  


Choose Add Person, this will show the search 


page. Find the relevant person who requested the 


closure to choose workflow destination  


 Press save and continue to workflow to worker


flow the case note  
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contact form s-g concern


Create a contact 


 


 


Contact form 


 


 


 


 


Pick contacts from side bar menu – then click on add 


contact 


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


checked, change to Contact Record to expand the form 


Record the details of the person who has raised the s/g 


concern and their relationship to the person at risk (drop 


down) 


 


Ignore this section – issues not recorded 


Choose the relevant source. If allocated worker is 


completing this form but on behalf of someone else – 


that source type should be chosen. If the concerns 


are the allocated worker’s only, choose relevant 


source – Internal to Croydon / MDT 


CSSR = Council with social services responsibility 


Should be the same date as the contact date above 


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


safeguarding assessment (triage). Press save and continue 


If the referrer is on the system, use 


the find person button or add details 


in the free text box 
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s-g assessment form (triage)


AIS quick reference – safeguarding assessment form (triage) 


Create a safeguarding assessment form 


 


 


 


Assessment details 


 


 


 


Choose add assessment – will produce form 


shown below 


Choose safeguarding assessment – will 


open form as below 


Defaults to assessment type. 
Resulting from must always 
be contact or referral, never a 
previous assessment 


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


 


 


Add self, to add or change name. Team name 


will default 


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 default – no need to 


change details 


Pick assessment current 
drop-down 







 


 


 


Press save and move to assessment questionnaire 


Assessment questionnaire 


 


 


 


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. 


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. 


Involvements default – no 


need to change details 


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


NB outcome must always be prefixed “Safeguarding….” 


Access assessment 


questionnaire via right hand 


side yellow navigation tab 







 


 


 


 


 


 


 


 


 


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 


 


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. 


 


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. 


 


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


workers from the community teams who receive safeguarding 


concerns on their allocated cases should complete this section, 


not centralised duty workers. 


 


If this form is generated by the contact centre, the assessor name 


will need to be changed to show the allocated worker via the “Add 


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


the “Reason for safeguarding concern” above 


 







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. 


 


 


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


statutory safeguarding enquiry required:  


1. S42 statutory safeguarding enquiry required 


 


2. S1 non-statutory safeguarding enquiry required 


 


3. No safeguarding enquiry required 


 


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


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


If the person at risk requires support to keep 


safe and is able and willing to use that 


support it can be said that they are able to 


protect themselves against the alleged 


abuse or neglect 


Choose this if more than one of the threshold questions is answered no and the level of risk present is low / green. The reason that the threshold for a 


safeguarding enquiry is not met must be clearly recorded here. An outcome of "Safeguarding – not progressing to safeguarding enquiry" should be chosen 


as an outcome on the front page at the completion of the assessment. (See below).  


Refer to Care Act guidance when assessing 


whether the person at risk has needs for 


care and support – the person doesn’t 


actually have to be receiving services 


Ensure that principles of “Making 


Safeguarding Personal” (MSP) are 


considered when assessing whether the 


person is at risk of abuse or neglect 







 


 


The type or category of abuse indicated in the safeguarding 


concern / referral should be recorded here. This information is 


collected for statutory returns; the list on the left contains 


categories that are counted for returns to the Department of 


health and at least one of these must be picked as the main 


category. Those with (local only) indicated are for locally agreed 


returns and these are optional – do not choose one of these as 


the main or only category. 


This information is also used for assessing care homes and 


domiciliary care and is also used by the Business Support Officer 


when adding an SA Incident – please do not leave this blank. 


Record full details of the type of alleged abuse or neglect  


 


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


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


whereabouts of the alleged harmer  


Does the alleged harmer have care and support needs themselves, are they receiving services? Do they need support in carrying out 


caring responsibilities? Add an AIS number if known as this is used by the Business Support Officer when adding an SA Incident 


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


E.g. relative, partner, stranger, another resident, formal carer, etc – this is used by the Business Support Officer when adding an SA 


Incident. Note what effect on domestic relationships (if known) the response to the safeguarding concern might have. 







 


 


 


 


Always consider whether a crime has been committed at the 


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


is clear that a crime has been committed, liaise closely with the 


police, remember that even if the police investigation provides a 


lead to the safeguarding enquiry, there may be a need for social 


work involvement in support and protection planning  


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  


Note dates and outcomes if known 


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. 


The local authority has a duty under the Care Act to arrange advocacy 


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 


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 







 


 


 


 


 


 


 


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


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


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


Note as above 


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 







 


 


 


 


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


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


below) 


 


 


 


 


 


 


 


 


 


Record all actions taken. If “progressing to safeguarding enquiry is 


chosen” this should correspond to the outcome noted on the front 


page of this assessment when the form is completed. (See below). 


If the case is not progressing to an enquiry, use these options and 


the notes below to record what other actions have been taken to 


support the person in keeping safe. 


Authorisation should be given 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 







Complete the front page of the assessment form 


 


 


 


 


 


 


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. 


 


Change status “assessment current” to assessment 


completed” 


Insert actual end date and give delay reason if actual end 


date is later than target end date 


Record end reason from the drop-down list. 


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


Choose the correct outcome from the drop down – only choose outcomes pre-fixed with “safeguarding” 


If the safeguarding assessment form has been created on a contact raised on a current identical 


concern, the outcome can be marked as “safeguarding – action on an open case”. Include contact date 


of the other contact and who that contact / safeguarding assessment was allocated to. 






