Safeguarding Adults - Recording 

How and where to record information

If you are concerned or unsure about what you are recording you should :

· discuss with your line manager 

· contact the Adult Services Subject Access Request Team via email SSHQSAR 

· refer to the guidance documentation below

· discuss with your local records management officer

1. A web based Monitoring Form must be completed for every safeguarding allegation, regardless of the outcome of the subsequent investigation. This form is completed electronically.  When submitted a confirmation email will be sent containing a reference number, this reference number must be recorded on SWIFT profile notes.  Team and service managers will also receive and email when the e-form is submitted to make them aware of the record being made. 
http://eforms-ext.hants.gov.uk/AF3/an/default.aspx/RenderForm/?F.Name=Lz3ys13gagf
2. The Swift Adult Protection Module must be completed - first complete a Contact within the Frontdesk Module with a Reason of Adult Protection concern, (this will generate a pop up and Hazard of Adult Protection Concern), then complete the Adult Protection Module.  
3. Record everything in SWIFT profile notes, under the headline ‘Adult Protection’. State whether referring to fact or opinion/impression (include who’s opinion/impression it is). Do not leave information out of records for fear of issues surrounding confidentiality or requests for information/records. Give brief details of letters or meetings as key bullet points. 
4. Record as soon as possible – this will help you to remember everything that needs recording.

5. Signpost using profile notes to other paper (supervision etc) or electronic files e.g. ‘held on I drive’, so information can be found easily. In respect of other paper files ensure that file location is clearly recorded by entering information in the SWIFT P files Tab and making sure it is kept up to date.  If solely SWIFT records exist then in files this should be clearly recorded as “SWIFT only”. 

6. All email correspondence should be recorded in SWIFT profile notes so there is a clear chronology of events (copy and paste email).

7. All papers should be scanned into SWIFT using ESCR this includes minutes of relevant safeguarding meetings and all relevant paper correspondence/ reports etc.   
8. For legal purposes you will need to keep a paper copy of documents scanned into the SWIFT file. Record on a profile note what has been kept as a paper record and update the SWIFT P files Tab. Papers must not be shredded.
9. Managers must promptly record on the SWIFT file their own involvement in a safeguarding investigation to provide a clear audit trail. This includes decisions made clear reasoning for their decisions. 

It is possible for the managers to request that the care manager records the management decision on their behalf, but the manager MUST provide a written record for the care manager to copy onto a profile note. The Managers Safeguarding Referral Tracking sheet must be completed and all decisions recorded here. 

10. Minutes should be stored on I: Drive until approved then scanned into SWIFT. Any handwritten draft notes should be filed in the confidential section of the client file with a line scored through them once they have been written up.

11. All paper records must be filed in the confidential section of the client file, and not left loose or put in the wrong section – i.e. it must be filed in the most recent paper file. Only one paper copy should be kept.

12. All considerations of risk and any associated risk assessments must be clearly recorded on the SWIFT file. This supports the decision-making process.  The risks should be regularly reviewed throughout the safeguarding investigation and recorded as such. 

13. A risk assessment, management and protection summary must be completed for all safeguarding discussions and meetings. It is the responsibility of the chair of each safeguarding meeting to ensure that A risk assessment and protection summary is written/ reviewed /updated and the most up-to-date version is sent out with the minutes for that meeting.

14. A chronology of events (dated history) should be started at the earliest opportunity.  This will be needed for legal purposes.  Record clearly in paper form (no abbreviations) and store at the front of the clients’ paper file, so it can be updated regularly.  The record must include all information relevant to the safeguarding investigation, even if this goes back over a number of years.  You must include:
· Record of all issues, actions, contacts, occurrences, changes in circumstance, new resources or changes in relation to the service user (conditions, feelings, wishes)

· Details of each event (analysis, concerns etc)

· The people involved 

· Source of the information
· What the outcome was 
http://www3.hants.gov.uk/ap.chronology.doc
15. If there is a case that Out of Hours service need to be made aware of Care Managers must: 
· record on profile notes ‘message to Out of Hours’ with an outline action plan and contingency plan
· where appropriate ring Out of Hours to discuss the case. 

16. On closure the paper Adult Protection records must be placed with the Care Management record in the confidential section of the most recent paper file.

17.  All files where there has been an investigation under the Safeguarding Procedures must be retained for 10 years from the date of closure.
Further Information and Support

· For more detailed information and guidance staff should refer to Adult Services Procedure no 06/07 “Recording Practice and Guidance”. Records Management and Data Protection Act 1998.  This contains relevant general advice and principles:

http://www3.hants.gov.uk/proc0607.doc
· Staff should also refer to HCC’s Adult Protection/Safeguarding Adults Policy and Procedures to ensure the Protection of Vulnerable Adults from Abuse (procedure 03/08. In particular section 10.10 on recording:
http://www3.hants.gov.uk/0308-procedure.htm
