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Quick Reference Guide to the safeguarding investigation process

1. Referral and allocation

The initial concern/ referral will be received and documented on the Micare referral form (Form 1).  The team manager will allocate the referral to the appropriate worker.

2. Initial strategy discussion

The allocated worker should discuss the case with their line manager or equivalent. This discussion should be recorded in the case notes and should consider:

· If there is any immediate risk to the customer that needs to be mitigated

· Is this referral an appropriate safeguarding referral?

· Is there anything that may indicate a crime may have been committed? If so does a referral need to be made to the police?
*All actions agreed e.g. visiting the customer, making a referral to the police, referral to another professional or organising the strategy meeting, should be clearly recorded in the case notes.*

2.1 Safeguarding decision area
Following the discussion with line manager or equivalent the allocated worker will be able to clearly record on the Decision Form whether they will be proceeding with a full investigation. document the justification for ending the investigation at the Decision Form or why you will be continuing onto the Investigation Report (Form 2), for example stating what type of potential abuse is indicated.

The Decision Form should be completed by the allocated worker and signed off by the Team manager.

2.2 Completing initial actions 

The allocated worker should complete all actions agreed during the strategy discussion. Any telephone calls, visits, letters and e-mails sent etc... should be clearly recorded, with accurate dates and times on the case notes.

If an agreed action is to visit the customer, it is essential to explore issues of capacity and consent (for the investigation to proceed and for the police to become involved). These discussions need to be clearly documented on the case notes.

3. Strategy meeting

A strategy meeting is central to ensuring a coordinated investigation.  This meeting should be chaired by the Team manager or equivalent.

This meeting should take place within 5 days of receiving the referral however if this is not possible, the reasons for the delay should be clearly documented in case notes.

3.1 Purpose of the Strategy Meeting

The main purpose of the meeting is to gather and share information. An action plan should be formulated which includes roles, responsibilities and time scales. Discussion should take place as to who will be interviewed, when, by whom and in what order. Decisions should be made as to what material or exhibits need to be examined, such as care notes, staff training records etc.
The meeting should consider the current or possible risks that the customer may be subjected to. It is important to ensure that all parties are working together to protect the customer.

It is essential that any issues around capacity and consent are shared and discussed in the strategy meeting.

At the strategy meeting a date should be agreed for the next meeting.

An appropriate admin worker should minute the strategy meeting, documenting all discussions and decisions made. These minutes should be circulated to all participants as soon as possible (once agreed by the chair) and uploaded onto the documents section of Micare.

3.2 Completing the investigation

Participants at the strategy meeting will have been given actions to complete within agreed time scales. This constitutes the investigation.

3.3 Reconvened strategy meeting

The evidence or information collected since the last meeting will be presented. The strategy meeting can be reconvened as many times as needed, until all participants consider they have all the relevant information and are able to decide on an outcome. The strategy group should discuss the investigation outcome until they reach a consensus. If a consensus can’t be reached then the chair will make the final decision as to the investigation outcome. The rationale behind the outcome of the investigation needs to be clearly documented on the Investigation report (Form 2).
It is essential that accurate minutes of the meeting are taken and uploaded into the documents section of Micare.  The minutes should be circulated to all attendees as soon as possible once the content has been agreed by the chair. The Investigation Report (Form 2) should be completed by the allocated worker and be signed off by the Team manager.

At the final reconvened strategy meeting the group must decide whether a case conference is needed. If this is deemed not necessary then the rationale behind this decision should be clearly documented on the Investigation report (Form 2). It is important to inform the customer, their advocates and the referrer of the outcome of the investigation.

4. Case Conference/Planning Meeting

The case conference should be chaired by the team manager or equivalent.  This meeting should take place within 4 weeks of receiving the initial referral however if this is not possible the reasons for the delay should be recorded clearly in case notes. 

All those involved in the investigation should be invited to the case conference and consideration given to whether or not it is appropriate for the customer to attend. The meeting should consider the findings in relation to the vulnerable adult and the future safeguarding protection plan for the individual. The meeting should also consider whether there are any lessons to be learnt from the investigation process and whether there are any recommendations for any agencies involved. The outcomes for the perpetrator should also be discussed.

4.1 The purpose of the planning meeting is to develop a Protection Plan for the customer. This should be a stand alone document that explores past, current and possible future risks to the customer and what actions will be taken to reduce or mitigate those risks. This document should be completed by the allocated worker, signed off by the Team manager and uploaded into the documents section of Micare.

At the Case Conference a date should be agreed to review the protection plan. An appropriate time scale for the review should be discussed and decided at the meeting as this will be different for each investigation.

Accurate minutes of the meeting should be taken and uploaded into the documents section of Micare. They should be signed off by the chair and circulated to all attendees as soon as possible. The Planning Report (Form 3) should be completed by the allocated worker and be signed off by the Team manager.

4.2 Review of the protection plan

As agreed at the Case Conference a review meeting should be held to discuss how the protection plan is working. It is important to ensure that the customer is being protected effectively and that they are still happy with the level of support being provided.

If this protection plan is working well then it can be incorporated into the customers support plan and be reviewed when necessary.

Consideration should be given as to whether it is appropriate to invite the customer to this review. If it is decided not to invite the customer to attend, the rationale behind this decision should be clearly documented on the case notes. Minutes should be taken and uploaded into the documents section of Micare. The minutes should be signed off by the chair of the meeting and circulated to all attendees ASAP. 
5. Closing the safeguarding case

 The protection plan should be agreed and signed off by everyone, including the person at the centre of the investigation, where possible. 

A date to review the plan needs to be set no later than 6 months after the protection plan was devised.

It is important to inform the referrer of the outcome of the investigation and any other funding authority such as another Local Authority or the Primary Care Trust.

The Investigating officer must make sure all aspects of the investigation are recorded clearly and accurately, providing a clear audit trail of actions taken.

The Team manager is responsible for quality assuring the process, signing off the investigation and ensuring all records are fully completed. Form 3 must be completed to close the investigation record.
