<INSERT ORGANISATION NAME> SAFEGUARDING POLICY AND PROCEDURES 
Title: Safeguarding Policy and Procedures
Purpose: <insert Name of organisation> is committed to keeping our service users safe and free from harm, abuse and neglect.  
Policy: <insert Name of organisation> expects staff to keep service users safe and protected from harm, abuse or neglect. To do this, we expect managers and staff to:

· Attend training sessions when asked, so they know how to care for service users in the right way, and how to identify whether someone might be at risk of harm. 

· Report any signs or sightings that could lead to harm, abuse or neglect.

· Take part in investigations undertaken by <insert Name of organisation> or the Safeguarding Adult Board (SAB).  

Scope: This policy applies to all staff, service users, visitors, volunteers and contractors without exception. It contains information and guidance from:
· Regulation 13 (Safeguarding service users from abuse and improper treatment) of the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014.

· Chapter 14 of the Care Act 2014.
· NICE guideline [NG189]: Safeguarding adults in care homes.

· NICE guideline [NG21]: Home care: delivering personal care and practical support to older people living in their own homes.
The RM should check guidance from relevant bodies regularly to ensure they are up-to-date with the latest information about safeguarding and amend this policy and its procedures accordingly. 

Responsibilities 

Registered Manager (RM) responsibilities:

· The RM will foster a climate of ‘openness, honesty and awareness’ to encourage staff, service users, families and relatives to raise any concerns they have about harm, abuse or neglect.  

· The RM will notify staff of any changes to the policy and collect evidence to show that staff have read this.
· The RM ensures all staff follow the guidance set out in this policy.

· The RM will notify and/or refer any signs of harm or abuse to the local authority and/or the SAB.

· The RM will cooperate with any investigation of harm or abuse in conjunction with the local SAB’s own policies and requests.

· The RM will ensure that any staff member who blows the whistle on any practice that might or has caused harm, abuse or neglect will not be victimised because of the disclosure under the whistleblowing policy.  

· The RM will report any serious allegations of harm or abuse to Care Quality Commission (CQC). 

· The RM will notify the service user’s family representative and the CQC if the incident is notifiable. 

Staff Responsibilities

· <insert Name of organisation> expects staff to adhere to safeguarding legislation through implementing this policy and procedures.

· Staff will attend training relating to care provision and safeguarding as requested either by e- learning or attendance at ‘face to face’ workshops.

· Staff must provide service users with the best possible care available and be mindful of having a zero tolerance to any form of abuse or neglect.

· <insert Name of organisation> expects staff to report any suspicion or evidence of harm, abuse or neglect immediately to their line manager or to a staff member in charge of the shift.

· Staff will co-operate fully with any investigation into an allegation of harm, abuse or neglect. 

PROCEDURES
1. Recruitment

· <insert Name of organisation> will implement a robust recruitment policy that identifies individuals that may pose a threat to our service users. <insert Name of organisation> will not offer these people employment within the company.

· We will vet successful candidates and volunteers prior to appointment and subject them to an Advanced Disclosure and Barring Service (DBS) check. 
· <insert Name of organisation> expects two/three] satisfactory character references before the individual starts work.

2. Safeguarding Training

· <insert Name of organisation> will train all staff and volunteers to have an awareness of safeguarding issues during their comprehensive staff induction programme. 

· <insert Name of organisation> will remind all new staff during their induction training programme, and subsequent training updates, of their personal, moral and legal roles and responsibilities concerning safeguarding.

· Induction training will also include what action staff should take if they suspect abuse is occurring and to whom they should report this matter.  
3. Identifying Abuse

· There are many types of abuse including:

· Physical abuse.

· Domestic violence or abuse.

· Sexual abuse.

· Psychological or emotional abuse. 

· Financial or material abuse. 

· Modern slavery.

· Discriminatory abuse. 

· Organisational or institutional abuse.

· Neglect or acts of omission.

· Safeguarding training will explain to staff how to recognise any of the above abusive situations.  

4. Raising a Concern

· Any member of staff who suspects that abuse has taken place, or who sees a situation in which a service user may suffer from harm, abuse or neglect, should report the incident to their line manager or duty manager immediately.

· If staff alert a line manager to any suspicion or alleged abuse affecting a service user, they should take immediate action to remove the service user from further harm. Staff should report the matter to a senior person on duty or to the RM as soon as possible. 

· The manager or RM should follow the flowchart in Appendix 1 when deciding how to report a safeguarding incident.  

· <insert Name of organisation> will deal with any staff member accused or suspected of abuse under the company’s disciplinary procedure which, subject to risk assessment, will usually mean the individual being suspended, pending the investigation. The RM may seek legal guidance before taking this decision. 
5. Working with Other Agencies

· Staff and managers will work closely with other organisations whenever needed, including the Police and local SABs, and will always cooperate in any abuse investigations. 

· Staff will follow any protection plan agreed through multi-agency procedures to reduce the risk of further harm or after an actual or suspected case of abuse.
6. Record Keeping Procedure 

· Where there are safeguarding concerns, staff or managers should record: 
· The incident in full, including what happened, where it happened, the time and date of the incident, those involved, the words of the person being abused, any witness statements or observations. This can also include any past incidents, concerns, risks and any patterns. This is because abuse or neglect can take place over many weeks or months. 

· Include who and where the report was sent to and when. 
· If the RM decides not to contact the police, ambulance or GP, the report must include details of why. 
· Details of any safeguarding meetings attended and decisions made. 
· If we do not carry our own investigation or make a referral, the RM must record who made this decision and why. 
· Illustrations or positions of any physical injuries or pressure ulcers etc. on a body map.
· We will store records of all safeguarding issues and relevant decisions that take place in the care home or the home care agency offices.  

7. Incident Reporting

· Staff should record any potential safeguarding incident or near miss that has not caused the service user any harm, as an incident following the usual accident and incident reporting policy. 

· The RM must notify the CQC of any safeguarding referral that has caused harm, involves an allegation of abuse or they referred to the police, using the CQC Provider Portal.  

· <insert Name of organisation> will learn lessons from the safeguarding incident and take steps to prevent a similar incident from arising again. 

8. Monitoring and Review

· <insert Name of organisation> expects the RM to monitor this policy [every 6 months/once a year] to make sure staff are adhering to it. 
· Monitoring will take the form of a series of monitoring activities which might include.
· Keeping track of the number of safeguarding referrals.
· Monitoring safeguarding trends within complaints and incident reports.
· Interviewing service users and staff about the care.

· Observing staff practice.

· Reviewing service user care plans and records.

· Checking staff understanding during supervision and appraisal.

· The RM will draw up improvement plans to reduce the likeliness of harm or abuse if the monitoring identifies a need to make improvements.

· <insert Name of organisation>  expects staff to adhere to any actions required and timeframes set within the implementation plans.

APPENDIX 1 – SAFEGUARDING FLOWCHART




Abuse has taken place / the service user has been harmed.


You discuss with the service user the need to inform others and you have gained the service user’s consent to this.





Does the person need medical care or


Has a crime been committed or


Is there forensic evidence to protect?





Contact emergency services (police/ambulance/


GP).





Report the incident to your manager (if not you).





Do you need to make a safeguarding referral?





Record details of the incident.


Decide whether you need to update or make improvements to policies, procedures or working practices.


Decide whether you need to develop improvement plans.





Have you received any actions from the SAB for you to deal with? 





Contact your local Safeguarding Adults Board (SAB) and complete its form to make a referral.





Yes





No





No





Yes (follow both arrows).





Make a record of the safeguarding concern, and the date you passed this to the SAB.





Carry out any actions required by the Board.





Once the safeguarding investigation is complete, take steps to learn from the concern and prevent it from happening again. 





Notify the CQC that you have made a safeguarding referral using its Statutory Notification Form.





Yes





No





Tip:


If you are unsure whether the incident is a safeguarding referral, you can either refer anyway. The SAB will decide whether to take the issue forward. Alternatively, you can discuss this with the SAB at your local Council, who will offer advice as to the way you should proceed.





Tip:


If you have received actions from the SAB, make sure these are completed and reported back to it on time. The SAB will inform the CQC of any delays.





Tip:


Do this as soon as possible following the event. 





Tip:


If the police have been called, and there is obvious evidence, staff should try not to disturb the scene, and should not touch obvious evidence but keep it protected for until the police arrive.
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