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Note to Minute Taker

SUNDERLAND SAFEGUARDING ADULTS PARTNERSHIP

GUIDELINES FOR MINUTE TAKERS

1.   INTRODUCTION

Minute Takers who are required to take the Minutes of Safeguarding Adults Meetings are advised to make themselves familiar with the multi-agency procedures in the ‘Sunderland Safeguarding Adults Procedural Framework 2007’ which can be viewed or downloaded from www.alertabuse.org.uk
The procedural process consists of six stages

Alert

Decision

Notification 

Safeguarding Adults Strategy Discussion Meeting

Safeguarding Adults Assessment/Investigation

Review. 

An Alert is identified as an expression of concern, suspicion or allegation that an adult is at risk of abuse or is experiencing abuse.  An Alert can be raised by anyone and whoever raises the Alert is referred to as the Alerter.  

In most instances* the Alerter reports his/her concerns to their immediate line manager who is referred to as the Responsible Person.  The Responsible Person ensures that any immediate protection needs are addressed and decides, on the same day that the Alert is made, whether or not the Safeguarding Adults Procedures are appropriate to address the concern.  

If it is deemed appropriate to use the Safeguarding Adults Procedures a ‘Notification of Alert’ is forwarded to the Safeguarding Adults Team within 24 hours.  A Multi- Agency Safeguarding Adults Strategy Discussion Meeting is then co-ordinated by a Safeguarding Person who in most instances* is the line manager of the Responsible Person.  Safeguarding Managers may be employed by any of the Partnership Agencies. 

The Multi-Agency Safeguarding Adults Strategy Discussion Meeting should take place within 5 days of the Alert being raised.  If this timescale cannot be met for any reason the Safeguarding Adults Team must be informed.  

The Chairperson of a Multi-Agency Safeguarding Adults Strategy Discussion Meeting is normally* the Safeguarding Manager within the appropriate Agency that manages the safeguarding process.  The Safeguarding Manager appoints a Minute Taker from within his/her Agency, who should be familiar with the safeguarding process, to take the Minutes of the Meeting.

*For exceptions please refer to the 2007 Procedural Framework Document.

The following Guidelines have been written to assist Minute Takers who are required to undertake the full responsibilities of a Minute Taker.  However, in some instances the Safeguarding Manager/Chairperson may undertake some of the following duties due to the sensitivity/confidentiality of individual Cases or because of the need to progress matters quickly. Therefore, in each individual Case the Safeguarding Manager/Chairperson should clarify with the Minute Taker which of the actions below the Safeguarding Manager/Chairperson will do and which of the actions below the Minute Taker will be required to do. 

2.   PREPARATION FOR A STRATEGY DISCUSSION MEETING 

The Chairperson should discuss the following with the Minute Taker as soon as possible. 

· Who is required to attend the Strategy Discussion Meeting (See Appendix 1)?

· What dates he/she has available on which the Meeting could be held?

· What time the Meeting is to start AND finish?

· Whether or not a small waiting room/area is required in addition to the Meeting

      Room (a small waiting room may be required if it is anticipated that someone may

      be asked to leave the Meeting for a specific Agenda Item)?

· Whether or not any refreshments, as well as drinking water, are required?

· What Items need to be included on the Agenda (See No. 3)?

· What amount of time is to be allocated to each Agenda item?

· What Supporting Papers* are available?

· What other Supporting Papers are required and how these are to be obtained?

· What date the Agenda and Supporting Papers (if available) must be distributed by?

The Minute Taker is then responsible for the following:

· Contacting those required to attend to check their availability (See Appendix 2) 

· Booking an appropriate venue and an appropriate sized room for the number of people who will be attending, taking into account any specific needs e.g. disabled access

· Checking, if appropriate, that there is a suitable Reception Area to wait in for any participants who may be asked to leave the Meeting for a specific Agenda Item(s)

* Supporting Papers include Reports, Letters, Forms and Minutes of other Meetings etc.

· Booking a small waiting room, if necessary, if a suitable Reception Waiting Area is  not available  

· Arranging for jugs of water/drinking glasses to be available at the start of the Meeting

· Arranging for refreshments to also be made available if required

· Informing those required to attend (by email or telephone) of the actual date, time and venue for the Meeting once this has been agreed with the Chairperson

· Typing the Agenda as agreed with the Chairperson

· Making ALL Supporting Papers identifiable by putting a capital letter in bold at the top right hand corner of the first page of each Supporting Paper i.e. A, B, C etc in the order that the Papers will be discussed at the Meeting

· Ensuring that the pages of Supporting Papers are numbered if possible

· Liaising with the Chairperson at all times regarding Confirmation Letters to Service Users or Carers  

· Sending Standard Confirmation Letters marked ‘Private and Confidential’ (as agreed with the Chairperson) together with the Agenda and copies of any Supporting Papers available (See Appendix 3)

· Ensuring that the distribution of Confirmation Letters and Agendas is not delayed if Supporting Papers are unavailable as Supporting Papers may be tabled (given out) at the Meeting when necessary 

· Photocopying sufficient copies of Supporting Papers which are to be tabled at the Meeting
· Ensuring that Supporting Papers (which are strictly confidential) are NOT left anywhere where they can be easily viewed by others e.g. in the photocopying room  

· Retaining a personal copy of all Supporting Papers and reading them to identify whether he/she has any questions that he/she would like to ask the Chairperson prior to taking the Minutes
· Asking the Chairperson which Supporting Papers are likely to generate the most discussion so that if, for any reason, he/she does not have sufficient time to read all the Supporting Papers, he/she will know which ones to read as a priority
· Making sure the following are all to hand prior to the Meeting


     Spare copies of the Agenda

                Spare Paper and Pens/Pencils

                Sufficient copies of any Supporting Papers to be tabled  

                An Attendance List for participants to sign

                A Participant List for the Receptionist, if appropriate

                Name Cards and Marker Pens if appropriate

                A ‘Meeting in Progress’ Sign for the door if appropriate

                A Diary

3.   STRATEGY DISCUSSION MEETING AGENDA

The basic format for a Strategy Discussion Meeting Agenda is shown in Appendix 4.   This basic format should be used consistently.  However, the Chairperson may omit or add Headings relevant to each individual Case and should discuss this with the Minute Taker as appropriate.

The Agenda should always indicate the start AND finish time for the Meeting.

If Supporting Papers are sent out with the Agenda this should be indicated on the Agenda (see Appendix 4).

If it is known that Supporting Papers will be tabled at the Meeting this should be indicated on the Agenda (see Appendix 4).

All Agendas should have a footnote reference which should be the ‘Chairperson’s Initials/Minute Taker’s Initials/Date of Distribution’ e.g. SG/KM/17.10.08.

4.   PRE-BRIEFING MEETING WITH CHAIRPERSON

The Chairperson and Minute Taker should arrange to meet for a sufficient amount of time immediately prior to the Strategy Discussion Meeting.

The Chairperson should discuss with the Minute Taker the purpose of the Meeting, the background to the Case and the possible/anticipated outcomes.  

The Chairperson should respond to any questions that the Minute Taker might have with regard to any Supporting Papers which are to be discussed.  
The Chairperson should confirm that he/she will ensure that the Minute Taker has the opportunity to clarify anything that he/she is unsure of at the end of each Agenda Item. 

The Chairperson should tell the Minute Taker whether the Meeting will continue or stop if the Minute Taker needs to leave the room for any reason e.g. to photocopy a 

document.  If the Chairperson decides to continue with the Meeting the Chairperson should make relevant notes during the Minute Taker’s absence and discuss these with the Minute Taker at the end of the Meeting. 

If the Chairperson does not discuss any of the above points with the Minute Taker then the Minute Taker should raise these issues with the Chairperson.  

Whilst the Chairperson then gets ready for the Meeting the Minute Taker should:

· give a participant list to the Receptionist if appropriate 

· ensure that there is disabled access to the room if required

· ensure that the room layout is appropriate

· ensure that the correct number of chairs are available

· ensure that the room is adequately ventilated
· ensure drinking water/glasses have been provided

· check that refreshments (if booked) are available/will be provided as required

· place Name Cards and Marker Pens on the table if required
· ensure that the small waiting room, if booked, is adequately presented
· ensure that everyone signs an Attendance List once everyone has arrived.
· place a ‘Meeting in Progress’ Sign on the door if appropriate

5.   TAKING NOTES OF A STRATEGY DISCUSSION MEETING

The Minute Taker should always sit next to the Chairperson.  As a lot of discussion will be directed towards the Chairperson this makes it easier for the Minute Taker to hear what is said.  It also allows the Minute Taker to indicate to the Chairperson when any agreed timings for Agenda Items (as referred to earlier) are nearing the end of their allocated time.  

If an Agenda Item is not discussed sufficiently in the time allocated, the Chairperson should endeavour to complete discussions as soon as possible, as this obviously impacts on timings for other Agenda Items.  The Minute Taker should continue to indicate to the Chairperson the timings initially agreed for each Agenda Item, less the time of the overrun in the previous Agenda Item(s), in order to try and keep within the overall time specified. 

The Chairperson should introduce each Agenda Item clearly and should summarise the relevant discussion points of one Agenda Item before moving on to the next.  However, the Minute Taker must not rely on this and should ensure that his/her notes of the discussions contain all the relevant points needed for the Minutes.

The Minute Taker should:

· try to familiarise himself/herself with the Names and Roles of the people present 

· use an A4 Ring Bound Book (with lined paper) which should only be used for notes of  Safeguarding Adults Meetings

· ensure that his/her ‘Minute Book’ (as above) is not left anywhere where it can be viewed by others due to the sensitive nature of its contents

· do their best to listen and concentrate on the discussions that take place

· only record points that are relevant to the purpose of the Meeting i.e. that are to do with the actual concern or allegation 

· try to summarise the main relevant discussion points in his/her own words rather than trying to record the discussions verbatim 

· record something if someone specifically asks for it to be recorded

· not record something when someone specifically asks for it not to be recorded

· not record information that is already detailed in Supporting Papers  

· record any actions agreed, the names of the people who are going to complete the actions and when the actions must be completed by

· ask for clarification of anything that he/she does not understand at the end of each Agenda Item

The Minute Taker MUST retain his/her notes of the Meeting until the Minutes have been finalised and approved (see No 11)

Further tips for taking notes are detailed in Appendix 5.  

6.   DE-BRIEFING MEETING WITH CHAIRPERSON

The Minute Taker should have a de-briefing Meeting with the Chairperson at the end of the Meeting and should take this opportunity to discuss with the Chairperson any  

emotional impact that the Meeting may have had on him/her.    

The Minute Taker should then check his/her notes with the Chairperson and clarify any remaining uncertainties.  

The Minute Taker should also check that he/she has recorded all the relevant Action Points, together with the names of those who are expected to carry out the actions and the agreed dates by which the actions should be completed.  

The Chairperson should inform the Minute Taker whether or not a separate ‘Action Plan Form’ should be sent to those who have been assigned any action(s) prior to the Minutes being distributed.

The Minute Taker should always ensure that the Chairperson makes his/her own full notes of all the actions agreed so that if the Minute Taker is subsequently absent from work, which delays distribution of the Minutes, then the Chairperson can arrange for an Action Plan to be forwarded to relevant participants in the Minute Taker’s absence.

7.   HOW MINUTES SHOULD BE NUMBERED

With the exception of the Present, In Attendance, Apologies and Absent Headings, (see Page 10) all other Headings for each individual Case should be numbered with a Minute Number and Year Number e.g. 01/08 which is the first Minute Number for the Year 2008.  Sub Headings should be numbered in roman numerals e.g. (i) (ii) (iii) etc. 

The Minutes of the first Strategy Discussion Meeting for each individual Case should commence with Minute Number One and the Relevant Year and should then be numbered consecutively through to the end of each specific Case which may or may not involve subsequent Assessment/Investigation Meetings (see No 12) and a Review Meeting (see No 13).  For example, if the last Minute Number in a Set of Strategy Discussion Meeting Minutes is 10/08 then the subsequent Assessment/ Investigation Meeting Minutes should commence with Minute Number 11/08.

The first Minute Number to the last Minute Number within each set of Minutes should be typed in the top right hand corner of the first page of the Minutes e.g. Minute Number 01/08 to 10/08.

The Year Number should be changed at the beginning of each New Year as appropriate but the Minute Number should carry on consecutively if the Case is expected to have a relatively short lifespan.  If the Case is expected to have an exceptionally long lifespan the Chairperson may decide to revert back to Minute Number One at the beginning of a New Year when appropriate.

If a Case is closed and re-opened at a later date the Minutes should be numbered consecutively from the last Meeting unless the Case is regarding the same Individual but refers to a totally different allegation or concern in which case a new file should be set up with the Minutes commencing at 01/Relevant Year.  

This numbering system ensures that each Minute has its own unique Minute Number and is particularly beneficial when individual Cases require numerous Meetings.  When one Set of Minutes includes reference to something discussed at a previous Meeting(s) the previous Minute Number when it was discussed should be shown in brackets in the new Minutes e.g.  New Minute Number 13/08 Review of Action Plan (Minute Number 09/08 (i) refers).  As the Minute Numbers are consecutive this allows the readers to track back easily if required.

8.   HOW MINUTES SHOULD BE WRITTEN

The Minutes of Safeguarding Adults Meetings may be used as evidence in a Court of Law and it is essential that the Minutes are produced to a consistently high quality standard.  Therefore, ALL of the following should apply on a consistent basis:  

· Draft Minutes should by typed in double space

· Minutes should be typed in Arial Font Size 12

· Century Gothic or Times New Roman Fonts are acceptable if other Agencies choose not to comply with the above

· No more than three different sized Headings should be used within each Set of Minutes

· Minute Headings should be typed in Bold Capitals

· Minute Sub Headings should be typed in Bold Title Case

· Minutes should not be typed in capitals throughout

· Minutes should be written in complete sentences 
· Each paragraph should only contain one subject matter

· Paragraphs should be separated by a double line space

· Numbered Minute Headings should be separated by three line spaces

· Abbreviations (see Appendix 6) may be used in Minutes provided that what an abbreviation stands for has been written in full, followed by the abbreviation in brackets, the first time it is used e.g. Commission for Social Care Inspection (CSCI)

· The above point applies to all Sets of Minutes

· Full names should be used in Minutes not initials

· However, in some instances, the person’s role at the Meeting or a person’s Job Title may be used e.g. Chairperson, Care Home Manager, Complaints Officer etc 

· When it is necessary to mention an Adult at Risk’s relative, either their Name and Relationship to the Adult, their Name only, or their Relationship only, may be used, depending on which is the most appropriate in the wording of the Minutes

· When an ‘Alerter’ wishes to remain anonymous or the ‘Alerter’ asks for confidentiality under the ‘Whistleblowing Policy’ the Minutes should NOT include his/her Name or Initials (the Chairperson should decide how the ‘Alerter’ is referred to in the Minutes e.g. Mr/Miss/Mrs X, Staff Member X etc)

· Sentences should not start with the words ‘He’ or ‘She’

· Names and dates should not be separated on to two different lines

· Dates should include the relevant day of the week if appropriate

· An overview of the content of Supporting Papers should be detailed in the Minutes and/or the Minutes should refer the reader to Supporting Papers if appropriate. 

· Each page of the Minutes should be numbered at the bottom centre of each page. 

Each Minute MUST also be

· Accurate (nothing can be added to the Minutes if it was not discussed)

· Brief (provided nothing relevant is missed out)

· Clear (to any person reading the Minutes)

· Self Contained (understandable without reference to Supporting Papers or any other documents unless  the Minutes refer the reader to Supporting Papers or any other documents) 

· Logical (in the correct sequence of events)

· Written in Complete Sentences (not as notes)

· Free from Spelling Errors (without total reliance on the computer)

· Grammatically Correct (including punctuation)

· Written in the Past Tense throughout (even when referring to future actions)

· Written in Third Party whenever possible 

· Written without the use of Participants Names where possible

· Written with the use of Participants Names where specifically essential

· Written As Soon As Possible after the Meeting (within 24 hours if possible and no later than 5 working days)

· PRINTED and PROOF READ before being forwarded to the Chairperson.

Examples of stock phrases and useful words which can be used in Minutes are shown in Appendix 7 and Appendix 8 respectively.

9.   LAYOUT OF MINUTES
Minutes should be typed on plain white A4 paper (with no logo).  The Layout for Minutes should be as follows

SUNDERLAND SAFEGUARDING ADULTS PARTNERSHIP 

The above Heading should always be the first centred Heading in the Minutes.

MINUTES OF THE MULTI-AGENCY SAFEGUARDING ADULTS STRATEGY DISCUSSION MEETING HELD ON (DATE, TIME AND VENUE)

The above Heading should always be the second centred heading in the Minutes with the actual Date, Time and Venue included.

STRICTLY CONFIDENTIAL 

This Heading should be a Left Hand Heading which MUST appear on All Minutes and be underlined as shown.

NAME: (Alleged Victim/Adult at Risk)    DATE OF BIRTH                         AGE   

ADDRESS:                        

The Alleged Victim’s/Adult at Risk’s FULL NAME, Address, Date of Birth and Age should be indicated at the right hand side of each of the previous four headings.

MEETING CONVENED BY – Name of relevant Agency

PRESENT

The Chairperson’s Name, Job Title and Agency/Place of Work should always be listed first, followed by the word ‘Chairperson’ in brackets e.g. Sarah Gordon, Safeguarding Manager, Leechmere Training Centre (Chairperson). 

All other participants should be Named alphabetically followed by their Job Title and Agency/Place of Work or Relationship to the Alleged Victim/Adult at Risk.

If someone arrives late or leaves early this should be indicated in brackets against their Name, Job Title and Agency/Place of Work e.g. (Did not attend for Agenda 

Item 1). 

IN ATTENDANCE

As the Minute Taker does not contribute to any of the discussions the Minute Taker should be put under this Heading together with his/her Job Title and Place of Work followed by (Minute Taker) e.g. Kathleen Miller, Business Support Officer, Leechmere Training Centre (Minute Taker).   

APOLOGIES

Anyone who gives their apologies should be listed alphabetically under this Heading together with their Job Title and Agency/Place of Work.  If no Apologies are put forward this Heading should be excluded from the Minutes.

ABSENT

Anyone who does not offer their apologies and does not attend the Safeguarding Meeting, after indicating that they would be attending, and who does not send a Representative to speak on his/her behalf, should be listed alphabetically under this Heading together with his/her Job Title and Agency/Place of Work.   If this does not apply to anyone this Heading should be excluded from the Minutes. 

CHAIR’S INTRODUCTION

The Minutes should be numbered from this point on.  

The Chairperson should welcome everyone to the Meeting and allow them to introduce themselves.  This should be stated in the Minutes.

 (i)  Statement of Confidentiality
      The Chairperson should read out the statement contained in Appendix 9 and

      should ensure that all participants confirm their understanding of it. 

      This can then be recorded in the Minutes as follows

          ‘The Chairperson informed participants that the main focus of the Meeting

           was the safeguarding of the person concerned.  All matters discussed

           and the content of any Supporting Papers were to remain strictly

           confidential.  Any information shared was not to be disclosed to anyone

           outside the Meeting unless agreed by everyone.  Participants agreed to

           maintain confidentiality.’

      If the Chairperson does not read out the statement in Appendix 9 the Minutes

      should specify what the Chairperson actually says.

(ii)  Associated Matters

      The Chairperson should highlight any matters specific to the Case in question. 

      Examples of what the Chairperson might include are shown in Appendix 9.  Only

      the matters which are actually referred to should be recorded in the Minutes.

If anyone arrives late and is not present for this Agenda Item the Chairperson should make him/her aware of the points discussed at the end of the Meeting   This should then be detailed in the Minutes, at the end of this Agenda Item, as follows

‘Please note that whilst (Name) was not present for this Agenda Item he/she was made aware of the points that were discussed at the end of the Meeting.’ 

PURPOSE OF MEETING

The Chairperson should clearly state why the Meeting has been convened which should be ‘to discuss an allegation or concerns of abuse or risk of abuse and agree what actions and decisions need to be made to safeguard and minimise risk to the Alleged Victim/Adult at Risk.’  The Minutes should specify whatever the Chairperson actually states under this Heading.

OTHER HEADINGS

The Minutes should continue in the EXACT same order as the Agenda even if for any reason the Agenda Items are discussed out of order.

All Headings in the Minutes must be an EXACT match to the Headings on the Agenda with the exception of ‘Details of Allegation/Concern’ as this Heading should be either ‘Details of Allegation’ or ‘Details of Concern’ depending on the individual Case.

If discussion during the Meeting moves on to a subsequent Agenda Item and then discussion refers back to a previous Agenda Item, the record of the discussion, if relevant to the final Minutes, MUST be put under the appropriate Heading.

DECISION

The Minutes should contain the decision that is reached by everyone which should be one of the following options: 

· No further action is required

· A Safeguarding Assessment/Investigation should take place

· Other Action should be taken.

ACTION POINTS

Full details of all ‘Action Points’ agreed during the Meeting must be recorded.  Each action point should be listed by indicating who is to be responsible for the action, what action is to be taken and what date the action should be completed by. 

The Action Points should be numbered in roman numerals, written in complete sentences and listed in a logical order even if they are not discussed logically during the Meeting. 

In addition to the above and if requested by the Chairperson a separate Action Plan Form (see Appendix 10) should be completed, signed by the Chairperson and  subsequently photocopied and forwarded to all relevant participants PRIOR to the Minutes being distributed.  

DATE OF ASSESSMENT/INVESTIGATION MEETING

If it is decided that an Assessment/Investigation Meeting is not necessary this should be recorded in the Minutes.

If it is decided that an Assessment/Investigation Meeting should take place a date, time and venue may be agreed or an indication of when this might take place may be discussed.  Whatever is agreed/discussed should be recorded in the Minutes. 

ADDITION TO THE MINUTES (This Heading should not be included in the Minutes)

If an Assessment/Investigation Meeting is not required the following statement should be included at the end of the Minutes (after allowing a suitable amount of space from the content of the last Heading).

   ‘Please confirm whether or not you wish to put forward any amendments to 

   these Minutes. It is important that you respond as soon as possible (preferably

   within 5 working days) from receipt of the Minutes in order for the Minutes to 

   be amended (if considered appropriate by the Chairperson) and re-circulated

   without unnecessary delay.’  

If it is agreed that an Assessment Investigation Meeting should take place the following statement should be included at the end of the Minutes (after allowing a suitable amount of space from the content of the last Heading). 

 ‘The Minutes of this Meeting will be approved at the Assessment/Investigation

   Meeting as detailed above.  Should you be unable to attend the Meeting and 

   wish to propose any amendment(s) to these Minutes you MUST contact the

   Chairperson PRIOR to the Meeting to put forward your proposed amendment(s).     

   Please note that once the Minutes have been approved and signed off by the

   Chairperson, at the Assessment/Investigation Meeting, the Minutes cannot 

   be changed at a later date.’  

Each Set of Minutes should have a footnote reference which should be the Chairperson’s Initials/Minute Taker’s Initials/Date of Distribution’ e.g. SG/MN/24.10.08.

An Example Set of Minutes for a Safeguarding Adults Strategy Discussion Meeting 

is shown in Appendix 11.

10.  DISTRIBUTING THE MINUTES

The Minutes of the Meeting should be distributed to all relevant parties marked ‘Strictly Confidential’ within 5 working days of the Meeting.  If the Minutes cannot be distributed within 5 working days the reason for the delay should be communicated to the Safeguarding Adults Team and the people who were expecting to receive them.

The Minute Taker should always liaise with the Chairperson to verify whether a copy of the Minutes should be sent to an Alleged Victim/Victim’s Relative/Carer if appropriate.

If it is agreed that a copy of the Minutes should be sent to the Alleged Victim/Victim’s Relative/Carer and he/she is excluded from part of the Meeting then the part where he/she is excluded should also be excluded from his/her copy of the Minutes.  The Chairperson should also decide whether or not any other information should be excluded e.g. Names and Addresses. 

A copy of the Minutes marked ‘Strictly Confidential’ (and a copy of the Action Plan if appropriate) should always be forwarded to the Safeguarding Adults Team, for the Attention of the Safeguarding Adults Co-ordinator.

The Minutes should not be sent to anyone else unless agreed by everyone at the Meeting.  However, there may be occasions when it is necessary for the Safeguarding Manager/Chairperson to provide a copy of the Minutes to someone without being able to seek everyone’s approval, e.g. when a copy of the Minutes are required urgently by a Member of the Police or a Coroner. 

11.  APPROVING THE MINUTES

If it is decided that an Assessment/Investigation is not required everyone should respond to the statement contained at the end of the Strategy Discussion Meeting Minutes within 5 working days of receiving them. 

The Chairperson should contact anyone who does not respond within 7 working days to obtain his/her view and at the same time should remind the person concerned that he/she should have responded within the timescale requested.

Once everyone has responded the Chairperson should circulate the amended Minutes, if appropriate, which should contain the following statement

   ‘It is extremely important that you confirm the accuracy of these amended 

   Minutes as soon as you receive them so that the Minutes can be signed off 

   as approved by the Chairperson without unnecessary delay.  Your co-operation

   with this request would be much appreciated.’

Once the Minutes have been approved a Master Copy of the Minutes should be printed with the ‘statement’ regarding possible amendments deleted and the following typed in its place.  

Approved as accurate by …………………………………………...... (Chair’s Signature)

Name of Chairperson…..…………………………………………….……………..Printed)

Title of Chairperson……………………………………………………………… ...(Printed)

Date …………………………………………..

The Master Copy of the Minutes should be signed and dated by the Chairperson and placed on file.

If it is decided that an Assessment/Investigation should take place the Minutes of the Strategy Discussion Meeting will be approved at the subsequent Assessment/ Investigation Meeting.

A Master Copy of the Minutes should be printed with the ‘statement’ regarding possible amendments deleted and the following typed in its place.  

Approved as accurate*/Approved as accurate subject to amendment(s)* as detailed

in the Minutes of the Assessment/Investigation Meeting held on (Type in Date, Time

and Venue) ……………….. …………………………………………...(Chair’s Signature)

Name of Chairperson……..………………………………………….……………. Printed)

Title of Chairperson……………………………………………………………… ..(Printed)

Date …………………………………………..

*  Delete as appropriate

The Master Copy of the Strategy Discussion Meeting Minutes should then be attached to the Chairperson’s Agenda for the subsequent Assessment/Investigation Meeting.  

The Minutes should be approved or approved subject to amendment(s) by everyone at the Assessment/Investigation Meeting. 

Once the Strategy Discussion Minutes have been approved the Minute Taker should shred his/her notes of the Meeting together with his/her copies of Supporting Papers unless instructed by the Chairperson not to do so.  In this instance the Chairperson should inform the Minute Taker when his/her notes and Supporting Papers should be destroyed.

12.  ASSESSMENT/INVESTIGATION MEETING

When a decision is taken to continue with the Safeguarding Adults process, the next stage is for the Safeguarding Manager to initiate further assessment or further investigation in order to take action(s) to stop or reduce the risk of abuse.

The timescale for an Assessment/Investigation is 8 weeks from the Alert Notification and in some Cases a number of Assessment/Investigation Meetings may be necessary. In most instances all the people who attended the Strategy Discussion Meeting (including the Minute Taker) should also attend the subsequent Assessment/ Investigation Meeting(s). 

All of the previous information relating to the Strategy Discussion Meeting similarly applies to Assessment/Investigation Meeting(s) where appropriate.  However, the following gives additional information  

AGENDA

The basic format for an Assessment/Investigation Meeting Agenda is shown in Appendix 12.   This basic format should be used consistently.  However, the Chairperson may omit or add Headings relevant to each individual Case and should discuss this with the Minute Taker as appropriate.

The Assessment/Investigation Meeting Agenda contains a Heading of ‘Minutes of the Previous Meeting’ and a Master Copy of the Strategy Discussion Meeting Minutes (or a copy of the Minutes from a previous Assessment/ Investigation Meeting if appropriate) should be attached to the Chairperson’s Agenda as detailed on the previous page.

A Heading of ’Matters Arising’ should always be on the Agenda as indicated in Appendix 12.  Any matters arising from any previous Meetings, or updates of Action Points from any previous Meetings, that the Chairperson anticipates will be dealt with quickly are put as Sub Headings under the ‘Matters Arising’ Heading.  However, if the Chairperson anticipates that any matters arising from previous Meetings, or updates of Action Points from previous Meetings, are likely to generate lengthy discussion these should be listed as Separate Main Headings on the Agenda as appropriate.

Matters Arising should always appear on the Agenda even If the Chairperson does not anticipate that there are any matters to discuss.  If this is the case the Chairperson should ask participants at the Meeting if they have any ‘matters arising’ which they wish to raise. 

The Agenda for an Assessment/Investigation Meeting also contains additional Headings of ‘Safeguarding Measures’ and ‘Outcomes and Lessons Learned’ if appropriate.  

MINUTES

At the Meeting everyone will be asked to confirm the accuracy of the Minutes of the Strategy Discussion Meeting (or a previous Assessment/Investigation Meeting) and

under the Heading of ‘Minutes of Previous Meeting’ one of the following should be typed:-

a) The Minutes of the (Type) Meeting held on the (Date, Time and Venue) were agreed as an accurate record *and signed by the Chairperson.* (*The Chairperson must sign the Minutes in the presence of participants for this to be included in the Minutes*).

            OR

b) The Minutes of the (Type) Meeting held on the (Date, Time and Venue) were agreed as an accurate record subject to the following amendment(s).  The amendment(s) should then be typed by indicating what was typed previously

      that was incorrect and what should have been typed.  It should then state *The 

      Minutes were signed by the Chairperson* (*The Chairperson must sign the    

      Minutes in the presence of participants for this to be included in the Minutes*).

Any Sub Headings under ‘Matters Arising’ on the Agenda must also be used in the Minutes.  

However, if the Agenda did not contain Sub Headings under ‘Matters Arising’ but matters were raised and briefly discussed the Minute Taker should put appropriate Sub Headings in his/her draft of the Minutes.    Whilst the Sub Headings will be numbered (i), (ii) (iii) etc each Sub Heading should be followed by the appropriate Minute Number (in brackets) from the previous Meeting where the ‘matter’ was discussed e.g. Appropriate Sub Heading followed by (Previous Minute No 13/08 (ii) refers).  

If no discussion takes place under the Matters Arising Heading this Heading should be excluded from the Minutes. 

Full details of all ‘Safeguarding Measures’ agreed during the Meeting must be recorded.  Each safeguarding measure should be listed by indicating who is to be responsible for the safeguarding measure, what safeguarding measure is to be taken and what date the safeguarding measure should be completed by. 

The Safeguarding Measures should be numbered in roman numerals, written in complete sentences and listed in a logical order even if they are not discussed logically during the Meeting. 

In addition to the above and if requested by the Chairperson a separate ‘Safeguarding Plan Form’ (see Appendix 13) should be completed, signed by the Chairperson and  subsequently photocopied and forwarded to all relevant participants PRIOR to the Minutes being distributed.  

If it is decided that no further Meeting is required or a Review Meeting is required but not for some time then the Minutes should contain the first statement regarding possible amendments as detailed under ‘ADDITION TO THE MINUTES’ on page 12.  

If an amended Set of Minutes is subsequently circulated the amended Minutes

should contain the statement detailed under ‘APPROVING THE MINUTES’ on page 14.

If it is decided that a further Assessment/Investigation Meeting should take place the Minutes should contain the same statement regarding possible amendments as detailed in the second statement under ‘ADDITION TO THE MINUTES‘ on page 13.  

13.  REVIEW MEETING

If a Safeguarding Plan is produced at an Assessment/Investigation Meeting a Review Meeting must be convened within six months.  

However, a Review Meeting can be called sooner if significant risks remain, or arise, if circumstances change or there is an identified need to do so.

The same Chairperson and Participants who attend the Strategy Discussion Meeting and the Assessment/Investigation Meeting(s) should also attend the Review Meeting.  However, it may not be necessary for the Minute Taker to attend if it is anticipated that the Meeting will be short.  In this instance either the Chairperson or a participant will be responsible for taking and producing the Minutes of the Meeting.

However, if the Minute Taker is required to attend the Review Meeting all of the previous information relating to a Strategy Discussion Meeting and Assessment/ Investigation Meeting(s) would similarly apply to the Review Meeting where appropriate.

NOTE TO MINUTE TAKER

The ability to take notes at a Meeting and convert the notes into a ‘Professional Set of Minutes’ to a consistently high quality standard is a valuable stand-alone skill.  It must be appreciated that developing the skill takes time and that it is only developed through regular work experience.  However, developing the skill should considerably enhance an individual’s ability to write other business documents more effectively and should therefore be seen positively as an aid to an individual’s Career Development.
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POSSIBLE ATTENDEES FOR SAFEGUARDING ADULTS MEETINGS 

The following is a checklist of people who may be required to attend Multi-Agency Safeguarding Adults Meetings.

· The Alleged Victim/Adult at Risk

· A Family Member/Carer or Independent Advocate of the Alleged Victim/Adult at Risk

· An Independent Mental Capacity Advocate

· A Key Worker assigned to the Alleged Victim/Adult at Risk

· A Care Manager, Community Psychiatric Nurse or other Professional managing the care of the Alleged Victim/Adult at Risk

· A Police Representative (when a criminal offence is alleged or suspected)

· A Representative from the line management of the Service Provider

· A Representative from the Commission of Social Care Inspection (when a regulated Service Provider may be in breach of regulations).

· A Representative from the Agency Commissioning the Service, from either Health or Social Care Organisations

· A Representative from the Procurement Team, Adult Services (when there is a contract in place with the Council and there are any issues relating to the contract terms and conditions) 

· A Representative from Social Care Governance, Adult Services when there are issues relating to quality of services, standards and governance and service improvements 

· A Health Care Representative (e.g. District Nurse, General Practitioner, Consultant, Ward Nurse etc.) from Hospitals or the Sunderland Teaching Primary Care Trust

· A Financial Representative from Adult Services, Work and Pensions, Bank or Building Society or Receivership Administration etc. (when there are suspicions of financial abuse)  

· A Representative from Domestic Violence Services (when issues of domestic violence are involved)

· A Council Legal Advisor for those cases that need legal advice or support

· The Safeguarding Manager from the Safeguarding Adults Team to provide support.

· Any Other Significant people involved with the Adult at Risk    
· The Alleged Perpetrator would only be required to attend in very exceptional circumstances  
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AVAILABILITY OF ATTENDEES FORM  Strategy Discussion Meeting*/Assessment/Investigation Meeting* in respect of

Vulnerable  Adult ……………………………... From……..... ..To………… Venue…..………….…..…………………….

	NAME OF ATTENDEE
	DATE

 A.M.       P.M.
	DATE

  A.M.      P.M.
	     DATE

A.M.       P.M.
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*Delete as Appropriate                         

APPENDIX 3                                                                                                                                   

The Minute Taker should ALWAYS liaise with the Safeguarding Manager/Chair before sending a confirmation letter to Service Users and Carers as this standard letter may not be appropriate for all participants.

Name        (insert full Name) 

Address    (insert full Address) 

Date          (insert Date of distribution)  

PRIVATE AND CONFIDENTIAL

Dear (insert Recipients Name)

RE:  MULTI-AGENCY SAFEGUARDING ADULTS STRATEGY DISCUSSION 

        MEETING RE: (insert Name of Vulnerable Adult/Adult at Risk)

I refer to the recent communication with you regarding your availability and can now confirm that the above meeting which is being convened under Sunderland’s Safeguarding Adults Procedures is to be held

At   (insert Start Time and Finish Time)

On  (insert Day of Week and Date)

At   (insert Full Address of Venue)

The meeting will be chaired by (insert Name and Designation) and a copy of the Agenda (insert ‘and relevant Supporting Papers’ if appropriate) is enclosed.  

The main purpose of the Meeting is to discuss and share all relevant information relating to the situation or allegation, to assess the risk and consider any immediate safeguarding needs in relation to the alleged victim and any other adult(s) who may be at risk.  It would be helpful if any Reports relevant to your own Investigations could be forwarded to me in advance, so that these may be copied and given out at the Meeting.  Participants will also be required to assess the risk of harm in the future and make decisions based on the shared information and discussions that take place.

It is extremely important that the Meeting is attended by all relevant parties.  If you subsequently find that you are no longer able to attend it would be appreciated if a Representative, who is familiar with the facts of the Case, could attend on your behalf.  Please note that if you are unable to attend, unable to send a Representative and do not forward your apologies your name will appear in the Minutes of the Meeting under the heading ‘ABSENT’ in order to comply with the requirement for Minutes to be completely accurate.

Yours sincerely

(insert Name and Designation of person sending this letter.  If this is the Chairperson the second paragraph should be altered accordingly)

Enc(s): Agenda

            (Insert details of any Supporting Papers enclosed)  
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SUNDERLAND SAFEGUARDING ADULTS PARTNERSHIP

MULTI-AGENCY SAFEGUARDING ADULTS STRATEGY DISCUSSION

 MEETING TO BE HELD ON FRIDAY 3RD OCTOBER 2008 

FROM 10.00 A.M. TO 11.30 A.M.

RE:  NAME OF ALLEGED VICTIM/ADULT AT RISK

A G E N D A

  1.    Apologies 
  2.    Chair’s Introduction

          (i)   Statement of Confidentiality

         (ii)   Associated Matters
 3      Purpose of Meeting
 4.
Details of Allegation/Concern
 5.     Background Information
 6.
Views of Professionals/Others                                    A (attached)

                                                                                                             B (attached)

                                                                                                             C (to be tabled)

 7.
Decision
 8.
Action Points
 9.
Date of Assessment/Investigation Meeting 

                                                                             APPENDIX 5

TAKING THE NOTES OF A SAFEGUARDING ADULTS MEETING

· Draw a 3/4 inch margin at both sides of each page within an A4 ring bound

      book.

· In the left hand margin, write the initials of the person who is speaking as you make your notes about what he/she is saying.

· In the right hand margin, opposite the relevant notes, put the initials of any person who is assigned an action point(s). 

· Write your notes in double space in case you need to go back to your notes to

      add something in.

· Write legibly so that you will not have difficulty when reading your notes later.

· As you write your notes, continually ask yourself if what you are recording is ‘relevant’ to the allegation or concern.                                                                                                                                         
· If you are not clear about something you are making notes of put a star (*) in your notes to remind you that you need to clarify the point(s) you have not understood before the Chairperson moves on to the next Agenda Item.

· By recording the initials of the person speaking as you make your notes, this reminds you who to speak to when asking for clarification.

· When loss of concentration occurs DON’T PANIC, put two stars to differentiate between not understanding * and loss of concentration ** and continue recording the discussion.  Again, the stars will remind you of what you need to clarify before the Chairperson moves on to the next Agenda Item,  The last person who was speaking before you lost concentration will probably be the person who best remembers what was said next.

· Remember that if you continue to panic you will miss even more of the

      discussion and this will lead to you panicking even more.

· Read your notes as soon as the Meeting ends. When you have your ‘debriefing’ with the Chairperson to check that you have noted all the relevant information you will then have identified any points in your notes where you might still require some clarification.  If the Chairperson is unable to clarify something that someone has said you may need to contact that person to clarify it for you.

· Remember that the Minute Taker’s role is to clarify as well as to record.  It is not an indication that you are not competent in taking the ‘Minutes. 

· Also remember that the ability to take and write Minutes is a separate stand-alone skill and that the Minute Taker is a Very Important Person at any Meeting. 

APPENDIX 6

SUNDERLAND SAFEGUARDING ADULTS PARTNERSHIP

ABBREVIATIONS 

ACPO


Association of Chief Police Officers


ACCSS

Adult Care Community Support Service

ADASS

Association of Directors of Adult Social Services

ADSS


Association of Directors of Social Services

A & E


Accident and Emergency

BRM


Business Relationship Manager

BRMs                       Business Relationship Managers

COP


Court of Protection

CPN


Community Psychiatric Nurse

CPS


Crown Prosecution Service

CRB


Criminal Records Bureau

CSCI


Commission for Social Care Inspection

CSSRs

Council with Social Services Responsibilities

DfES                        Department for Children, Schools and Families

DH                           Department of Health

DI


Detective Inspector

DN


District Nurse

ECHR


European Court of Human Rights

EDT


Emergency Duty Team

EPA


Enduring Power of Attorney

ESPA


European Services for People with Autism

FMU


Forced Marriage Unit

GP


General Practitioner

GSCC


General Social Care Council

IMCA


Independent Mental Capacity Advocate

LAC


Looked After Children

LPA                          Lasting Power of Attorney

LREC


Local Regional Ethics Committee

MAPPA

Multi-Agency Public Protection Arrangements

MAPPP

Multi-Agency Public Protection Panel

MARAC

Multi Agency Risk Assessment Conference

MCA 


Mental Capacity Act

MP


Member of Parliament

ABBREVIATIONS CONTINUED 

NEAC 

North East Aids Care

NECA                       North East Council on Addictions

NFS


National Framework of Standards

NHS


National Health Service

NMC


Nursing and Midwifery Council

Non MAPPA             Non Multi Agency Public Protection Arrangements

OPPAG                    Older People’s Partnership Action Group

OPG


Office of Public Guardian

OT


Occupational Therapist

PACE


Police and Criminal Evidence Act

PALS 


Patient Advice Liaison Service

PCT


Primary Care Trust

PDH


Plea and Directions Hearing

PoCA


Protection of Children Act

PoVA List

Protection of Vulnerable Adults List

PPU


Public Protection Unit

QACT


Quality Assurance and Complaints Team

ROSAC

Responsible Officer for Safeguarding Adults Complaints

SAFE


Sunderland Advocacy for Empowerment

SDVP                       Sunderland Domestic Violence Partners

SMT


Senior Management Team

SSCB                       Sunderland Safeguarding Children Board

SSP                          Safer Sunderland Partnership    

STPCT

Sunderland Teaching Primary Care Trust

WWIN


Wearside Women in Need

Make a note of any other Abbreviations that you come across for future reference.

APPENDIX 7

STOCK PHRASES

The following are examples of stock phrases which could be used in Minutes.  Make a note of any other good phrases that you hear at Meetings and add them to the list

below.  Remember that the Minutes are a record of a Meeting that has taken place and that the Minutes should therefore be written in the past tense throughout.

· The Chairperson welcomed everyone (Everyone was welcomed) to the Meeting

     and formal introductions were made.

· Participants were welcomed to the Meeting and were invited (given the opportunity) to introduce themselves.

· The purpose of the Meeting was to discuss (consider, decide) whether ……….…….

· Members (Participants) received a Report from (submitted by, forwarded by,

     prepared by) ………………………which outlined (gave details of, set out)…………..

     see Paper A (as indicated in Paper B, as shown in Paper C).

· Members (Participants) received and duly noted a Report from……..….……………..

· Members (Participants) received a copy of a Report (Paper) prepared by……..…….

      …………………….with regard to………………………………………………………….

· A Report from…………………………………..was tabled (circulated, presented) at

     the Meeting

· The Minutes of a Meeting of the…………………….. …… .   held on………………….

     were received and duly noted.

· It was reported (stated, noted, emphasised, suggested, pointed out) that …………...

· It was proposed (confirmed, agreed, decided) that……………………………………...

· Following discussion regarding (in respect of).…………………………………it was agreed (decided, proposed) that …………………………………………….…………....

· Following lengthy discussion (a prolonged discussion, a full and frank discussion) it  was agreed (decided) that…………….………………………………………………...

· It was agreed (decided) that a decision on (regarding, in respect of) the……………..

     would be deferred until further (more, additional, new) information was received

     (obtained, available) from……….………………………………………………………….

· It was decided (agreed) that a decision on …………….….(regarding, in respect of)

     the ………………………….. would be deferred (left pending) until the next Meeting

     (a further Meeting could be arranged) which would be held on (which would

     hopefully be within the……………………………………………………………………...                                                                                                            
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USEFUL WORDS

	Advised

Amended

Anticipated

Appeared

Appointed

Appreciated

Approved

Arranged

Ascertained

Assigned

Assumed

Attached

Attended

Attributed

Avoided

Believed

Claimed

Clarified

Committed

Communicated

Concluded

Considered

Contacted
	Contained

Continued

Contributed

Defined

Delayed

Delegated

Delivered

Differed

Directed

Endorsed

Ensured

Established

Examined

Expected

Experienced

Explained

Expressed

Finished

Formulated

Gained

Gathered

Identified

Improved


	Indicated

Instructed

Interviewed

Invested

Investigated

Involved

Issued

Justified

Learned

Liaised

Maintained

Managed

Motivated

Notified

Obtained

Offered

Organised

Planned

Produced

Prolonged

Provided

Quoted

Questioned


	Recognised

Recommended

Referred

Related 

Reminded

Represented

Required

Resolved

Responded

Resulted

Stipulated

Stressed

Suggested

Supervised

Supported

Testified

Trained

Transpired

Tried

Understood

Valued

Varied

Verified
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CHAIR’S INTRODUCTION

It is the Chairperson’s responsibility to welcome everyone to the Meeting and allow them to introduce themselves by giving their Name, Job Title, or Relationship to the Alleged Victim, and Agency/Service/Place of Work (including the Minute Taker).

(i)   Statement of Confidentiality

      The Chairperson should read out the following:-

      ‘The main objective and focus of the Meeting is the safeguarding of the person

       concerned.  All matters discussed at this Meeting and the content of any

       Supporting Papers which have been forwarded to you prior to the Meeting, or are

       to be tabled at today’s Meeting, must remain strictly confidential.  Any information

       shared at this Meeting must not be disclosed to anyone outside the Meeting

       unless agreed by all of us today.  Please confirm your understanding of this

       statement?’

 (ii)  Associated Matters

      Depending on each individual Case the Chairperson should:     

· Explain the reason for anyone’s partial or non attendance if appropriate

· Remind everyone that the Meeting has been convened under the Multi-Agency 

           Safeguarding Adults Procedural Framework.

· Ask everyone (if relevant) to be mindful of the fact that some attendees may be  

           anxious about their own personal contributions to the Meeting e.g. a Vulnerable 

           Adult/Family Member 

· State whether it will be necessary for anyone to leave the Meeting for any particular Agenda Item(s)

· Ask a member of the Police, if present at the meeting, to confirm that information can be disclosed under the Crime and Disorder Act if appropriate 

· Inform everyone that the Minutes of the Meeting will be distributed to those who  

           have attended or given their apologies and that a copy of the Minutes will also

           be forwarded to the Safeguarding Adults Team for the Attention of the 

           Safeguarding Adults Co-ordinator 

· Discuss the need to inform other Local Authorities, Care Managers or Services regarding the level of concern if appropriate

· Include any other matter deemed relevant to this Agenda Item

· Inform everyone that they will be given an opportunity to contribute to the meeting fully.                                                                                            

    
















  APPENDIX 10 

SAFEGUARDING ADULTS ACTION PLAN

	Action No.


	Action
	By Whom

Name and  Agency
	Date to be 

Completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Chair’s Signature ………………………. ……………………………Printed Name…………………………..………. ………………………..

Job Title………………………………………………………………..Agency…………………………………..…………………………………

Date………………………………………………



APPENDIX 11

                                                                                                          Minute No 01/08 to 08/08

SAFEGUARDING ADULTS PARTNERSHIP
MINUTES OF THE MULTI-AGENCY SAFEGUARDING ADULTS STRATEGY DISCUSSION  MEETING HELD AT 9.30 A.M.  ON THURSDAY 26TH JUNE 2007 AT LEECHMERE TRAINING CENTRE

STRICTLY CONFIDENTIAL

NAME   Mrs Lorna Jackson                   DATE OF BIRTH  10.03.1937          AGE  70

ADDRESS    The Abbey Care Home

                      Abbey View Road

                      Sunderland

                      SR3 2JQ

MEETING CONVENED BY   Safeguarding Adults Team
PRESENT

Sarah Gordon, Safeguarding Manager, Safeguarding Adults Team (Chair)

Lucy Cameron, Social Work Student, Burnfield House

Karen Davies, Locality Lead Officer, Sunderland Teaching Primary Care Trust (STPCT)
Jane Harper, Care Manager, Burnfield House

Christine Harris, Clinical Nurse Lead, Rosedale Hospital

James Hutton, Programme Manager, Portfield Clinic

Deborah Jackson, Modern Matron, Primary Health Care

Anne Sutton, Home Manager, Abbey Care Home

Steven West, Clinical Nurse Lead, Rosedale Hospital

IN ATTENDANCE 

Kathleen Miller, Business Support Assistant, Leechmere Training Centre (Minute Taker)

APOLOGIES

Richard Brown, Team Co-ordinator, STPCT 

(It was noted that Karen Davies, Locality Lead Officer had attended on his behalf).

01/08
    CHAIR’S INTRODUCTION
               The Chairperson welcomed everyone to the Meeting and formal 

               introductions were made              

              (i)  Statement of Confidentiality

                     The Chairperson informed participants that the main focus of the Meeting

                     was the safeguarding of the person concerned.  All matters discussed

                     and the content of any Supporting Papers were to remain strictly

                     confidential.  Any information shared was not to be disclosed to

                     anyone outside the Meeting unless agreed by everyone.  Participants

                     agreed to maintain confidentiality.

               (ii)  Associated Matters

                     Everyone was reminded that the Meeting had been convened under

                     the Multi-Agency Safeguarding Adults Procedural Framework.    

                     Whilst the Commission for Social Care Inspection (CSCI) was not

                     usually represented at Cases for Individuals it was noted that they 

                     had been invited to attend.  Although the CSCI had not sent a 

                     Representative the CSCI had agreed to look into the Case and would

                     therefore be informed of the outcome and actions agreed.    

                     It was stated that the Minutes of the Meeting would be circulated to

                     those who had attended the Meeting or who had given their apologies.  

                     A copy of the Minutes would also be forwarded to the Safeguarding

                     Adults Co-ordinator and the CSCI.

          It was noted that Mr Jackson had been notified about the Meeting by

          Angela Sutton, Care Home Manager, in a letter dated 19th June 2007. 

          The Chairperson reported that she had spoken to Mr Jackson and

          that he was happy to be contacted after the Meeting regarding the

          outcome and actions agreed.

02/08            PURPOSE OF MEETING

                     The purpose of the Meeting was to discuss concerns regarding the level 

                     of care being provided to Mrs Lorna Jackson (a resident of Abbey Care

                     Home), to share information, identify any actions required and make

                     decisions to minimise risk and safeguard Mrs Jackson.

03/08            DETAILS OF CONCERN

                     A copy of a letter written by Mrs Jackson’s husband dated the

                     28th March 2007 had been forwarded to the CSCI, the Abbey Care 

                     Home and the STPCT and a copy had also been received by the 

                     Safeguarding Adults Team.  The letter expressed Mr Johnson’s concern

                     with regard to the level of care his wife was receiving at the Abbey Care 

                     Home.

                     A ‘Notification of Alert’ was received from the CSCI dated 10th April 2007

                     which claimed ‘Neglect and Acts of Omission’ stating that Mrs Jackson, 

                     who was blind and suffered from alzheimers, was receiving a poor level 

                     of care, was often left alone to fend for herself and was covered in 

                     bruises.  The Alert also highlighted two incidents regarding 

                     Mrs Jackson’s medication but these had subsequently been resolved.   

                     A second ‘Notification of Alert’ was received from Abbey Care Home 

                     dated the 4th June 2007 which stated that due to Mrs Jackson’s mental

                     illness and blindness she posed a risk to herself and others and needed

                     one-to-one care.  The Alert indicated that the Care Home had applied for 

                     funding from the Primary Care Trust so that this level of care could be

                     provided.

                     Due to the nature of the concerns the Safeguarding Adults Co-ordinator 

                     forwarded the information to Karen Davies, Locality Lead Officer, at 

                     STPCT so that a decision could be made on how to proceed.

04/08            BACKGROUND INFORMATION 

                     It was stated that initially Mr Jackson did not want to live apart from his

                     wife and therefore they both became residents at Abbey Care Home in

                     October 2006.   However. Mr Jackson moved back into his own home

                     about six weeks later but still continued to spend up to four hours each 

                     day with his wife trying to placate her.

                     Discussions took place regarding the fact that Mrs Jackson was unable

                     to move around the Care Home safely and often bumped into furniture

                     and objects, as was stated in her care records.  As Mrs Jackson

                     frequently became agitated because of this it was recognised that she

                     did pose a risk to herself and others and that she did require someone

                     to be with her at all times. 

                     It was also pointed out that when Mrs Jackson was extremely agitated she

                     would not eat meals and was therefore given meals at different times to

                     other residents; so that a member of staff could remain with her to keep

                     her calm and encourage her to eat.  Due to concerns about her refusal to

                     eat Mrs Jackson was given supplementary drinks as part of her diet.

                     It was highlighted that a Behaviour Analysis Chart for the period 9th to 

                     22nd June 2007 indicated that staff spent 97 hours trying to calm 

                     Mrs Jackson down when she was agitated and it was generally felt that 

                     this behaviour was escalating.

05/08            VIEWS OF PROFESSIONALS/OTHERS

          Jane Harper, Care Manager and Christine Harris, Clinical Nurse Lead

          expressed their concern regarding Mr Jackson who was clearly very 

          anxious about his wife and reference was made to the fact that he and

          his two daughters were worried that Mrs Jackson would be sectioned.

          Steven West, Clinical Nurse Lead, also expressed concern about 

          Mr Jackson’s health as Mr Jackson had recently been upset and was now

          becoming agitated with his wife.  

          Steven West felt that an underlying problem such as dementia or

          depression could be contributing to Mrs Jackson’s behaviour and

          suggested that a hospital referral should be considered.

          As Mrs Jackson’s Community Psychiatric Nurse (CPN) Ruth Watson was 

          the direct link to Dr Collins it was suggested that she should be asked to

          arrange for Dr Collins to assess Mrs Jackson with a view to determining 

          her correct medication requirements and whether or not she should be

          hospitalised.

          Karen Davies, Locality Lead stated that Richard Brown had not found any

          evidence that Mrs Jackson had lost weight or was at risk from choking and

          had found no other evidence to justify funding for one-to-one care.     

          However Karen Davies acknowledged the concerns of Mrs Jackson’s

          Family and the Care Home and therefore agreed that an urgent Multi-

          disciplinary Team Review Meeting should be held to assess 

          Mrs Jackson’s care needs.

06/08            DECISION

                     It was agreed that the Case would be closed but remain open to Care

                     Management.  However, should any further issues arise it was agreed

                     that the Case could be re-opened under the Safeguarding Adults

                     Procedures.

07/08           ACTION POINTS

                    It was agreed that:

                      (i)  Jane Harper would contact Mr Jackson on the same day as the

                           Meeting to inform him of the outcome and actions agreed. 

                     (ii)  Anne Sutton would contact CPN Ruth Watson on the same day as

                           the Meeting to ask for arrangements to be made for Dr Collins to

                           reassess Mrs Jackson, as a matter of urgency, to determine her 

                           medication needs and/or the possibility of hospital admission.  

                    (iii)  Karen Davies would arrange a Multi-Disciplinary Team Review

                           Meeting, as a matter of urgency, to assess Mrs Jackson’s care needs.

08/08           DATE OF ASSESSMENT/INVESTIGATION MEETING

                    It was agreed that an Assessment/Investigation Meeting would not 

                    be necessary.

‘Please confirm whether or not you wish to put forward any amendment(s) to these Minutes. It is important that you respond as soon as possible (preferably within 

5 working days) from receipt of the Minutes, in order for the Minutes to be amended (if considered appropriate by the Chairperson) and re-circulated without unnecessary delay.’  

 Please note

In order not to waste paper, if the above statement was the only content on a separate page of the Minutes the statement could be typed on to Compliment Slips which should be stapled to the Minutes before distribution.  However, the Minute Taker would need to make a note of this in case he/she later needed to account for the statement being omitted from the actual Minutes.
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SUNDERLAND SAFEGUARDING ADULTS PARTNERSHIP

MULTI-AGENCY SAFEGUARDING ADULTS 

ASSESSMENT/ INVESTIGATION MEETING TO BE HELD ON FRIDAY

24TH OCTOBER 2008 FROM 10.00 A.M. TO 11.30 A.M.

RE:  NAME OF ALLEGED VICTIM/ADULT AT RISK

A G E N D A

  1.
Apologies
  2.
Chair’s Introduction

            (i)   Statement of Confidentiality

           (ii)   Associated Matters
  3.
Minutes of the Previous Meeting (already circulated)
  4.
Matters Arising

            (i)   Update on Current Situation

           (ii)   Review of Previous Action Plan
  5.      Purpose of Meeting
  6.
Views of Professionals/Others                                          A (attached) 

                                                                                            B  (attached) 
                                                                                                           C  (to be tabled)
  7.
Decision
  8.
Action Points
  9.      Safeguarding Measures
10.      Outcomes and Lessons Learned (if appropriate)
11.      Date of Next Meeting

SG/KM/17.10.08

                                                                                                                                       APPENDIX 13

SAFEGUARDING ADULTS SAFEGUARDING PLAN                                                       

	No.
	Safeguarding Measure
	By Whom

Name and  Agency
	Date to be 

Completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Chair’s Signature ………………………. ……………………………Printed Name…………………………..………. ………………………..

Job Title………………………………………………………………..Agency…………………………………..…………………………………

Date………………………………………………



MULTI-AGENCY SAFEGUARDING ADULTS MEETINGS
CHAIR’S INTRODUCTION 

It is the Chairperson’s responsibility to welcome everyone to the Meeting and allow them to introduce themselves by giving their Name, Job Title (or Relationship to the Alleged Victim) and Agency/Service/Place of Work (including the Minute Taker).

  (i)  Statement of Confidentiality

        Please read out the following Statement:

       ‘The main objective and focus of the Meeting is the safeguarding of the person

       concerned.  All matters discussed at this Meeting and the content of any

       Supporting Papers which have been forwarded to you prior to the Meeting, or are

       to be tabled at today’s Meeting, must remain strictly confidential.  Any information

       shared at this Meeting must not be disclosed to anyone outside the Meeting

       unless agreed by all of us today.  Please confirm your understanding of this

       statement?’

 (ii)  Associated Matters

       Depending on each individual Case highlight the relevant matters only from the list 

       below:-     

· Explain the reason for anyone’s partial or non attendance if appropriate

· Remind everyone that the Meeting has been convened under the Multi-Agency 

              Safeguarding Adults Procedural Framework.

· Ask everyone (if relevant) to be mindful of the fact that some attendees may be  

              anxious about their own personal contributions to the Meeting e.g. a Vulnerable 

              Adult/Family Member 

· State whether it will be necessary for anyone to leave the Meeting for any particular Agenda Item(s)

· Ask a member of the Police, if present at the meeting, to confirm that information can be disclosed under the Crime and Disorder Act if appropriate 

· Inform everyone that the Minutes of the Meeting will be distributed to those who  

             have attended or given their apologies and that a copy of the Minutes will also

             be forwarded to the Safeguarding Adults Team for the Attention of the 

             Safeguarding Adults Co-ordinator 

· Discuss the need to inform other Local Authorities, Care Managers or Services regarding the level of concern if appropriate

· Include any other matter deemed relevant to this Agenda Item

· Inform everyone that they will be given an opportunity to contribute to the meeting fully.                         
