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with prompts


	Contact the Safeguarding Coordinator for guidance as needed to undertake the formal enquiry and to complete this report. In the event of a criminal prosecution this report may be required as evidence.


	Adult At Risk:

	Name:
	
	Org. ref:
	

	Date of Birth:
	
	Safeguarding concern ref.no.
	


	Service Provider Enquiry       
	 FORMCHECKBOX 

	Independent Enquiry          
	 FORMCHECKBOX 

	APU or Community Enquiry     
	 FORMCHECKBOX 



	Safeguarding Enquiry Officer:

	Name: 
	Job Title:
	Organisation:

	Safeguarding Coordinator:

	Name: 
	Job Title:
	Organisation:


	Date Enquiry Initiated:
	

	Date Enquiry Concluded:
	


	Has the adult at risk agreed to information being shared with other agencies?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No


	Information about the adult at risk 

	Delete all guidance notes from the finalised document.
< Provide a summary pen picture of the adult at risk, their wishes, feelings, current circumstances, relevant information about support needs, services received, support networks, family relationships >
Make sure the need of advocacy is considered. 


	Views and wishes – asking what they would like to happen following this assessment  

	On a scale of 1 – 10 How satisfied are you with your present situation?

1-Not Satisfied at all, 5- Acceptable but improvements could be made, 10-Extremely satisfied

1  FORMCHECKBOX 
       2  FORMCHECKBOX 
       3  FORMCHECKBOX 
       4  FORMCHECKBOX 
       5  FORMCHECKBOX 
       6  FORMCHECKBOX 
       7  FORMCHECKBOX 
       8  FORMCHECKBOX 
       9  FORMCHECKBOX 
       10 FORMCHECKBOX 

On a scale of 1 – 10 Where would you want to be?

1  FORMCHECKBOX 
       2  FORMCHECKBOX 
       3  FORMCHECKBOX 
       4  FORMCHECKBOX 
       5  FORMCHECKBOX 
       6  FORMCHECKBOX 
       7  FORMCHECKBOX 
       8  FORMCHECKBOX 
       9  FORMCHECKBOX 
       10 FORMCHECKBOX 




	Views and comments from the Adult at Risk on what measures will help improve their situation 

	Have a conversation with the adult at risk in order to obtain their views on what measures will be of help to improve their situation with regards to the safeguarding issues. Please ensure these measures are recorded. 




	Enquiry Allegations/Concerns

	List specific allegations/concerns requiring a formal enquiry

	< Guidance Note:  In this section detail the allegations that are being investigated as agreed with the Safeguarding Coordinator. This section should not be a long account of the issues, simply record the following: 

· Each alleged type of abuse to be stated (e.g. physical, sexual, emotional/psychological, financial and material, neglect and acts of omission, discriminatory or organisational) as a heading and numbered. 

· Under each alleged type of abuse, list key incident(s) that make up the allegation summarised as bullet points 
Include here, as needed, background information that puts the allegations/concerns in context. 

For example: 

1. Physical abuse

1A. Mr Bloggs alleged he was slapped on the face by Mr Taylor (who is a fellow resident) on the 1.1.12

1B. Mr Bloggs alleged he was punched in the arm by Mr Taylor (who is a fellow resident) on the 7.1.12 >
Mr Bloggs and Mr Taylor have been living together in the same care home for the last 2 years. They were good friends until 3 months ago when a new resident moved in, and Mr Bloggs started spending more time with that person, rather than Mr Taylor. Since that time there have been a number of disagreements and occasional arguments between them.


	List of Enquiry Activities Undertaken In Order Together With A Summary of Findings

	Include details of persons interviewed or consulted, records or policies checked 

	Activity
	Dates

	< Guidance Note: You should record here what you have done as part of the enquiry. This section is not for recording incidents/events leading up to the enquiry.
· Detail the activity e.g. interview with adults at risk, interview with witnesses, and person(s) alleged to have caused harm, reviews of case records, review of reports provided by others as part of the formal enquiry plan.
· The date that the activity was undertaken should be recorded in the end column 
· Record key findings or evidence obtained from each activity undertaken

For example;

Interview with Mr Bloggs (Adult At Risk)

· Mr Bloggs stated that…

Review of care plan

· The care plan (date) states…
In the event that further allegations emerge during the course of the enquiry, inform the safeguarding coordinator and seek their advice as to how to proceed. >
	15.1.12 
16.1.12>


	Analysis of Evidence and Recommendations

	Analysis of evidence gathered during the formal enquiry

	< Guidance Note: This section should be used to understand the evidence gathered and consider ‘what happened’, ‘how’ and ‘why’. 

Describe whether the evidence supports or challenges the allegation of abuse. As part of this, consider how the actions/incidents fit with accepted practice. You may need to reference local or national policies or legal requirements in order to decide on acceptable practice. 

Consider each type of alleged abuse in turn. For example;

Physical Abuse

1A. Mr Bloggs alleged he was slapped on the face by Mr Taylor (who is a fellow resident) on the 1.1.12

Mr Bloggs’s allegations were denied by Mr Taylor in relation to the incident on the 1.1.12. Mr Bloggs did not report the incident until a week later and there was then no evidence of any marking. There were no witnesses to the incident…
1B. Mr Bloggs alleged he was punched in the arm by Mr Taylor (who is a fellow resident) on the 7.1.12

Mr Bloggs’s allegations were denied by Mr Taylor in relation to the incident on the 7.1.12. Mr Bloggs reported the incident immediately after it was alleged to have occurred. No staff or other residents were present. However, a visitor confirmed Mr Bloggs’s account of events on the 7.1.12 and mild bruising was noted on his arm consistent with his account… >
Recommended Case Conclusions on the ‘Balance of Probabilities’

Specify Each Type of Alleged Abuse 

Case Conclusion 

(Select: substantiated, not substantiated, inconclusive, or enquiry ceased at individuals request)

Physical abuse
Substantiated
Additional comments (if any) 

< Add additional comments as necessary to make sure that the reasons for your recommended case conclusions are clear. Refer to West Yorkshire Safeguarding Adult Procedures if needed, for information about case conclusion definitions for each type of abuse (paragraph 14.7.1 & 14.7.2) >



	Views of the Adult At Risk (and views of relevant family members where relevant)

	In relation to the enquiry’s findings/recommendations

	< Guidance Note: Wherever practicable the person should be provided with an opportunity to respond to the enquiry’s findings/recommendations. Wherever possible this should include an opportunity to read the Formal Enquiry report and respond to its findings
For example; the findings of the Formal Enquiry were discussed with Mr Bloggs on 14.1.12. Mr Bloggs is satisfied that his concerns have been investigated and is satisfied with the recommendations. Mr Bloggs understands there is no supportive evidence in relation his allegation that he was slapped by Mr Taylor on 1.1.12, but maintains that this did happen >


	Views  and wishes Of The Person Alleged To Have Caused Harm 

	In relation to the Formal Enquiry’s findings/recommendations

	Make sure the need of advocacy is considered.

< Guidance Note: Wherever practicable a person alleged to have caused harm is entitled to be able to respond to the Formal Enquiry’s findings/recommendations. Wherever possible this should include an opportunity to read the Formal Enquiry report and respond to its findings. Refer as required to the Practice Guidance: Informing And Involving The person Or Organisation Alleged To Have Caused Harm.
For example; Mr Taylor had opportunity to review the Formal Enquiry report but declined to do so >


	Risk Assessment: Risks To The Person And / Or Others

	Detail any separate risk assessment undertaken

	< Guidance Note: Record in this section identified risks of harm. Each identified risk will need to be specifically addressed through the safeguarding plan.

A specialist risk assessment form will not always be required, however, where one is used clearly reference this and attach it as an appendix >


	Decision Making Capacity 

	Assessed under the Mental Capacity Act:
	 FORMCHECKBOX 
  Lacks mental capacity (Re. Specific Decision)
 FORMCHECKBOX 
  Does not lack mental capacity

	No assessment under the Mental Capacity Act 
	 FORMCHECKBOX 
  Mental capacity presumed

 FORMCHECKBOX 
  It is not known if they lack capacity

	Record decisions made in the person’s best interests, in line with the Mental Capacity Act

	< Guidance Note: Relevant decisions may include; 

· Enquiries within the safeguarding procedures

· Specific safeguarding planning activities >

	If the person lacks mental capacity, do they have support/representation of an advocate, family member or friend?

	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No  If Yes, record who:



	Current Safeguarding Plan

	Actions Required
	Person Responsible
	Date

	< Guidance Note: The safeguarding plan should relate specifically to the risk assessment.

Every action must be worded in a way that it is clear what is to be done and how it is completed.
	Every action must have a named responsible person for completion of the action
	Specify an actual date >

	Review Arrangements
	Person Responsible
	Date

	< Guidance Note: How will any safeguarding arrangements be reviewed/monitored >


	
	

	Contingency Plan – 
	Person Responsible
	Date

	< Guidance Note: Consider and record what else could be done if the plan was not working effectively >
	
	


	Additional Actions Required 

	Actions: Including persons to be informed
	Person Responsible
	Date

	< Guidance Note:  Include arrangements to inform the adult at risk and person alleged to have caused harm of relevant decisions. Other parties may also require notification >
	
	


	Appendices: List Any Documents To Be Attached To This Report

	< Only list appendices that are to be read alongside this report >


	Name of Safeguarding Enquiry Officer:
	

	Signature:
	

	Date:
	


	Section: To Be Completed By The Safeguarding Coordinator


	I am satisfied with the report and the following actions are required:

	Case Conference Discussion  FORMCHECKBOX 

	Exit Procedures (Please complete ‘Case Conclusion’ below)   FORMCHECKBOX 


	Case Conference Meeting      FORMCHECKBOX 


	Remove the Case Conference Discussion section below

	Record the reason for holding a Case Conference Discussion or Meeting: 

NB: A case conference discussion might be appropriate where a service provider enquiry has been undertaken.  

	Any other comments:

	Name of Safeguarding Coordinator
	

	Signature:
	
	Date:
	


	Case Conference Discussion


	Details of Persons Consulted

	Record Name, Job Title/Organisation/Relationship, Summary of Key Points/Decisions
	Date and Time of Discussion

	< Guidance Note: Record any discussions held in relation to the safeguarding plan, case conclusion or other arrangements required >
	


	Any amendments (if any) to the safeguarding plan required

	


	Concluding Views and Wishes of the Adult at Risk  

	On a scale of 1 – 10 How satisfied are you now with your present situation?
1-Not Satisfied at all, 5- Acceptable but improvements could be made, 10-Extremely satisfied

1  FORMCHECKBOX 
       2  FORMCHECKBOX 
       3  FORMCHECKBOX 
       4  FORMCHECKBOX 
       5  FORMCHECKBOX 
       6  FORMCHECKBOX 
       7  FORMCHECKBOX 
       8  FORMCHECKBOX 
       9  FORMCHECKBOX 
       10 FORMCHECKBOX 

Do you feel safer as a result of the safeguarding process?

1  FORMCHECKBOX 
       2  FORMCHECKBOX 
       3  FORMCHECKBOX 
       4  FORMCHECKBOX 
       5  FORMCHECKBOX 
       6  FORMCHECKBOX 
       7  FORMCHECKBOX 
       8  FORMCHECKBOX 
       9  FORMCHECKBOX 
       10 FORMCHECKBOX 




	Case Conclusion - Determined on the ‘Balance of Probabilities’

	Specify Each Type of Alleged Abuse 
	Case Conclusion 

(Select: substantiated, not substantiated, inconclusive, or enquiries  ceased at individuals request)

	
	

	
	

	
	

	Summarise reasons for the case conclusion(s) 

	

	Overall Case Conclusion

(select substantiated, partly substantiated, not substantiated, 

Inconclusive, or enquiries ceased at individuals request)
	


	Since the safeguarding enquiry, risk has:

	Remained  FORMCHECKBOX 
  
	Been reduced  FORMCHECKBOX 

	Been removed  FORMCHECKBOX 


	Comments (if any):




	Any Other Actions Required

	


	Name of Safeguarding Coordinator:
	

	Signature:
	
	Date:
	


