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Provider Procedure and Processes Checklist: Safeguarding Adults
Documentation

Providers should have a copy of and make available to their employees / volunteers:

· the Social Care Institute of Excellence (SCIE) Protecting Adults at Risk Policies and Procedures; 

· the London Multi-Agency Adult’s Safeguarding Policy and Procedures; and 
· Newham’s Whistleblowing Leaflet.
Safeguarding Adults Procedure

Providers should have a Procedure that, as a minimum:

· details the relevance of the London Multi-Agency Adult’s Safeguarding Policy and Procedures to the Provider and its service(s);

· details the various types of abuse (e.g. emotional, financial, physical, sexual and neglect), the indicators of each type of abuse specific to the Provider’s service(s); and how the Provider manages risk;
· details the name and contact details of the Provider’s Designated Safeguarding Adults Advisor;

· details the steps that should be followed if a disclosure of abuse / suspicion of abuse is made to an employee / volunteer (including, but not limited to, what the employee / volunteer should say to the vulnerable adult (if a direct disclosure), who they should report the conversation to, how and where they should record the conversation and their action);

· details the action the Designated Safeguarding Adults Advisor should take;

· details the action and support that will be provided to an employee / volunteer if an allegation of abuse is made about them; 
· details the training that employees / volunteers will receive (level and frequency); 

· refers to the Provider’s Safer Recruitment Procedure;

· refers to the Provider’s Code of Conduct for employees / volunteers; and

· refers to the Provider’s Whistleblowing Procedure.
Designated Safeguarding Adults Advisor

Providers should have a Designated Safeguarding Adults Advisor. The Advisor should have attended the Council’s Safeguarding Adults - The Role of the Manager in Provider Organisations training course; and be the single point of contact between the Provider and Council when actual / suspected abuse is reported / investigated.

It is the Advisor’s responsibility to:

· ensure that all employees / volunteers are made aware that there can be no justification for failing to share information that will allow action to be taken to protect vulnerable adults;  

· ensure safeguarding adults is integral within the organisations’ policies, procedures and operational practices;

· ensure Procedures are accessible;

· ensure employees / volunteers are aware of their roles and responsibility in terms of safeguarding adults - and receive appropriate and regular training;
· ensure key employees / volunteers are aware of the Council’s thresholds and referral pathways;

· refer actual / suspected abuse to the Council / Police;

· maintain accurate and secure safeguarding adults records;

· monitor Customers that are subject to a Protection Plan;

· alert Senior Managers to any deficiencies / risks;

· develop, monitor and review internal Procedures and practices; and

· be a source of expertise and advice.
It is important that the role of the Advisor is covered when they are on annual / sick leave; and that the Advisor has regular and recorded Supervision.  
Employee / Volunteer Induction

All employees / volunteers should have an induction. During this induction a copy of the Provider’s Safeguarding Adults Procedure should be provided and the Provider should make sure that the employee / volunteer understands it and is aware who the Designated Safeguarding Adults Advisor is and how to contact them.

Safeguarding Adults Training 

As a minimum, all employees / volunteers should receive the Council’s Good Practice in Safeguarding Adults - The Newham Perspective training within three months of their employment / volunteering opportunity; and every two years thereafter. 
Referrals

All cases of abuse or neglect (actual or suspected) should be promptly reported to the Council’s Safeguarding Adults Governance Team on 020 3373 0440 (24hr Helpline) or via the online Referral Form.
Council’s Adult Social Care Contract 

If an organisation has a Contract with the Council’s Adult Social Care Service Area, in addition to the above, they would be expected to:

· at the commencement of the Contract, provide the Authorised Officer with a copy of their Safeguarding Adults Procedure and Whistleblowing Procedure and ensure the Authorised Officer is advised of any revisions, as and when made;

· ensure that the Authorised Officer is informed of any serious complaint or allegation (e.g. safeguarding issues and / or alleged criminal activity) immediately in writing;
· record and report to the Authorised Officer the volume of adult protection incidents in relation to the Service as well as those referred by the Provider (including themes identified and action taken);
· promptly inform their Advisor who shall in turn promptly inform the Council’s Safeguarding Adults Governance Team of any cases of abuse or neglect (actual or suspected) in relation to its employees, volunteers and / or the Service. 
All adult protection referrals received by the Council about the Provider, its employees, volunteers and / or the Service will be logged and investigated. To assist the investigation, the Provider shall provide the Authorised Officer with all required information within the requested timescales
Care Quality Commission (CQC)

Providers who provide a service/s that is regulated by the CQC have a duty to report to the CQC any allegations of abuse or neglect. 
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