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* Safeguarding information is received by CQC. The Compiiance Inspector/Manager is nofified and then is assigned the Enguiry
in CRM.

+ The Compliance Inspector/Manager must confirm whether the information received is a Safeguarding Concern or Alert and
record the decision within CRM.

« For aiist of what constitutes a Safeguarding Concern oq a Safeguarding Alert, refer to the Safeguarding Thresholds guidance.

¢ The National Customer Service Centre {NCSC) will refer any Safeguarding Alerts to the relevant Compliance
InspectorfManager who in turn escalates by referring to the Local Safeguarding Authority {LSA) or Police, if necessary.

© *This guidance follows the process whan the Compliance Inspecter / Manager have received the Safeguarding information.
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Receiving Safeguarding
record from an Enquiry

From your home page, under
‘My Enquiries’ click on the
enguiry number to open
safeguarding enguiry [}

Once you have opened the
enquiry, read all relevant
information, and check if there is
any information stered in
attachments, or under activities.
You may have information
stored as email, letter, or fax as
resfricted within an activity [2].
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H Tvpe:® Ssfegquardig
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- . oy
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ENGL-336520661 ‘

Status:* Opsn ¥ Seferpaarding coreem

— F reshricted
Priceity: 3 Msdum: vl mwﬂmm

st QY 3
o QR

Department: TQC Oparation 5 i

P B OE OB (4] 4] [
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‘ Coraner [~
Hesfred:
Transtiom jw
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TR w LT T Ty T - ;...‘ B B T T T
hnﬂﬂnmm w hnﬁsﬂ mw.m_.m i M_Hmn#:mﬂﬁ £ ASSEssTRENLS m Relebed Enquires | EAQSs m __uu:&_.m m{mﬁm m .p._.ﬁ_a ._.wn“_ M Hotes w Safequarding
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T¥pe SuURINGary Planmed Start = Planned End Comments Status uﬂ.mﬂmnm
0&;@ Restricted Activity 26032012 14:51:0 Done 26J032012 14:51:4
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Onece you have reviewed the
enguiry, click on the
‘Safeguarding’ tab [31L.

Click on *Safeguarding id’
number {hyperiink} [4].

NOTE: it is best practice fo
close Safeguarding Enquiries
once you have verified they are
categorised correctly and have
checked any attachments, efc.
Once the Safeguarding Record
is apen all actions, activities and
aftachments are recorded under
that screen.

Activities | ctivity Msns | Attachments

A Mema Maw m@.ﬂ%
| safegeardingId Status Created
> 1336825739 ‘ 26/03/2012 14:55:4

Bedacted

Version 4
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Viewing the
Safeguarding record
fields

Once the safeguarding record is
opened change the staius to the
appropriaie opfion:

In Progress
In Error

On Hold
Pending
Closed

[11.

Added to the Team field will be
your CM, and ancther Ci {2].

Whoever is selected (ticked) as
the primary contact will appear
as the ‘Contact [ead’ regardless
of who appears in the team field

[3].

The Team field will always be in
aiphabetical order

e

m
m

mnwmmﬂv\vr wm Cotendar whmuﬂ T2

mwnm,w 2ERLISTES

Id: FRI-IFE52Ir32

Sy thoticetEon Id:

m@ Safeguarding
mwnm.u__-mzu_ﬂm_.wmﬂm | mwmmmﬂm_.mhznﬂ-m_

1cfl+ *

Department: CQC Operations: No 4

Alzrber Weone:
Stetas™ Opent Sl Merter Codes A1 Ditie Subaithed: &
Team: Y Date Registered ke they ifermed
Peroon infermed: Feny]
H Depertment: COC Opersticas Ded 2 = o leanirdon Mshedy: ‘
H Torwmfie: Informant Mame (Restricbed]: Safegusrding Aatheciby: i |
oty . Infirmant Codz: 51 Tsale Authority Infeemed : =
Posta Cade Relatinnstp to alewed wiam: W
Emal: Other:
Fhooe:
i ! = . aes mam & _mnnau: r
waowm?ﬁm regAzhed ! - oencem & whols procndars:
I Reguiziar: = Wumber of Sleged Vidtins*: & Wumher of Aleped phussrs®:
B
1d: -155ECEEEE
COC Lead: Train User 30 COC Lead: Train User 30
1 2 o 3 ————
Team: TRAINDI A Team: TRAIMOL i

Department: CQC Operations: No B
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CQC Registration information
displays the Provider name and
id [11-

MOTE: The details filled in or
the safeguarding screen can be
amended for accuracy, and or
updated with more information.

Under the ‘Regulated By’
applet, ensure you have
selected the service who is
regulating the alleged abuse. In
most cases, CQC [2].

The Alerter Information is filled
in with the name and the
address of the persan
communicating the
Safeguarding fo CQC. An
rAlerter code’ is auto
generaied, when the name is
filled in [3].

m Emﬂ.mmwlmpm Fatendar mﬁwmmmmw

Tepartment: ﬁ..u-‘ﬁmﬂnhmmmﬂ..n:m_w.

Pronidsr: LT E5tCare (e LiFied =

Frovadsr ki 1-10161 7962

Hleged abusse bonks place
hi asereioe reghAgied by
Regddor:

el Hefger Codst

wnﬁuu m nw mmﬁan.nm mm meEmmanm

&1

| addressime 1:
Arddress Line 72

TaRanj Oy

=y

kbt Hotfizoton Id:

Debe Submeted:

[t Regstered
Fessn Lnformsd:
Infarmsnt Rame (Reshi-ted):

informant Code: 51

Relsirsp o seqEl v
Cihen:

_u,...mm thz gegstion r
poncerm 2 Wheds provadas:

Rirnber of Alegsd WdimsS;

PER

m,.ﬁm@._mﬁﬂw*hﬁm ; Safeguarding List

Fillod in by

’ - Have they n® aq_ﬂﬂ__l
- = U..mwu._mi.d Aoy
Satemaarding Suthority: . i |
;Diate futhoedy Informad: ]

Provider Id: 1-101617969

Som R TIERERL zee TRAERGERTLC

5 service regulzbed _um

. ”m_mumm ahuse tonk place

_pmn:mm Line £: 21 agﬁ_.__._a__umm_m:m She

Address Line 21
TonenfCiby: r
Countys Tyne & Wear
Fostal Code: WEIL 448 [ 1
Emall:

Phone: 0191 222 2222
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The Alerter fields are
automafically populated if there

is a Contact added o the

Safeguarding Enquiry.[4]

Vhere NCSC have ticked the
Anonymous Contact box on
the original Enquiry, the system
automatically completes the
fields on the Safeguarding
record to show the persan
wishes {o remain ananymous.

(5]

Eroury 5 BHQ1B187I2EE

Subjert Qroznisation Typs: muumhmmnmm

Releshi Oaner: KIGEHD

Regdsinry Prooess:

Snosy 5 BEIEHRIER

S ez Orpsrieaton; Themy Bloesen
Sfns Orosnsaien Tape: Sogalfers O
Resbondyn Do KTORD

Repdstony Process:

s |

E|

Perers Engiies: BOEH BB

L=
Coresri Fxibeme:
ez Lot Meme:
Emet:

Pk s =

Meraw  Query

SEH1-820013584

Te: SFREEOFZISG . Alerier bame: fobs Uas Jones
Sketis:# Opsn il | adeter code: A1
00K Lese: - :
l‘ E AgdE= Line 1t
Team: ROSED . H [
AdGrescime 2

Beastment: COD Onesslions Debidd

Tavrfliy: I
: . Tty
Provvides: islend Care Livited A | posslCods: ‘ t,

Frovoer 14 1101549910

N & servics repizted byt
Regdaie: = t

Catepey; & LorxEne
Tiperk SRgmTEe
S Tyoen i Vubersbis Adfic Mer
Fazed Det=: £ X05[HI12
Responsr Sue: OGS
Comieied Date:

Serm s Lealer

SERT BAHME: 343
M
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Statutory Notification id is
taken from the Provider's
notification reference, found on
the original statutory notification. :
This may be [eft blank if no Shatust® Opes ix  Aleter Code: A1
reference can be found [11.

check box under ‘Extent of L emes-
izl By

Concerns’ [3]. = UL Phane: D194 222 2522
Ateped abss ook placs —
71 o service regUlated by Bl

NOTE: The number of Alleged Regulstor: 3

Hadihy:

The ‘Source of information’ ﬁg“' B adgesstimez: hﬁmﬂ?ﬁwﬂ m mmﬁuwm M«w iformed -
hoids the details of the informant Departmeart: 0 Operations Dsk & — nforma Hame (Restrictsdl m%ﬂewﬂi h&a }t
2l COC Hegstran 5 Courtty: Tyow & Wear oforment Code: 51 Dale Authody Informed:

1 I the allegation concerns the Pravider. UAT isl Core K] Umted S Posta Codes: HEL 448 Restonsip o deped it L2
whole provider, click on the Provider Id: 1-1016£7969 ot P

Daes the aleqation ¢=
canzem & whole pravider?: ©
Bt of Allsged Sickims™ - 8

Victims and Abusers is also

placed within this section and
ran he amended by clicking in

the titfed fieids or on the I statutory Motification H:
calculator icons. . e Al et ernatn
Date Regiskered B Have they nfoemed r
Person Informed: Safeguarding Authorty?:
- {informant Kame (Restricted): Safequarding Awthority: =
2
\JW Informant Code: 51 [ake Authority Informed: kTt
Relationship bo sbeged
e e
-l nLe - H
Dpes the mmmmmﬁ_maml
J roncern & white provider?:
1 Number of Aleged Vidime*: 5 fumnber of Aleged Abusers™®;
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Viewing the
Safeguarding record
sub tabs

The Safeguarding record

Y

WM.E&:..WW ﬁmru.mumu

- muu_ﬂw wwm.mmmw,uw
“Mewv

sEmEEE TR

ﬁﬁm.wmm.l.u_u_.munﬂu uw

Redect  Generate Seaure flert

" Generate Codsd Aert

e RAEEE

Ervquiries mth__,rﬁ Q%Emmmunnw =R

gL s e

mm Activities W lu Hn_..-mﬁuamm._nn m@ Safequardicen ﬂ

- cerEEsIULEETE-S . O .z ErrmaedEer momise i

mnnanc.uu_a e | mm—.mm“:wﬂ_ﬁm

rof 1+

contains the sub {abs below. T o T
I SFRI-335529739 Alerter Hame: Sausie Blggs Sahstary Natification Bd: Filed in by

These tabs contain the Sratust™™ Open v Alerter Code: Al Dte Subirétad: E
information about the incident coctes N
and are completed by the NCSC o | fdbessie 1 2 oS i

. : EHAS AR it id P Dete Regsteres _._w._..m Emv..ﬁmuzawn_
as well as ﬂo_j_u__m:nm e ccooess fddress Line 2 P b P e it
Inspectors: partmEck: i TawndCs: Informsnt Neme (Restricted) Sefequarding AUty
Locations Caurky: Ty & Wear informar Cade: 5t Date Authority Informed:
Alleged Victims Pravider: AT 1st Care (UF) Livbed Postal Code: NE1 454 Rielaticati to. llsged vittin: =
Alleged Abusers Peawitiar 1d: 1108617962 - Gither:
Attachments .
Adgditional Information (No R s 0131 sz

L 3l are m.ﬁuﬁ_u.r
ﬂm._m_ in @ service sedulsbsd fe: oencern & whide providsr?: ml
Actions Requstor - | . Momber of MegedVictins® 2 S Nuriesr of Allsged dbasers®: 1 B
Regulatory Processes T T . o T e
Enquiries T Locations | alieged viins I bﬁu&ﬁhﬁ m eitachments | addtivasl Infuemation {#a CPT) 4 Ations | Regulabiry Provesses § Engries | fetivioes | Related Salaguartap 22
Activities S ‘ o
Related Safeguarding
Audit Trail
. : .
. cer b . . . . oo
Lecations Wh_mw&mam W skpedibueas | Aao-ois Wknwﬁmﬁﬁﬂm_ﬁ_,&ﬁu Tmm.m m Teoiaxe: Froesses | Engaizs W_ skiiEs w ebed SfegLadng m it 1
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m:n_ﬂm mL-u Hm_ﬂ.&mqwﬂwam.mwﬁumﬂiwhw EuEhites Wlm nwﬂm%mwl_ﬁn:.wmﬂmwm b&#ﬂmwuﬁgm ¥

Location sub tab

umﬁmqumﬁ 050
Perstn Infommeed: fet1
Teww By Heacacde Lsas Tyme Tfsmat: Rame [Pestridedl: Bof Lymne

AEFesTine 2:

The Location automatically

appears in the Locations list Crordy: Tyes sl Wi Infamart Cedes 58
when you click on the Locations Proidrs Sowitrem (ross {50 Uded Pastal Cods: REEl 464 Relationsip b0 daped vadir: Famy member of + 7
sub tab. [1] Pravider 1d; 1123065357
i
This is the Location on the st et
Subject Orgarisation field of covein s e promiber :
the original Safeguarding Hioer of floged Yitins:® & 19 Maber of Slogedhses® 1
Enquiry. Lacotions {foocdtitin | Mlond Sirsers | Sttadvents § fabiona] Informatin (1 075} { e | Botpditior Processes | Enauiies | aciiios | RebrdSofomardig | fudt el

To add mere Locations which
are relevant to the Safeguarding
incident, click on the Add bution
in the Menu Bar. {2]

Locakinns] | e s | Seod s | Bttmere | 2ddtin m_ﬂﬂ%awﬁﬁmq‘wwﬂnﬁwu@mmwﬁmm% Reaed Sty | et i

£id {ery thfers  [E]

A1312333635

12:55

The name hyperink in the
Organisation colum is 3 {ink ta
the Location record. [1]

[tis also possible to add I
Regulated Activities. This
enables the incident to be
iogged against a specific
incident. [2]

This is useful if you are Heg date Activiis
undertaking a Responsive Kame

Review.

The Regulated Activity opticns
are nct limited to what the
Location is registered for as the
Safeguarding may relate to one
which is unregistered.

Qe hitds

1641872813
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Alleged Victims sub
tab

The Adleged Victims sub tab
contains information about the
Afieged Victim (s).

A record for an Alleged Victim is
creaied by clicking on the New
button in the Menu Bar. [1]

The Name and Date of Birih
should be filied in. [1]

Additional information should be
added where possible in the
Alleged Victim Detail applst on
the right.

neatie

filleged ¥Ecnnes

£ dlegged Viclis Detail
R Mew  Dekde

Date of Brih: 13(57]19%6

#0eBand: 55 -84

Ry

Ha=e: Yo Bnaes

Miahe Saoeted g ceruice: [0 RIS

F's Mame: [ Smh

s I
Bryrhobogial | Ercotiona: [
Rt~
senrk[”
Frereis | Mateieh e
Cisraminatery: F

subrstavised:

Towe bocel e isdng
aherty sooepted the referel: [

Aezaved from sevios:
FReferred te price:

Sesnby i

Taken ba hasse! | AEE: T
Discindinary ectaon br emplayen: T
Prowader complainbs proedee opensdi I
M Furthsr Action Taken: I

pate of Birth
13/1271946

Code Name
b | Joe Bioans

Yersion 4
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The Alleged Victim Detail
applet is split into 3 sections.

As much information should be
captured in the Alleged Victim
information {Resiricted)
section, such as Age Band,
Gender, Date started service
and GP's Name. [1] This
section can only be viewed by
the people in the Team field of
the Safeguarding record.

Under Type of Abuse the
relevant box should be ficked.
More than one type can be
ticked [2]

The Actions and Ouicomes
section is for the Compliance
inspector to complete. [3]

They confirm whether the
Safeguarding abuseis
substantiated, as well as any
acfions or outcomes relevant to
the alieged victim.

Where the action or outcome is
not listed, the Other acticns
taken free fext box can be used.

Date of Beth:

Age Bznd:

FEncer

Dhate starked usig service:
GP's flane:

Code!

: Joe Elogas

13124194 B
55 - 64 !
Miale M
0202/ 2605

Dr Smith

il

Sewsal: [
Financs! { Matevial [

Ciscriminatory: {

Substantiabed:

The lacal sefeguarding
authority arcepad the refereal: r

Removed from service: [

Referred to police: [2

Sean by GRi [

Tahen ko hospikal f ARE: [

Disziplinary action by employsr:
Provider comglainks procedurs opered: I
N Funhsr whn_.un‘ Taken: [~

acinns n_Mmb.\__.m.q". n_.lﬂm_.-.nmm_ material referred |
0 pofice.

‘ersion 4
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Alleged Abusers sub
tab

The Alieged Abusers sub fab
contains information about the
Alleged Abuser {s).

A record for an Alleged Abuser
is created by clicking on the
New button in the Menu Bar. [11

The Name and Date of Birth
should be filled in. [1]

Additional information should be
added where possible in the
Alleged Abuser Dstail applet
on the right.

Lt turic ] ittt sicmisin (w @1 | Aot | Regivery rocesses | Erasies | sasmss | eed soremirtn { st

adleged Abuser Detail
Femr~ New Dekte  Guey

-

Gender: Mals

[weEs Hhis person fie
aheo 1= bhe serdoe?

Dol Shartes 1sing service!
F's HamE:

Code: PA

Fielatinsti b efeged vidin Emplped by serdo T

EI:

[4) fa:

Sifretaniisted: -l

The locd sefeguendng
suthory amepted the referral: T

Remavad from servoe: T
Pefermed to potive: ¢

Seenby @]

Tabpn 4o brecsplidd [ ARSI
Disciplnery aztinn by emgioven I
Frovider coraplsits grocedire pensd: [
1 Furthe Eotion Takenz [T

Frhians Eaken:

i

I

I3 F - RENEN T

Version 4
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The Alleged Abuser Detail
appiet is split into 2 sections.

As much information should be
capturad in the Alleged Ahuser
information {Restricted}
section, such as Age Band,
Gender, Date started service,
Relationship te the Afleged
Victim, GP’s Name, efc. [1]
This section can only be viewed
to the people in the Team field
of the Safeguarding record.

The Actions and Qutcomes
section (s for the Compliance
Inspector to complete. 2]

They confirm whether the
Safeguarding ahuse is
substantiated, as well as any
actions or outcomes relevant o
the alleged abuser.

Where the action of cutcome is
not listed, the Other actions

o QD
Date of Bt l
fae mm_._n_..ﬂ.'

Gender: e

]

R

D25 ik person ho
Ao ke Hhe service T

Tuehe started using servios:
Gz Rame:
Code: PI

Relativrwship bo alleoed vickim: Emplovesd by servic v,

RINEE

taken free text box can be used.

Subtankiated: R

The bora sefeguarding
authorEy socepted the referral E

Remoned feam seevice: [
Referred bo police: ¥
Seenby APl
Yaken to hospdal | 8eE: T
Désciplbary action by emplover: W
Provider campliaints procedure apened: [
fla Further Action Taker: [
Qther
actinns ksken: m

=~

Version 4
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Additional Information
(No CPI) sub tab

This tab is filled in by the NCSC
and the Compliance

inspecior at different points in
the process.

The Additional relevant
information text box [1] is filled
in by the Compliance Inspector.
This text will feed into the
Safeguarding report which

The NCSC will generate

and fax to Local Authority as a
secure or coded alert.

The middle column contains
hoxes far The NCSC to
complete to confirm when and
who they sent the Safeguarding
aleri to. [2}

MNOTE: The Refevant
Innformation fransferred o
assassment record fick box
should be ignored. {4]

The column to the left is ticked
by the Compliance Inspector to
confirm which other Regulators
or Partner Agencies have been
informed. [3]

. . o Referred Lo ssfemuarding
stdind v Pematon: ¢ m mﬁﬁw,.mmnmmﬁﬁmﬂ"ﬁ

ggqm%ﬂ&@:wﬁmﬁﬂﬂq
tn eerther negudator of partrer aoency:

Foke: T

Safegurting Authorty: Eost Ridowg of Yorkshine Covrd =

Dt OO Infioemsd dothoty: #47052011

| u.m_s.ﬂmwmﬂ.awaﬂ_i
ErarsFermed to assesTmen’t remed:

Prafessiond Re gty Body: [~
Otteer fegtater [~

s

ER CoxmmERTes [
Performenre Badys [

Other Pblic Body:

Additional relevant infamnation:

ras ronEy in the account. Manager

confirmed that ¥i had suffidert Rands

&1 ohserved P1 remove ¥1's theque

bok From e draveer in bhe person’s
bed room -

whern A1 book W1 shopping there was

Referred to safequarding W
althwrity 25 an slert by COC:

Safecuzrding futhocity: East Riding of Yorkchire Countil
Date CGC Informed Authority: 14 /092061 H

Relevant mformation r
transferved ko assesoment record:

Information ahouk _..j.m allegation passed on
to anather regulstor or partner agency?:

] palice: [
Frofessions Bembsfory Body: [~
Oither Reaulator: |

NHS: [

L& Commissioner{
Performance Body:{
Other Public Bode: T

Yersion 4
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Actions sub tab

{t is mandatory on the
Safeguarding record to confirm
what actions have been faken
for each Safeguarding incident.
These are actions by CQC and
the Provider/ other Agencies.

The first time each CQC action
is ticked on the Safeguarding
record, the system records the
date and fime so that we have a
clear audit trait and use the data
for reporting purposes.

To account for actions
undertaken by CQC:

« Go fo the Actions Sub
Tab. [1]

o Tick the retevant action
under CQC Actions. [2]

s | the action took place at
the time of data entry,
click away and the field
fo the right will auto
populate with the date
and time. [3]

« Ifyou need to account
for an action in the past
once you fick the action,
you must use the
calendar pick icon [4] io

popuiate this information.

& management review was h

n_ 4

_ﬂ__ vésporisive inspection tosk pla

& planned inspection was browght Foresrd:

There was other contact with the provider: I

CQU staff attended a shrafeqy meeting: T

Mo action bkaken: [

Mo Further ©QC action required: |
fated For next planned inspection: T

Discussed with local Safemuarding team: £

COC has begun or has taken enforcement action: [

1f01(2013 13:04

s Where &lleged by
action by Lotal Safeguarding A

Local safeguarding authorfy

Rt
Ww Disciplnary &

Mananement plans put in plate to

BOR OB OB Ok OB M OB

Yersion 4
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[ To account for actions by the
Provider or other agencies you
tick the relevant action boxes (5]

as appropriate.
Remember:

« ltis mandatory to tick at
least one action for both
parties; otherwise you
cannot close the record
down.

« Multiple actions can be
ticked for both parties.

« The date and time fields
for CQC actions should
reflect the actual date

. E . s L 2 e e
‘Tnfarmabion (Mo CPI) W Actions § Reguiatory Processes W Enguiries M Lctivities

and time they took place.

Related m.mmmm.mmﬁ g

Y

where slleged sbuser is s person using the service
action by Local Safeguarding Authority about the alleged abuser bk

Local safeguarding autharity prokection pian for the wvictim{s): B Action by & service commissianer: [

Terminakion of m:ﬂn
abuser's employment by a provider:

Referral ta a service commissioner: |

Prosecution by police: [

neferral ko a prafessional requlator: | Other disciplinary action by a providet Vi

Discipfinary action by a professional regulator: [T Provider took cther appropriate action: WM

Referral to another requlator: [ Police investioation: |
action by another regulator: 1 fa further ackion: §
Management plans put in place to reduce the risk of repeat events: P Mot knawr: [
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Regulatory Processes
sub tab

if the Safeguarding incident
linked fo Enforcement activity,
ihe Regulatory Process sub tab
[1] can be used to doso. Todo
this you click on the Add
butten in the Menu Bar. {2]

Remember- the Enforcement
Regulaiory Frocess would be
set up from the CRM Inspection
record.

Enquiries sub tab

The Enquiries sub tab allows
you link other Enguiries, (such
as Safeguarding Strategy
WMeeting Minutes), o the
Safeguarding record. {1]

To link an Enguiry you click on
the Add button in the Menu Bar,

121

The Enguiry 1D hyperlink is a link
to the original Enguiry record. [3]

By default, the ariginal Enguiry
will always be listed and

accessible in the Enquiries sub
_mn. of the Safeguarding record.

e | Blinged victims 1 Alleged Abusers §

SL o Tl orove

Atachmenks | AddEional Infarmation (e

CPI) ¢ Actions | |

Cuery

. Organisabion Type

_

Enguiry &

sub Type Sunamary ‘ PriDrity QOverdue

S EHG1 336575651

yurerahle addts Concern Safeguanding concern Mlaase mmmwmmgu FHiedion

ersion 4
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PA&GE

Activities sub tab

Any aciions underiaken by the
Compliance inspector should
always be recorded in the
Activities sub tab. [1]

nctivities | mmwﬂ&m%mﬁenn@

These could be telephone calls,
e-mails, meetings, etc.

To create an Activity you click on
the Add button in the Menu Bar.

(2]

The Type column contains a
hyperlink to the specific Activity
record. [3]

CARE GQUALITY COMMISS

Activity records should be
completed with as much
information as possible and
closed down once the action has
heen completed.

Related Safeguarding
sub tab

The Related Safeguarding sub
tab [1] can be used to link other
Safequarding records.

0Qctead

A1312333635

You do this by clicking on the
| Add buitan in the Menu Bar.[2]

12:55

Version 4 Page 19 of 30

1641872813




CARE GQUALITY COMMISS P&cE  28/38

A1312333635

12:55

1641872813

CRM Guidance: Reviewing and Processing Safeguarding Information

—

Attachments sub tab

|
The Attachments sub tab [T wili | | Men
contain the Safeguarding report #ﬂ choent N
which the Safeguarding Team at wn ) m.._ ame 3
€3 - E0IiNBI4 165502 _1-266258205 Secwre

The NCSC will send io the
Local Authority.

The Document Type wilt confirm
whether it went out a8s a secure
or coded aiert (dependent on the
Local Authority). [2]

18,229 pdf

Size Type Document Type

‘Retention Date Reason

Safeguarding Secire] - 037132014 16:550

Version 4
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Redacting a
Safeguarding record

Once confirmation has been
received, that the report has

| heen sent to the Local Authority,
the Safeguarding record should
have sensitive information
removed.

This is in keeping with the Data
Protection Act.

Tao do this the Compliance
Inspector clicks on the Redact
button. [1]

A warning message will pop up
to remind you that all sensitive
information will be remaoved
once you press the OK bution.

[2]

===

Sategaaiing Hees

Once a Safeguarding record has
been redacted all fields
containing sensitive information
are marked as “Redacted”. [3]

Dabe Registered
Person Informed:
Informant Mame

Ge/Ff2011 =

Trformant Code: 51

Relationship b sfeged vicdin: Family member {of « ]

Others
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=
Changing the Status of a

Safeguarding record
Once all action has been taken
by CQC and there s no need fo
keep the Safeguarding record
open, the Compliance [nspector
should close the Enquiry dowr.

This is done by selecting“Closed”
from the Status dropdown box. [1]
The Status values should be
used as follows:

Open- Created and un-actioned

Pending- When opened and read
but not yet responded to

1n Progress- When regulatory
work has started but not yet
noEEmﬁu {under CQC resfiew)

On Hold- YWhen we are waiting
for further information {(Awaiting
investigation outcome)

Closed- When completed

[n error- Enquiry should not
have been raised or is duplicate

NOTE: A closed safeguarding
record can always be re-opened
to recard fufure actions, such as
| a police prosecution.

\ Status:® Open

- CQCLead:

Team:

Prosder: BT 1st Care (LK) Linked

Provider Td: 1-1DI6E79ED

w.mmm_m_m shuse took u_m_nm.
& service requlated by:

Regulstor:

Id: SFRI-33652973

=

b

Redaced
. Fedacted
TowmCity: Redacted

County: Redaced

Postal Code: Redacted

Emaf: Redacted
Phone: Redated

Generate Coded Alert

Yersion 4
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Linking a Safeguarding
Enquiry to a triggered
Inspection

Where a Safeguarding incident
has directly resulted in Regulatery
action in the form of an Inspection,
ihe original Safeguarding Enguiry
that was received sheuld be linked
to the inspection Record WWebform
and marked as the trigger.

This information is used for
Management information
reporting.

From the Safeguarding record you
need to access the original
Enquiry that was received about
the incident. To do this you go to
the Engquiries sub tab [1] You
then click af the end of the
Enquiry 1D field {2]. highlight and

copy it 13]

Next, you go fo the Inspection
record the Enguiry is to be linked
to. You could find your inspection
from ihe Home page o click on
the Inspections Main Tab, and
then locate your inspection.

in the Inspections Main Tab, the
useful Inspections links will assist
you finding your inspection. [4]

Beszisdor: =

fegeswatiy | eyt | mscsnts | EabRiond 1Wowsmsioon 0kt CFA)

Inspections

m w,wmmw Fegditiny Prociises Eniiei ]l

teamber of SR VRIS | B

Inspecticns this week
My inspections in the rext 7 days

Inspections this month
My inspections in the next 30 days

(.

ersion 4
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To go into the Inspectien record
we olick on the inspectien 1D

hyperiink. [5]

To go into the Webiorm press fthe
Open Webform buiton. I6]

You will need to go to the
Planning tab o confirm the
evidence being used against the
relevant Outcome (s).

To do this you tick the
Safeguarding aleri box [7F]to
confirm the evidence which has
led to inspect the Cuicome. You
then add details about the trigger
in the free text box Why should
this Outcome be inspected? [8]

Remember to press the Save
butten [9] once the information is

enilciad.

InspectionId  Location Name

mm_mw@mﬁ Care Home

Cherry Blossor Care Home

Safeguanding and safely

T it R s ]

Sategasrding peopls who use servives from sbuss {ihslcone T

st evidenee led you o dosker o Ingpect SiF SULOEET

T QRR q Mwﬂ Eoiil Eealftsaich ™ S FT el o Gowl Tepoats

1~ Cemmlyss Wy rriggerec by vt Informetion from sher eegulitet or BH

[ asc ﬂmﬂm&nﬁmﬂh& et B I Freviser Lt THE pedOimInee repers

1895 commisslonel Teport £ WAEeBISRING T [ Conuemie of propls #R0 Une Services belvves and

[ Changes i EEQiEaon Eiemisers of the bl

i
& Why should B9s oulioime e insproed?

[ERE TS T o ‘

= e rased €1 183200 10 RIS hanCRT), FRSEEES wﬂ.ﬂ.,mmvmla —— mn..WoWw.m E._ w..mm m...w‘w i m

L
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To link the original Safeguarding B i e .,H
Enguiry that was received that € sateguarding records
triggered the Inspection go to the o .
Linked tab in the Webform. {10} Mo Safepguardings Linked to Bais Inupection
Ta add the Enquiry press the Add (AR 10
i button, [117 paste the Enquiry td T
z [42] which was copied earlier into T :
5 the top field and press the Search 4} Enguiry records
- button. [13] -
- L Enquiries Linked to this mspecticn
-
[}
Ll
[
<L
]
12
L
m
Lo
m
m
"
el
o
=
Lo
Ty
a
_
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This should bring up one resutt ﬂ

which is the Mm_ﬂmm:nmﬂim - Enequtiy 0 {EN1-483580662

Enquiry. You then tick the Select . Date From

{14] box and press the Confirm ‘ S

button [15]. Date Te
Status | Please select

Yu will now note that the Enauiry

[16] has been linked to the
inspection record Webform.

1641872813
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—
As the Enquiry has friggered the
Inspection we also tick the

Trigger box. [17] This is used for
Management Information reporting
and should only be ticked for the
original Safeguarding Enquiry
received that friggers the
Inspeciion.

I you find that you have
accidentally selected the wrong
Enquiry you can fick the Unlink
box [18] and press the Unlink
bufton. [19]

If you want to access the
Safeguarding Enquiry that has
been linked you click on the
Enquiry ID number{20] and this
will fake you into the record itseif.

One thing fo note, however, is that
the Webform will not automatically
save and ciose when you do this.
it will still be cpen on your taskbar.
[21]

If you do not wish to keep it open
you should press the Save and
Close button. [223

P sateguarding records
He Safeularsings Linked 1o this Intpection

et

W Enquiry egcords

AR Gl St b selected as -
e {gOer of e Inspeclion Where ™

&0 ey resulied in you Intiatng
the mspecbion. ‘ P

17 18

21

CareQuality
Commission
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[You wili see that there is also the
option to add the Safeguarding
record to the Inspection record
webform as well. e ‘

To do this you click the Add | 9 sstequarding records
button. {23]

A ke Fizie mmwn.rm,m‘m cEOm

“You then enter the Safeguarding
[D [24] and press the Search
button. [25]

Lipked | .

To select the record you tick the

Safeguarding 1T

Select box [26] and press the mm_uE 4896EE703

Confirm button. [27] Date Fron

fgle Te

26

Confim _ { Cancel |

ﬂ/ 27

Version 4

Page 28 of 30




CARE GQUALITY COMMISS P&cE  29/38

12:55 A1312333635

1641872813

CRM Guidance: Reviewing and Processing Safeguarding Information

Access your incomplete
Safeguarding record

Al incomplete Safeguarding
records you are the CQC Lead for
will appear on the Home Page [1]
under ihe My incomplete
Safeguarding list. [2]

This list will show you a list of any
Safequarding records which are
cpen, on hold, pending of in
progress. It will net show any that
have heen marked as in ervor of
closed.

Remember any closed
Safeguarding records will be
accessible fram the relevant
Location or Provider record.

Provider and Location names, as
well as other details, are listed
against each record to assist you
with tracking and chasing each
ane. You can click on any of these
calumn headers [3] to sorf your
list. This shouid assist you in
managing your records to track
and chase.

To go into the record click on the
Safeguarding 1D fink. [4]

Fle Edit View
e

Query Tools Help

My Incompiete nspections

Frspection d
» IN51-4807E3425

INS1 453713506

Lecation Mame “mmmﬂwnzn: ﬂ_.w._“__n Status

Eastways Cate Hom Scheduled Planning
Chemy Blossom Care Stheduled Inspaction
Elmburst &ssisted Lis Schadufed Plarming

Planned Start Date
25/01{2013
281 {2013
15j01f2013

76% InProgress
Pending 15/05/20103 11:40:3 B Krishnaduth Dodl Eastways Care Hom Millie Mann
£ Open 11/0142013 12:11:3

Hillie fianm
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Document Version History I

Version no. Date created Comments

0.1 11410/2011 Document created ‘
4 0870812013 Secfion Viewing the Safequarding record fields has been updated to reflect new functionality as part of
Release 22: An Anonymaus Contact on the Safeguarding Enguiry feed through as an ANonymous Alerer

an the Safeguarding recard.
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