GUIDANCE ON RECORDING ADULT SUPPORT AND PROTECTION (ASP) ACTIONS

 ON THE SWIS COMPUTER SYSTEM

1.0 PURPOSE OF GUIDANCE 
1.1 To give guidance to all staff in their recording of adult support and protection (ASP) activity on SWIS.  

1.2 An essential part of ASP professional practice is that actions, discussions and decisions (of any nature) are recorded. Such records assist adult protection in several ways, including 

a) So ASP issues can be easily identified from generic care management records

b) Ensuring professionals can access accurate and up to date information to allow for on-going support and protection to be provided, 
c) To have a clear record of the services and resources being provided to help people stay safe and protected 
d) To demonstrate clear rationale for all decisions taken

e) Help the social work service (and its partners) to review and assess the quality of services being provided to adults 

f) For the collecting of statistical data for reporting to the Falkirk Adult Protection Committee (Falkirk APC) and to the Scottish Government.

1.3 This guidance on ASP recording must be read in conjunction with the overall procedures and guidance for recording in social work records. That describes the expected standard of recording and is consistent with and compliments this ASP guidance.

Those wider recording procedures are called The Recording Pack – and can be found on the “S” drive here - Recording Pack.
2.0 CASES NOT CURRENTLY OPEN/KNOWN ON SWIS
2.1 The recording of ASP information/actions is consistent for all SWIS case records once they are open on the SWIS system. 

2.2 When the adult referred is not already known there will be a need to create (or to reopen) a SWIS record.
2.3 When there is no SWIS record at all a new SWIS record must be opened (see overall SWIS procedure for guidance with that)
2.4 Where there is an existing SWIS record that must be reopened (see overall SWIS procedure for guidance with that)
3.0 STRUCTURE OF THIS GUIDANCE
3.1 This Guidance is structured in four sections:
a) Recording of ALERT section
b) recording of all actions at referral, inquiry and investigation stage

c) Recordings of all decisions and actions when ASP Case Conference is held
d) Miscellaneous records and closing ASP issues/concern
4.0  ADULT PROTECTION ALERT 
4.1 The ALERT is to clearly show, on the front page of the SWIS record, that there is a current ASP concern for that person/adult. 

4.2 Completing this means the reader immediately knows there is ASP activity in respect of this adult - as per 1.2(a) above.

4.3 It is the Team Manager (TM) or Senior Community Care Worker’s (SCCW) responsibility to complete the ALERT screen when a new ASP referral has been received. This involves:
a) The TM or SCCW completing the ALERT screen 
b) Entering a start date for the ALERT (the date of the ASP referral)

c) A short summary of the nature/reason for the ASP referral/concern 
d) A date for reviewing the ASP ALERT

e) Recording the type of harm that has been alleged.
4.4 The ALERT must remain in place while the ASP activity takes. 
4.5 When the alert is no longer needed the TM or SCCW’r must enter an end date and the reason why this has been ended. 

5.0 RECORDING OF ACTIONS AT REFERRAL, INQUIRY, IRD AND INVESTIGATION STAGE
5.1 The system for recording all ongoing ASP actions/activity is the SWIS Contacts section.
5.2 Each Contact Record type relates to a stage in the ASP process. Therefore Contacts will be recorded in a chronological way e.g. referral, inquiry, IRD, investigation, case conference etc.

5.3 All recordings must be made using Contact type Adult Protection. 

5.4 Each contact record type should only be used once for the period of involvement e.g. there will be one referral, one inquiry, one IRD, one investigation, IRD etc.  
5.5 When more than one entry for a part of the ASP process is needed (e.g. as part of inquiries four phone calls are made) the first must be recorded as Adult Protection: (B) Duty to Inquire. Then, the next 3 calls must use the Adult Protection: Continuation of Record.

The following contact types are to be used only once for each stage in the ASP process: 
5.6 Adult Protection: (A) Referral  - This must be recorded on all occasions when new information is received/referred that an adult may be at risk of harm.   
This must be entered on the SWIS system at the earliest opportunity. In most circumstances this will be by an administrative worker. It is the responsibility of the Community Care Worker (CCW’r) or TM or SCCW’r  to ensure this happens. 
5.7 Adult Protection: (B) Duty to Inquire – this is normally the next stage. 

NB. As above - where there is more than one record the first will be recorded under Adult Protection: (B) Duty to Inquire and the remaining recorded as Adult Protection: Continuation of Records (as per 5.5 above)
The conclusion of the inquiry should contain a professional judgement as to whether the adult is believed to meet the criteria of being an adult at risk.

5.8 Adult Protection: (C) Initial Ref Disc – this will only be recorded by the TM or SCCW’r. 
This is when a formal IRD takes place. Such IRD’s are multi-agency discussions (e.g.  involving Police and/or Health staff and other professionals). It should not be used to record internal discussions or when (for example) the IRD is being arranged (e.g. not contain record such as “P’call made, other IRD staff not available”)
Two entries should be made. The first showing the IRD date, those participating and summarise the decisions. The second entry should have the formal record (as provided by email by the Detective Sergeant at the PPU) copy and pasted into the record.

5.9 Adult Protection: (D) Planning Meeting - When there is a need for professionals to meet to plan an investigation this will be recorded under this contact type. A summary of the decisions/action points agreed at the planning meeting should be recorded. 

5.10 Adult Protection: (E) Advocacy Offered - When a worker, in the course of an inquiry, suggests or recommends to the adult concerned that independent advocacy services may help. That the decision took place and the adults decision/response must be recorded.

5.11 Adult Protection: (F) Investigation - All details must be recorded. This will include details of any/all visits, interviews, medicals and requests for additional information. 

NB. As above - where there is more than one record the first will be recorded under Adult Protection: (B) Duty to Inquire and the remaining recorded as Adult Protection: Continuation of Records (as per 5.5 above)

It is not necessary to enter a full record of the investigative interview. A summary should be recorded. There must be a note added that states where the full transcript of the interview is located and can be accessed.


6.0 RECORDINGS OF ACTIONS WHEN CASE CONFERENCE IS HELD
When an ASP referral/investigation proceeds to a case conference the following Contact record types should be used for recording actions, discussions and decisions.
6.1 Adult Protection: (G) Initial Case Conf - This record type relates to when an Initial ASP

Conference is called. The date it is held must be entered. 
A summary of the actions/decisions should be recorded. Also a reference made to where the full minute is located and can be accessed.

6.2 Adult Protection: (H)  Protection Plan STD - When a Case Conference decision is that a Standard Protection Plan is needed then the date this Plan starts and a summary of the content of the Plan must be provided here.

6.3 Adult Protection: (I)  Protection Plan CMP - A summary of the comprehensive protection plan must be provided here

6.4 Adult Protection: (J)  Core Group Meeting - The dates of meetings must be entered and the minute (or actions/decisions) from each core group meeting recorded here


6.5 Adult Protection: (K) Review Case Conf. To be used any Review ASP Case Conference is held. Reference to full minute and a summary of the actions/decisions should be recorded.

6.6 Adult Protection: (L) Protection Plan END - The date when a Case Conference (or in exceptional circumstances a Team Manager without a Case Conference) decides the Protection Plan is no longer required. And summary of the reasons for this decision. 
Additionally the Team Manager must close the ALERT screen on SWIS (as per section 4.5 above)

6.7 Adult Protection: Monitoring Visit - Any visit made to the adult at risk which involves ongoing review of the adult when an adult protection plan is in place (excluding the investigation visit/interview which is recorded under section 5.11 above).

7.0 MISCELLANEOUS RECORDS AND CLOSING ASP ISSUES/CONCERN
7.1 Adult Protection: Continuation of Record. This can be used to continue the same record over further contacts (e.g. see example above in section 5.5) 
7.2 Adult Protection:  Other Case Record. This can be used for any ASP recording not included in an stage above. Examples might be phone calls, letters, discussions with manager etc.
7.3 Adult Protection:  Closure summary. When the adult is no longer at risk (and this has been agreed by a Case Conference and/or the Team Manager) this Contact can be used to describe what the risk was, what action was taken and why the adult is no longer regarded as at risk. 
7.4 Adult Protection:  Team Manager record. This is to be used by Team Managers only for recording any actions and decisions (including the basis for the decisions) being taken other than actions/events as described in Section 6 – a) to f). 
The Team Manager should also use this Contact for recording if they agree when an ASP work/activity has come to an end. As above, if ASP activity has ended the ALERT screen must be completed and closed.
7.5 Adult Protection:  Supervision Summary. A summary of actions agreed in supervision or through discussion between worker and manager at other times.

7.6 Adult Protection:  Lead Officer record. To be used only by the Lead Officer/Co-ordinator and for recording of advice and recommendations in relation to the progress of cases, any actions taken or for audit or other quality assurance purposes.

Example:


For a Referral the contact type will be Adult Protection: (A) Referral 


For Initial Referral Discussion – contact will be Adult Protection: (C) Initial Ref Disc








Example:


Adult Protection: (B) Duty to Inquire. P’call made to GP for health information…


Adult Protection: Continuation of Record. P’call made to care provider. They stated…


Adult Protection: Continuation of Record. Checked SWIS records. Showed past referrals…


Adult Protection: Continuation of Record. P’call to District Nurse who stated…





Example:


Adult Protection: (B) Duty to Inquire. Review of SWIS confirms that….


Adult Protection: Continuation of Record. Phone call to GP Dr Smith who advised….





Example:


One basis of inquiry my conclusion is Mrs X appears an adult at risk


From inquiries the concerns referred are no longer present and the adult is not at harm and therefore not an adult at risk.








Example:


Adult Protection: (C) Initial Ref Disc. Took place with DS ??, Heath Manager ?? and TM ??. Agreed joint SW and Police investigation. 


Adult Protection: Continuation of Record. Formal record of IRD decisions (pasted in).








Example:


Adult Protection: (D) Planning Meeting. Held on 4th June 2017. Attended by ?? See minute for full details. Decisions - SW to continue inquiries. Info from dementia nurse, CPN and GP’s will be collated. Review that information. Then review and decide if Police involvement needed…





Example:


Adult Protection: (E) Advocacy Offered. As part of inquiry I advised adult of advocacy. They agreed to this and referral made to Forth Valley Advocacy today





Example:


Adult Protection: (F) Investigation. Interview and medical examination took place.  See full interview transcript in client file, held in SW Office. Doctor will provide written report on medical. Adult reported several examples of harm and are not able to protect themselves from this. Recommend need for Initial AP Case Con.





Example:


Adult Protection: (G) Initial Case Conf. Held on 4th June 2017. For full details refer to minute held in SW file (dated 14th June 2017). Summary of decisions – adult is adult at risk, needs support and protection, Comprehensive Protection Plan agreed, including police action, assessment of capacity and four times daily home support. 





Example:


Adult Protection: (H)  Protection Plan STD. ASP Case Con held on 4th June. Standard Plan agreed. Twice daily home support to continue, CPN visit weekly and community Police alert to situation. Reviews every four weeks and Review Case Conference to be held in 3 months 





Example:


Adult Protection: (I)  Protection Plan CMP. Held on 7th July.For full details refer to minute held in SW file (dated 14th June 2017). Comprehensive Protection Plan needed – police, care provider and CLDN to review weekly – also Core groups to be held every 4 weeks (chaired by SWS). First Core Group on 3rd August 2017 





Example:


Adult Protection: (J)  Core Group Meeting. Following ASP Conference decision of need for Comp Protection Plan – first Core Group held. Information shared and decision risk remains the same. Continue with protection plan – next Core Group due in 4 weeks on 8th September 2017 





Example:


Adult Protection: (K) Review Case Conf. Held on 6th November 2017. See minute for full details. Minute in SW file. Agreed protection plan worked well. No need for Protection Order. Agreed to continue with Comp Protection Plan and also hold four weekly Core groups. 





Example:


Adult Protection: (L) Protection Plan END. Following review ASP Case Con on 8th December 2017 – decision adult is no longer at risk. Therefore protection plan no longer needed. Close Plan. Adult supported now through care management. 








