


7 steps to keep people safe

Abuse is when someone does or says
something to hurt you or make you feel
bad.

It can be just once or it can be many
times.

Abuse can also be someone not helping
you when they should, like not giving you
food or helping you keep clean. This is
called neglect.

You can be abused by anyone, even
someone you know very well.

You can be abused anywhere, even in your
own home.
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We want everyone to be safe
from abuse

These are the steps that our staff will take
if they think a person is being abused.

Step 1: Tell someone!

If our staff find out about a person who
has been abused or might be abused,
these are the things they will do for the
person.

If a person is hurt badly and needs a
doctor, staff will call 999.

If laws are broken, staff will call the police.




This would be things like hitting a person,
stealing things or cheating the person out
of money.

Staff will put any proof of abuse in a safe
place.

Staff will listen carefully to the person.
They should write down what they are
told.

Staff will tell a manager that same day or
the next day that they are at work.



Step 2: Pass it on to the right people

After staff have done all the things in Step
1, they will tell the Customer Advisors in
Adult Social Care about the person’s case.

This would be a social worker or a key
worker.

For example, if they rang the police, they
will tell Adult Social Care all about it by the
next day.

They should ask the person for their
permission to do this.

They may not need permission if:

e someone has broken the law and staff
must tell the police



e other people might get hurt

e the person might get put into more
danger.




Step 3: Decide what to do next
When Adult Social Care is told about the

person, they have to decide what to do on
the same day.

They must write down what they decide.

If they decide that the person needs to be
kept safe, they must ask these questions:

e isthe person in a safe place?

e has this happened before?



e are there ways set up to keep this
person safe?

If the answers are yes, then the Manager
will fill out a form for checking that things
are working.

If the answers are no, they will go to
Step 4.
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Step 4: Work out what needs to
happen next

The staff involved with the person will
form a team.

They will meet to plan the best way for the
person to be kept safe. This could be done
by phone.

The meeting must be finished in 5 days
after the person’s case was passed on to
Adult Social Care.

A Social Work Team Manager will be in
charge of the meeting.



They must make sure to involve the
person themselves.

If the person cannot make some
important decisions themselves, the team
should think about getting someone to
speak up for them.

This would be an IMCA or Independent
Mental Capacity Advocate.

They must make sure to involve other
groups like the police.



If a service is involved in the abuse, the
team should talk to:

e the people in charge of making sure
the service is following the rules

e the people who planned and bought
this service.

When the team know what they need to
do, they will go to Step 5.
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Step 5: Find out what happened

The team will find out who did what and
when.

They must look at what support and help
the person needs to be safe.

If a law was broken, the police will be in
charge of finding out what happened.

The team will write down everything they
did in the person’s notes.
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The Team Manager might have another
meeting to make sure things are going
well.

When the team has found out everything
they need to know, they will write a report.

There will be a meeting to plan how to
keep the person safe. The report will be
looked at in this meeting.

The team must finish finding out what
happened 4 weeks after the person’s case
was passed to Adult Social Care.
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Step 6: Plan how to keep the person
safe

The team will meet together with other
groups who are involved with the person.
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The meeting will:

e look at the facts of the person’s case

e look at the report about what the team
found out

e dagree what should be done to keep the
person safe
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e say what the services involved need to
do

e look to see if other people need to be
kept safe and agree what needs to be
done for those people

e dagree what to tell the people and
groups involved about the person’s
case

e agree a plan to keep the person safe.
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The plan must be checked in 6 months.
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Step 7: Check to see if the person is
still safe

The team will meet again to check if the

plan for keeping the person safe is
working.

They must talk with the person and all the
groups involved with the person.

The plan may change if the team thinks it
would make it better.
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Keeping track of everything

The Team Manager will make sure that all
the notes about the person are kept safe.

Notes from all the meetings will be written
in the same way.

This is so that notes by different people
can be read easily.

The Team Manager must make sure that
the form for checking is finished on time
and given to the keeping people safe team
(Safequarding Adults Team).

If there is a service involved, notes must
be sent to the Care Quality Commission.
This is a group that checks health and
social care services.

The person or their advocate should get
feedback on decisions that have been
made from the meetings.
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