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SALFORD ADULT SAFEGUARDING BOARD

MINUTE TAKING PROTOCOL



SALFORD ADULT SAFEGUARDING UNIT

MINUTE TAKING PROTOCOL


1.Scope

This protocol covers the arrangements for accessing the Adult Safeguarding minute takers 

2. Background

2.1 The intention of this protocol is to effectively maximise the use of the minute takers time; ensure minutes produced are of a consistently high quality; provide best support to Chairs and the safeguarding process in Salford.

2.2 Minute Takers should not spend excessive amounts of time travelling from meeting to meeting across the city. 

2.3 There is an assumption that the average time for safeguarding meetings is 1½ hours allowing for Part I and Part II to occur. This enables minute takers to maintain the required level of concentration to record proceedings accurately and in depth; to ensure meetings are run effectively, efficiently and stay on focus i.e. the investigation of allegations made or other actions necessary to make people safe from harm or abuse. 

2.4 The protocol allows the minute taking function to be carried out within a half day and to produce minutes that are timely and accurate. 

2.5 Minute takers should not be requested to do ‘back to back’ meetings i.e. those which run from one to another other than Part I and Part II’s. Minute Takers will advise when this is a cross team issue.

3. Arranging Meetings

3.1 Safeguarding meetings are an essential part of the safeguarding process and as such should be held in rooms that afford:

· Good working environment for all attendees.

· Meetings should be held in areas that address issues of privacy for victims, carers and/or service provider managers attending meetings. i.e. waiting areas.

· Access for people with mobility issues.

· Proper facilities for minute takers to carry out their duties i.e. a suitable desk/table area; seating next to the Chair; clear visual lines of all attendees. 

4. Process for Booking Minute Takers

“NB: Target times for Safeguarding meetings: 5 working days from Alert to Strategy; 4 weeks from Strategy to Case Conference and 3 months from Case Conference to Review.”
4.1 Chairs are responsible for ensuring Minute Takers are booked. It is strongly recommended that Chairs check on minute taker availability early in the process of identifying a time/date and before firming up arrangements for safeguarding meetings
4.2 Bookings should be by email to Adult Safeguarding Inbox. adult.safeguarding@salford.gov.uk
4.3 Allocation of minute taker will be notified by email to the person making the initial request within 24 hours.

4.4 In the case of follow-on meetings where a date has been set minute takers will advise the Chair who the minute taker will be and book the slot. 

4.5 Where a follow-on meeting does not have a set date pre-arranged, requests must be made by email as in 4.2 above.

4.6 Minute Takers will endeavour to ensure continuity as far as possible and see a case through to completion. 

4.7 Booking requests must include the
· P. No. and name of the alleged victim; 
· type of meeting i.e. Strategy; Case Conference; or Review; 
· name of the Chair and allocated worker, 

· venue.

NB: GMW has its own trained minutes takers who can be accessed in the event there is no minute taking availability within the Adult Safeguarding Unit.  
5. Preparation and Process 

“NB”: Target for draft minutes to be produced by minute taker is 24 hours.”

Target for chair to read, amend ,approve and alert minute taker to distribute
 is 5 working days

5.1 To ensure Minute Takers can familiarise themselves in advance of the meeting with the safeguarding issues relevant forms must be stored on Care First or stored on ICIS i.e. SG1,Adult safeguarding document or 
SG2 and SG3 ( as appropriate). 

5.2 Chairs should brief Minute Takers in the ¼ hour before the meeting of relevant content issues. 

Chairs also need to ensure that during the course of the meeting participants speak at a reasonable pace so it is possible for the minute taker to keep up and note the salient issues. It may helpful from time to time to summarise or to ask participants  who are relating some key detail to slow down.
It is of key importance to summarise the recommendations clearly including who will be responsible and timescales for completion so that everyone is clear what is expected and these are accurately recorded by the minute taker
5.3 If your meeting is cancelled you must inform the allocated Minute Taker that this has occurred contacting them via their mobile phone (this number will have been included in the booking acceptance email) so that any unmet requests may be able to be fulfilled.
5.4 Drafted minutes will be sent to the chair by email by the minute taker within the 24hour target. 
The chair is responsible for approving content and accuracy. Once the chair has edited and amended the drafted minutes to their satisfaction they should be emailed back to the minute taker who will distribute and arrange store on Care First. There is a target of 5 working days to approve and return the minutes to the minute taker 

NB In Mental Health Services the storing on ICIS of all safeguarding documentation is the responsibility of the Chair.   

5.5 The standards of 24 hour turnaround for minute takers and 5 working days for chairs have been determined to ensure that all parties get confirmation of what happened in the meeting promptly and any actions to be taken are clearly understood and acted upon again promptly. These times are routinely audited by the adult safeguarding unit
 Where excessive or regular delays are identified, the adult safeguarding coordinator/unit will alert the individual. If after alert, minutes continue not to be processed within the standards the adult safeguarding coordinator will raise with the chair’s line manager. 
It is essential for the integrity of the process that minutes are swiftly approved, amended where necessary, and circulated to the parties involved. It is not in the interests of maintaining an effective adult safeguarding process that minutes are not circulated within the standards set. 

5.6 Minutes can only be securely emailed within the Salford City Council and Salford NHS partner systems. Greater Manchester Police and CQC will be sent using PGP protection
 using the standard guidance by the minute takers. Minutes should not be emailed to outside addresses or internal ones where it is a shared generic ‘in box’.

 * All other copies should be delivered by recorded delivery surface mail. 

NB The minute takers do not automatically send the minutes out to organisations such as CQC unless already upon the invitation list to the meeting. Where a chair wishes that CQC or any other relevant parties are sent copies they need to explicitly request this in the recommendations from the meeting 

5.7 Meetings will ordinarily be formally minuted by the minute taking team but in cases where urgency dictates or capacity does not allow, the Chair may make alternative arrangements. Where for example a chair has made a record of a meeting on a word document the Minute Takers will transfer these on to the correct forms 
and ensure distribution occurs in line with this protocol. Notes from such meetings must be sent to the minute takers as soon as practicable.

6. Time slots

6.1 The minute taking team will always try to be flexible in making the service available to meet the needs of the service and to facilitate attendance of individuals who have been the subject of abuse or their carers. However in general for reasons of efficiency, staff will work on a basis of taking up to 2 sets of minutes per day ie one in a morning and one in an afternoon. Where a request is made for a late morning or lunchtime meeting this may well be refused as it will likely mean that the minute taker is tied down to being able to complete only one set of minutes for that day.

Ideally the pattern for minute takers will follow the pattern set out below with some additional “catch up time” where required
	Monday
	Tuesday

	9.15 brief of minute taker by chair

9.30 meeting commences

11.00 meetings end – minute taker debrief

11.15 Minutes produced


	ditto

	1.15 briefing time

1.30 Meeting commences

3.00 meetings end – debrief

3.15 Minutes produced
	ditto


6.2 The service will be organised so that minute takers do have at least 2 free sessions per week to catch up on typing the minutes. Where possible the service will avoid arranging meetings on a Friday afternoon because of the gap that then ensues between attending the meeting and recording the minutes. Inevitably where either too much time elapses or a minute taker attends a succession of meetings without being able to catch up there is a heightened risk that information from different meetings could get confused. However the service aim try to be a flexible as possible to meet needs bearing in mind the need to avoid information overload..



6.3 Some strategy meetings are carried out over the telephone. Where this occurs  the chair is responsible for the recording of the ‘minutes’ of such meetings on SG5, e-signing, loading into carestore, distribution and emailing Adult Safeguarding Inbox so that the Meetings Event can be entered on Carefirst 
7. Customer feed back

7.1 Any issues or practical difficulties arising from this protocol should be shared, via the email system, with:

Brian Gathercole
Adult Safeguarding Co-ordinator

Or

Helen Lorenc

Administrative Supervisor 

It is your right to be safe In Salford……











GIVE ME RESPECT NOT ABUSE………….














�I don’t think this is just for these teams ie what about LD, intermediate care, review hospitals? I m aware it doesn’t cover mental health specifically but Im wondering if this should just be deleted?


�d


�Have added this because in care first SG2 and 3 are covered by this care first doc


�Wondering if we need to attach a list of all staff who have PGP on plus a link to how to use PGP?


Helen:  This would only apply when the Team are doing the distributing which is very rare, however, it may be useful to identify for each team who has PGP…?


�Does this happen in practice-would imagine would be very difficult to do-would think the chair would have to provide mins at least on a word doc –minute takers could put on correct forms from there??


Helen:  Yes this does happen on occasion as teams have a much reduced admin support and is offered as a compromise where we cannot support a meeting.  Also ensures they are produced in the right format and that the event is entered.


�This may be preferable combining the statement below 6.3 with 6.1


�Does this happen in practice-I suspect it doesn’t and is unworkable-would recommend it is deleted


Helen:  At the time there were meetings happening at the Hospital Team after 5 pm to accommodate the attetndance of certain clinical staff  on some occasions but this does not happen any more.


�I think if rest of doc is agreed these could also be deleted?


Helen:  My suggestion above
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