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The scope and use of this resource handbook

Supporting and protecting adults at risk of harm in Scotland has gained increasing
prominence following the implementation in October 2008 of the Adult Support and
Protection (Scotland) Act 2007. The nature of such safeguarding is a complex
process with many facets. These include not only the duty to support and protect
individuals from harm through effective interventions, but also the training of a wide
range of relevant, and potentially relevant, staff, and the necessity of developing co-
ordinated interagency collaboration within an appropriate framework of governance.

This complexity necessitates very extensive audit and self-evaluation processes and
coverage, and the material contained in this handbook reflects the breadth and depth
of such activity. While some interagency adult protection partnerships have found it
possible to self-evaluate across all six quality indicators, others have used particular
indicators to explore areas of immediate concern and relevance to their work. We
therefore emphasise that use of the present material may well be selective with
specific concerns being addressed at a given point in time. Alternatively, the full
scope of the material may be explored over a period of time.

We have chosen, therefore, to title this publication: Self-evaluation of Adult
Support & Protection Activity in Scotland: Resource Handbook. Use of the
term “resource” emphasises that the material is to be drawn on in the light of local
partnership requirements, not necessarily applied in its entirety. “Handbook™ is
intended to convey that the overall publication is there to be used to develop a self-
evaluation initiative and provides comprehensive material to do so. Extensive
though the handbook is, it should be noted that when procedures are understood
and readily applied only small sections are required. For example, for any given
Quiality Indicator/Evaluation Area for an individual case, only two template sheets are
required. When several cases are aggregated to arrive at a judgement of adult
protection outcomes, only two more are needed. If several Quality
Indicator/Evaluation Areas are self-evaluated so this number of templates will
increase.

Following piloting of the handbook throughout Scotland we are reassured that it
provides the basis for thorough and meaningful self-evaluation across all key areas
of adult support and protection concern. Continued use and feedback will
undoubtedly lead to its refinement and usefulness.

James Hogg & David May February 2011






I: The Framework for the Self-evaluation
Process






Background

Adult support and protection in Scotland has been given added impetus through the
passing of the Adult Support and Protection (Scotland) Act 2007 and the subsequent
wide ranging programme of implementation that followed. There is agreement that
the interagency partnerships that work together to protect and support adults at-risk
of harm should be able to demonstrate that they are delivering excellent outcomes
efficiently. Certainly independent convenors of Adult Protection Committees will be
expected to address the issue of the quality and effectiveness of adult protection
activity and partnerships in their biennial reports. The proposed self-evaluation
process contained in this pack aims to provide the framework and tools to undertake

such self-evaluation.

The movement to self-evaluation and reduced external scrutiny has been
recommended in Scotland and is at present being progressed’. In the Crerar Report
reviewing inspection, regulation and audit in Scotland — all subsumed by the term
external scrutiny — the author argues that the primary responsibility for improving
services lies with the organisations that provide them (Scottish Government, 2007).
regarding performance management is that the primary responsibility for
demonstrating compliance and performance should rest with service providers. It is
further recommended that the development of robust performance management and
outcome-focused self-assessment amongst service providers should be supported at
the political level. These recommendations are applied explicitly to local government
and the NHS and hence have implications for adult protection and wider public
protection evaluation. Nationally there is a progressive movement towards self-
evaluation and self-assessment with agreement between government and the

relevant responsible authorities.

It is important, however, that the approach adopted is related to existing quality

management systems in such a way that outcomes can contribute to and

! Scottish Government. (2007). The Crerar Review: Report of the independent review of regulation,
audit, inspection and complaints handling of public services in Scotland. Edinburgh: Scottish
Government.



complement external inspections and self-evaluation processes contributing to such

inspections.

The starting point for this guidance on self-evaluating adult protection activity has
been the European Foundation of Quality Management (EFQM) system? as
developed in a variety of frameworks for human services in Scotland. This
framework has been widely applied across the principal agencies involved in child
and adult protection work. Both the Social Work Inspection Agency® (SWIA) and
HM Inspectorate of Education* (HMIE) have based self-evaluation systems in human
services on the EFQM model. The police in Scotland have also utilised the EFQM
model to undertake internal self-assessment exercises® . In 1999 the NHS
Executive commended the use of this framework in evaluating the quality of health
service provision®. In addition, EFQM is widely used by voluntary organisation to

assess and improve quality ’.

While the approach to self-evaluation in the present document sets out to deal in
detail with the overall self-evaluation process, it is acknowledged that different
agencies and partnerships involved in adult support and protection already have
considerable experience of self-evaluation processes. Where elements of the
proposed process are already well established (though not necessarily with respect
to adult protection) these may readily be drawn on. This may apply to the use of
templates and recording systems. While models are offered in the present resource,
adult protection partnerships undertaking self-evaluation may wish to use or adapt
available approaches and systems to the present task.

The way in which we describe the present self-evaluation process has undergone
various changes during its development. While it might legitimately be described as

% European Foundation of Quality Management (2008) EFQM Excellent Model: Public and voluntary
sector version. Brussels: EFQM.

® Social Work Inspection Agency (2009) Performance Improvement Handbook 2009-2010. Glasgow:
Social Work Inspection Agency.

* HM Inspectorate of Education (2009) How well do we protect children and meet their needs?
Livingston: HM Inspectorate of Education.

® http://www.scotland.gov.uk/Topics/Justice/public-safety/Police/local/15403/Policing

® NHS Executive (1999b), Governance in the New NHS, Health Service Circular, 1999/123,21 May.

! E.g. http://www.turningpointscotland.com/quality




“a system” or “an instrument”, we have finally opted for the term “a resource”. This
reflects two important features that have emerged from the piloting of the material
which is described elsewhere (Hogg & May 20118). First, while the overall
judgement on the value of the material was extremely positive, the engagement
required in terms of time and resources was found to be considerable. Given the
present demands on local authorities and partner agencies we would not expect the
instrument to be applied in its entirety to every audited case. In any event the
current emphasis on proportionate evaluation is more likely to encourage adult
protection partnerships to focus on areas of activity they consider require special
attention. This self-evaluation resource provides material that may be drawn on
selectively in the light of available resources and priorities, but whatever area is
selected for consideration will readily interface with external scrutiny given the
provenance of the material described above.

®Hogg, J. & May, D. (2011) The development and piloting of a comprehensive resource for the
evaluation of adult support and protection activity in Scotland. White Top Research Unit: Dundee






Il: The self-evaluation process






1. Background

In this section we draw heavily on the model of interagency case file self-evaluation
developed by Renfrewshire Council in collaboration with its partners for the purpose
of child protection audit. The content of the model has been revised and developed
to make it relevant to the situation of adults (16 years plus in Scotland). The revision
takes into account the differing legal and social context in which cases of alleged
harm to adults may occur. Case file audit is here central to self-evaluation, though
only one component of the self-evaluation process. Itis made clear in the resource
that a wide range of evaluative techniques deriving from social science methods and
methodology will be required for any comprehensive evaluation.

1.1 The number of cases will be determined by the individual self-evaluation
planning team in the light of local cases. The aim is to achieve some degree
of representativeness of clients

1.2  Self-evaluation will be carried out over a single period of 5 days over 2 weeks
1.3  Aninteragency group of staff will self-evaluate the cases

1.4  Cases will be self-evaluated by a single person or two people working jointly
reviewing all the files on a single adult

1.5 Where the adult has capacity he or she will be involved in the self-evaluation;
where the person lacks capacity, his/her welfare guardian will be involved

1.6 Where possible, the alleged or proven perpetrator will also be given the
opportunity to contribute to the self-evaluation

2. Purpose

This Code of Practice provides general guidance on matters relating to the
interagency self-evaluation of case files in adult protection cases. It sets out how
personal information will be accessed and handled in compliance with the Data
Protection Act 1998 and the principles of the European Convention on Human
Rights.

The purpose of the present self-evaluation is to evaluate the quality of services to
protect adults. It provides an approach to self evaluation which can be used by
Scottish agencies to identify existing good practice and plan for improvement. It
provides a frame of reference and offers the ability to challenge practice. The self-
evaluation process looks at the delivery level of systems and processes and service
receipt including the experience of and impact on the individual adult, and where
possible, the alleged or proven perpetrator.



The self-evaluation requires access to information in the at-risk adult’s records held
by health, social work, police, education (if involved, e.g. colleges), housing and
involved voluntary agencies, and others. It assesses how services are working
together and evaluates experience and outcomes for adults.

3.
3.1

3.2

3.3

3.4

Consent

Health, police, education and leisure, social work, housing and voluntary
agencies will be required to participate in the interagency case file self-
evaluation for it to be fully effective. (As noted in 1.4, above, the process will
involve all case files on an identified adult being read by a single person or
two people working jointly on one case)

Consent from the local authority officer responsible for the adult protection
case will have to be given in order to proceed.

Health will have to consult with the Caldicott Guardian to get permission to
access individual health records.

Consent will be sought from the adult who has been allegedly harmed or for
whom harm has been proven. Where this is not possible, permission will have
to be solicited from the person’s welfare guardian or an authoritative person
such as a citizen/independent advocate closely involved in the individual’s life.
If an individual, welfare guardian, parent or responsible person does not want
a case to be self-evaluated, it will be removed from the self-evaluation list.

Leaflets providing information on the project for adults identified as at risk of harm
will be found in Appendix A together with a sample consent form in Appendix B. This
form is intended as an example and may be modified or an easy-read version
developed suitable to the communicative abilities of the at-risk individual. A briefing
document for the person’s representative (e.g. welfare guardian, citizen advocate
etc) is presented in Appendix C together with a consent form if required Appendix D.

4,
4.1

4.2

4.3

Communication with participants

All meetings with an individual, welfare guardian, parent or responsible person
will be with their consent and the purpose of the meetings will be explained
clearly by those carrying out the interviews.

It is essential that those affected by the self-evaluation understand that this is
about ensuring our procedures meet acceptable standards and not about re-
opening of the case.

Following the self-evaluation, a letter will be sent to the individual and where
relevant the person’s welfare guardian, parent or responsible person who

10



5.2
5.3

54

5.5

6.
6.1

agreed to the process, to advise them of the completion of the evaluation and
provide general feedback.

Confidentiality

All case files will be handled in the strictest confidence by the self-evaluators,
and the issues arising from the evaluation, but not the details of the individual
cases, will be identified and shared as part of the learning process

Service users and workers will not be identified in any reports produced.

Should there be any additional concerns about the safety and well-being of
the adult or if poor practice has been identified, this will be discussed with the
relevant agency through the planning team representative. Any immediate
danger identified for the adult will be raised with the Adult Protection Lead
Officer and dealt with appropriately.

The whole process of case file self-evaluation will be protected by robust
procedures and in strict confidence.

All information noted during the self-evaluation process will be anonymised
and will be destroyed at the end of the self-evaluation process.

Selection of cases/ criteria

The sample for self evaluation should include cases in which:

6.1.1 areport or allegation of harm was made but the case was not addressed

through formal adult protection procedures, e.g. the allegation was not
accepted as indicating the person was at risk, or was dealt with through
alternative measures such as care management

6.1.2 early preventative action has taken place

6.1.3 protective interventions have recently been undertaken under the Adult

Support and Protection (Scotland) Act 2007

6.1.4 cases where longer term outcomes for the adult has been achieved

through the Adult Support and Protection (Scotland) Act 2007

6.1.5 Those in which the alleged/actual harm occurred in the family home, in

some form of residential or day service or in the wider community

6.1.6 cases in which the adult allegedly/actually harmed is an older person (65

years plus), has intellectual disabilities, has a mental health problem, or is
physically or psychologically unable to protect themselves
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7. Carrying out the self-evaluation: Staff responsibilities and commitment

Agencies will be required to identify staff who will be available to carry out the self-
evaluation. The number will depend on the size of the organisation. As well as
having the key functions described above, the self-evaluation process will be a
development opportunity for staff and will enhance learning for those currently
involved in training and development either within their own organisation or on an
interagency basis. Availability will be needed for:

7.1 Training

7.2  Planning

7.3  Carrying out self-evaluation

7.4  Debrief with supervisor

7.5  Carrying out audit trail interviews
7.6 Discussion and write up of findings

7.7  Ateam approach to the self-evaluation will give flexibility to the process and
having more staff trained will allow for cover if required.

8. Key issues for Effective Self-evaluation

8.1  There will be a short timescale to advise agency operational teams of the files
that have been selected for the self-evaluation. A balance needs to be struck
between the need to gather and prepare files for collection and ensuring that
a realistic picture is gained of practice and recording

8.2 Itis important to engage staff in the process and raise awareness that the
exercise will take place. However specific details of the cases will not be
circulated far in advance

8.3  Cases that were active at the time of the Adult Support and Protection
(Scotland) Act 2007 being implemented (October 2008) or have since become
so will be reviewed

8.4  Consistent standards are crucial and training will be provided on this. In
addition an identified person will oversee the process.
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9. Planning Team

9.1 A case file self-evaluation planning team will be required to meet regularly.
This group will be chaired by the Adult Protection Lead Officer and will be
supported by other relevant adult protection personnel.

9.2 The group will need a representative from all key agencies (this need not be
someone who will carry out the self-evaluation). The representative must be
of appropriate authority to represent the views of their organisation and
secure appropriate resources

9.3 The planning team’s terms of reference are listed in Section Ill.
10. Training

The case file self-evaluation team will be expected to attend 2 days training which
will cover the following areas:

10.1 Selection of cases

10.2 The use of the present self-evaluation process
10.3 Recording of information

10.4 Evaluating the evidence

10.5 Overview of quality indicators

10.6 Awareness of content and lay out of agency files
10.7 Accessing electronic files

10.8 Approach to case file reading

11.  Self-evaluation method

11.1  Notification: Staff will be notified of the date of the self-evaluation and will be
required to notify appropriate staff in their agency

11.2 Case sample: In line with 6.1.5 and 6.1.6 (above), the sample should be
selected randomly but ensuring that some degree of stratification is possible
with respect to cases in which the adult allegedly/actually harmed is an older
person (65 years plus), has intellectual disability, has a mental health problem,
or is physically or psychologically unable to protect themselves, as well as the
location of the alleged or actual harm, i.e. family home, service facility and
community. The best way in which this may be achieved is to determine the
number of cases in each category in relation to the total number of cases aimed
at, and to select randomly until a criterion is met, e.g. when the criterion of two

13



or more cases involving older people in family homes is met, no further cases
will be selected even if identified during random selection.

11.3 Core records of this case sample held on these adults will be asked for from
all the agencies involved

11.4 The records supplied for each adult will include:
11.4.1 The adult protection social work record
11.4.2 Records held by the police concerning the adult

11.4.3 If the adult still attends school, the education file and other records concerning
the adult held at school

11.4.4 The core health records, namely the health visitor or school nurse records
11.4.5 Relevant information on adult care issues in housing files
11.4.6 Relevant voluntary sector files

11.5 Information and Consent: The relevant worker for the case (as outlined
above) will be notified that the case has been selected and consent will be
sought in line with section 3 (above). Information will be provided and a
consent form will be signed

11.6 Delivery and handling of files: A timeline will be developed to outline the
process of identifying, delivering and storing files. This process will ensure
that files are signed over to an identified person and signed back to the
agency at the agreed times. Files will be stored securely (in line with advice
from the police)

11.7 Administrative support will ensure the efficiency of this process: The files will
be delivered to an appropriate room and kept in secure cabinets. The records
will be kept for the minimum amount of time required to review the record.
Arrangements will be made in case immediate access is needed to a file

11.8 The self-evaluators will be required to sign for the files when they are
removed from secure storage for self-evaluating purposes and on returning
files on completion of the task. This will ensure safe keeping of the files/
records during the self-evaluation process.
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12.

121

12.2

12.3
12.4

12.5

12.6

13.
13.1

13.2

Process of self-evaluation

The files from all agencies will be allocated to a single or ideally two reader(s)/
reviewer(s)

Reader(s) will check the file against the checklist and self-evaluation
templates and record findings in a common format

Readers will discuss outcome / issues with supervisor
Overall findings from all cases will be collated and analysed

Evidence base and consistency: The conclusions of the self-evaluation team
will need to be evidenced. The evaluations will be discussed with the lead
self-evaluator, who will provide consistency. An important focus of the training
and support process will be on ensuring consistency

The multidisciplinary nature of the self-evaluation team means that
professional expertise is available in any area where further clarity may be
required.

Report and Action Plan

Following completion of the case file self-evaluation a report will be prepared
with examples of good practice and points for development and improvement.
This will be presented to the Adult Protection Committee and when agreed
remitted to the relevant committee or group responsible for adult protection
practice to ensure that actions are followed through and monitored, with
responsible officers identified

Dissemination of the report and findings will be agreed by the Adult Protection
Committee. Evidence will be anonymised throughout and at no point will
individual cases or persons be identified.
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lll: Case file self-evaluation planning group






1. Terms of reference of planning group

A Case File Self-evaluation Planning Group should be established to plan the self-
evaluation of case files on an interagency basis. The group will be required to meet
regularly. It will be chaired by the Adult Protection Lead Officer and be supported by
relevant adult protection staff. The group should have a representative from all key
agencies, though this need not be someone who will carry out the self-evaluation.
The representative must be of appropriate authority to represent the views of their
organisation and secure appropriate resources.

The planning team’s responsibilities:

1.1 Identifying secure premises and storage

1.2 Identifying key staff to participate

1.3  Ensuring adequate training

1.4  Ensuring adequate supervision and management of the process
1.5  Ensuring procedures for consent are in place

1.6  Planning the collection and return of the files

1.7  Ensuring adequate organising of files

1.8  Agreeing appropriate self-evaluation tools

1.9  Agreeing process of collation of findings

1.11 Reviewing planning process and improvements for future self-evaluations

2. Resources
Resources available to the case file self-evaluation planning group will include:
2.1 The time and expertise of its members

2.2  any approved share of the ASP budget

3. Accountability

The Group will be accountable to the Adult Protection Committee

17
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IV: Self-evaluating adult protection quality:
Quality Indicators, Evaluation Areas
and Criteria






1. Quality Indictors, Evaluation Areas and Criteria

The six Quality Indicators (Qls) and their associated 10 Evaluation Areas are derived
from the frameworks described in Section |, above. The six principal Qls are colour
coded throughout as an aid to following the sequence of judgments. However,
despite the need to present the various areas and their associated templates
sequentially, it is not envisaged that they will be completed independently of each
other. Both case file reading and interviews will yield information relevant to two or
more QIls and cross referencing and parallel completion is likely to be the norm when
more than one QI is considered.

Each Ql is presented with the individual criteria in Figure 1. As may be seen, the six

overall Qls are subdivided into 10 Evaluation Areas. These are shown in Figure 1.
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Figure 1: Principal Quality Indicators and Associated Evaluation Areas:

How good is Ql-3/Evaluation Area 5: How good is service delivery for at-risk
service adults and their families?

delivery for at-
risk adults and
families?

QIl-4/Evaluation Area 6: How good is our policy and practice?
Quality of our
policy, service
development,
FMEURMLGE U QIl-4/Evaluation Area 8: How good is the quality of resource
S GHUERYY  management?

QIl-4/Evaluation Area 7: How good is the quality of employee
support?

Ql-5/Evaluation Area 9: How good are our governance and

How good are o
our leadership~

governance
and
leadership?

Ql-6/Evaluation Area 10: What is our capacity for

What is our improvement?

capacity for
improvement?

The colours above are used in all templates dealing with that Quality Indicator
and give some measure of colour coding in working through the document.
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Figure 2: The Adult Protection Quality Improvement Framework*:
Quality Indicators, Evaluation Areas and Criteria

Individual outcomes:

1.1
1.2

_ A A
o Ok W

1.7

2.1
2.2
2.3
2.4
2.5
3.1

4.1
4.2

Risks to the adult are recognised and responded to and reduced

The initial response to the allegation of harm is effective in establishing a
proportionate protective framework for the at-risk adult and others for whom risk is
identified including any children.

An effective risk management plan is established and implemented

The individual’s wider needs are addressed and met through appropriate assessment
The overall quality of life of the at-risk person is improved

Appropriate social or clinical support, counselling or clinical intervention is provided
during and/or after the case has been concluded

A case with delayed referral or response is self-evaluated and lessons learnt

Where relevant the capacity to communicate and consent is systematically
established and documented

The at-risk adult is listened to understood and his or her views respected

With the consent of the at-risk individual family members are informed of all significant
developments during the protection process and given the opportunity and given the
opportunity to express their views

Independent representation through advocacy is available to the at-risk adult

The human rights of the at-risk adult are observed at all times

Staff members felt supported during and after the case
Members of the public involved in the case respond to adult protection concerns

There is increasing awareness among members of the public of the way in which AP
concerns are responded to

How good is service delivery for at-risk adults and their families?

How good is service delivery for at-risk adults and their families?

Adults at risk and their families are involved in key adult protection processes
Decisive and consistent leadership in the management of the case is evidenced
The process of planning to meet needs is systematically progressed through the case
Agencies clearly understand each others roles and responsibilities

Agencies share information efficiently

Where applicable the agency’s recording, including interagency recording meet the
standard set by the National Practice forum

When a case is concluded a final interagency review of the case is undertaken

In a case that has not come to the attention of AP services immediately, this is
reviewed to identify failures in referral
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Quality of policy, service development, planning and performance management?

( )
6. How good is our policy and practice?

6.1  Adult protection policies and procedures are strategically articulated

6.2 Operational management and planning are effective

6.3 Local operating procedures are adhered to

6.4  Protocols for undertaking serious/significant/critical case reviews are agreed,
available and complied with & learning from them disseminated

6.5 Steps are taken to develop the effectiveness of partnership working

6.6  At-risk adults and their families contribute to developing policies and services

6.7  Adult protection is improved through on-going self evaluation

6.8 Agency and interagency working fulfils statutory obligations

6.9 Were relevant agencies involved in key AP processes?

7. Employee support

7.1 Staff members in the case in all involved agencies were fully trained AP procedures

7.2 High quality team work was evidenced

7.3 Recruitment and staff retention are sufficient to ensure effective adult protection

7.4  Staff members felt supported during and after the case

8. Resource management

8.1 Is financial management optimall?

8.2  Are resources adequate for partnership working?

\. ,
How good are our governance and leadership?
” . ™
9. How good are our governance and leadership?

9.1 The adult protection framework is clearly specified and integrated?

9.2 There is clear leadership from agencies’ managers

9.3 Leadership ensures steps are taken to develop staff members’ effectiveness?
9.4 Leadership ensures steps are taken to develop partnership working?

9.5 Leadership with respect to improvement and change is evident

9.6 The Adult Protection Committee fulfils its statutory role
\. y,

What is our capacity for improvement?

10. Overall judgement regarding adult support and protection with respect to how
far individuals at risk of harm are protected: do individuals feel safer. Overall
judgement regarding overall operational effectiveness of adult protective
partnerships: Is adult protection effective in providing protection from harm?

*This figure based on Appendix 1 of HM Inspectorate of Education (2009) How well do we
protect children and meet their needs? Livingston: HM Inspectorate of Education & Appendix
6 of Social Work Inspection Agency (2009) Performance Improvement Handbook 2009-2010:
Version 1.1 transitional arrangements 2009-2010. Glasgow:SWIA. Some of the content has
been adapted from Renfrewshire Council’s child protection audit material.
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2. Recording self-evaluation judgements

In using the specific criteria associated with these overarching areas some
distinctions must be drawn. Quality Indicators 1, 2 & 3 are based on evaluation of
individual adult protection cases. Employee support (Criteria 7.1-7.2) also requires

judgements on individual cases.

These judgements can then be aggregated across all evaluated cases Provision is
made for aggregation in Quality Indicators 1, 2 & 3 in which recording templates for
both individual [C1] and aggregated [C2] cases are separately provided. These are
followed by the criteria [D] for integrating all judgements within Quality Indicators.

There are some exceptions to the individual case basis of judgements. In Quality
Indicator 2 Evaluation Area 4, Criterion 4.2 is concerned with wider community
awareness of adult protection issues and requires evaluation beyond individual or
aggregate cases involving member of the public, though these may contribute to this

overall view.

Quality Indicators 4 & 5, however, generally require that information be collected
from a wide range of sources other than, or as well as, individual cases. For
example, indicator Criterion 9.6 requires evaluation of the performance of the Adult
Protection Committee entailing judgements on how far its statutory duties have been
met. Clearly, however, information collected as part of the case review can feed into
these wider judgements but they cannot provide the entire source of the judgement.
Familiarity with the content of the quality indicators will enable the self-evaluator to
move between the quality indicators while reading the case files or interviewing
individuals. In the case of Criterion 9.6, further source of information will be Adult

Protection Committee meeting minutes as well as the convenor’s biennial report.

Each of the 6 Quality Indicators is colour-coded. The specific colours may be seen in
the listing above in “Content: Templates”. For each of the 10 Quality
Indicator/Evaluation Area combinations a series of templates is provided. These are
referred to as Templates A, B, C1, C2, D and E. Templates A, B and D provide the
basis for self-evaluation judgements; Templates C1, C2 and E are recording
templates on which your own judgement may be noted. Template C1 is for
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individual cases; Templates C2 and E enable recording of aggregate judgements

across several cases for the given Quality Indictor/Evaluation Area combination. For

Quality Indicators 1, 2, 3 the following templates are available:

A:

C1:

C2:

Template A presents the criteria associated with a given Quality
Indicator/Evaluation Area. For example the first “A” template in the handbook
is for Quality Indicator 1 Evaluation Area 1. For each criterion, the evidence
required to make a judgement, the outcome intended, and the source of
evidence are noted. For Quality Indicator 1 Evaluation Area 1, for example,
seven criteria 1.1-1.7 are each presented for judgements on an individual
case (column 2), with the associated evidence required (column 3), the
outcome if the criterion is met (column 4), and the source of evidence (column
5).

Template B restates the criteria for the Quality Indicator/Evaluation Area
presented in Template A (column 2) and offers guidance on file reading and
evaluating these criteria for the case under review (column 3).

Template C1 provides a recording template for each of the criteria in the
Quality Indicator/Evaluation Area being evaluated for the individual cases.
This template may be copied and used for noting down judgements.

Template C2 provides a recording template for collating information on the
given Quality Indicator/Evaluation Area across several cases. There are three
columns: The second asks the question for each criterion — “What key
outcomes in protecting at-risk adults have we achieved?”; the third provides
space for recording the self-evaluation judgement in answer to the question:
“How well have we achieved these outcomes across all cases self-evaluated?
Note strengths and weaknesses.” For example, if 10 cases have been
evaluated the overall judgement is recorded on Template C2. Note on this
template the wording of the indicators changes from reference to single
cases to the several cases evaluated

Template D provides a scale on which to make a global judgement on the
Quality Indicator/Evaluation Area across all criteria. This judgement should
then be used to complete Template E. The scale is based on SWIA’s recent
revised inspection model®.

Template E provides a recording template for the aggregate judgement on the
Quiality Indicator/Evaluation Area across all criteria for the cases self-
evaluated, based on the descriptions given in Template D.

® Social Work Inspection Agency (2009) Performance Improvement Handbook 2009-2010. Glasgow:
Social Work Inspection Agency.
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The same basic pattern is followed for Quality Indicators 4 & 5 covering

Evaluation Areas 6 t0 9. Here, however, C1 and C2 are collapsed into a single

recording template (C) as judgements are derived from a wide range of sources

many of which go beyond information from the adult protection cases themselves.

3. What is our capacity for improvement?

The final group of templates differs from those available for judgements for the

preceding nine Quality Indicator/Evaluation Area combinations. Evaluation Area 10

concerns the overall judgement on your interagency adult support and protection

activity.

F: Integration of judgements of individual quality indicators recorded in “E”
templates

G: Narrative summary of areas on which to build and improve

H: Improvement actions

There are three elements to the answer to this question.

1

In the light of the self-evaluation in Quality Indicator/Evaluation Areas 1-9 that
you have undertaken, what aspects of adult support and protection activity
met the quality standards set for your own service, and conversely, where is
improvement required? This information has been summarised in the nine

“E” templates provided above and can be entered in Template F.

Template G essentially requires a reflective view of the overall outcome and
production of a narrative describing how strengths may be built on and areas

in which improvement is required.

What action needs to be taken and by whom and within what timescale to
improve adult support and protection in the nine areas evaluated? Template G
simply signals the need for the narrative summary and provides a means of
recording this.

The narrative summary should also state what contextual aspects of the adult
support and protection service will facilitate improvement or act as barriers to

it. Such factors may include the explicit commitment of the agencies involved
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in supporting and developing the service as well as resource issues with
respect to funding. Reservations should be explicitly stated, e.g. resources
are insufficient to ensure improvements with respect to....etc. The judgement
of those responsible for making judgements on capacity for improvement
should be expressed in terms of the confidence in improvement being
achieved.

4 Template H provides for a listing of actions to be taken, timescales and who
is responsible.

4, Provenance of quality indicators and criteria

As noted above, the basis of the principal Quality Indicators and Evaluation Areas
derives directly from SWIA and HMIE Performance Management Frameworks recast
to reflect specific adult protection concerns, which in turn derive from three main

sources:

(a)  Scottish Government guidelines on the implementation of adult protection
legislation and policy

(b) A wide range of local, interagency operating procedures developed in
response to (a) and other statutory duties

(c) A wide range of research, particularly that undertaken in the Interagency

Collaboration in Adult Support and Protection in Scotland: Processes and

barriers study™," 2.

10 Hogg, J., Johnson, F., Daniel, B. & Ferguson, A. (2009) Interagency Collaboration in Adult Support
and Protection in Scotland: Processes and barriers. Volume 1: Main Report. Dundee: White Top
Research Unit: University of Dundee.

http://www.scotland.gov.uk/Topics/Health/care/adult-care-and-
support/leqgislation/Resources/Collaboration

" Hogg, J., Johnson, F., Daniel, B. & Ferguson, A. (2009) Interagency Collaboration in Adult Support
and Protection in Scotland: Processes and barriers. Volume 2: Recommendations. Dundee: White
Top Research Unit: University of Dundee.
http://www.scotland.gov.uk/Topics/Health/care/adult-care-and-
support/leqgislation/Resources/Interagency

12 Hogg, J., Johnson, F., Daniel, B. & Ferguson, A. (2009) Executive summary: Interagency
Collaboration in Adult Support and Protection in Scotland: Processes and barriers. Dundee: White
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5. A practical issue

The templates included are intended to illustrate possible ways of recording
judgements. In most cases several pages of such templates will be used. These
can be run off from the electronic version of the instrument or photocopied from the
hard copy. They may be electronically modified to change lay out or increase
recording space. There are no copyright restrictions.

Top Research Unit: University of Dundee.
http://www.scotland.gov.uk/Topics/Health/care/adult-care-and-support/legislation/Resources/summary
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6. Review process:

The planning group which initiated and guided the self-
evaluation should have responsibility for on-going review of the
implementation of the action plan. Reporting should be to the
relevant Adult Protection Committee and through the

independent convenor to the Chief Officer Group.

Both action plan and overall self-evaluation should in due

course inform the independent convenor’s biennial report.
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Appendix A: Leaflet for the adult who has been identified
as having been at risk of harm

This may be modified to meet the communication needs of
the person including the development of easy-read
formats.

This leaflet will give you
information on why we want to
look at your files
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Who Are We?

Adult Protection Committee makes sure that people get the
help they need when they need it and are protected from harm.

The Committee has representatives from:

social work

health

housing (if involved in the case)

police (if involved in the case)

voluntary sector (if involved in the case)

fire and safety service (if involved in the case)

plus other organisation e.g. The Care Commission; Procurator Fiscal's Office
(if involved in the case)

What are we doing?

Our job is to keep people from all kinds of harm — including physical harm by other
people, sexual harm, financial exploitation and neglect. One way we can improve
how we do this is to look carefully at the way in which we have supported people
who may have been harmed. To do this we look through all their records and talk
with them about how well they feel they have been protected.

Do we need your permission to look through your records?

We won'’t do this unless you have given us permission. To show you agree we will
ask you to sign a consent form. \We will only ask you do this after we have explained
more about what we will do. You should sign this only if you agree that we can
look at your records.

What if | don’t want my records to be looked at?
That is OK. If you do not sign the consent form we will not look at your records.
What will we look at?

We will look at files and records from services that may have supported you and
your family. These may be records made by:

the social work department

the police (if involved in the case)

the housing department (if involved in the case)

health services including your doctor

if you are attending college or receiving education, then your educational
records will be looked at
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What happens next?

You do not have to do anything. If you agree we will look at the files and decide
how we can improve the ways in which we protect people from harm in your area.

We will then write a report that will help us plan how we can support adults and
their families better in the future.

Questions

1.

Will my files be safe?

We will make sure that your files are kept safe and will only be looked at by
the team who will review the files. Then they will be kept in a secure and safe
locked cabinet and office at all times and will be returned promptly to whoever
provided them.

Will my name be used?

No! At no time will your name be used. No names or addresses will ever be
used or written down.

Why are you doing this?
By checking files we can look at what made a difference to you and other
people so we can make sure others get the same help.

If you did not get the help you needed we will find this out. This will help us
improve the help we give in future.

IF YOU WANT FURTHER INFORMATION PLEASE SPEAK TO THE PERSON
WHO GAVE YOU THIS LEAFLET
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Appendix B: Consent form for the adult who has been
identified as having been at risk of harm

Name of person:
Name of person’s principal representative:
Name of worker offering consent or refusal:

| agree / do not agree (delete as appropriate) to the review of my case
files held in respect of the support | may have received to protect me
from harm for the purpose of identifying areas of improvement in
services.

All information will be dealt with in the strictest confidence and with
sensitivity and neither myself nor my family or friends will be identified at
any stage. | have received the information leaflet explaining this and
understand what is going to happen.

Signed:
Printed name:
Date:

Worker:

Date:
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Appendix C: Leaflet and consent form for the
representative of the adult who has been identified as
having been at risk of harm

This leaflet will provide
information about the review
process which will be carried out
by [Name of Adult protection
Committee]
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The Adult Protection Committee is committed to improving services
for adults at risk of harm. One of the key areas for the committee is to make sure that
the support and work carried out by services is the best possible standard to protect
adults and their support families. In order to do this we plan to look at files and
records held by key services in cases where we have set out to protect adults from
alleged or actual harm. We may also ask to interview the person involved in the
case and yourself — though there is absolutely no obligation on your or them to
agree.

Purpose
The purpose of this work is to:

* identify where we can improve our services
* identify good work so we can build on this

We will not be reviewing the decisions and support made to protect the person you
represent.

Which Files?
The files we wish to look at will be:

* social work department adult protection files

records held by the police concerning the protection of the person you
represent (if involved in the case)

core health records relating to adult protection

any relevant housing records

any relevant records held by other agencies involved

educational records if relevant

Confidentiality

At all stages, details of the person and the case will be strictly confidential. At no
time will the person be identified in anything we write or report.

The files will be brought to a central office & will be securely stored and later
returned to the appropriate service. No-one other than the self-evaluation team
will have access to the files.
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Self-evaluation Teams
The self-evaluation teams will have representatives from:

the social work department

health services

the housing department (if involved in the case)
the police (if involved in the case)

voluntary sector

education if relevant

any other agency which may have been involved

Consent

We would like your agreement to self-evaluating the files held on the person you
represent in order to help us improve services for adults in:

. You will be given a form to sign if you agree to this. If you do not
agree we will not look at the files relating to the person you represent:

For further information please contact the person who contacted you regarding
this form.

| agree/disagree to you evaluating the files concerning the person |
represent.

Signed:
Printed name:
Date:

Worker:

Date:
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