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COMPLETING THE 

‘SAFEGUARDING MONITORING FORM’
GUIDANCE FOR COMMISSIONED SERVICE PROVIDERS

DECEMBER 2017


THE PURPOSE OF THE FORM 
1.1 The purpose of the form is to act as a declaration/acknowledgment by the commissioned Provider that they have during the monitoring period concerned, ensured their organisations’ safeguarding processes and systems are up to date and where relevant they have informed the Council (via their appointed Council Contract Manager or LADO (Local Area Designated Officer)) of any safeguarding issues that have arisen related to those services that the Provider has been commissioned to deliver on behalf of the Council.

1.2 This completed Safeguarding Monitoring Form is used by the Council to demonstrate to its auditors that this is one way we are carrying out safeguarding checks on the Providers we commission to deliver services.   
HOW THE INFORMATION IS SHARED/STORED
1.3 Once this form has been completed and returned to Children and Young People, Strategy and Commissioning it is stored electronically in a restricted file which only the Council Contract Managers have access to view.  The team then alerts the Contract Manager when this Safeguarding Monitoring Form has been received by the Provider so they can check its contents and contact the Provider with any clarifications/further actions where necessary. 
1.4 The team have full editor access to this file as they are the administrators of the monitoring process (of distributing and collecting monitoring forms) and every member has signed a confidentiality agreement to treat the information they handle as confidential and in accordance with Data Protection principles.   
COMPLETING THE MONITORING FORM

This next section will give details of how to complete the Monitoring Form
	Section
	Details 

	A 
	Enter your organisation and designated Safeguarding Officer here.


	B1
	Single Central Record

It is now a requirement that commissioned Providers should hold a Single Central Record of all their staff’s details who are delivering services on behalf of the Council.  A template has been provided for organisations to use which contains all the details of individual staff we would be auditing as part of the Council’s contract monitoring processes.

The organisation holds and owns the Single Central Record, the Council does not require a copy of it but we will want to see it is being kept complete and up to date when we carry out the audit.  The minimum audit period will be annually.
On this Safeguarding Monitoring Form we want to know that you have checked that the Single Central Record is currently up to date and if there are gaps in the record what action your organisation is taking to rectify this. 

       

	B2
	New employee/Volunteers/Agency Staff pending a DBS check
If your organisation recruits a new member of staff, volunteer or agency staff assigned to work on the service commissioned by the Council without a current DBS in place, you must contact your Contract Manager and make them aware of this.  Please make a note of this in this section of the Safeguarding Monitoring Form; we do not require any personally identifiable details on the form.
Once we have this information we may check with you that you have put adequate safeguarding measures in place with this member of staff until the DBS check has been received (depending on the work they are assigned to do during this pending period). 

If your organisation decides to use an existing DBS certificate from a previous employer/work for example, the organisation must check whether the individual is registered with the DBS Update Service and seek their permission to carry out an on line check to view whether it is up to date.    If they are not registered with the Update Service then the employee should be asked to complete the Safeguarding Declaration Form.


	B3
	Positive DBS Disclosures
If your organisation receives a positive DBS disclosure on a member of staff, volunteer or agency staff assigned to work on the service commissioned by the Council, you must follow and action the process as stated in the ‘Guidance for managing positive criminal records bureau disclosure’.
The Provider is also required to make a note of this positive disclosure in this section of the Safeguarding Monitoring Form as a record of when they received the positive disclosure, to who they reported it to at the Council (contract manager or LADO).  We also want you to give brief details of the status of managing this positive disclosure.  Again all details required here are not personally identifiable.
 

	B4

	Complaints/Allegations 
The principles here are essentially the same as stated in B3.  If you receive a complaint or allegation against a member of staff, volunteer or agency staff assigned to the service commissioned by the Council you should seek the advice of your Council Contract Manager or LADO where appropriate. For further advice and guidance on Managing Allegations against Professionals. 
The Provider is also required to make a note of when the complaint/allegation was received and to whom it was reported to at the Council.  Again all details given here are not personally identifiable.

 

	C1
	Safeguarding Audit

The appointed Council Contract manager to you should have arranged a date to carry out a safeguarding audit in the next 12 months.  Please give the date here if this has already been organised.  If not we will ensure the Contract Manager contacts you asap.

 

	C2
	Other Safeguarding Issues

If you have any other safeguarding issues to report to the Council not covered in this form please note it in this section.



	C3
	Feedback

We are always looking to improve our processes, so if you have any comments about this form or any particular section, please note it in this section.
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