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Practice Safeguarding Administrator

Reporting to:   Practice Safeguarding Officer.

Responsible to:	The Partners. 

Hours:   17.5 hours per week.

Salary: Dependant on experience

Role:  Practice Safeguarding Administrator
Job summary:
This job description is intended to give a broad overview of a developing role without being comprehensive.

The postholder will play a key role supporting the Practice Safeguarding Officer in all aspects of patient safeguarding, processing safeguarding concerns and maintaining an environment in which standards of governance and compliance are upheld. 

To escalate any concerns or support needed to the Practice Safeguarding Officer.

The postholder will be expected to maintain high standards of professionalism and accuracy, politeness and compassion in dealing with patients and agencies in respect of safeguarding concerns in line with Practice and NHS policies and procedures.
Job responsibilities:
· The post holder will carry out work as delegated to them by the Practice Safeguarding Officer to support the effective and timely delivery of the safeguarding within the Practice. This includes:

1. Safeguarding:
· To record all safeguarding information in accordance with Practice safeguarding policies.
· In conjunction with the Practice Safeguarding Officer, to handle requests for individual clinicians’ comments/reports, noting on every patient record to whom the request relates (i.e., including siblings and significant adults).
· To record details of information requested and by whom. 
· To record the identity of the GP to whom the request has been passed.
· To record the filing location of the information request received
· To send completed reports/referrals by clinicians, filing the original request and copy response in restricted access files.
· To log receipt of safeguarding case conference/meeting minutes as received on every patient record, to whom the information relates and to pass to the appropriate GP for acknowledgement, before filing in restricted access files.
· To log receipt of any other safeguarding correspondence on patient records, passing to the GP for instruction/acknowledgement. In liaison with the Practice Safeguarding Officer action any resulting tasks and filing the details in restricted access. 
· If requested by the Practice Safeguarding Officer to liaise with external agencies regarding safeguarding concerns e.g. social services.
· Ensuring that links to family members are noted within the appropriate clinical records as required.
· Update child protection status.  Find old safeguarding reports, remove and file the document.
· Completing Mutli Agency Referral Unit (MARU) referrals for clinicians. 
· Support colleagues with their safeguarding enquiries, where appropriate refer the enquiry to the Practice Safeguarding Officer.
2. Other Duties:
· Review deducted patient lists to retrieve any relevant safeguarding documents stored in the restricted access files for onward transmission. 
· Review and remove old safeguarding reports/documentation from the patient’s medical records where possible. File in a restricted file.
· Handling any ad hoc requests from GPs to contact other healthcare professionals and vice versa recording all queries made and replies received on the patient record as appropriate. Where appropriate refer the request to the Practice Safeguarding Officer.
· Review, action or reallocate tasks received from EMIS, clinic letters, emails or colleagues. This includes Emergency Department, Minor Injuries Unit and 111 reports. 
· Investigate concerns received and action as appropriate, updating the patient/agencies as required. 
· Coordinate and action requests such as patient profiles where asked to support. 
· Where able, liaise and support other teams where there is a cross over with Safeguarding. Where appropriate refer the request to the Practice Safeguarding Officer.
· Review under 18 did not attend (DNA) patients. 
· Update the follow up log within the safeguarding team.
3. Meetings:
· Where the Practice Safeguarding Officer is unable to attend, attend monthly significant event meetings to discuss any safeguarding information received. 
· Advise appropriate parties of planned attendance at meetings or the giving of apologies for non-attendance.
· Check availability for safeguarding related meetings, to include but not limited to strategy discussions, review of child protection, adult safeguarding, adult risk management (ARM) and Best interest Meetings (BIM). 

Confidentiality:
· In the course of seeking treatment, patients entrust us with, or allow us to gather, sensitive information in relation to their health and other matters. They do so in confidence and have the right to expect that staff will respect their privacy and act appropriately.
· In the performance of the duties outlined in this job description, the post-holder may have access to confidential information relating to patients and their carers, practice staff and other healthcare workers. They may also have access to information relating to the practice as a business organisation.  All such information from any source is to be regarded as strictly confidential.
· Information relating to patients, carers, colleagues, other healthcare workers or the business of the practice may only be divulged to authorised persons in accordance with the practice policies and procedures relating to confidentiality and the protection of personal and sensitive data.
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The post-holder will assist in promoting and maintaining their own and others’ health, safety and security as defined in the practice health and safety policy, the practice health and safety manual, and the practice infection control policy and published procedures. This will include:
· Using personal security systems within the workplace according to practice guidelines.
· Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks.
· Making effective use of training to update knowledge and skills.
· Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards.
· Actively reporting of health and safety hazards and infection hazards immediately when recognised.
· Keeping own work areas and general / patient areas generally clean, assisting in the maintenance of general standards of cleanliness consistent with the scope of the job holder’s role. 
· Undertaking periodic infection control training (minimum annually).
· Reporting potential risks identified.
Equality and diversity:
The post-holder will support the equality, diversity and rights of patients, carers, and colleagues, to include:
· Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies, and current legislation.
· Respecting the privacy, dignity, needs and beliefs of patients, carers, and colleagues.
· Behaving in a manner which is welcoming to and of the individual, is non-judgmental and respects their circumstances, feelings priorities and rights.
Personal/professional development:
The post-holder will participate in any training programme implemented by the practice as part of this employment, such training to include:
· Participation in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development.
· Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work.
Quality:
The post-holder will strive to maintain quality within the practice, and will:
· Alert other team members to issues of quality and risk.
· Assess own performance and take accountability for own actions, either directly or under supervision.
· Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance.
· Work effectively with individuals in other agencies to meet patients’ needs.
· Effectively manage own time, workload and resources.
Communication:
The post-holder should recognise the importance of effective communication within the team and will strive to:
· Communicate effectively with other team members.
· Communicate effectively with patients and carers.
· Recognise people’s needs for alternative methods of communication and respond accordingly.
Contribution to the implementation of services:
The post-holder will:
· Apply practice policies, standards and guidance
· Discuss with other members of the team how the policies, standards and guidelines will affect own work
· Participate in audit where appropriate

This list is not intended to be exhaustive, and you will be asked to undertake additional tasks commensurate with your role/grade.
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