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GUIDANCE NOTES FOR COMPLETING THE SAFEGUARDING
ADULTS CONCERN FORM
Introduction 

The Herefordshire adult concern form can be used by anyone to begin the adult safeguarding process. The form should be used to record any specific concerns or incidents that relate directly to the care or welfare of an adult who has care and support needs (whether or not they are currently receiving services from the Local Authority)

The form should only be completed in respect of the Adult. It is not to be used to outline generalised non-specific concerns that would normally be addressed through routine social or care work processes. 

Completion of the CONCERN FORM must not delay immediate action being taken where necessary to ensure the safety of the adult. 
Section 1 – The Adult 

This section is for you to tell us who you are concerned about, it is important to complete as much identification information as possible as this will help ensure that the correct adult is identified. Please ensure all sections highlighted as mandatory are completed. If you are unsure then please tick the box you feel matches most closely the adult you are raising the concern about. 

Section 2 – Mental Capacity 

It is important we know if the adult is aware or not that a concern has been raised and whether they have sufficient understanding to have agreed to it; in other words whether or not they have the capacity to understand the information given to them in relation to this concern. This section is therefore mandatory. 

A lack of capacity does not prevent action being taken to protect an adult from abuse or exploitation and a concern can be raised without their consent however you must state clearly on the form your reasons for doing this. 

The law says someone lacking capacity cannot do one or more of the following four things: 

 Understand information given to them 

 Retain that information long enough to be able to make a decision 

 Weigh up the information available to make a decision 

 Communicate their decision. 

It is important to remember that you are being asked only about the person’s capacity in relation this concern and their understanding of it. 

Advocacy and the duty to involve 

Local authorities must involve people in decisions made about them and their care and support. No matter how complex a person’s needs, local authorities are required to help people express their wishes and feelings, support them in weighing up their options, and assist them in making their own decisions. The advocacy duty applies from the point of first contact with the local authority and at any subsequent stage of the assessment, planning, care review, safeguarding enquiry or safeguarding adult review. In order to ensure an adult is enabled to participate in the safeguarding process as fully as possible, it is important to understand the likelihood of the need for advocacy at the earliest point possible, therefore this section is mandatory.

To ensure the adult’s views are held central to the safeguarding process and that their involvement is maximised, it is important to identify the outcomes that the adult wishes to achieve by confirming their consent and views.

Section 3 – Current Situation and Details of incidents/concerns being raised

This section of the form is critical to identify if the adult or other people remain at risk. In this section it is important to state the actual risk, not unspecified vulnerability – i.e. the risk stated must relate directly to the specific concern that has instigated the completion of the concern form. 

Body Chart Completion 

Where appropriate, please fill in the body chart. If you are completing the form electronically you can mark the appropriate area by selecting the straight line tool located in “Shapes” on the word tool bar.

Doctor Informed 

Please use these boxes to identify whether or not these actions have been taken. 

Are any other professionals involved in this concern? 

Identify which other people (professionals and others) have been made aware of the concern or incident(s), please list names, roles and any reference number.

Details of the concern being raised

This section is for telling us the main reason for the concern and needs to be a factual account or recording of the incident or event. It is important here to specify fact not opinion and will include observations stated by direct witnesses, the adult, the location, time, date and anyone who was involved.

Type of Abuse:

This section is mandatory and more than one box may be ticked. The main forms of abuse are defined as follows: 

Physical abuse - including hitting, slapping, pushing, kicking, misuse of medication, restraint, or inappropriate sanctions 

Psychological and Emotional abuse - including emotional abuse, threats of harm or abandonment, deprivation of contact, humiliation, blaming, controlling, intimidation, coercion, harassment, verbal abuse, isolation or withdrawal from services or supportive networks 

Financial and Material abuse - including theft, fraud, exploitation, pressure in connection with wills, property or inheritance or financial transactions, or the misuse or misappropriation of property, possessions or benefits; 

Organisational – Neglect and poor professional practice. This may take the form of isolated incidents of poor or unsatisfactory professional practice, at one end of the spectrum, through to pervasive ill treatment or gross misconduct at the other. Repeated instances of poor care may be an indication of more serious problems.

Sexual abuse - including rape and sexual assault or sexual acts to which the Vulnerable Adult has not consented, or could not consent or was pressured into consenting.

Neglect and Omission - including ignoring medical or physical care needs, failure to provide access to appropriate health, social care or educational services, the withholding of the necessities of life, such as medication, adequate nutrition and heating.

Discriminatory abuse - including abuse based on a person’s race, sex, disability, faith, sexual orientation, or age, other forms of harassment, slurs or similar treatment or hate crime/hate incident.

Domestic Abuse – an incident of controlling, coercive or threatening behaviour, violence or abuse between people that are or have been intimate partners or family members. This is regardless of gender or sexuality.

Self-Neglect - This covers a wide range of behaviour neglecting to care for one’s personal hygiene, health or surroundings and includes behaviour such as hoarding. It should be noted that self-neglect may not prompt a section 42 enquiry. An assessment should be made on a case by case basis. A decision on whether a response is required under safeguarding will depend on the adult’s ability to protect themselves by controlling their own behaviour. There may come a point when they are no longer able to do this, without external support.

Sexual Exploitation – Sexual exploitation is a form of sexual abuse where individuals are sexually exploited for money, power or status. It can involve violent, humiliating and degrading sexual assaults. In some cases, individuals are persuaded or forced into exchanging sexual activity for money, drugs, gifts, affection or status. Sexual exploitation doesn't always involve physical contact and can happen online.

Modern Slavery – this encompasses slavery, servitude, forced and compulsory labour and human trafficking. Traffickers and slave drivers coerce, deceive and force individuals against their will into a life of abuse, servitude and inhumane treatment. 

Source of Concern 

This section is mandatory and more than one box may be ticked. Please select the box that most closely matches your description. 

Wye Valley Trust – Acute are those staff based within the County hospital 

Wye Valley Trust – Community are staff based within the community, such as District Nurses, and those staff working in community hospitals 

Health other should be used by those staff who are health workers, but not part of the WVT/2gether, such as staff working for Nuffield Trust 

Abuse Setting 


This section is mandatory and more than one box may be ticked. You should choose the description that most closely matches where the alleged/suspected or witnessed abuse has taken place.

Section 4 

It is important that we are aware of any adults or children the person who is the subject of this concern may be a carer for and what arrangements if any have been put in place to ensure they are not at risk. 

If your concern is about a child or young person, please contact the Multi-agency Safeguarding Hub (MASH) on 01432 260800.

Section 5 – Details of Main Carer Please use this section to let us know if the person has a main carer and whether they are aware of this concern. Please note it is not always appropriate that a carer should know about the concern and information should not be passed on without the person’s consent unless there is significant reason to do so. 

Section 6 – Details of the potential source of risk 

In this section you should give as much detail as possible about the potential source of risk you believe have been involved specifically in the incident or concern described in the concern. It is important that any person named is as a direct consequence of the specific allegation. Please do not enter information that is the result of speculation. In any incidents where the potential source of risk is a member of staff or lives with the alleged victim, please ensure this information is provided 

Section 7 – Person raising the concern 

This section is for the person raising the concern to complete their details. This part of the form should identify who this person is, and contact information so that further information can be obtained if required. 

Please note professionals raising a concern are not entitled to anonymity.
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