ADULTS SAFEGUARDING BOOKINGS 
BUSINESS SUPPORT PROCEDURES 

Booking Your Meeting
· All adults meetings must be booked by the social worker using the link to the ‘Safeguarding Adults Minute-Taker Booking’ calendar. The link for this is https://outlook.office365.com/owa/calendar/SafeguardingAdultsMinuteTakerBooking@LBCamden.onmicrosoft.com/bookings/
· Once you have booked your meeting, you will receive a booking confirmation via email. Please note, once you have booked, the minute taker team will also be made aware of your booking and minute taker will be assigned to your meeting. 

Amending, Rescheduling or Cancelling Your Meeting
· Should you need to amend, reschedule or cancel your meeting, you can do this via your booking confirmation. 
· The Adults Safeguarding calendar is a very busy calendar and so if your meeting has been cancelled, please ensure you also cancel it via your booking so that it allows another social worker to book this slot. 
· Please note, if you need to make changes to your booking such as the client (Mosaic ID) and the timing of your meeting once you have your minute taker confirmed, please ensure that you change this information via your booking and also inform your minute taker as they would have already prepared for the meeting and should anything change, they will not be aware. 

Meeting and Minute Taker Rota 
· You will receive a rota prior to your meeting taking place which will inform you of your minute taker for your meeting is. Within this email you will be requested to send the following information:
1. Confirmation that the meeting is still going ahead and at what time.
2. The Mosaic ID for the Adult
3. Detail of the concern and any previous minutes if a Review
4. Name and email of expected attendees
5. The Microsoft Teams link to the meeting. 
· Please ensure that the above information is sent to your specified minute taker for your meeting at least an hour prior to your meeting. 
· Please note, if the minute taker does not receive the link or any information requested from yourselves at least an hour before the meeting, the minute taker will no longer be available for your meeting

Expected Attendees 
· It has also been agreed with Supporting People Service Manager Noel Geoghegan that safeguarding meetings that do not include more than four people (the Chair, Social Worker and two from the professional network will not be provided with a minute taker.
· However, please note should the client or family be present in the meeting, the above decision will not stand, and the minute taker will remain in the meeting. 

Booking Slot Unavailable / Contacts 
· If you are unable to book a minute taker due to there being no availability of slots, please ensure you email your request to safiye.dervis@camden.gov.uk and copying in her manager, Tina Bird tina.bird@camden.gov.uk who will look into the request and inform you whether there is minute taker availability. 
· Should there be no availability, your meeting will be added to the waiting list, and should there be a cancellation, freeing up a minute taker, it will be allocated to one. 
· Please do not send Tina Bird a calendar request for the meeting before notifying either her or Safiye via email. 



