The contact number for any problems or queries relating to Safeguard is 01384 321675  – Clinical Governance, St Johns House.

To access Safeguard, please go to the intranet:
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Please click the link on the right hand side of the page “online incident reporting” 
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Click “go to safeguard” 

This screen will then appear, when logging into Safeguard use the username and password you use to log onto your PC each morning.
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You will be presented with the main menu. Click on “Enter an Incident”
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You are now at the incident login form.  Any field in yellow is mandatory and must be filled in order to submit an incident. The form is split into different headings. 

· The first section is for the details of the person completing the form.  This is automatically filled in.
· The second section is for “What happened and When” This section has a number of mandatory fields that are necessary for reporting purposes and holds the types and causes of the incident.  These lists may change in time to reflect the requirements of users and for onward reporting to various government bodies.  Please do not use any names in the section where you describe what happened – use initials for staff and NHS numbers for patients.  There is a section below specifically for that information and it does not go outside the organisation.
· The third section deals with any outcomes or immediate actions taken.  Quite often an incident being reported has been resolved prior to being logged or it may be a serious incident which requires reporting to a government body and they will want to know what has happened so far. There are government guidelines defining serious incidents and detailing the actions required which can be found on the main page where you log into Safeguard Incident reporting.
· The fourth section deals with the details of the people involved in the incident.  It may be that no one was involved and the incident involves a device which is also recorded in this section.  This is straight forward.
· The fifth section deals with risk assessment.  Every incident has to be assessed for both the actual risk and the potential risk.  It maybe that you have experienced a near miss and have been lucky with the outcome so the actual risk is low to the patient however under other circumstances the outcome could have been very different and action needs to be taken to mitigate the risk.
· The sixth section deals with medication.  If medication was a factor of the incident then click on Yes and screen will open up to allow you to record the information.
· The seventh section deals with medical devices.  Again if one is involved in the incident by clicking on Yes the form will expand and you fill the details here.
· The eighth section is where any witness statements are recorded if required.
· Finally the ninth section contains notification if Police were involved (by clicking on Yes) and crime number relating to the call

What happens next?

All incidents are monitored and escalated if needed to the relevant manager.  It maybe that more information is required relating to the incident in which case you will be notified.  Serious Incidents will be escalated and managed by both the Line Manager of the area where the incident occurred and the administrators of Safeguard.  

All the data will monitored for trends in reporting to identify areas for improvement and to mitigate potential Serious Incidents.  
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