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Pan-Berkshire Safeguarding Adults Policy and Procedures
Request for Amendment Form 
Policy, Procedure and Guidance
Purpose of this Form 
The Pan‑Berkshire Multi‑Agency Safeguarding Adults Policy and Procedures are kept under regular review by the Pan‑Berkshire Safeguarding Adults Policy & Procedures (P&P) Group. All amendments must be endorsed through the relevant safeguarding adults arrangements for Bracknell Forest, Reading, Royal Borough of Windsor & Maidenhead, Slough, Wokingham and West Berkshire prior to publication. 

Partners share responsibility for ensuring the Policies and Procedures remain accurate, lawful and reflective of good practice. This form should be used to submit evidence‑based proposals for amendments, updates or additions. 

Where possible, proposed amendments should be discussed with your organisation’s Safeguarding Lead before submission. Legal advice may be required for significant or complex changes. 

	Section 1: Requestor Details Information 

	Date of request 
	 

	Name 
	 

	Organisation 
	 

	Telephone 
	 

	Email 
	 



	Section 2: Type of Request 

	Please indicate the nature of your request: 
	☐ Update to existing policy/procedure/guidance 
☐ Addition of new content 


	If this is an update, please specify the section, page or paragraph reference: 
e.g. Section 6.3, Appendix 2, paragraph 4 
	 


 
	Section 3: Proposed Amendment 

	Please clearly set out: 
· the proposed change to wording; and 
· what is currently missing, unclear or inaccurate. 
(You may attach additional pages if required.) 
	


 
	Section 4: Rationale and Evidence 

	Please explain the reason for this amendment and provide supporting evidence where applicable, for example: 
· changes to legislation, statutory guidance or case law; 
· learning from Safeguarding Adults Reviews, audits or inspections; 
· changes to local or national processes; 
· identified risks or gaps in current arrangements. 

	



	Section 5: Additional Information (Optional) 

	Please include any further context or considerations that may assist the review of this request. 
	



	Section 6: Organisational Approval 

	Have you discussed this amendment with your organisation’s Safeguarding Lead? 
	☐ Yes 
☐ No 


	If no, please explain why: 
	



	Section 7: Submission 

	Please return the completed form to the appropriate contact for your area: 


	Area 
	Contact 
	Email 

	Slough 
	Barbara Jacobson
	safeguardingboards@slough.gov.uk 

	Bracknell Forest 
	Dave Phillips 
	Dave.phillips@bracknell‑forest.gov.uk  

	Reading 
	Lynne Mason 
	Readingsapb@reading.gov.uk 

	Royal Borough of Windsor & Maidenhead 
	Mark Fitzgerald
	Mark.fitzgerald@rbwm.gov.uk 

	West Berkshire 
	Mae Harris 
	Mae.harris2@westberks.gov.uk 

	Wokingham 
	Richard Woodley 
	Richard.woodley@wokingham.gov.uk 


 
What Happens Next 
The relevant Safeguarding Adults Board Business Unit will review the request with the P&P representative from your organisation. You may be contacted for clarification or further information as part of this process. The Business Unit will keep you informed of progress and will notify you of the decision, if you do not receive a timely response, please chase up. 
 
Thank you for supporting the continuous improvement of the Pan‑Berkshire Safeguarding Adults Policy and Procedures. 
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