
EXTRA CARE – GUIDE AND CHECKLIST FOR SOCIAL WORKERS

                                 INTERNAL USE ONLY (LBH STAFF) 
 
	STEP 1: Prior to and during Initial Assessment and/or Review Visit 

	

	Is there a current Financial Assessment with contribution confirmed?

If No, trigger a financial assessment on Protocol or take application to visit. 

If an individual is unable to complete themselves or has no NOK to assist, contact Financial Assessment team to arrange a home visit.

Completion of the Financial Assessment early will support individuals understand the cost for them to live at Extra Care, to support decision making once agreed at Panel.

**Ascertain if there are any rent or care charge arrears – notify at panel**

	**Locata Application**

This needs to be completed prior to panel and flat cannot be approved if not completed nor can a definite decision be given.

Please do not refer Locata form completion to external volunteer organisations, they cannot assist, and this delays the process.

The Extra Care Locata form can be found in the Extra Care Shared Folder – please complete at time of assessment and/or review with as much detail as possible.

Please scan Extra Care Locata to Amy Humbley and Lettings



	**LPA and MCA discussion**  

Discussion with service user and family the importance of applying for LPA for those service users whose memory is declining. 

Complete an MCA or note on case notes individual has capacity on relinquishing an old tenancy and/or signing a new tenancy.


	**Extra Care Information at Assessment/Review ** Direct individuals to LBH website to view Extra Care brochure or provide printed copy. Video of schemes are also available here.

	Extra Care Panel Referral – Complete an Extra Care Panel Referral

Final Checklist:

· Has Financial Assessment been received by SU?
· Does SU require support completing financial assessment? If not, arrange for NOK to support and/or request Financial Assessment Team visit.
· Has Locata been completed and submitted? If not, please complete ASAP.
· Does the individual have capacity?

Confirmation of the above will be sought at Panel


	

	Step 2: Post Panel if Extra Care is approved – within 24 hours panel decision

	Phone call to SU/NOK – Notify of decision and confirm still happy to proceed.

Explain the Housing costs

Explain care charges/staffing presence costs – Separate to above and based on identified care needs within support plan and pending financial assessment outcome. 

	Make arrangements to view scheme – Contact or email scheme to arrange a viewing. 

Service User should be present, a supporter or family members are also able to attend at the same time.

Wheelchairs are not available on site and Extra care Team do not provide or arrange transport. Extra Care does not offer Saturday or evening viewings.

	Step 3: Post Viewing 48 -72 hours

	Phone call to SU/representative to ascertain if wish to proceed with Extra Care and accept flat viewed.

Notify Scheme Supervisor and cc Amy Humbley so next steps can be discussed


	Moving requirements – Have discussions around moving timeframes, support to pack up home and move, support to arrange any furnishings required.

Please note Housing staff and care staff do not assist with any of these tasks and flats are fitted with standard white goods only. 

Please ensure individuals are supported to order furniture (if necessary), pack and move furniture 

	**Financial Assessment**– Ascertain if Financial Assessment documentation received and/or returned – if not action as above.

	

	Cottesmore post viewing.  

· Speak with Amy Humbley to assist with application process

Cottesmore tenancies are with Guinness not LBH – process differs.

	Step 4: Once flat/scheme accepted

	Identify Notice periods: Ascertain notice period required and confirm sufficient notice to allow removal and pack up etc. Do not give notice at this time.

Extra Care sign up/move in preparation: Liaise with Extra care Scheme supervisor or Amy Humbley to arrange sign up and move in date in line with existing Tenancy end date.

Confirm Notice period: Notice period can been given once sign up and tenancy start date confirmed.
Support give notice if applicable. (Liaise with Amy Humbley if require clarity)

If an LBH property, 2 weeks’ notice can be provided – liaise with Amy Humbley if required.

	Financial Assessment – Follow up on Assessment outcome, if applicable.

	Furnishings: Confirm with individual and or representative details re moving items and packing. 

Are all essential items ordered and or available for move? 

Arrangements made or in process to move heavy items - White goods only are in flats.


	Consider OT and Telecare equipment (outside of pendent)  

Make necessary referrals

Flats are designed to meet the 'common' needs of tenants 


	

	Medequip moves (5 days’ notice, consider time specific appt) – responsibility on social worker and/or family

	Protocol SP - 'Staffing Presence Element’ & Flexi elements to Brokerage

This should be sent to Brokerage ideally 2 weeks before moving in date and activated before move in date.if not possible, please email CCS will propose care plan and tasks.

	Target: 6 - 8 weeks after panel decision

	

	Tenancy sign takes place – usually a Thursday or a Friday
Items can be delivered, unpacked and built once tenancy signed – individual move in on tenancy start date only.

	MOVE IN DATE – LBH Tenancies start on a Monday

	

	

	Other reminders 
	Give notice to existing care provider, if applicable

	SU to bring 4 weeks medication 

	Advise individual and/or family representative to change addresses (i.e. via Post Office) & choose new utilities (i.e. cable TV) 

Take utilities readings from old property (if applicable)

	Book post-admission – Courtesy call within 48 hours of move in to ensure all well with move and complete review in satisfactory timeframe.






