Please use the following headings when creating an ‘action plan’ in protocol for referring to the Occupational Therapy Team:

(please cut and paste headings into your action plan referral)

What are the client's main disability/impairment/illness?

What are the specific OT needs (difficulties)? 

What has changed/why is this a problem now?

What are the risks?

Is it urgent and can the need be managed in the short term? 

------------------------------------------------------------------------------------------------

Please consider the following before making your referral:

Very urgent referrals:
Please try and discuss these with the OT manager to help ensure we get the information we need to process the referral efficiently.

Is the referral related to poor mobility and falls?:
Have you considered making a referral to physiotherapy at the Community Adult Rehabilitation Service (CARS)?  Has the resident been medically reviewed to determine any underlying medical issues? If mobility and falls are the primary concern this is the most appropriate service. They can also order simple equipment eg for transfers off bed, chair, toilet. 

Does your client have rehab potential?
If so please refer to the Community Adult Rehabilitation Service (CARS) which have physiotherapists and OTs to assess.

Is it for moving and handling?:
If there is a care agency involved please ask them to complete our moving and handling information form and/or to send a copy of their most recent moving and handling risk assessment to support your referral to OT. 

Is it for a hospital bed or bed rails?
Please check if the District Nursing service is involved, if they are then please refer the need to them to assess.

Is your client known to Mental Health Services?:
Please check if they are known to the Community MH OT Team/Woodlands, as they are able to order simple equipment and make recommendations for minor and major adaptations.

Is it a hospital discharge?: 
Hillingdon Hospital & Mt. Vernon OTs: can order all essential equipment required for discharge.  They can also make recommendations for major and minor adaptations.  Recommendations for adaptations can be forwarded to HSCD to progress.  If there is an allocated SW they should make the referral and send an action plan to the OT intake tray.  Please obtain the hospital OTs assessment and relevant document: Major adaptations - MA1 form. Minor Adaptations MA2 form, diagram and photographs.

Out of borough OTs (inc Harefield Hospital): to provide as much information as possible regarding the recommendations they are making.  When needed the duty OT manager can support admin to determine which equipment on TCES they can order for the hospital OT.  The hospital OT needs to send an accompanying OT report to support their recommendations.

Are you making a referral to OT for Major Adaptations?:
If the request is for major adaptations and the client lives in an owner occupied property, housing association or privately rented property, then a referral to OT cannot be progressed until the Disabled Facilities Grant (DFG) financial assessment form has been completed.  On your request, the adaptations admin team will send out a DFG pack to your client.  Please email their mailbox  adaptations@hillingdon.gov.uk with the client's name and address (plus protocol ID). You also need to log a case note on protocol that you have requested for a DFG pack to be sent out.

The DFG pack will be sent out within 1 working day. The finance team will update protocol with a case note on the outcome of the financial assessment. The client will be notified of the outcome. If the client is financially eligible for a DFG and wants to proceed, then you may refer the client to the OT Team. If you have closed the case before this is completed, please advise your client to contact HSCD to refer themselves once they receive their notification letter.

For clients living in council accommodation, there is no need for a financial assessment and you can proceed with referral to the ‘Major Adaptations intake’ tray.

For clients living in privately rented property please ensure they have obtained verbal agreement from their landlord to proceed with a request for adaptations in their property. 

Is it for Minor Adaptations (MA2s)?:
Minor adaptations are small works that cost no more than £1000. They are not means tested. They can include half steps and galvanised rails at an entrance or changing taps. For clients living in privately rented property please ensure they have obtained verbal agreement from their landlord to proceed with a request for adaptations in their property.

Do you need Equipment to be transferred?
Within borough: You or your admin can raise the ‘equipment transfer’ function on TCES.  It does not need to come to OT.
Out of borough: along with your referral to the LA they are moving to we would suggest that you send along the most recent OT assessment recommending what equipment is needed.  You would then need to raise a collection regarding their LBH equipment prior to them moving out of borough.
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