Guardianship Admin Process for Discharge
Please note: This can happen at any time and not just at the point of expiry

Also, Guardianship must never be allowed to lapse
	AMHP, KMPT or Nearest Relative

	KCC Management
	Guardianship Register Administrator 

	1

AMHP or Responsible Clinician or Nearest Relative emails generic mailbox giving notification of discharge and enclosing:

· Letter by Responsible Clinician or Nearest Relative
	     
	     

	     
	     
	2
Administrator notifies Assistant Director Countywide Services

	     
	     
	3
Administrator creates draft letters (see Letter Checklist), saves in Service User file and gives copies to Assistant Director Countywide Services 

	     
	4
Assistant Director Countywide Services quality assures letters
	     

	     
	     
	5
Administrator makes any necessary changes and adds AD electronic signature and deletes any previous drafts

	     
	     
	6
Administrator sends letters with enclosure by post and/or secure email (refer to Letter Checklist & guidance on safe use of email)

	     
	7
Assistant Director Countywide Services validates register Using letter 
· From Responsible Clinician 
· Or Nearest Relative
And clarifies discharge date
	     

	     
	     
	8
Administrator adds AD electronic signature and saves in Register folder 

	     
	     
	9
Administrator adds Service User to Agenda of next Quality & Scrutiny Panel 

	     
	     
	10
Administrator moves Service User folder to Closed Cases folder

	     
	     
	11
Administrator updates Archiving spread sheet
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