Guardianship Process for New Applications 
	AMHP
	KCC 

Management

	Guardianship Register Administrator

	1

AMHP contacts AMHP Service to make referral for Guardianship
	      USERADDRESS  \* Caps  \* MERGEFORMAT 

 TITLE   \* MERGEFORMAT 

 TITLE   \* MERGEFORMAT 

 FILLIN   \* MERGEFORMAT 
	     

	2 

AMHP Shift Co-ordinator updates shift report and alerts AMHP Service Manager
	     
	     

	3

AMHP Service Manager contacts MH Social Care Service Manager to allocate to a Mixed Role AMHP ensuring there is no conflict-of-interest cc Guardianship mailbox 
	     
	     

	     
	4

MH Social Care Service Manager allocates to a Mixed Role AMHP
	     

	     
	     
	5
Administrator creates service user email subfolder and file on ASD MH shared drive

	     
	     
	6
Administrator notifies Assistant Director Countywide Services

	     
	7
Assistant Director Countywide Services nominates a Receiving Officer cc Guardianship mailbox
	     

	     
	     
	8
Administrator arranges panel and date for AMHP to deliver papers for Accepting Officer signature

	     
	9

Receiving Officer contacts AMHP to confirm timeline for scrutiny of papers and panel 
	      

	10

AMHP arranges Care Programme Approach Review meeting and informs Receiving Officer and Guardianship Administrator of date via generic mailbox
	     
	     

	11
AMHP assesses Service User with Responsible Clinician 
	     
	     

	12
AMHP emails draft Social Circumstances Report to their Service Manager to quality assure cc Guardianship mailbox
	     
	     

	     
	13
MH SC Service Manager reviews Social Circumstances Report and sends comments to AMHP via email and copies in Guardianship generic mailbox
	14
Administrator saves draft report to Service User folder

	15
AMHP makes changes if necessary and emails final version to Guardianship generic mailbox and MH SC Service Manager
	     
	16
Administrator saves report to Service User folder and deletes draft copy

	     
	17
Receiving Officer meets AMHP to scrutinise paperwork:

· MHA forms

· Social Circumstances Report
	     

	     
	18
Receiving Officer completes Scrutiny Form (If any errors prevent acceptance of application go back to No: 11)
	     

	     
	19
Receiving Officer emails Administrator all relevant documents for discussion at Panel
	     

	     
	     
	20
Administrator emails all panel members documents for panel one week in advance

	21
AMHP and MHSC Service Manager attend Guardianship Quality and Scrutiny Panel and presents case for Acceptance
	     
	     

	     
	     
	22

Administrator creates draft letters (see checklist of letters), saves in Service User file and gives copies to Receiving Officer

	     
	23

Receiving Officer quality assures letters
	24
Administrator updates register and emails to Assistant Director for sign off

	     
	     
	25
Administrator amends letters if necessary and emails to Accepting Officer

	     
	26

Accepting Officer checks register using validation information

Using the Form G2:

· Name

· Address

· Expiry date

· D.o.B.

Using the Social Circumstances Form:

· Name and contact details of all professionals

· Name and contact details of Nearest Relative and/or Carer

And clarifies expiry date of Guardianship
	     

	     
	27

Accepting Officer signs all documents:

· MHA Acceptance Form

· Letters

· Register 

and gives back to Administrator
	     

	
	28

Receiving Officer informs AMHP of Renewal by phone
	29

Administrator saves signed documents and deletes any draft copies 

	30
AMHP informs Service User of Guardianship and their rights
	     
	31
Administrator sends letters with enclosures by post and/or secure email (refer to Letter Checklist & guidance on safe use of email) 

	     
	     
	32
Administrator saves signed register in shared drive folder 

	     
	     
	33
Administrator adds Service User to Agenda of next Quality & Scrutiny Panel 

	     
	
	34
Administrator adds expiry dates and reminders to outlook calendars. These include: 

· At week 11 prior to expiry date request Assistant Director to appoint a Receiving Officer

· At week 10 prior to expiry date create letter (refer to Letter Checklist & guidance on safe use of email)

· Expiry date of Guardianship 

	     
	     
	35
Administrator creates a new folder for Service User in Shared drive for the next period of Guardianship

(renewal or discharge)

	     
	     
	36

Administrator arranges panel for next renewal period of Guardianship
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