Guardianship Letters Checklist for New Application 
	Letter 
	CC
	Enclosures 


	1 To Person
	AMHP
Responsible Clinician

	· Guardianship Leaflet

· Absent Without Leave Leaflet

· Independent Mental Health Advocate Leaflet

· MHRT Form

· Your Nearest Relative Leaflet

· Copy of letter 2 to Nearest Relative




	2 To Nearest Relative 


	Service User

AMHP


	· Guardianship Leaflet

· Absent Without Leave Leaflet

· Independent Mental Health Advocate Leaflet

· Your Nearest Relative Leaflet
· Discharge letter from Nearest Relative



	3 To Responsible Clinician


	AMHP
	· 4 Confirmation letter from RC 

· Discharge letter from RC 

· Guardianship Practice and Policy Guidance



	4 To KCC 
confirming role as Responsible Clinician


	Service User

Nearest Relative

AMHP


	

	5 To Manager of Residential Home

	AMHP


	· Guardianship Leaflet
· Absent Without Leave Leaflet
· Independent Mental Health Advocate Leaflet
· Mental Health Review Tribunal Application Form


Guardianship Letters Checklist for Transfer From Hospital to Guardianship
	Letter 
	CC
	Enclosures 



	6 To Person
	AMHP

Responsible Clinician


	· Guardianship Leaflet

· Absent Without Leave Leaflet

· Independent Mental Health Advocate Leaflet

· MHRT Form

· Your Nearest Relative Leaflet

· Copy of letter 2 to Nearest Relative




	7 To Nearest Relative 


	Service User

AMHP


	· Guardianship Leaflet

· Absent Without Leave Leaflet

· Independent Mental Health Advocate Leaflet

· Your Nearest Relative Leaflet

· Discharge letter from Nearest Relative



	3 To Responsible Clinician


	AMHP
	· 4 Confirmation letter from RC 

· Discharge letter from RC 

· Guardianship Practice and Policy Guidance



	4 To KCC confirming role as Responsible Clinician


	Service User

Nearest Relative

AMHP


	

	8 To Manager of Residential Home


	AMHP


	· Guardianship Leaflet

· Absent Without Leave Leaflet

· Independent Mental Health Advocate Leaflet

· Mental Health Review Tribunal Application Form


Guardianship Letters Checklist for Renewal
	Letter 
	CC
	Enclosures 



	9 To Responsible Clinician reminder of expiry

	Service User

Nearest Relative

AMHP


	· Mental Health Act G9 Form
· Letter of discharge by Responsible Clinician 



	10 To Person
	AMHP

Responsible Clinician

	· Guardianship Leaflet
· Absent Without Leave Leaflet
· Independent Mental Health Advocate Leaflet
· Your Nearest Relative Leaflet
· Mental Health Review Tribunal Application Form
· 11 Copy of letter to Nearest Relative


	11 To Nearest Relative

	Service User

AMHP


	· Guardianship Leaflet
· Absent Without Leave Leaflet
· Independent Mental Health Advocate Leaflet
· Your Nearest Relative Leaflet
· Discharge letter from Nearest Relative template


	12

To Responsible Clinician


	Service User

Nearest Relative

AMHP


	· 4 To Kent County Council confirming role as Responsible Clinician template
· Discharge letter from Responsible Clinician template

· Guardianship Policy and Practice Guidance


	13
To Manager of Residential Home

	AMHP


	· Guardianship Leaflet
· Absent Without Leave Leaflet
· Independent Mental Health Advocate Leaflet
· Mental Health Review Tribunal Application Form



Guardianship Letters Checklist for Monitoring 
	Letter 
	CC
	Enclosures 



	14 To Service Manager 
	AMHP


	


Guardianship Letters Checklist for Discharge 
	Letter 
	CC
	Enclosures 



	18 From Nearest Relative 


	
	

	19 From Responsible Clinician

	
	

	20  From Kent County Council confirming receipt

	 Service User

Responsible Clinician/

Nearest Relative
AMHP

Service Manger

Mental Health Act Administrator


	

	21 To Service User
	Responsible Clinician/

Nearest Relative

AMHP


	

	22 To Responsible Clinician requesting confirmation

	AMHP


	19 From Responsible Clinician

	23 From Responsible Clinician for prison
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