GUIDANCE ON COMPLETION OF THE PROPOSED WEST LONDON REFERRAL/ ASSESSMENT FORM

The primary aim of the referral and assessment form is to reduce the number of different forms used by local authorities and providers within the West London region and to facilitate access to a range of accommodation and housing related support services by using one universal form where possible. At present referring agencies and applicant have to complete a number of forms which undertake a variety of roles, which can cause confusion and duplication of work for officers and applicants alike.

The principle of this form is based on the Single Assessment Process for Older Persons, where an applicant should only have to explain their circumstances once, and that the completed form should become a ‘passport’ for referrals to relevant services within a local area, and with other relevant forms completed by professionals such as Probation Officers, Social Workers and housing workers, this should reduce the bureaucracy and waiting times of applicants being considered for housing related services as the same ‘batch’ of information can be used for multiple service referrals for housing related options.  

The form can be used by a number of agencies for a number of reasons depending upon the agreed use within the respective Council, so for example LBH&F may use the form for referrals to supported housing, floating support and social housing, whilst RBKC may use this form for referrals for floating support and supported accommodation only. It is imperative that non-Council officers using the form are aware of the respective Council usage, and should contact their relevant Council contacts for clarification and advice prior to making a referral. It is for each Council to set the rules for the form’s usage, e.g. whether voluntary agencies will be able to use the form for referral or whether an in-house team completes assessments. 

The form is broken down into a number of sections to collate information on the support needs of an applicant, which will help Council Officers to consider applicant level of needs, prioritisation of applicants and suitability for available services and housing options within a local area. It is therefore imperative that the completing Officer provides as much information on the assessment form, and where possible provide and/or additional reports before referring cases on to services. 

The questions should not be seen as a definitive list, as whilst assessing you may wish to ask additional questions to the applicant, where there may be concerns or where there is conflicting information from additional documentation provided as part of the referral. 
If the applicant refuses to provide all information required, it should be explained that no assistance will be provided until such time that all information has been provided and collated, and the Council can make an assessment of both need and risk. The assessing officer should assure the applicant that the intention is to help and get an understanding of their needs rather than to find a way of denying access to services, however the relevant Council must take into consideration of the needs of applicants already in services such as supported accommodation, and possible problems that may occur as the result of an inappropriate placement. 

Assessing officers should take a holistic view whilst assessing the applicant, as it may be that signposting applicant to other services may meet their support needs, or assist them in the long term as well as considering them for accommodation and support services available through the Council Team to which the applicant is being assessed for.

Reason for Referral & Referrer Details:

The first section of the form ensures that the reason for referral is detailed and the referral is being sent to the correct Council. There will be a mixture of agencies and officers completing this form, both statutory and voluntary and it is important that the referrer completing the assessment sends the form to the correct Council and for the designated reason. 

In terms of which Council to refer to, if you are not a Council Officer you can only refer to the Council that your service is located within. If you wish for an applicant to be considered for a service in another Borough within West London, you still must initially refer the applicant to your local Council. In many cases where cross Borough referrals occur, Councils may need to negotiate about move-on options before consideration of initial placement. 

The question ‘For which service is this applicant being referred for?’ is a core question, as some Councils may pass the forms to different sections for different services, e.g. in RBKC referrals for Floating Support will be passed direct to a specific panel for decision, whilst supported accommodation referrals will be passed to the relevant officer in the Housing Needs Department, therefore should a referrer have any confusion over which is the most appropriate service, they should contact their local Council contact to discuss further. 
The referrer will also need to add their details, so should further information be required, the relevant Council has a contact to progress the referral.
Applicant Details:

This section requests the basic information details, such as name, DOB and National Insurance number. Although most of the clients referred are likely to be single or on occasion couples for some services, it is important to note any families members that are permanently resident in the household, for example in terms of floating support, whilst the applicant maybe the tenant, it is important to note the rest of the household as they may be the person that needs support and/or putting the tenancy at risk. It may also be a single applicant is referred for supported housing but may access to children, which may mean that the applicant is considered for self contained rather than shared accommodation to allow family visits.  

The housing history provides detailed information on where applicants have lived. It is imperative that 5 years housing history is collected as some Councils require proof of residency to consider in their priority assessments for services. The housing history also provides additional information on where applicants have lived, possible triggers why they are losing accommodation and may stop inappropriate referrals to supported accommodation/services where the applicant may be excluded for previous accommodation loss.

The questions regarding information about previous/current homeless and housing register application is important in ensuring that the relevant officer updates other sections/services about the possible accommodation options that may occur after the assessment has been completed and a decision taken on whether to assist.

In terms of the applicant’s aspirations, whilst it is important to record information, it is also important that the assessing officer advises, in some cases challenges where the applicant has unrealistic accommodation wishes. It is important to be clear on the options available and if the applicant is not interested, then a decision should be made whether to continue at this time.

The question regarding date required to leave accommodation will assist in prioritising applicants for potential services, and proof will be required such as NTQ/ Court papers or letter from current accommodation provider. 

Applicant Legal Status:

This section allows for recording of information regarding legal status. Some applicants may be referred without legal status, and not able to claim benefits, therefore it is imperative that persons without full status are recorded in this section. This may reduce some housing/service options as a result, or may require assessing officers to ensure that funding, e.g. S.21 National Assistance Act is in place prior to any referrals to suitable services. 

Equal Opportunities:

This section records ethnic origin and disability information, which will assist in recording statistical information to ensure that the relevant Boroughs are assessing and assisting members from all sections of the local population.

Employment/Training History:

The information collected in this section will provide useful information to receiving providers, in creating support plans, and the more general drive to assist clients with increasing their employment and/or education opportunities. There are sufficient agencies within the West London region who have experience in assisting vulnerable applicants back into the workplace with increased skills and support, and this could be part of the referral process for applicants as part of a more holistic approach to assisting such persons, especially when directly asking the applicant about what their future aspirations in this area.

Applicant Income:

This requires basic collection of financial information, but the assessing officer will need to see proof documents of the benefits/wage slips to ensure verification of entitlement. It may also be appropriate to discuss any financial concerns that the applicant may have, including debt as again this assessment should be able to allow for signposting to relevant services such as debt agencies and CAB for the applicant to see independent specialist advice.

Applicant Support Network

This section contains a list of professionals that are common amongst the applicants referred within homeless services. It is important to ask whether the applicant is currently working/registered with the professionals listed, e.g. the applicant may have had a Probation Officer but is no longer under licence and is not required to attend meetings with this professional, so this can be recorded in the last contact date box. If there is no next contact date, then it is to be considered that the applicant no longer has contact with the professional, therefore if an applicant is still open to e.g. Probation but no new date has been arranged, please enter ’TBA’ so that it is possible to identify active and historical involvement with different professionals. However being aware of current and historical professionals will allow for information requests about aspects of the applicant to build up a better historical and current picture of needs.

The aim also is that all current professionals can be made aware of the assessment process, and to include their knowledge and advice on suitable options, as well as increasing ownership amongst such professionals. The applicant should be made aware that professionals may be contacted for additional information as part of the assessment process.

Support Needs Assessment

This section contains a tick box to the identified support needs of the applicant. It is important that for each box that is ticked, additional evidence is provided to show assessed/actual support needs rather than opinions of the applicant and/or their advocates. This will include providing additional information in the assessment form,   but equally important will be the supplementary evidence provided along with this completed form to give an overview of the applicant’s support needs, as well as the support in place to meet the needs including informal and formal support networks. The supplementary evidence is paramount in allowing the relevant Council to be able to identify suitable options and in some cases broker access to placements and services with providers who may not necessarily accept the applicant.  

Assessment of Daily Living Skills 

This section is to ascertain the applicant’s level of ability in completing daily living skills. The assessing officer will need to ensure that from the assessment that a score can be given for the applicant’s ability or inability to undertake basic activities, so as to assist in reaching an overall needs score, as well as identifying individual support needs for providers to ‘target’ as part of their ongoing support plans whilst placed in their projects. The assessing officer will need to score against the individual’s ability to complete the following tasks.


Each skill of daily living is scored on a scale of 1 to 5 according to the applicant’s ability:
As a prompt to assist in assessing this section, the assessing officer may wish to ask the applicant:

· Does the applicant experience any difficulties with their personal care routine?

· Does this differ between when the applicant is well and unwell?

· This would include

· Personal hygiene

· Care in appearance – clothes and grooming

· Eating and sleeping habits

· Are they able to perform the following tasks independently, or do they experience difficulties with them. Who assists them with these tasks?

· Shopping, Cooking, Laundry

· Domestic cleaning

· Childcare (if appropriate) – does a referral need to be made to children’s services?

· Budgeting/Managing finances

· Does the applicant have difficulty talking with the following types of people?

· Partner, family, friends, casual acquaintances, strangers

Based on the assessment undertaken, a series of scores from 1 – 5 for each daily living activity is created. The total score is not calculated automatically and it is still up to the assessing officer to add a total score. Some Councils have pre-assessed the supported housing stock and other services within their locality and using a similar process to banding for general needs social housing, will identify options that match the assessment matrix score for daily living activities. For example in RBKC, all supported accommodation has been pre-assessed with a score of 1-5, 1 being low support, 3 being medium and 5 being high support. The overall Total Needs score will assist in a matching process for the applicant with suitable housing options, although other aspects of the assessment form will be taken into consideration to ascertain whether an applicant will be suitable for a particular vacancy.

The assessing officer has therefore some discretion when making the Total Score and must take into consideration the individual circumstances of the applicant. For example, an applicant may score all Level 2’s (able with light support/supervision) apart from Medication, which the applicant scores Level 5 (unable/has no skill). Therefore the well being of the applicant is based on a service where there is regular monitoring of medication, which could be a residential care home or high support environment as the placement is likely to break down if the supported housing provider is not qualified or able to actively monitor medication. However whilst it is noted that the applicant has poor medication skills, there is a CPN in place and the applicant is under enhanced CPA, therefore the risks are greatly reduced as there is a formal support network in place, which means that the score is likely to be lower as a result of support being in place prior to consideration of placement options. This is where the importance of additional information being sent with the assessment form so an overall view of the applicant, and the support/care packages already in place, making it easier to broker placements and services for applicants. 

Support Services Required 
The support services required groups relate to the Supporting People client groups, which will assist in recording purposes for commissioning services. All client groups are repeated in the primary and secondary category groups. There is one primary and up to three secondary categories, the completing officer should add at least the primary category and preferably as many of the secondary categories as possible. 

Substance Use section:  

This section requires additional information on current and historical usage of substances including alcohol, illicit drugs and prescribed medication. It is imperative that whoever is completing this section collates correct information as this may effect possible service options, which may be suitable to applicants who are both clean and dry, and for those using substances. Whilst an applicant may be clean and dry, it is important to know if there has been a history of substance use as this could prevent accommodation services being offered which may trigger relapse situations. 

Information will also need to be sought on how substances were/are used; and how much was/is spent and how the applicant financed the purchasing of substances. This may have an effect upon providers accepting applicants, e.g. applicants continually begging in certain areas, which providers are more responsible for under Local Area Agreements within SP contracts as well as being a stakeholder in local community safety matters.  

There are additional questions to gain further information on previous treatment undertaken, and current need for treatment, as it may be that the applicant would be better suited to progressing with treatment options and being referred for accommodation/support assistance when treatment is nearing completion as this may increase possible options. 

There is additional section to obtaining the applicant’s attitude towards substance use, which will be able to give insight into again possible options, especially for applicants that are continuing to use substances and are not interested/ engaging with professional services, as they may be able to access some services through certain supported housing units, which have access to specialist substance use workers.

Physical Health Section:

The assessing officer will need to assess the applicant for any current and historical physical health problems, which can include physical disability. The officer will need to consider if the applicant has been diagnosed or is being treated for particular physical health problems. This can include contacting the applicant’s GP to verify the health conditions and assessing the severity of the conditions. The Officer should only ask when the applicant last saw professionals such as GP in terms of their health conditions. In terms of some illnesses, such as HIV, proof of diagnosis will be required, if it is not on the housing file.

The officer will also need to ask the applicant if he/she has any mobility problems, which restricts housing and service options. This could include number of steps/stairs able to climb, can/cannot use a lift, or requires specific aids and/or adaptations that assist independent living. Again evidence will be required and it may be worth referring the applicant to local Occupational Therapy services if no such assessment has been undertaken in the past. 

Mental Health section:

The referrer will need to assess current and historical history of mental health problems. Whilst an applicant may report mental health problems, it is important to gather as much information as possible and where possible to obtain professional information to verify diagnosis and obtain treatment information. In some cases, there may already be professional input and information such as CPA and psychiatric reports are able to assist, however in some cases, applicants may not have any previous engagement with such services as this may be their first breakdown/ awareness of mental health problems. 

In particular the section asking the applicant’s attitude will be important, as it may be that an applicant does not believe they have a MH problem but are diagnosed as paranoid schizophrenic and may have very perceived ideas about what options they want. It is imperative that assessing officers explain options to the applicant to manage expectations as the earliest point. It is also important to ask the applicant about possible triggers/stressors that can affect their MH as part of a risk management approach to trying to reduce worsening health, which could lead to hospitalisation or harm to the applicant and/or others.

Young Person’s Section 

The assessing officer will need to assess the applicant’s current support network and historical history in local authority care or if they were subject to a child protection order. It may be that the applicant is older and no longer under the Council’s duty of care, but has a history of care placements whilst a young person. It may also that applicant is linked with Connexions before referral, although this may be considered as an agency for the applicant to be referred to because of their specialism in assisting younger persons.
Offenders/ Offending Behaviours
This section is to obtain additional information on the applicant’s previous criminal activities and gaining additional information on who is involved with the applicant such as Probation or YOT. It will also require taking a risk management approach to the applicant’s attitude and behaviour regarding their offending behaviours and likelihood of the applicant re-offending, which will presents risk to him/her and the community as a whole. If the applicant is under supervision or order, a copy of the order and detailed information from Probation, YOT or DIP will be required to fully assess the applicant. 

If there are special restrictions on the applicant, such as an ABSO or on the Multi Agency Public Protection Panel, the assessing officer will need to contact the Police to get further details and advice on suitable environments for the applicant, also assisting in terms of risk assessment for placing an applicant in a particular housing situation. There may be specific requirements to such applicants, e.g. the Home Office may need to be informed if the applicant is under a Section 37/41. 

Older Person 

The age definition of an Older Person for this form is considered to be 65, as this is often the Adult Social Care age for access to Older Persons services, as well as access to sheltered housing. It may vary from Council to Council, and therefore assessing officers should be aware of the respective Council’s Older Persons procedures. 

Within this section, the assessing officer should contact their Borough’s Single Assessment Process (SAP) coordinator to see if the applicant has been assessed through this process, and as a result a referral has been made for housing options. It is likely to mean that another agency or section has assessed this person and will hold the majority of information required to complete this form, therefore making the assessment process for the older person less intrusive under the principles of SAP, hence the question on SAP which may be something from which the assessing officer has to chase up after the initial assessment interview for further information. 

Rough Sleeper

This section is specifically for persons who have a history of or are claiming to be rough sleeping. CHAIN is the recording system for all rough sleepers verified within London as being sleeping rough and it may be that a particular outreach (CAT) team is already involved with finding accommodation options, and therefore the assessing officer should liaise with CAT prior to proceeding to avoid duplication of activities. If not the applicant should be still assessed but the assessing officer should considering signposting the applicant to a CAT team as they have access to specific rough sleeper accommodation.

Learning Disability

Similar to sections on Young Persons and Mental Health, the assessing officer may already be aware that the applicant has a Learning Disability if the local Learning Disability Team is referring the applicant and they are retaining a duty of care for the applicant. Information should be sought through the relevant Adult Social Care and Health team, which may involve an assessment if the applicant is self-diagnosing.     

Risk Assessment Information:

This section aims to collect basic information as reported by the applicant on aspects of risk to self and/or others. It should be noted that applicants with other professionals involved are likely to have undertaken their own risk assessments, and in some cases have risk management plans in place and must therefore be included as part of the additional supporting evidence requirements. Whilst this may only collate a small amount of risk, each Council will have officers collating this information and will be able to search local databases or contact other professionals such as the Police to gather evidence if there are concerns or known risks which have not been detailed. If the applicant is referred to a particular accommodation, there is an onus on the provider to assess the applicant against their risk assessment policy, because one risk area identified may not be considered a risk by another agency, e.g. older person with history of falls being referred to a nursing home where they have 24 hour staff and alarm systems to deal with this particular problem. 

Supporting Documents Checklist

The assessing officer will need to complete the checklist – attached reports can be emailed with the assessment form, although will require a hard copy of the assessment form because of the signed consent section which will be required for additional information requests that may happen post referral. 

Client Consent and Information Disclosure

The assessing officer should inform the applicant that they or a relevant Council officer may request additional information from third parties as part of the assessment process. If they refuse to sign this section and additional information is required, the referral for services will not be proceeded with until such time that the Council officer has received all the relevant information and completed their assessment. 

Outcome of Assessment:

In each Council, there are likely to be different processes and teams dealing with the completed forms. A common factor is that there will be a Council officer or team responsible for assessing the forms, e.g. the Move On Team in H&F and Social Inclusion Team in RBKC, and referring agencies are not aware of their local contacts, they should contact the Council’s Housing Needs or Supporting People Teams for additional information and relevant Council officers.

Personal Care


Finances/Benefits


Medication


Cleaning


Cooking


Shopping


Social Contact








5 = unable/has no skill


4 = able with high level of support/supervision


3 = able with moderate support/supervision


2 = able with light support/supervision


1 = fully able











