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Hampshire Shared Lives operational guidance

Carer approval process
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[bookmark: _Toc222740148]Introduction
Hampshire Shared Lives service aims to ensure an equitable and transparent process for the recruitment of Shared Lives carers. The Shared Lives carer assessment, application, approval and matching process is conducive to preparing new Shared Lives carers for the high-quality, person-centred care and support they will be required to provide as Shared Lives carers.

This guidance explains the process for the safe and effective recruitment of Shared Lives carers.

[bookmark: _Toc222740149]Initial enquiry/application
Prospective Shared Lives carers can contact the Hampshire Shared Lives service in multiple ways to find out more about becoming a Shared Lives carer and to register their interest:
· Via the Hampshire Shared Lives website
· Via email at sharedlivesteam@hants.gov.uk
· Via phone on 01329 316861
· At local marketing events
Any enquiries will be acknowledged within two working days.

A Shared lives officer is allocated to manage the recruitment of carers into the Hampshire Shared Lives service. 

The recruitment Shared Lives officer will contact any prospective carer within seven working days of their enquiry to discuss the service and assessment process and gather initial details. These details will be recorded in Nourish (see Nourish guidance for more information). Only minimal details of the prospective carer will be recorded (name/contact details/summary of conversation). With agreement, an application form will be sent to the prospective carer. The application form can also be accessed via the Shared Lives website.

Where contact with the prospective carer is difficult, the recruitment officer will make three attempts to contact within a two-week period. If contact cannot be made then the recruitment officer will send an email to the enquirer informing them there will be no further action at this time, but that they can contact the service again if they wish to pursue an application.

Prospective carers will be required to return their application form within three months of receipt. The recruitment officer will maintain regular contact with the individual during this time to check on progress and answer any questions during the application period (within one month of sending the application and monthly up to three months).

If the prospective carer does not return the application within this time the recruitment officer will contact the individual to ascertain whether they wish to progress the application. If they are unable to do so at the current time, they will be recorded as ‘unable to progress’ and encouraged to re-apply/contact the service again if they wish to. 

[bookmark: _Toc222740150]Assessment
People who wish to become Shared Lives carers are taken through an assessment process by the recruitment officer. The recruitment officer spends time with the applicant explaining the process and giving them information about what it is like to work as a Shared Lives carer. Their approach should be safe, objective and professional, enabling the applicant to share personal information and recognise and develop their knowledge and skills.

The assessment process is thorough and comprehensive and explores the person’s motivation for becoming a Shared Lives carer and what they can offer a person using or living in a Shared Lives arrangement. It also includes all the checks and references needed as part of ensuring that the person will provide safe support to people in Shared Lives arrangements. The process also considers any family, home, and community within which the prospective Shared Lives carer(s) lives. Finally, the assessment considers the applicant’s knowledge and skills relevant to Shared Lives and gives the opportunity for them to learn and develop these as they work through the assessment process.

On receipt of the completed application the recruitment officer will arrange an initial home visit with the prospective carer within two weeks.
[bookmark: _Int_3WxNvjQP]During this initial visit, the recruitment lead will reiterate the role in respect of the self-employment process and what impact this could have if a carer becomes unwell and is not able to provide their caring role; as with all self-employed roles, sickness payments will not be made. Carers, however, will be guided to consider taking out relevant insurance and/or be advised to contact the Department of Work and Pensions regarding relevant benefits.  

The initial home visit is the start of the ‘getting to know you’ process. During the visit, the recruitment lead will commence the assessment process and chat to the prospective carer to get to know more about them, their household and their values. The recruitment officer will talk about individuals who are usually referred to the service and their needs, to ensure that the prospective carer is willing and able to meet such needs. Information shared and gathered at that initial meeting will include but is not limited to:
· Buddy support – this is support from another current Shared Lives carer to support the prospective carer to learn more about the role and provide ongoing peer support.
· Complete a permission to share form (Appendix 1) – prospective carer to be added to Nourish (carer recruitment).
· Commence DBS application.
· Support access to LMS (training platform).
· Discuss and commence any support carer applications. 
At least a further five visits will be arranged to complete the assessment. This will also include supporting the prospective carer and the referrals lead to meet with their buddy carer and the individuals they support. More visits may be required, and this will be discussed with the prospective carer and the registered manager. 

Evidence to support the assessment can be provided from a variety of sources and can include:
· Things the recruitment lead has observed.
· Things the recruitment lead can evidence from talking to the prospective Shared Lives carer(s).
· Photographs or pictures.
· Evidence of relevant hobbies or interests.
· Evidence of relevant community or social involvement.
· Evidence of voluntary work or other experience.
· Community network map.
· Comments, feedback or compliments from service users or their representatives – where there is an existing link.
· Notes or records of assessment meetings.
· Training or learning successfully completed.
· Qualifications gained.
· References either in writing or in person.
· ‘Day in the life’ sheet.
· Personal profile.
· Application form.
· Comments, feedback or compliments from friends, family or contacts of the prospective Shared Lives carer.
· Comments or feedback from regulators.
· Health and safety checklist.
During these visits, the prospective carer will also be supported to gather information to form their ‘Home brochure’. This is required before any referrals can be considered to provide any prospective service users of the carers home, family and lifestyle to support the matching process which is essential in Shared Lives.

Throughout this period the recruitment officer will keep the prospective carer informed in relation to their suitability to progress and identify any gaps in knowledge/skills and actions needed if required.

The recruitment lead will continually update the Hampshire Shared Lives Service Management Team in respect of progress and the assessed suitability of the prospective carer at the referrals and recruitment meetings. 

The assessment process results are written in an assessment pack produced by the recruitment officer. This report is presented to the Panel who advise on whether the potential carers should be approved to work with the service.

[bookmark: _Toc222740151]Concerns identified during assessment

On occasions the recruitment officer may recognise at an early stage in the assessment that the applicant is unsuitable or that there are significant concerns about the applicant, their home or circumstances which may prevent their approval. In all circumstances the Hampshire Shared Lives service will strive to work with the prospective carer to identify and resolve any issues where possible.

[bookmark: _Int_1u9gQbWh]The Hampshire Shared Lives service will make it clear to prospective Shared Lives carers the action the service will take in this event. This will strike a balance between ensuring that time and resources are managed effectively in continuing to assess people who may be unsuitable. It will also ensure that the recruitment officer does not unilaterally decide about unsuitability and they will discuss with the registered manager to consider the applicant’s fitness to be a carer.

Where the recruitment officer is clear at an early stage in the assessment that the applicant is unlikely to meet approval requirements, they will usually discuss these concerns with the applicant, following a discussion with the registered manager, giving clear evidence for the opinion and informing the applicant that it may not be in their best interests for the assessment to continue. When faced with unmistakable evidence of this, prospective Shared Lives carers may decide not to proceed with the assessment. 

Unusually the applicant may decide to proceed with their assessment even after being given evidence of their unsuitability and informed that they are unlikely to gain approval. In this instance the recruitment officer should be clear with the applicant that while the assessment will proceed and the assessment report written; the report is likely to contain evidence supporting a recommendation not to approve. The assessment report should be presented to the Panel as normal, who will give their independent view and recommendation about approval of the applicant.

The Hampshire Shared Lives service promotes an assessment process that generates evidence of the applicant’s suitability for being a Shared Lives carer. This evidence can be used by the service to demonstrate objectivity to the prospective applicant about why the service does not feel that the applicant would make a suitable Shared Lives carer. This is an exceedingly rare occurrence and all attempts are made to support any applicant with any areas of concern.

There may be situations where negative references or something from a Disclosure and Barring or other criminal records check gives clear documentary evidence that an applicant may not be suitable. For example, if a criminal records check highlights that a potential Shared Lives carer has a conviction for a serious offence against a vulnerable person, or is otherwise barred from working in social care. In this instance the scheme should end the assessment process, informing the applicant of the evidence of their unsuitability.

[bookmark: _Toc222740152]Hampshire Shared Lives Panel
The primary role of the Panel is to provide independent scrutiny and a quality assurance process to the scheme regarding assessments for new Shared Lives carers, the ongoing approval of and, within very isolated circumstances, de-approval of existing Shared Lives carers.

The Hampshire Shared Lives registered manager retains legal accountability for the final decision on approval of new Shared Lives carers and the continuing approval of existing Shared Lives carers, but will seek the advice of the Panel and take full account of that advice in deciding whether a prospective Shared Lives carer should be newly approved or remain approved.

The four main responsibilities of the Panel are:

· Making recommendations on the approval of new Shared Lives carers. For the approval of new Shared Lives carers, the Panel is responsible for assessing the evidence of the applicant’s knowledge, experience, skills and values to determine if these are sufficient for the applicant to be recommended by the Panel for approval as a Shared Lives carer by the scheme manager.

· Changes to the approval status of a Shared Lives carer: e.g. increased approval of a Shared Lives carer from providing day support to being a long-term Shared Lives carer; or decrease in approval, e.g. a significant change in the Shared Lives carer’s circumstances; or because there are concerns about their knowledge and skills; or because an allegation against the Shared Lives carer has been made and investigated. 

· De-approval of a Shared Lives carer with the scheme. A detailed explanation of this process is provided in guidance which covers removal of Shared Lives carer approval.

The Panel is made up of skilled and experienced members able to make recommendations based on the careful consideration of the evidence put before them. Panel members must understand the importance of their role and have the knowledge and skills to fulfil this. The registered manager and Shared Lives officers need to ensure that the Panel has all the information and support that it needs to carry out its task effectively. The Panel must be able to make recommendations without interference or undue influence from the service.

The registered manager must have confidence in the Panel and be prepared to act on its advice. At the same time, the prospective carers must have the confidence that all the evidence will be considered carefully by the Panel and all recommendations made as a result will be objective and fair.

There may be circumstances where an applicant may find the Panel process overwhelming despite the attempted lack of formality. The Shared Lives Scheme will look to consider a more accessible format for that individual whilst maintaining the need to be assured of the necessary outcomes.

[bookmark: _Int_9ea0L6xp]Scheme decisions about Shared Lives carer approvals are decisions about access, or otherwise, to work. Neither the Panel nor the Hampshire Shared Lives service is subject to employment law as Shared Lives carers are self-employed. Some decisions made following consideration by the Panel could, however, be subject to appeal or challenge. It is, therefore, vital that Panel advice is evidence based and legally justifiable if challenged at a later date.

Once the assessment has been completed the Management Team will allocate the prospective carer to a Shared Lives officer, who will be the main contact for the carer if approved. 

The approval panel is made up of:
· The Chair – registered manager. (The deputy manager can attend in the absence of the registered manager, but decisions must be approved by the Assistant Head of Care based on the deputy manager’s summary.)
· A referrals officer.
· A representative from Adults Health and Care.
· The Shared Lives officer.
· A service user representative. (TBC) The scheme is currently working with all stakeholders to be involved within the co-production of the scheme).
· A Shared Lives carer. (TBC)

[bookmark: _Toc222740153]Approval process

The Panel Chair will manage the panel meetings with administrative support.

Panel members should receive written reports from the recruitment officer for each potential Shared Lives carer being presented, a minimum of two weeks in advance of the Panel meeting. These will be shared in a digital format only. This gives Panel members enough time to consider each report in depth and plan any questions or issues they wish to raise.

Panel meetings can last up to a half day.

The Shared Lives officer who carried out the assessment or review will present the panel report, answer questions and clarify issues. In some instances, if the recruitment officer is not available it may be possible for a colleague or representative to present the panel report in their absence. This can only be effective if the representative has a good understanding of the issues in the report and is able to answer questions.

During the meeting Panel members will be given the opportunity to ask questions and clarify issues based on the report they have read and any comments from the person presenting the report and/or the carer/applicant. The prospective carer may ask any questions. 

The Panel will not be expected to decide when the assessment or review is not fully complete, or references and checks are not available.

The Panel Chair will compile a summary sheet from the discussions held. The Panel Chair will indicate the outcome of the decision on the summary sheet. The decision will be indicated on the original report that was presented to the Panel and signed by the Chair. 









[bookmark: _Toc222740154]Panel recommendations
[bookmark: _Toc222740155]7.1 Recommend for approval
This means that the Panel were satisfied that the evidence provided in the assessment pack fully demonstrates that the candidate has the skills, knowledge and experience to work as a Shared Lives carer.

[bookmark: _Toc222740156]7.2 Recommend for approval with conditions
Conditions of approval could include the following:
· A limited number of people the carer can support.
· The type of support: long stay/respite/day care and or emergency.
· Approval to support a named person or people. This can be the case where an applicant has applied to support named individuals, i.e. moving from foster care.  
All conditions recommended by the Panel should arise from unmistakable evidence submitted as part of the carer assessment. In all cases matching decisions are the role of the Hampshire Shared Lives service and not the role of the Panel.

[bookmark: _Toc222740157]7.3 Not recommended for approval
This means the Panel members have agreed that an applicant is not suitable or that checks and references have revealed something unsatisfactory. For new applicants, and where the recommendation of the Panel is in line with the recommendation of the recruitment officer, then a recommendation not to approve cannot be challenged and the registered manager will make their decision based on that recommendation. This recommendation is exceedingly rare as any concerns that may impact upon an applicant being approved will have been discussed during the assessment process.

[bookmark: _Toc222740158]7.4 Deferral
[bookmark: _Int_g1rZwDe4]This means that Panel members were unable to reach a consensus. It may be that the assessment report required more evidence or there were concerns regarding the potential carers value base, references were insubstantial or equivocal or that it was felt that the applicant requires further training or experience to develop their knowledge and skills. In this case the situation will be explained fully to the applicant and a date agreed to present them to the Panel again in the future. When a carer is deferred, the service will work with them as far as is reasonably practical to meet Panel recommendations.




1.5 [bookmark: _Toc222740159] Challenging a panel recommendation

A challenge is only possible where there is a disagreement between the recommendation of the assessor and the recommendation of the Panel. This is because where the recruitment officer has recommended in the Panel report that the applicant should not be approved, the Panel will have considered the applicant’s view and any evidence that they have submitted in support of that view in making their decision.

A request to reconsider should be made in writing by the individual concerned within 10 working days of the Panel meeting. The request should outline the reasons that the applicant thinks that the decision was wrong and should include any additional evidence not submitted at the original Panel meeting.

The process for reconsidering the recommendation should involve, wherever possible, the Panel that made the original recommendation. This gives the Panel an opportunity to review its original advice and, if appropriate, modify its recommendation. 

The decision of the Hampshire Shared Lives service, following the final Panel recommendation, should be given in writing no longer than five working days following the Panel meeting. A decision not to approve following a review of the original recommendation by the Panel will not be subject to any further appeal.

This process does not remove the right of the applicant to make a formal complaint about Panel processes using Hampshire County Council’s complaints procedure or to act on the ground of alleged discrimination.

[bookmark: _Toc222740160]Placement following approval
The Hampshire Shared Lives referral officers will work with the carer, allocated Shared Lives officer and prospective service users to start a placement as soon as possible and practicable, based on the matching process which may take some time.

The Shared Lives carer will be allocated a Shared Lives officer who will guide and support them within their role, outlining responsibilities and processes required.

Once a placement has been made to a newly approved Shared Lives carer, a visit by the registered manager or deputy manager will be completed within three months of the start of any placement of a service user. The purpose of this visit is to offer visibility, review the placement for quality assurance purposes and ensure that the Shared Lives carer has the support needed to ensure safe and positive outcomes. 



[bookmark: _Toc222740161]Appendix 1 – Permission to share – carer recruitment

Hampshire Shared Lives service consent and information sharing agreement (carer recruitment)

I am happy to participate in the assessment process to become a Shared Lives carer.

I understand that the information gathered on me will be stored on Hampshire County Council recording systems. 

I give my consent for the information gathered in the assessment to be shared during the Panel process and for identifying potential service users in the matching process. 

I understand I can change or withdraw my permission to share information about me at any time in the future. The County Council will discuss any concerns I may have about sharing my information in case my refusal to give permission could restrict the services or support they can provide me. 

[bookmark: _Int_fUgjHa2R]If you want to update how your information will be shared by Hampshire County Council, then please raise an online enquiry via our Contacts web page: www.hants.gov.uk/socialcareandhealth/adultsocialcare/contact or telephone 0300 555 1386 (Out of Hours 0300 555 1373). 

I agree to ensure that all information shared with me relating to potential placements will be stored securely either electronically or in my home securely. I will ensure that all information is deleted or destroyed immediately should the placement not progress.

I agree not to share or discuss any information relating to the potential placements at any time with anyone that is not directly involved with the service user or the Shared Lives service.

Name of applicant(s) __________________________________________________

Signature of applicant(s) _______________________________________________

Date _______________________



More information in relation to how Hampshire County Council uses information and how individuals can access their records can be found on our Privacy Notice.  Adult Social Care Privacy Notice | Health and social care | Hampshire County Council (hants.gov.uk)
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