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[bookmark: _Toc173156456]Introduction
The Hampshire Shared Lives service believes that to support the health and wellbeing of its Shared Lives carers, all carers should be encouraged and supported to take up to 21 nights paid break. 
Breaks can be taken in many ways. These can include:
· Carer to carer respite – where another approved respite carer provides respite in their home.
· Use of volunteer support carers/support carers/Carer Lite 
· Service user supported holidays – these count towards the carers respite nights only if all service users are away from the household. 
· [bookmark: _Int_vWQ1FpXs]Respite care at in-house services – subject to need and availability. This needs to be referred to via the Respite Panel. 
· [bookmark: _Int_TmurliO6]Holidays with families.  
Service users sign up to this as part of their agreement when entering the service.
Consideration will be given regarding individual needs, e.g. accessible accommodation and other vital requirements, but area cannot be guaranteed with regards to access to day activities when a carer is taking respite.
· When a service user is away from the home this must be relayed to the Shared Lives Scheme via the ‘Record of absence/holiday’ form.
· Where the 21 nights are funded, the Shared Lives officer must submit a provision and record on Nourish for this to be approved.
· Where a volunteer support carer/support carer or Carer Lite is providing the support, the appropriate checks must be in place before any provision can be requested.
[bookmark: _Toc173156457]Supported holidays
The carer is not required to be available as a necessity whilst a service user accesses a supported holiday. 
There is, however, a need for all carers to have a contingency plan in place should this be required in any circumstances. This needs to be discussed with the Shared Lives officer and recorded on Nourish. 
It is recognised that most supported holiday companies will arrange cover if required. In exceptional circumstances, where this may not be available, consideration will be made by the Management Team to refund the allocated nights.
[bookmark: _Toc173156458]Process
When a carer wishes to plan a respite stay for the service user they will need to initially inform their Shared Lives officer. 
Due to demand and availability, discussions must be held between the carer and Shared Lives officer at the beginning of each year to consider respite options. 
In all but emergency situations a notice of a minimum of three months is required to ensure availability of support.
Carers are advised to not book any holidays until respite dates have been confirmed. 
Except in exceptional circumstances, Hampshire County Council will pay the respite provider directly to ensure equity and consistency. 
Where any costs are above the current respite rate for carer-to-carer respite or in-house services, this must first be agreed by the case worker within Adults Health and Care and may be subject to a funding application. 
In the case of carer-to-carer respite, once confirmed, the Shared Lives officer will request a provision for the dates agreed, authorised by the Management Team, to include details of how many nights and any additional comments. Details to be added to Nourish. 
Please note the 21-night allocation applies to the main carer only.
The respite carer will be required to submit an invoice as per instructions and payments will be made 28 days from the date of invoice received, in line with invoicing guidance.
[bookmark: _Toc173156459]NB: There may be some rare circumstances where carer-to-carer respite or other respite provision is not appropriate depending on the needs of the service user. Where this is the case, this will be discussed with the Shared Lives officer and the Management Team.
Support carer
A support carer is an individual nominated by the long-stay carer to provide support/contingency when required. They can be voluntary or can provide funded support within the 21-day night allocation for carers; the support is provided within the main carer’s home.
All applications for support carers, including voluntary, must be completed by a Shared Lives officer and approved by the Hampshire Shared Lives Management Team. All support carers will be required to have had an assessment (inclusive of references), an up-to-date Disclosure and Barring Service (DBS) check and have completed all mandatory training.
[bookmark: _Toc173156460]Support Carer Lite
Support carers can apply to become a ‘Carer Lite’ for a named Shared Lives carer. 
This is where the care is provided in the support carer’s home and will require a property risk assessment. This means that the carer will be able to invoice for any respite provided as part of the long-stay carer’s 21-night allocation. Approval of the Carer Lite will be made by the Hampshire Shared Lives Management Team. All training and checks must apply. 
Where care is provided in the support carer’s home, a property risk assessment must be carried out by the Shared Lives officer. This will include the legal health and safety checks with the requirement of a landlord’s gas safety check and the need to ensure they have public liability insurance.
Where payments will be made, all support carers will be required to provide the Shared Lives officer with their bank details. These will be entered onto the Hampshire County Council system by the senior administrative assistant.
[bookmark: _Toc173156461]Other options
[bookmark: _Toc173156462]Where a Shared Lives carer identifies another option for respite, this will be discussed with the Shared lives officer and the Management Team with due regard to the wishes and needs of the service user and affordability to the County Council.
Cancellations
Any refund of allocations or payments will be addressed with the Management Team on a case-by-case basis in relation to the circumstances involved and would apply to any outside of a seven-day period.
All of the above applications must be signed off by the Shared Lives Management Team.
When a request for respite is made by the long-stay carer, it will be reviewed initially by the Shared Lives officer for that area, before passing to the referrals officers for wider distribution of the request.
[bookmark: _Toc173156463]Transport to and from respite
This is to be agreed and mutually arranged by the long-term and respite carer.
Transport for activities and outings during respite stay
Mileage to specific destinations during the stay chosen by the service user will be charged at the current milage rate.
Day activities 
[bookmark: _Int_zew85CQp][bookmark: _Toc173156464]These cannot be guaranteed whilst on respite due to logistics.
Additional respite
[bookmark: _Toc173156465]Carers may choose to have additional breaks, but this must be discussed with the Shared Lives officer who will ensure that the service user is happy to take more respite from the home. Any respite over 21 nights will be funded by the carer, not the service user or Hampshire County Council. There will be no involvement from the Shared Lives Scheme with regards to arranging or invoicing. An awareness of nights exceeding 21 (in addition to the 21 funded nights) will be subject to potential discussion with the Operations Team.
Service user finances on respite
Whilst on respite, carers are required to record financial transactions during a respite stay only if the service user lacks capacity around finance. Receipts are requested for transactions totalling £20.00 or more. Receipts remain the property of the service user. The respite carer should record all transactions on the respite recording sheet (Appendix 1).







[bookmark: _Toc173156466]Appendix 1 – Respite finance recording sheet
Shared Lives respite finance sheet
	Date
	

	Service user
	

	Number of monies in
	

	Signature of long-stay carer 
	

	Signature of respite carer
	

	Number of monies out 
	

	Signature of long-stay carer
		

	Signature of respite carer
	

	

	


	Date
	Details of expenditure
	Amount
	Receipt Yes or No

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	
	



Service user finance during respite
When accessing respite, please ensure access to monies is provided for the duration of the stay as the respite carer cannot subsidise individuals. Please consider the service user’s spending needs. 
Outings and activities
If specifically requested by the service user, costs for one carer to support the activity will be met by the service user. 
Meals and refreshments
If during a stay the choice of a meal out is offered, the service user should pay for themselves only. If a regular occurrence or request, there should be discussion with the service user, family and Shared Lives officer about how this will be managed. The carer and service user should fund their own purchase of refreshments, such as ice creams and coffee.
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