mcch Procedure:

Nominations and Allocations

for Housing and/or Support
mcch receives referrals to the various services it provides from many different agencies.  New service users can only be accepted on the basis that a full assessment has been completed with the involvement of the prospective service users.

1. Application of the Procedure
  

1.1
To facilitate a process of referral to mcch housing and/or support services which ensures fairness, diversity, equality and service user involvement, whether the applicant is internal or external.  Equal Opportunities monitoring forms will be collated and monitored through the governance arrangements of mcch through an annual review of the NAP process chaired by the Executive Director of Operations. The Area Director will be responsible for deciding on how the NAP meetings are to be co-ordinated for their area, although will nee to ensure they follow the mcch corporate format. If it is felt there to be benefit in these being joint, this is acceptable as long as the records are retained separately in each area for monitoring purposes. Where a referral is received where there is no indication of the area, the Area Director’s meeting will take a view on which area should assess. Normally there is a preference of area, or based on funder etc. Where it is felt that an independent chairperson is required, the Area Director can facilitate this in consultation with other Area Directors.

2. Objective of the Procedure


2.1 
The objective of this procedure is to ensure that prospective service users 
are nominated for referral to services that can best meet their needs via 
the Nominations and Allocations Panel (NAP) in each area.
3. The Area Nominations and Allocations Panel (NAP)


3.1
The Panel will comprise: A minimum of 2 Service Development Managers, plus one other person. 

3.2
In exceptional circumstances the Panel will be quorate if two Service 
Development Managers are present.

3.3.1 The Panel will meet twelve times per year to consider applications and make recommendation(s) for assessments to individual services. An   additional meeting may take place as required in order to progress individual referrals as deemed necessary.

3.5 All complete applications will be considered within four weeks of submission.


3.6 The Executive Director of Operations will hold  a review annually to include the following:

· Collate management information relating to the Nominations and Allocations process for statistical purposes; this will include Equal Opportunities Monitoring.

· Review the effectiveness of the procedure including the referral forms.

· Ensure continued compliance with commissioner’s contractual requirements.

4. Referral process

4.1 Through consultation, a potential applicant identifies the wish to move.

4.2 If a particular scheme has been identified, the referrer should arrange an informal visit so that the individual is able to make an informed choice about the application. Consultation should take place with the care manager or referral agency as to the timing and format of such introductions.
4.3 An introductory visit should not be considered a guarantee of an offer of accommodation and/or support being offered

5. Applications

5.1
The referrer will apply to the Area Admin staff for an application pack which will comprise of:

· Information about mcch including our Vision and Mission.

· Flowcharts demonstrating the nominations process.

· A set of generic application forms for both mental health services and learning/physical disability services which include:

1. Appendix 1: Application by Service User or advocate

2. Appendix 2: Application by Referring Agency

3. Appendix 3: Supporting information from Healthcare Professional.

· A copy of “A Charter for Housing Association Applicants and Residents”.

· Equal Opportunities monitoring form

6. Responsibilities of the referrer

6.1 It is the referrer’s responsibility to ensure that all forms are fully completed, and that all relevant and up to date risk assessments, support/care plans and other reports are included with the application, including a psychiatric/medical history if relevant.


6.2 The Panel will take a view as to whether there is sufficient information at the referral stage to undertake an assessment. This does not all require all the information to be available at this stage, but the information will be required before the admission can be approved. The Area Director will approve the commencement form which will indicate the information required has been received.
6.3 The Area Committee will receive monitoring information on voids, and referrals in order to monitor the NAP process.
7. Submission

7.1 
Where possible completed packs should be sent to the area admin staff 
who will acknowledge receipt. The NAP panel will take the view on 
whether to proceed with the referral pending other information. It is 
important not to delay the voids periods within services longer than 
necessary, so some flexibility on this will be possible, as long as the 
required information is in place prior to the Area Director signing the 
commencement form.
8. NAP decision making

8.1
The NAP will consider the application and make recommendation(s) for assessment(s) or refusal.
If there are risks identified which are of a 

concern, a further Service Development Manager or Area Director can be used as an independent person. This could relate to areas such as

offending history, concerns regarding behaviour, drugs and alcohol etc.


8.2
The NAP will inform the referrer and the applicant of the outcome in writing. 



8.3
If successful, the NAP will pass the application pack to the nominated scheme for assessment. 



8.4
An explanation will be given if the application is unsuccessful.  

8.5
A file record of all applications will be kept in accordance with best practise and Data Protection guidelines.

9. Scheme level decision making

9.1.1 The assessment process will be conducted in accordance with scheme    protocols but should include arranged visits. The Service Development       Manager will need to approve the process.

9.3 A decision on suitability must be taken within four weeks of the NAP recommendation and the referrer, applicant and the NAP must be informed in writing.

9.4 If after the visits/assessments, the applicant and/or the scheme consider this nomination to be unsuitable, the Scheme Manager (in consultation with the Service Development Manager) should return the pack and a letter of explanation to the applicant/referrer within the four week period.  Letters must be copied to the NAP Panel.  

9.5 If the scheme is suitable but no vacancy exists, the applicant will be placed on the waiting list (where appropriate), and in accordance with the agreement with the commissioner of the service. The allocation to future vacancies may be on the basis of compatibility or need rather than the position on the list.

10. Occupancy

10.1
The Scheme Manager must inform the Property Support Officer of the proposed commencement of residency as early as possible before the applicant moves in so that the applicant can be signed up to the  appropriate occupancy agreement and entered on the rent accounting system. This commencement will need to be approved by the Area Director.
11. Requests for a review of the NAP decision

11.1 A request for a review of the NAP decision may be made in writing by the applicant, their advocates or the referring agency to the Area Director within fourteen days of the date of the decision notification.

11.2 The Area Director will acknowledge receipt of the request within five days giving an indication of timescales.

11.3 Applicants will be given written details of the appeals process which will explain who will be involved, when and where the review (or appeal if it goes to the next stage) will take place, and explain that the applicant may be accompanied by a friend, relative, other professional or advocate.

11.4 Requests to review NAP decisions will be considered by the relevant Area Director in conjunction with another Area Director.

11.5 The result of the review will be notified in writing within five days of the decision being made.

12. Appeals

12.1 If the applicant, their advocates or the referring agency remain unhappy 
with the results of the review, an appeal may be made in writing to the 
Executive Director of Operations within fourteen days of the date of the   decision notification.

12.2
The Executive Director of Operations will acknowledge receipt of the appeal within five days giving an indication of timescales.

12.3
The result of the appeal will be notified within five days of the decision being made.

12.4
If the property is not owned by a Housing Association, the Chief Executive’s decision will be final.

12.5 If the property is owned by a Housing Association, a final appeal may be made to the Independent Housing Ombudsman Scheme.  

13. Temporary and emergency moves

13.1 
The Area Director must be consulted regarding any proposed temporary 
or emergency moves.
14. Transfers between mcch schemes

14.1 
Requests for transfers between mcch schemes should be submitted to 
NAP with the original application pack updated where necessary and a 
report indicating the need for the transfer.
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