A Checklist for an Operational Policy for Extra Care Housing
	Purpose of Tool
The purpose of this tool is to provide a template for the development of an operational model for an extra care housing scheme. It is provided courtesy of Suffolk County Council and the Housing LIN. Once completed it will act as a reference to all interested parties as to nature of the service and how it will be managed.


Supported Housing – Model Operation Policy

Each Supported Housing Scheme must have an Operational Policy. The Operational Policy is a key document is the contracting arrangements for supported housing services. It stands alongside the Contract and Management Agreements. Such a policy must inform all interested parties (including prospective tenants) as to the nature of the service and how it will be managed, and so everyone knows what they can expect from the service. It is the responsibility of the Project Team developing a new Supported Housing service to ensure that an operational policy is agreed and in place prior to the scheme letting. It would be reviewed on an annual basis by the Scheme’s Joint Advisory Group (JAG).

The policy must be ‘owned’ by the Joint Advisory Group and all partners to the service.

An Operational Policy should be divided into sections. As a minimum it must cover the following areas:
Introduction.

Service Purpose.

Objectives of Service Delivery.

Physical Environment.

Management Arrangements (support and care and housing).

Nomination/referral and Allocation arrangements including the County Allocation Policy.

Staffing Arrangements.

Quality Assurance and Monitoring.

In addition, the Policy must include a number of key attachments. These should include the following:

Tenancy/Occupancy agreements.

Arrears and Evictions Policies.

Move on Policies.

Equal Opportunities Statement/Policies.

Complaints Procedure.

Confidentiality Policy.

Joint Advisory Group Terms of Reference.

Suffolk Supported Housing Standards.

Domiciliary Care Standards.

County Allocation Policy.

Tenants Handbook in an accessible format.

	SECTION 1 INTRODUCTION


This section should explain what the scheme provides and how it came into being. It should outline how many people the service is designed for, in what type of housing, and the nature of their support and care needs.

All partners should be identified along with their roles and relationships

	SECTION 2 SERVICE PURPOSE


This outlines who the service is for, what level of care and support tenants can expect and principles of the service. It should make clear that this is a housing service.

It should also identify the core values that underpin the service, outlining the rights that tenants have. These should include information on, for example, access to information, security of tenure and tenant participation.

	SECTION 3 OBJECTIVES OF SERVICE DELIVERY


This section is the focus of the Operational Policy. It identifies in more detail the aims of the scheme. This should be agreed between stakeholders in the development process.

The section should then give more detail on:

Care and support practices, their relationship with Community Care.

Assessments and Care Delivery Plans.

The arrangements to deliver person centred care.

Tenant involvement process.

Recordings and monitoring arrangements including tenants access.

Some information should be included on processes for assessing the ongoing suitability of the scheme for an individual tenants needs, their legal rights of continued occupation, how move-on arrangements will be made and ‘resettlement support’ where this is needed.

Charging arrangements.

	SECTION 4 PHYSICAL ENVIRONMENT


Information should be given as to the type of housing – in terms of whether it is newbuild or rehab, number of places, whether it is shared or self-contained accommodation and to what standard it has been built (wheelchair, mobility, lifetime home).

Where the housing is shared information should be included on what shared facilities there are and what areas tenants can exclusively occupy themselves. There should also be information on how staff will work in the building and the nature of any gardens. The section should also cover the scheme’s location, the surrounding area and local services.

	SECTION 5 MANAGEMENT, SUPPORT AND CARE MANAGEMENT ARRANGEMENTS


This should identify to whom the property belongs, the landlords relationship with the Care and Support providers and their relative responsibilities. This will include such things as rent collection and property maintenance and other housing management functions.

Some information on rents and service charges should be given, as should an outline of what services are being ‘bought’ by Social Care Services and/or the Primary Care Trusts.

	SECTION 6 NOMINATION/REFERRAL AND ALLOCATION ARRANGEMENTS


This should reflect the County Allocations policy. It should also spell out in more detail for whom the scheme is appropriate. This can then be taken as a guide for referrers and for the Allocations Panel. It must include information on the eligibility criteria for the scheme.

	SECTION 7 STAFFING ARRANGEMENTS


This section should include information on staffing levels, skill mixes, lines of authority and accountability. It should also be clear how the need for changes to staffing arrangements would be assessed. Some information on cover arrangements and training arrangements must be included. The document must identify how statutory requirements will be met. The links between tenant’s needs, budget and staffing arrangements must be explicit.

	SECTION 8 QUALITY ASSURANCE AND MONITORING


This section will identify how the Service will be monitored. There should be recognition that evidence of this will be required from a number of bodies including the Housing Corporation, the local district/borough council and Suffolk County Council.

Scheme providers will be required to have QA systems in place. The JAG will oversee this process.

There is a requirement that each scheme will have a Joint Advisory Group (JAG). The terms of reference of the JAG should be included as an attachment to the Operational Policy.

In addition, the scheme will be expected to meet the Suffolk Supported Housing Standards for which a system of review has been developed. Again the Operational Policy must recognise this and include the Standards document as an attachment.

	SECTION 9 COMPLAINTS


This section will identify the different rules by which complaints can be made and resolved.
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