
Example of an Extra Care Housing Implementation Plan (courtesy of Suffolk County Council and the Housing LIN)
	Purpose of Tool
The purpose of this tool is to provide an example of a comprehensive implementation template for an extra care scheme, which can either be used as provided or adapted to reflect local circumstances.


	Suffolk County Council
Extra Care Housing Scheme
Detailed Implementation Housing Checklist



	PARTNERS

Housing Purchaser Housing Provider Care Purchaser

Care Provider

Other

SCHEME INFORMATION Scheme Name

Client Group

Type of Property

New Build

Rehab

No. of Tenants 
Access Standard

Address

Telephone Number

Fax Number

E mail Address
	

	FUNDING ARRANGEMENTS

CAPITAL
AMOUNT
Total Scheme Cost Land/Property Purchase Cost Build Cost

Development Cost

Furniture and Equipment Cost Time Limitations on Funding? 

Other

REVENUE
Housing Benefit (HB)

Income Support (Residential Care Allowance) Supported Housing Management Grant (SHMG) Social Services

Health

Unit Cost Per Person Per Week

Other
	SOURCE

£





	LEGALS
TENANCY AGREEMENT

(To be agreed by Project Team, produced by Tenant Rep and Housing Provider) 

MANAGEMENT AGREEMENT (To be agreed by Project Team, produced by Housing Provider and Care Provider) 

SERVICE LEVEL AGREEMENT (To be agreed by Project Team, produced by Care Purchaser and Care Provider) 

OPERATIONAL POLICY

(Produced and agreed by Project Team) 

ALLOCATIONS POLICY

(Standard document customised to scheme) 

Timescales


	
DRAFT

COMPLETED



	PROJECT TEAM INFORMATION (Names, Addresses, Telephone, Mobile, Fax Numbers, E-mail Address)

List of:

Key Stakeholders 
Housing Purchaser 
(LA/HA)

Housing Provider 
Care Purchaser/s 
Care Provider

Technical
Architect

Quantity Surveyors 
Structural Engineers

Mechanical & Electrical Engineers 
Building Contractor

Management
Site

Tenant Representatives 
Carers/Advocates

Operational Manager/Representative 

Housing Provider/Management Representative
Community Health

Occupational Therapist

Interpreters

Other

Copies:
Service Manager

Housing Association Regional/Divisional Office
Care Provider Regional/Divisional Office 

Outline Programme

	Land/property purchase date:
	

	Completion date:
	

	Letting date:
	


	Action Plan

Development Process

	Lead Responsibility

	1
ESTABLISHING NEED

Identification of need in three year programme.

Agreement of priorities 
Select Housing Association 
Bid to Housing Corporation 
Funding agreed
	

	2
PROJECT TEAM

Project Team convened

Agree location

Agree Care Provider

Care Provider seeks accreditation (where necessary)
Agree Architect/QS/Other specialists


	

	3
BRIEFING

Project Brief/Preliminary Specification/Outline

Brief

Outline proposals 
Scheme design 
Draft costings 
Consult planners 
Adjustments update
Costing

Check room layouts
Design frozen
	

	4
PLANNING

Planning Application

Contact members
Consult with neighbours 
Detail specification
	

	5
DETAIL DESIGN & TENDERING 
Design and Build or traditional route 
Agree specification/detailed design of kitchens, bathrooms, etc

Agree electrical design
	

	Agree landscaping design

Agree Building Regulation Application

Prepare tender documentation
Tender process
Selection of contractor
	

	6
BUILDING

Dates for Project Team meetings to monitor progress

Inspection of building operation throughout build programme

Arrange sod turning outlining ceremony

Agreement on circulation of site meeting notes

Dates for site visits

Request timetables for finishes including all client choice items

Arrange opening ceremony

Arrange commissioning of building/staff induction, heating systems, etc

Construction works checked

Building Ccmpleted

Building handed over to client
	

	7
CARE MANAGEMENT

Invite nominations of prospective Tenants

Begin detailed assessment of Nominees needs

Create long list of nominees

Work with Families and Carers

Further assessment and compatibility

Create short list and select

Work with Tenants on their choices

Select colours for floor and wall coverings, kitchen units, tiles, Sanitary ware.

Select and order furniture and equipment

Agree Care Specification

Agree QA and monitoring arrangements for care

Agree scheme reviews

Decide detail of aids required

Tenants move in

3, 6 and 12 months reviews


	

	8
OTHER MANAGEMENT ACTIVITIES

Production of newsletters & information leaflets

Agree draft specification for Service

Agree rents and service charges 
Agree draft budgets and start up costs 
Operational Policy for scheme

Agree job descriptions

Start staff recruitment

Agree Legals
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