THE KEY HOUSE PROJECT

Referral Procedure

Amended 11/09
Introduction:
Because of the different nature of the accommodation, there are two distinct referral processes. Referrals to the emergency accommodation is by telephone, the preferred method of referral to Homekey is e-mail.

The Project accepts self-referrals and will accept referrals from any agency working with people who may be in need of housing.

The Project provides support designed to assist service users access and sustain a tenancy. Whilst we do not have the capacity to deal with large numbers of individuals with very high support needs but welcome enquiries from agencies able to offer a joint support package. All referrals will be considered and Key House has a policy of not automatically excluding any person referred who has support needs that can be met by the Project. We do not offer personal care. If there is any doubt please contact the Project.
The Project has an assessment process that is designed to be impartial and not exclude anyone that has support needs that can be met by the Project through its services. In all cases people who are referred will be contacted to let them know the outcome of the initial assessment and to ensure that they are aware of the right of appeal against any decision that is made by the Project. The Project will only refuse to support in circumstances where there are no recognisable support needs that can be met by the Project and its partner agencies or where support needs are too high to make a tenancy sustainable without a comprehensive package of support. We will always endeavour to arrange that support where it is possible. If someone has been accommodated by the Project in the past two years and has been evicted from accommodation for anti social behaviour, threatening behaviour towards staff, other residents or the community then we will not offer support unless a significant change in lifestyle can be recognised. If there are extensive rent arrears owed to the Project then we will endeavour to make arrangements for these to be cleared. Exclusions from the Hostel are detailed below. All decisions are subject to the appeal procedure.
Because of the temporary nature of the accommodation at the hostel and shared houses, and the fact that both these schemes have shared facilities, they are let on a licence agreement. Any other properties that are let by the Project are on assured shorthold tenancies.
Hostel/shared housing.
These properties are only available to single young people under the age of 25.
Referral is by telephone (01535 680677) to the hostel when a detailed referral form will be completed. We would generally expect the young person to be present when a referring agency contacts us (in cases where, for instance, the young person is in prison we can accept a referral in their absence). We do not keep a waiting list and a decision about a straightforward referral is usually made immediately. When the need to do a risk assessment is required or there have been problems either in our hostel previously or other hostels, we may need to get more information or discuss the referral. Risk assessments are made by two members of staff, following a prescribed procedure. We would normally let referring agencies know the decision the same day copies of the risk assessment and an explanation of the decision can be supplied on request (except where the refusal is due to the accommodation being full).

 Offers are usually made for the same day, or occasionally the morning after in the case of a late referral. Spaces cannot be reserved except in very exceptional circumstances and when the bed is paid for until it is needed.

 Appeals against a decision not to offer accommodation can be made in accordance to our appeals procedure. If a decision not to accommodate is upheld on appeal then the person referred will be offered accommodation when it becomes available. It does not mean that this will be immediate.
 The hostel and shared houses are in Keighley and all are furnished to a reasonable standard.

 Complex referrals to the Hostel. 

·  Referrals are considered complex if the responses to any of the questions on the referral form raise Health and Safety issues for the project or if there have been serious rent arrears or non co-operation with benefit claims on a previous stay. If this is the case we will conduct a risk assessment  which will involve two members of our own staff plus contact with other relevant agencies as appropriate.
· Examples of referrals that we might have to ring you back about include:
·  If a young person has already stayed at the hostel we will check records of their previous stay and take this into account before offering a place. In rare cases we may not offer a place if their behaviour or other issues that occurred during previous residences means that other people or the Project may be put at risk by having them back. Issues that might permanently exclude a young person from the hostel include serious bullying, serious threats or assault of a member of staff, serious disruption of our neighbours’ rights to quiet enjoyment. The length of time since their last stay will also be taken into account. We should be able to ring back within minutes to let the referrer know the outcome. 

· Previous stay at another hostel. We usually check with the other hostel(s) if the stay was recent. Again this should take a matter of minutes. 

· Very occasionally another hostel may have contacted us to say that a young person has behaved in a way that has caused serious risk either to people at their hostel or to the future of the Project, prior to the referral. If we consider that the incident is serious enough we may respond immediately with a refusal. 

· We may have already had the young person referred previously and gleaned information that has resulted in a refusal following risk assessment. 

· Some of the questions on the referral form may flag up issues about the suitability of a young person for either a shared living situation or risk to lone working staff or serious risk to the Project. (for instance, recent history of violence)  In such cases we may contact other agencies that have been involved to try and assess any current risk. This may take some time, depending upon the availability of relevant workers in other agencies. 

· We may need to glean further information if answers to referral questions indicate a young person’s support needs may be too high for the hostel or they may be particularly vulnerable. If a young person has personal care needs or has the need for a higher level of support than we can provide we will try and contact other agencies that are working with them to see if we can arrange a joint package that will address their needs. This may take some time and we may not offer a place until we are confident that the young person’s needs can be met. 

 
Referrals to Shared Houses and to Salisbury Road.
These properties are only available to single young people under the age of 25.
All referrals to Salisbury Road are channelled through the hostel team.

Priority over places is as follows:

1. Current residents at our hostel (for both schemes)

2. Current residents at our shared houses (for Salisbury Road)

3. Referrals who, in our opinion, would struggle to survive in our main hostel

4. When there are places available and no one suitable from groups 1, 2 or 3, direct referrals for both schemes will be considered. We will interview all such referrals for these schemes in order to assess support needs.

Existing shared house residents are always introduced to new house mates and given the opportunity to meet up and chat before they move in.

 Salisbury Road vacancies come up rarely. When they do priority is given to people with higher support needs. We would also give more priority to young people who might find it difficult to live on one of the big estates or who have close family in the area.

 Occasionally we will move people straight into the shared houses – for instance if two friends wanting to share present themselves at our office or another referral agency and have identifiable support needs and we happen to have an empty shared house. If this is the case we always interview so that they are aware of the services offered and our expectations of them. It often happens that young people who come to us via this route do not have specific support needs and / or do not want to work with a support worker – they just want a flat. For this reason we prefer them to come to the hostel first so we can assess their needs.

 We would not normally move a person that we did not know directly into a shared house. This is primarily for safety reasons.

Occasionally we may move a Homekey tenant straight into either scheme, perhaps in an emergency. These are young people already known to the Project, with identifiable support needs and support plans already in place.

Homekey Services.

Homekey offers support to a range of service users. These include Refugees, Teenage Parents, Homeless Families and Young People (Single, under 25’s). There is also a Generic provision that can support a variety of needs.
Homekey offers floating support in properties provided by various landlords and its long term aim is for service users to access and sustain accommodation. Service users are expected to co-operate with the service in the completion of a risk assessment and the production of a support plan designed to assist them to be tenancy ready and be able to sustain a tenancy.

Please contact the Project on 01274 738954 or fax 01274 391985 (Bradford Homekey) or Keighley Homekey 01535 211311, fax 01535 212313 for a referral form. We have tried to keep these as compact as possible but ask that as much information as possible is given. Copies are available by e-mail and can be returned in the same way to jeff.gordon@keyhouse.co.uk  or on Key House Website www.keyhouse.co.uk. Where there is any doubt about the client’s suitability for housing with Homekey, wherever possible, both the client and the referring agency will be contacted to clarify the situation. In all cases, wherever possible, the client and the referring agency will be contacted to inform them of the outcome of the initial assessment.
Before a referral is accepted onto our waiting list some basic checks will be carried out. These are in line with the Waiting List Initial Assessment Procedure appended to this document.
All decision made under this process are subject to appeal under Key House Appeal Procedure. Decisions reversed if the appeal is upheld will normally mean that a referral is placed onto the waiting list until a vacancy on a suitable service occurs.

It is also imperative that the client understands that when an offer is close to being made to an individual an interview will be carried out to determine the support needs of the individual or family and assess the risk posed by housing them at the current time. If the Project is able to meet those needs an offer of support will be made as soon as can be arranged after that interview. If it is determined that the support needs have decreased to a point where support is no longer required Homekey will not be able to offer support to that individual or family. If the risk posed by housing the referral has increased to a level that makes it not possible to house then no offer of support will be made. 
Wherever possible the referral agency and the client will be contacted to explain the reason/s why the referral is/is not accepted. The decision will be in writing and there is a right of appeal against the process. The appeal procedure is appended to this document.
Where a referral is accepted they are placed onto the waiting list and allocated into a scheme which addresses the support needs identified from the referral form, until space on the relative Supporting People contract becomes available. The length of time before an offer can be made varies considerably dependant on the needs of the individual. It can be in excess of 18 months. The project periodically checks if the individuals on the waiting list still require housing or to see if their needs have changed.

Referrals are offered support as vacancies become available in the schemes that they are provisionally allocated to. This is carried out in date order of referral as far as is practicable. This is varied only by referrals of people who are in our direct access hostel and have support needs and who are blocking spaces that could be otherwise used. People referred should be informed to contact the Project should their support needs change from those detailed on the original application form. 

The Homekey Project

Initial assessment procedure for acceptance onto the waiting list.

The purpose of this procedure is to ensure that all referrals are treated equally and that sufficient checks and balances are built into the assessment to ensure that the Project cannot be accused that the process is unfair.

Throughout this procedure it should be noted that Homekey has an overriding policy of no automatic exclusions. This effectively means that we will offer support to anyone who has support needs that can be met by the Project unless:

1.
The client has previously been accommodated or supported by the Project in the last two years and that support or accommodation agreement failed and the client can not demonstrate that their circumstances have undergone any significant change;

2.
The client has support needs that can only be met by intense or specialist support that the Project cannot provide and cannot get agreement from another agency to joint work on that support need.
3. 
The client has no recourse to public funds.

In addition Key House recognises that there is an element of risk in the policy of no automatic exclusions but believes that the policy is an essential part of being able to offer support to those with the highest needs and who may not receive support from other agencies.

The procedure: Only service managers or supervisors are authorised to undertake this procedure.

1. Within 5 days of receipt of referral form an assessment should be carried out using the assessment form as appended to this document.

2. A search should be carried on “Wlist” to see if the person has previously been accommodated by the Project. Where they have not been accommodated proceeded to 3.

2a
If the person has previously been accommodated then this needs to be followed up with the respective worker or supervisor of the team

2b
Where the tenancy failed or there was an abandonment within the last two years the referral needs discussion with the section manager to determine whether support will be offered again. Where there have been significant changes in the person’s lifestyle this should not be a barrier to acceptance onto the waiting list.

2c
If there are still concerns then the referral should be taken to the next available team meeting where a decision will be made after full discussion with the team. The section manager has a responsibility for making the final decision after hearing the discussion.

3. The referral should be assessed for support needs and ascertained if they fit into one of the programmes that the Project currently provides under the Supporting People contracts.

3a  
If the referral fits with a scheme then move to part 4

3b 
If the referral does not fit with a scheme, has no support needs or support needs that cannot be met by the Project or accessed through its contacts then the referral should be offered alternative routes to accommodation or support through the form and a standard refusal letter sent to both referral and agency, where permission has been given for the agency to be contacted..

4. Circle or otherwise mark the services that the referral fits with. This can be more than one.

5. Indicate that the referral has been accepted onto the waiting list.

6. Give reasons, on the form, if the referral is not being accepted at this stage. This is important as it gives information to the referral and/or agency to make a case on appeal.

7. Assess any alternative providers who may be able to offer support to the referral. This is particularly relevant where they are likely to be waiting some time for Key House to be able to offer support.

8. Make any suggestions for alternative courses of action for the referral. Where it is not indicated that they have already made application for a homelessness assessment then this should always be suggested.

9. Complete the rest of the form and pass on to the admin worker for standard letters to be sent.

All clients need to be pre-allocated into a scheme that the Project holds via Supporting People. These are:

Families 2 – the primary client group for this scheme is Homeless Families with support needs and any allocation must fit with this client group. The secondary client group can be any of those detailed on the Client Record Form. 

Families 1 – The primary client group for this scheme is Teenage Parents with a secondary client group of Homeless families. Teenage parents should always be allocated into this scheme.

ES – The Primary Client Group for this scheme is to be re-designated as Generic. Anyone with a chaotic lifestyle, single people under 18, substance or alcohol misuse, mental health issues or other high support needs should be allocated to this scheme. The secondary client group should reflect the predominant support needs of the individual.

SP – The Primary Client Group for this scheme is Single Homeless with Support Needs and only clients who are single and under 25 should be allocated to this scheme.

Refugees – The Primary Client Group for this scheme is Refugees and only clients who have been awarded refugee status or extended leave to stay and have access to public funds should be allocated to this scheme.

All assessments are covered by the Appeals Procedure which is appended to this document.

The Homekey Project

Referral assessment.

Client Name:




Age:

HK Number:



Has the referral previously been accommodated by the Project?    Yes      No

If “Yes” how did the tenancy end?

If failure or eviction has there been significant change in the referrals circumstances?  Yes   No

Is there a recommendation to re-support?  Yes

No

Does the referral fit with a supported client group? (ref. to Waiting List Initial Assessment)      Yes       No

If “No” – why not?

If “Yes” what schemes do they fit with? F2   F1  ES  SP  Ref  

Has the referral been accepted onto the waiting list?      Yes     No

If “No” why not?

Are there any known more suitable programmes with other providers for this referral?

Are there any alternative recommendations for the referral?

Referring Agency:

Has the referral give permission for the referring agency to be contacted? 

Yes                    No

Acceptance/refusal letter sent - 

Agency

Date:







Referral

Date:

Reasons for refusal of entry onto waiting list:

Signed:


Position:


Date:
