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FIFE SOCIAL WORK SERVICE

ADULTS, OLDER PEOPLE & MENTAL HEALTH TEAMS

CARER ASSESSMENT AND SUPPORT PROCESS

The Carer Assessment and Support Process aims to meet the Council’s statutory responsibilities to informal carers in the community.

All Social Work employees involved in advising or supporting carers should offer an assessment and follow this process as required.

The process was agreed in January 2007 and will be reviewed in January 2008.

Contact:   
Gordon Paterson, Service Manager, Older Peoples’ Services
Date of Issue:   
January 2007


Review Date:  January 2008
Authorised By:   
Gordon Paterson, Service Manager, Older Peoples’ Services,
[image: image1.wmf][image: image2.wmf]SOCIAL WORK SERVICE

CARER ASSESSMENT 

& 

SUPPORT PROCESS

PROCESS MAP 

1 

–

 REFERRAL ROUTES

Process Owner

:   

Rona Laing

Date Issued

:  

January 

2007

          

 

Date for Review

:  

January 

2008

                                  Page 

1 

of 

1

START

Worker visiting the 

service user offers the 

carer an assessment

Carer takes up offer of 

assessment

Worker completes 

enquiry 

& 

passes to 

admin for entry onto 

computer system 

(

assessment process 

begins

)

Practitioner offers carer 

assessment or carer 

requests assessment

Practitioner provides 

carer with Carer 

Assessment 

& 

Support 

Form and offers 

assistance to complete

At this point the carer 

can be referred direct to 

the Social Work Service 

if they prefer

Carer completes Carer 

Assessment 

& 

Support 

Form 

(

with assistance if 

required

)

Leads to Assessment 

Process

PROGRESS TO 

PROCESS MAP 

2

Carer contacts the 

Social Work Service by 

mail

, 

in person or by 

telephone to request a 

carer assessment

Carers details are 

passed to the 

appropriate team to 

begin the assessment 

process

Carer Assessment 

& 

Support Form and 

guidance is accessed at 

www

.

fifedirect

.

org

.

uk 

Carer Assessment 

& 

Support Form is printed 

off

At this point the carer 

can refer direct to the 

Social Work Service if 

they prefer

Carer completes Carer 

Assessment 

& 

Support 

Form 

(

with assistance if 

required

)

Completed form is sent 

to local Social Work 

office

Social Work Teams

Other Organisations 

/

Practitioners

Fife Direct

Personal Enquiry

Worker completes Carer 

Assessment 

& 

Support 

Input Form 

& 

forwards 

to Carers Centre

Full Carer 

Assessment Form 

completed

?

Yes

No

[image: image3.wmf][image: image4.wmf]SOCIAL WORK SERVICE

CARER ASSESSMENT 

& 

SUPPORT PROCESS

PROCESS MAP 

2 

–

 CARER ASSESSMENT 

& 

SUPPORT

C

a

r

e

r

S

o

c

i

a

l

 

W

o

r

k

 

T

e

a

m

s

A

d

m

i

n

 

S

u

p

p

o

r

t

C

a

r

e

r

s

 

C

e

n

t

r

e

Process Owner

:   

Rona Laing

Date Issued

:  

January 

2007

          

 

Date for Review

:  

January 

2008

                                  Page 

1 

of 

2

START

Carer is referred or self 

refers for assessment 

(

a Carer Assessment 

& 

Support Form may have 

been completed at this 

stage

)

Team Leader screens 

enquiry 

(

within 

standards

) 

& 

prioritises 

for allocation or 

waiting list

If not already logged

, 

Admin Support enter 

enquiry on computer 

system

Acknowledgement letter 

typed by Admin Support 

& 

passed to Worker for 

signing

Worker checks letter

, 

signs 

& 

passes back to 

Admin Support

Admin Support mail 

letter as per area office 

mailing procedure 

& 

file 

copy letter in service 

user file

Worker is allocated to 

carry out assessment 

(

within standard time

)

If an Assessment 

& 

Support Form has not 

already been completed

, 

this is sent or given to 

carer for self completion

Either full assessment or 

pages 

1

,

2 

& 

5 

of 

Assessment 

& 

Support 

Form is completed by 

carer 

(

with assistance if 

required

)

On receipt of completed 

Assessment 

& 

Support Form 

(

or pages 

1

,

2 

& 

5 

of 

Assessment 

& 

Support Form

)

, 

worker meets with carer to 

discuss assessment

, 

agree 

outcomes 

& 

set review date

Continued on 

Page 

2

[image: image5.wmf]SOCIAL WORK SERVICE

CARER ASSESSMENT 

& 

SUPPORT PROCESS

PROCESS MAP 

3 

–

 MONITORING PROCESS

Process Owner

:   

Rona Laing

Date Issued

:  

January 

2007

          

 

Date for Review

:  

January 

2008

                                  Page 

1 

of 

1

C

a

r

e

r

s

 

C

e

n

t

r

e

C

a

r

e

r

s

 

S

t

r

a

t

e

g

y

 

G

r

o

u

p

S

o

c

i

a

l

 

W

o

r

k

 

T

e

a

m

s

Carers Centre receives 

Carer Assessment 

& 

Support Input Form

Carers Centre collates 

& 

analyses information 

on a 

6 

monthly basis 

& 

passes to Carers 

Strategy Group for 

action

START

Carers Centre enters 

outcome of assessment 

on its database 

& 

shreds Input Forms

Information is passed to 

Carers Strategy Group 

for action

Information is passed to 

Service Managers

/

Team Leaders for 

performance monitoring 

purposes 

END

END



[image: image6.wmf]SOCIAL WORK SERVICE

CARER ASSESSMENT 

& 

SUPPORT PROCESS

PROCESS MAP 

2 

–

 CARER ASSESSMENT 

& 

SUPPORT

C

a

r

e

r

S

o

c

i

a

l

 

W

o

r

k

 

T

e

a

m

s

A

d

m

i

n

 

S

u

p

p

o

r

t

C

a

r

e

r

s

 

C

e

n

t

r

e

Process Owner

:   

Rona Laing

Date Issued

:  

January 

2007

          

 

Date for Review

:  

January 

2008

                                  Page 

2 

of 

2

Assessment 

& 

Support 

Form 

& 

Anonymised 

Carer Assessment 

& 

Support Input Form 

completed

Continued 

from Page 

1

Anonymised Carer 

Assessment 

& 

Support Input 

Form and Carer Assessment 

& 

Support Form 

(

or pages 

1

,

2

,

5 

& 

9

) 

passed 

to Admin Support

Admin Support log 

assessment on 

Community Care 

Database 

& 

send Input 

Form to Carers Centre

Carer Assessment 

& 

Support Form filed in 

service user file

Worker monitors 

& 

reviews carer’s needs 

as required

/

agreed

Carers Centre enters 

outcome of assessment 

on it’s database 

& 

shreds Input Forms

END

END

END


Community Care and Health (Scotland) Act 2002
Sections 8 to 12 of this Act are a group of provisions concerning carers:

A right for carers to request an assessment from local authorities in their own right

A right for carers under the age of 16 to request an assessment

A duty on local authorities to inform carers of their right to an assessment

A duty on local authorities to take into account a carer’s view when constructing a care package for a cared-for person

A duty on health boards to develop a “Carer Information Strategy” which outlines how they will inform carers of patients of their right to an assessment

What This Means for Carers is:
           To establish what level of care the carer is willing and able 

to provide and to determine what resources the carer needs to support them in their caring role whilst maintaining their own health and 

           wellbeing and to decide how these resources can best be provided.
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Carers can access the Carers Assessment and Support Form in a variety of ways:

· Through the Worker who is assessing or working with the “cared for” person.  He/she will offer you a Carer Assessment.

· Through Fife Council web site www.fifedirect.org.uk carers can access an Assessment and Support Form and process guidance to complete for themselves and send to the local Social Work Service office (addresses below).  You can access the web site from your local library.

Leven Social Work Office

Kirkcaldy Social Work Office

12 Station Road



East Fergus Place 

Leven




Kirkcaldy

KY8 4QU




KY1 1

Tel:  01334 659323


Tel:  01592 583322
Glenrothes Social Work Office

Cupar Social Work Office

390 South Street


Castlehill

Glenrothes



Cupar

KY7 5NL




KY15 4HA

Tel:  01592 583321


Tel:  01334 659322
Cowdenbeath Social Work Office
Rosyth Social Work Office

70 Stenhouse Street


Park Road

Cowdenbeath



Rosyth

KY4 9DD




KY11 2JL

Tel:  01383 602201


Tel:  01383 602203
Dunfermline Social Work Office

New City House

1 Edgar Street

Dunfermline

KY12 7EP

Tel:  01383 609111

· By requesting a Carer Assessment and Support Form by mail, telephone or in person at any of the above offices (where your request will be noted) and an Assessment and Support Form will be sent to you.  If you need assistance to complete the form your request and details will be passed to the appropriate team who will contact you to arrange to meet.  You can also ask anyone else to assist you to complete the form and return it to the Social Work office.

· Through other organisations/practitioners eg:

Fife Carers Centre

Crossroads

Fife Council Local Offices
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The carer is referred or self refers for an assessment.  The enquiry is logged on to the Social Work computer system.  A letter of acknowledgement is sent to the referrer. 

The worker is allocated to carry out the assessment.

If a Carer Assessment and Support Form has not already been completed by the carer, a form is sent to them.  The carer can then complete the form on their own, with the assistance of a Social Worker, or anyone else they choose.

When an assessment and support form is being sent to a Carer following an enquiry, information recorded on the enquiry form should be recorded on the Carers Assessment and Support form, by the worker before it is sent to the Carer, e.g. ‘Cared for/Carer Details’.

If the Carer is reluctant to complete the whole assessment and support form, for whatever reason, there is the option to complete pages 1, 2 and 5, which should provide enough information to agree an action plan with the Carer.  The action plan on page 9 must be completed by the Social Worker in all cases.

When the form has been completed the worker meets with the carer to discuss the assessment, agree what should be done and set a review date.

A Carer Assessment and Support Input Form is then completed and sent to the Carers Centre for monitoring purposes.

The worker monitors and reviews the situation with the carer as required.






The Carers Centre receive a Carer Assessment and Support Input Form from the Social Work Service.  These forms contain basic information about the person who has been assessed, needs which have been identified, including unmet need, and services which were provided.  The forms are coded with a Pin Number by the Social Work Service so that workers at the Carers Centre are unable to identify the carers who have received an assessment.

The Carers Centre enters the information on to its database and then shreds the form.  They collate and analyse this information on a 6 monthly basis and report their findings to the Carers Strategy Group for action.

The information collated is sent to Team Leaders and Service Managers in the local area for performance monitoring purposes.




A carer has the right to a professional assessment with a person trained and competent in this activity.

The following guidance is aimed at ensuring the assessment process is person centred.

THE CARER

1. The carer can choose to complete the assessment and support form him/herself or with assistance from another person.

2. The assessment should be carried out at a pace which suits the carer.

3. The assessment is about the carer and the support they need, not about filling in a form.

4. The assessment should be carried out in a place of the carer’s choosing, where he/she feels relaxed and at ease.

5. The carer should be fully involved in the assessment process, kept fully informed at all stages and agree the support to be provided

6. In carrying out the assessment, the carer’s communication needs must be met to facilitate their involvement.

7. The carer’s ethnic background will be respected throughout the assessment process.

THE PERSON CARRYING OUT THE ASSESSMENT

1. Where required the person should fully explain the assessment purpose and process to the carer before starting the assessment.

2. The person should engage with the carer and aim to build a relationship of trust.  It is recognised that there may not be time to achieve this fully in emergency/duty situations.

3. The privacy and dignity of the carer must be respected at all times.  For example, if you are interviewing someone in hospital, use a private room.

4. Assessments must be carried out in a non-judgemental and non-discriminatory way.

5. The person should clearly state the conclusion/outcome of the assessment.

6. The assessment is carer focused and is about his/her needs.  It must not be resource led.

JANUARY 2007
	CARER’S ASSESSMENT AND SUPPORT FORM
	CONTACT PERSON:
	ORGANISATION:


	TELEPHONE  NO




	CARERS DETAILS
	TITLE:
	SURNAME:
	FIRST NAME:



	ADDRESS:
	TOWN:
	POSTCODE:



	TELEPHONE NO. (WORK)
	TELEPHONE NO. (HOME)
	D.O.B:



	GPs NAME:
	ADDRESS:
	TOWN:
	POSTCODE:



	OCCUPATION:



	ETHNIC ORIGIN:  (please tick one box only):

Bangladeshi (B)  (
    Black Other (BO) (
Pakistani (P) (
White Other (W0) (
Black African (BA) (
Chinese (C)   (
White British/Irish (WB)  (
       White European (WE)  (       Black Caribbean/Guayanese (BC)  (
Any Other Group (OTH) (











(Please specify) 

	COMMUNICATION:     Communication support needed?  (
Interpreter   Yes (   No (        Translator needed?   Yes (    No (










(if yes specify which language) ……………………..

Telephone   Yes (   No (      Able to use telephone?  Yes (   No (
Text Telephone   Yes (   No (       SMS Mobile  Yes (   No (


	DETAIL BENEFITS RECEIVED:  (THIS SECTION IS TO ENSURE YOU ARE RECEIVING ALL YOU ARE ENTITLED TO)



	

	

	

	


The next Section which is highlighted should not be completed without the consent of the cared for person or their legal representative. 


CONSENT (Please tick)    Yes       
      No  
         If ‘no’ please continue to next section.

	DETAILS OF THE PERSON/S CARED FOR
	TITLE:
	SURNAME:
	FIRST NAME:



	ADDRESS (IF DIFFERENT FROM ABOVE):
	TOWN:
	POSTCODE:


	D.O.B:

	RELATIONSHIP OF PERSON BEING CARED FOR:



	GPs NAME:
	ADDRESS:
	TOWN:
	POSTCODE:



	HEALTH DIFFICULTIES / DISABILITY:



	

	

	

	

	

	BENEFITS RECEIVED: (THIS SECTION IS TO ENSURE THEY ARE RECEIVING ALL THEY ARE ENTITLED TO)



	

	

	



ONLY ANSWER QUESTIONS YOU ARE COMFORTABLE WITH


	CARING RESPONSIBILITIES (Tasks undertaken for those cared for (daily, weekly etc)

	Tasks


	Person Giving Help

(eg yourself/relative/friend/CPN

Home Care, Crossroads
	Frequency
	Financial Cost If Applicable

	1a  Getting out of bed


	
	
	

	1b  Getting into bed


	
	
	

	2    Washing


	
	
	

	3    Bathing/Showering


	
	
	

	4    Emptying Commode 


	
	
	

	5    Dressing


	
	
	

	6    Using Toilet 
	
	
	

	7    Making Drinks


	
	
	

	8    Meals


	
	
	

	9    Dealing with Incontinence 
	
	
	

	10 Medication and  Medical 

       Procedures
	
	
	

	11   Motivation/Stimulation


	
	
	

	12   Laundry 


	
	
	

	13   Cleaning


	
	
	

	14   Shopping


	
	
	

	15    Dealing with Correspondence


	
	
	

	16    Collecting Pension


	
	
	

	17    Paying Bills


	
	
	

	18   Organising Finances 


	
	
	

	19 Maintaining Garden and 

       Property
	
	
	

	20   Supervision/On-going Support


	
	
	


ONLY ANSWER QUESTIONS YOU ARE COMFORTABLE WITH

	CARING RESPONSIBILITIES   

	1.  What do you do to assist the person?

	

	

	

	

	What are the main difficulties in your caring role, for example, managing difficult behaviour, assisting with going to bed, dressing, toileting etc?

	

	

	

	

	


	2. Estimate the most and least amount of time, in hours a week you spend providing care (including overnight)

	MOST


	LEAST

	
	

	
	

	
	

	
	


	3.  Are there any additional tasks that you have to do which normally were done by the person cared for (eg gardening, walking the dog, child care responsibilities, financial responsibilities etc)
	YES                  NO  

	DETAIL:

	

	

	

	


	4.  Are there any tasks you would prefer not to do or need help with?
	YES                  NO  

	DETAIL:

	

	

	

	

	



ONLY ANSWER QUESTIONS YOU ARE COMFORTABLE WITH

	CARING RESPONSIBILITIES  (continued) 

	5.  Do any of the tasks present any problems because of the behaviour or attitude of 

      the person being cared for eg, personality, relationship problems?
	YES                  NO  

	DETAIL:

	

	

	

	


	6.  Are there Services that you do not receive which would assist you in your caring 

        responsibility?
	YES                  NO  

	         DETAIL:

	

	

	

	

	


	7.  Do you live with the person you care for?
	YES                  NO  

	     Are there any accommodation/tenancy issues which affect you in your caring role?

	       DETAIL:

	

	

	

	


	8. Are there any financial implications for you in carrying out your caring 

       responsibilities
	YES                  NO  

	DETAIL:

	

	

	


	9.  Do you have worries about the future in relation to your caring responsibilities?
	YES                  NO  

	DETAIL:

	

	

	

	




NB  
PLEASE CONTINUE IF NECESSARY ON ANOTHER PAGE

	CARING RESPONSIBILITIES  (continued)    (Please detail your daily routine in relation to your caring role).

	CARERS DIARY

	
	MORNING
	AFTERNOON
	NIGHT

	SUNDAY


	
	
	

	MONDAY


	
	
	

	TUESDAY


	
	
	

	WEDNESDAY


	
	
	

	THURSDAY


	
	
	

	FRIDAY


	
	
	

	SATURDAY


	
	
	



ONLY ANSWER QUESTIONS YOU ARE COMFORTABLE WITH

	CARERS HEALTH.

	1.  Do you ever experience any problems with your own emotional or physical health?
	YES                  NO  

	DETAIL:

	


	2.   Have you recently consulted GP/others for treatment?
	YES                  NO  

	DETAIL:

	


	3.   Do you ever feel under pressure, unhappy or stressed out?
	YES                  NO  


	DETAIL:

	


	4.   Have you sought help recently for this?
	YES                  NO  

	DETAIL:

	


	5. Do you worry that your own health problems may make it difficult to carry out your caring responsibilities?
	YES                  NO  

	DETAIL:

	


	6. Are there any additional problems you have which cause you difficulties as a carer eg bereavement, family commitments?
	YES                  NO  

	DETAIL:

	


	7. Are you being woken during the night?
	YES                  NO  

	DETAIL:

	


	8. Are there any other persons/members of the family who readily provides direct help or shares the caring responsibility?
	YES                  NO  

	       If the answer is YES, do they live with you?
	YES                  NO  

	       What relationship are they to you?

	

	

	         What relationship are they to the person caring cared for?

	

	

	        If they are under 19 years of age, what age are they?




ONLY ANSWER QUESTIONS YOU ARE COMFORTABLE WITH

	SOCIAL LIFE    

	
	
	YES
	NO
	HOW OFTEN

	Are you able to
	have outside interests
	
	
	

	
	take a holiday
	
	
	

	
	keep contact with family/friends
	
	
	

	
	have time to yourself
	
	
	

	If not, why?

	

	

	


	How does your caring responsibilities prevent you pursuing your own interests?

	DETAIL:-

	

	

	


	If your life is restricted, what would allow you some time for yourself?

	DETAIL:-

	

	

	


	How do the services you receive assist you?

	DETAIL:-

	

	

	


	In what way do the services you receive give you problems?

	DETAIL:-

	

	

	




	EMPLOYMENT/TRAINING OR EDUCATION

	1.  Are you currently in employment or undertaking some form of training/education?
	YES                  NO  

	DETAIL:

	

	

	


	2. Is it your wish or are you planning to work/or to undertake some form of 

        training/education? 
	YES                  NO  

	DETAIL:

	

	

	


	3.  If you are working or undertaking some form of training or education, are there any         

     problems with combining this with your caring role?
	YES                  NO  

	DETAIL:

	

	

	


	4.  Do you think you need training to carry out your caring role?
	
      YES

NO     




	DETAIL:

	

	

	


IS THERE ANY INFORMATION NOT ALREADY ASKED FOR, WHICH YOU WOULD LIKE TO RECORD?

I consent to the information recorded on this form being shared with other relevant agencies:

Signed …………………………………………………………………… (carer)
Date ………………………..

Signed …………………………………………………….. (cared for person)
Date ………………………..


	CARERS SUPPORT PLAN

	CARING RESPONSIBILITIES:

	ISSUES


	ACTION


	PERSON RESPONSIBLE




	CARERS HEALTH

	ISSUES


	ACTION


	PERSON RESPONSIBLE




	SOCIAL LIFE

	ISSUES


	ACTION


	PERSON RESPONSIBLE




	EMPLOYMENT 

	ISSUES


	ACTION


	PERSON RESPONSIBLE




	START DATE


	COMPLETION DATE


	PERSON RESPONSIBLE




PERSON COMPLETING ASSESSMENT:







CARER:

CARER ASSESSMENT AND SUPPORT INPUT FORM

	OFFICE:




NAME OF PERSON

TEAM:




COMPLETING FORM:


	INFORMATION: This form is an important part of the Carers Assessment and must be filled in so that an accurate record of all details can be collated for future reference.  Please circle the appropriate response and answer all questions.  The information will be kept strictly confidential and no names or addresses are to be logged.


	CARER DETAILS:
	PIN NO:

SEX:

MALE/FEMALE
	ETHNIC ORIGIN (please tick one box only):

Bangladeshi (B)
(
White British/Irish (WB) (
Black Other (BO)
(
White European (WE)
(
Pakistani (P)
(
Black Caribbean/
(
White Other (W0)
(
         Guayanese

Black African (BA)
(
Any Other Group (OTH) (
Chinese (C)
(
(Please specify)


	AGE RANGE:
· 0-15

· 16-29

· 30-44

· 45-64

· 65-74

· 75-84

· 85+

	ISSUES FOR CARER:
1.  Mental Health Issues   2.  Physical Health Issues    3.  Social Issues
   4.  Employment/Education
5.  Housing  6.  Financial


	COMMUNICATION:


	Communication Support Needed?     (
Interpreter/Translator Needed? (

	Telephone   Yes    (   No
(
Able to use telephone?     Yes    (    No    (
Text Telephone      Yes    (     No   (


	CARED FOR

 PERSON:
	SEX:

MALE/FEMALE


	AGE RANGE:
· 0-15
(  65-74

· 16-29
(  75-84

· 30-44
(  85+

(
45-64

	DISABILITY/ILLNESS:

· Mental illness
(  Dementia

· Physical disability
(  Substance Misuse

· Learning disability
(  Child with Special

(  Frail/elderly
                   Needs 

	HAS CARED FOR PERSON CONSENTED TO THEIR DETAILS BEING RECORDED?

YES/NO
	ASSESSING TEAM:

CARER COMPLETED ASSESSMENT 

YES/NO
	LMU AREA:

· Dunfermline

· West Fife

· Kirkcaldy

· Levenmouth

· Glenrothes

· North East Fife
	RELATIONSHIP OF CARER TO CARED FOR PERSON:

· Husband/wife
(  Nephew/Niece

· Partner
(  Mother/Father

· Sister/Brother
(  Friend/Neighbour

· Son/Daughter
(  Other 
· Uncle/Aunt
      (please specify)




	DATE CARER ASSESSMENT REQUESTED: 

DATE CARER CARE PLAN AGREED/COMPLETED:

DATE CARER CARE PLAN IMPLEMENTED: 


	AREA OF NEED IDENTIFIED: 

CARING RESPONSIBILITIES        (
CARERS HEALTH           (
CARERS SOCIAL LIFE   (
CARERS EMPLOYMENT (
	ACTIONS FROM CARER SUPPORT PLAN:

WERE NEW SERVICES COMMITTED?

YES/NO

(If yes, move to next box).
	IF YES, WHAT SERVICES WERE PROVIDED?

· Day Care

· Evening Care

· Overnight

· Aids/Adaptations

· Transport

· Respite

· Home Care

· Other (please specify)



	WHO PROVIDED THE SERVICES?   1.  Health   2. Social Work  3.  Voluntary Organisation  4. Other (please specify)




	WERE SERVICES INCREASED?

YES/NO

WERE SERVICES PROVIDED FOR THE CARER IN THEIR OWN RIGHT?

YES/NO
	IF YES, WHAT SERVICES WERE INCREASED?

· Day Care

· Evening Care

· Overnight

· Aids/Adaptations

· Transport

· Respite

· Home Care

· Other (please specify)


	WAS THERE AN UNMET NEED?

YES/NO

(If yes, move to next box)
	PLEASE SPECIFY AND IDENTIFY MAIN POINTS.

(Free Text)


After completion, the form should be returned to:  PRT Fife Carers Centre, 157 Commercial St, Kirkcaldy, KY1 2NS marked Private & Confidential.  Once the information has been logged, the form will be shredded.

Direct Line: 


Your Ref:

Our Ref:  


Date: 

Dear 

CARERS ASSESSMENT AND SUPPORT

In response to your request, I enclose a Carers Assessment and Support Form.  You can complete the form yourself or we can provide someone to help you.  You have the option to either fully complete pages 1-9 or alternatively for a shortened assessment please complete pages 1, 2 and 5.

If your first language is not English or if you have any other communication needs, then we can provide an Interpreter Service.  Please contact …………..

Once the form is completed, it should be returned to your local Social Work Office in the envelope provided.

If you wish to talk to someone about the assessment or if you want to find out when someone will contact you to follow it up, please contact ……………

I hope you find this useful.

Yours sincerely

Gordon Paterson
Service Manager

Older People’s Services (East)
Enc

Direct Line: 


Your Ref:

Our Ref:  


Date: 

Dear 

I am writing to acknowledge that I have received your completed carer’s assessment and support form.

A Social Worker from the ……………………… Team will contact you in the near future to confirm the details on the assessment form and discuss with you what assistance you 

need to support you in your caring role.

Yours sincerely

Team Leader

CARER ASSESSMENT AND SUPPORT


REFERRAL ROUTES


 





� EMBED Visio.Drawing.11  ���








� EMBED PBrush  ���


SOCIAL WORK SERVICE


ADULTS, OLDER PEOPLE & MENTAL HEALTH TEAMS












































Contents:





Legislation & Definition


Referral Routes Information


Process Map 1 - Referral Routes


Explanation - Carer Assessment and Support Process 


Process Map 2 – Carer Assessment and Support


Explanation - Monitoring Process 


Process Map 3 – Monitoring Process


Good Practice Guidance


Carer Assessment and Support Form


Carer Assessment and Support Input Form


Standard Letter 1 – Response to Request


Standard Letter 2 – Receipt of Carer Assessment and Support Form





� EMBED Visio.Drawing.11  ���





Date Issued:


January 2007





Date for Review: 


January 2008  





CARER ASSESSMENT AND SUPPORT PROCESS





 





CARER ASSESSMENT AND SUPPORT


GOOD PRACTICE GUIDANCE


 





CARER ASSESSMENT AND SUPPORT


MONITORING PROCESS


 





� EMBED Visio.Drawing.11  ���





Process Owner:   


Gordon Paterson, Service Manager





Page 8 of 9





Page 7 of 9





Page 6 of 9





Page 5 of 9





Page 5 of 10





Page 4 of 9





Page 2 of 9





Page 3 of 9





Page 1 of 9





� EMBED Visio.Drawing.11  ���





CARER ASSESSMENT AND SUPPORT


LEGISLATION AND DEFINITION


 





Page 9 of 9





JANUARY 2007








_1231249591.vsd
START


Other Organisations /
Practitioners


SOCIAL WORK SERVICE
CARER ASSESSMENT & SUPPORT PROCESS
PROCESS MAP 1 – REFERRAL ROUTES


Process Owner:   Rona Laing				Date Issued:  January 2007	          		 	Date for Review:  January 2008		                                  Page 1 of 1


Worker visiting the service user offers the carer an assessment


Carer takes up offer of assessment


Worker completes enquiry & passes to admin for entry onto computer system (assessment process begins)


Practitioner offers carer assessment or carer requests assessment


Practitioner provides carer with Carer Assessment & Support Form and offers assistance to complete


At this point the carer can be referred direct to the Social Work Service if they prefer


Carer completes Carer Assessment & Support Form (with assistance if required)


Carer Assessment & Support Form and guidance is accessed at www.fifedirect.org.uk 


Carer Assessment & Support Form is printed off


At this point the carer can refer direct to the Social Work Service if they prefer


Carer completes Carer Assessment & Support Form (with assistance if required)


Completed form is sent to local Social Work office


Carer contacts the Social Work Service by mail, in person or by telephone to request a carer assessment


Carers details are passed to the appropriate team to begin the assessment process


Leads to Assessment Process


PROGRESS TO PROCESS MAP 2


Full Carer Assessment Form completed?


Social Work Teams


Fife Direct


Personal Enquiry


Worker completes Carer Assessment & Support Input Form & forwards to Carers Centre


Yes


No
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SOCIAL WORK SERVICE
CARER ASSESSMENT & SUPPORT PROCESS
PROCESS MAP 2 – CARER ASSESSMENT & SUPPORT


Carer


Social Work Teams


Admin Support


Carers Centre


Process Owner:   Rona Laing				Date Issued:  January 2007	          		 	Date for Review:  January 2008		                                  Page 2 of 2


Anonymised Carer Assessment & Support Input Form and Carer Assessment & Support Form 
(or pages 1,2,5 & 9) passed to Admin Support


Admin Support log assessment on Community Care Database & send Input Form to Carers Centre


Assessment & Support Form & Anonymised Carer Assessment & Support Input Form completed


Carer Assessment & Support Form filed in service user file


Worker monitors & reviews carer’s needs as required/agreed


Carers Centre enters outcome of assessment on it’s database & shreds Input Forms


END


Continued 
from Page 1


END


END
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SOCIAL WORK SERVICE
CARER ASSESSMENT & SUPPORT PROCESS
PROCESS MAP 3 – MONITORING PROCESS


Carers Centre


Carers Strategy Group


Social Work Teams


Process Owner:   Rona Laing				Date Issued:  January 2007	          		 	Date for Review:  January 2008		                                  Page 1 of 1


Carers Centre receives Carer Assessment & Support Input Form


Carers Centre collates & analyses information on a 6 monthly basis & passes to Carers Strategy Group for action


START


Carers Centre enters outcome of assessment on its database & shreds Input Forms


Information is passed to Carers Strategy Group for action


Information is passed to Service Managers/Team Leaders for performance monitoring purposes 


END


END
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SOCIAL WORK SERVICE
CARER ASSESSMENT & SUPPORT PROCESS
PROCESS MAP 2 – CARER ASSESSMENT & SUPPORT


Process Owner:   Rona Laing				Date Issued:  January 2007	          		 	Date for Review:  January 2008		                                  Page 1 of 2


Carer


Social Work Teams


Admin Support


Carers Centre


START


Carer is referred or self refers for assessment 
(a Carer Assessment & Support Form may have been completed at this stage)


Team Leader screens enquiry (within standards) & prioritises for allocation or 
waiting list


If not already logged, Admin Support enter enquiry on computer system


Acknowledgement letter typed by Admin Support & passed to Worker for signing


Worker checks letter, signs & passes back to Admin Support


Admin Support mail letter as per area office mailing procedure & file copy letter in service user file


Worker is allocated to carry out assessment (within standard time)


Continued on Page 2


If an Assessment & Support Form has not already been completed, this is sent or given to carer for self completion


Either full assessment or pages 1,2 & 5 of Assessment & Support Form is completed by carer (with assistance if required)


On receipt of completed Assessment & Support Form 
(or pages 1,2 & 5 of Assessment & Support Form), worker meets with carer to discuss assessment, agree outcomes & set review date
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