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Annsbrae House Allocations
1. INTRODUCTION

1.1 This procedure note is compiled of KEY TASKS and DECISIONS.
1.2  This procedure note covers the following:
i) The identification of applicants for Annsbrae scheme.

ii) Completion of appropriate housing application forms and Community
are assessments.

iii) Notification of vacancies.
iv) Annsbrae Management Group Allocation meeting.
v) Offer of accommodation to applicant.

1.3  This procedure should be used in conjunction with the Annsbrae House
Review, which outlines the facilities available at Annsbrae and the aims of the
scheme.

2. KEY TASKS AND DECISIONS
STAGE 1
IDENTIFICATION OF HOUSING APPLICANTS FOR ANNSBRAE HOUSE

The Annsbrae House project is supported accommodation provided for those with
ongoing mental health problems, who have either been residing within Shetland or
who wish to return to Shetland from mainland hospital.

Identification of appropriate applicants will normally occur through:
i) The Housing Officer following the submission of a Housing Application.

ii) Housing Officer following contact with either a Housing Applicant or
Homeless Applicant.

iii) Referral by Social Worker.
iv) Referral by Community Mental Health Team (CMHT).

Applications received by the Housing Officer should be registered and processed on
the Orchard allocation system and passed to the Senior Housing Officer — Supported
Accommodation (SHOSA) so that the application can be processed.

The Housing Officer assigned should then follow Stage Two.

STAGE TWO

COMPLETION OF APPROPRIATE FORMS
Stage two can be completed by either:

e Referring Social Worker.

e Referrer from CMHT.
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e Area Housing Officer.

This will be dependant upon who is deemed the most appropriate person on a case
by case basis.

The Senior Housing Officer (SA) will, however, be responsible for ensuring that this
Department has received all the appropriate documentation.

No applicant will be considered for accommodation at Annsbrae unless they have:

i) Completed a Housing Application, Social Needs and Medical forms (where
appropriate).

ii) A completed Single Shared Assessment.

Where an existing single shared assessment is in operation this and any review
documents will suffice. Where there is no single shared assessment a request in
writing should be made to Social Care Services for one to be completed.

A copy of the Single Shared Assessment should be sent to Housing Services to be
held with the Housing Application.
STAGE 3

VACANCY AT ANNSBRAE

Tenants terminating their tenancy at Annsbrae should give Housing Services four
weeks written notice, in line with their Tenancy Agreement.

Housing Officer to advise SHOSA of vacancy.

Property to be inspected by Technical Officer and then advise SHOSA of work
required.

SHOSA to notify the following of pending allocation:
i) Service Manager — Community Care, to circulate to all Social Care staff.
i) CMHT.
iii) Housing Officers via email.

Using standard memo 1. Date set by which all applicant’'s names and documents to
be submitted to Housing Services prior to allocation meeting.

STAGE 4

ANNSBRAE MANAGEMENT GROUP MEETING

SHOSA to compile list of applicants to be considered from Orchard and replies
received from STANDARD MEMO 1 as outlined above.

STANDARD MEMO 2 sent to members of Annsbrae Management Group:
e Senior Social Care Worker, Annsbrae House
e CMHT Manager
e SHOSA

A copy of the Single Shared Assessment for each applicant will be copied to the
people listed above.
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In addition the referrer for the applicant detailed in the Single Shared Assessment will
be invited to provide information regarding the applicant.

ALLOCATION DECISION
To be agreed by consensus by the members of the Management Group (Referrer

should not be involved in the actual decision).

After the meeting all copies of the Single Shared Assessments are to be returned to
the SHOSA who will dispose of the extra copies.

SHOSA to advise Housing Officer of successful applicant.
STAGE 5

ADVISING THE APPLICANT

The Housing Service will inform the applicant in writing of the offer of
accommodation. The referrer will be advised of the outcome of the allocations
meeting.

It is expected that applicants who have not been allocated should to be advised by
their referrer.
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