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Re-contact describing changes in need /

Do not count requests such circumstances for an existing client.
?SI.:’re-agreed respite If PCM, pass to care manager.
¢ Replacement equipment v
+ Changes in basic Is the client's review date overdue?
personal details Is the client's review date due within three months?
as re-contacts. Record, Is there significant change being described about the client's
action and file only. previously assessed needs and / or the type and level of care
package required to meet the needs?
[
v Do not review if PCM
No v case and Specialist
[ Yes | Assessment only is
needed due to
\ 4 \ 4 significant change.
No further Further action is needed,
action needed. but not a full review. Do v
rDe?rgl?;r:Z(l:grrdaa gc;te:ﬁg\?vr.d_?hrig (l;t;fnerral or Record a referral, using a SAP1 or SAP1(a) and
review. Place include a visit, and / or a an SS1(SAP). . .
record of possible change to If a HeIp_Desk client, PM assigns to a worker. PM
contact on file. service provision. also decides whether the review n(_aeds to be
Desktop or Face-to-Face. Reviewing worker

A 4

completes Part 1 and some of Part 2 of the
SS3(P). If a Face-to-Face review is needed, mark
the Desktop review as 'Complete’

This is input by BR and returned to the worker.

CC/SCM - Use a message form or email to
request BR to add the worker as a
relationship to the case. v

PCM - If not the PCM, add the involved
worker as a '‘Co-Worker' to the PCM Monitor
event.

Worker undertakes necessary work to meet
the minor change in need. Record on the

Assigned worker begins the Review, using the
appropriate level of assessment paperwork. The
Review may progress from Desktop to Face-to-Face.
Different workers may contribute to the Review.

front of the SS6. The relationship/co-worker

should be removed on CareFirst. v
Review Outcome
\ 4 No matter what the outcome of the review, you
If there are any service changes, must evidence a review has happened by
update the SS2 template and completing the relevant sections of the SS3(P)
complete JES form, SS619(a) or and an SS14. Pass the SS3(P) to BR for input.
SS618(a)s as necessary.

For further details on how to complete the SS3(P), see
the SS3(P) Guidance document.

\ 4 A \ 4

Close Case. Outcome on Continuing Case - ongoing Continuing Case - ongoing
SS3(P) = Close/NFA. service provision - no case service provision - case
Complete Parts 2, 3, 4 and 8 of transfer needed. Outcome on transfer needed. Outcome
the SS3(P). The case closure SS3(P) = Monitor Service. on SS3(P) = Transferred.
date is the same as the last Complete Parts 2, 3, 4,5 and 8 Complete Parts 2, 3, 4, 5 and
date of service provision. This of the SS3(P), plus 6 and 7 if 8 of the SS3(P), plus 6 and 7
is input by BR and filed. needed. if needed.
An SS13 should also be This is input by BR and filed. This is input by BR and filed.
completed. Update SS2 template. Update SS2 template.
Complete SS619(a) or Complete SS619(a) or Complete SS619(a) or
SS618(a)s as necessary. SS618(a)s as necessary. SS618(a)s as necessary.

An SS13 should also be

completed.




