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Introduction

This guidance explains how to use the new Supmpileople Performance
Workbook that applies from April 2004. The guidanskeould be read in
conjunction with the ODPM'’s Detailed Definitions ahe Performance
Indicators for 2004/05.

This guidance is intended for providers and Admeériag Authorities. It is
essential that the performance workbook is comglatxurately and that there
is a clear understanding of the type of data reguand the definitions used.
From time to time Administering Authorities will ed to audit the data
submitted by providers and it is essential thatdgeecords are kept and that all
the relevant evidence is available.

The performance indicators generated by the workbzan only provide an

indication of performance. It may be necessarynigestigate areas that have
been highlighted by the performance workbook. Tlefggmance data is

intended to be used by Administering Authorities $ervice reviews and for

ongoing monitoring, as well as by providers for ege&ment purposes.

There are a few sections within the guidance on howinterpret the
performance data. These sections can only provadergl guidance and are not
intended to be prescriptive. It is important toentitat Supporting People covers
a diversity of services and performance will vargni one type of service to
another. In assessing performance it may be usefidlok at groups of related
indicators together to provide a more rounded péctUltimately Administering
Authorities are responsible for the contact with gupport provider and should
interpret the data according to local requirements.

Providers will need to use their own record keemggtems to complete the
performance workbook. IT solutions can consideratdgiuce the workload
involved with collecting and recording data andnsferring it into the

workbook. The workbook allows providers to make ooents on the

information provided and authorities should alwakigck these. The workbook
can be sent to Administering Authorities electraflicor a printed copy of each
quarterly return page can be sent by post.

The workbook can be operated usiBgcel 20000r Excel 97 Some of the
functions do not work when using Excel 97 and thase highlighted in the
guidance.



The Contract Page

Introduction

The contract page provides all the relevant detdilhe service contracted by
the Administering Authority (AA). Where the conttais varied during the
course of a period then some of these changes eamdxe using the
performance workbook. Where changes cannot be pocated then a new
workbook will need to be completed from the poirfiten the contract changed.

Although the information contained in the contrachedules provides a basis
for measuring performance, other data will alsodzpiired so that performance
can be measured effectively.

Completing the contract page

Enter details of the service at the top of @mntract page. Entries can only be
made in the yellow cells.

Service IDnumber | S | T | E | 0 | 1 | \ \
Service name Stevington House
Provideri D| 5 | 6 | 2 | 7] 6] 8] 0| 2
Provider name | Ashdon Independent Living Trust

Contact name * Theresa Gallagher
Position Service Manager
Contact address 1 5 Kates Lane

2 Ashdon

3 Saffron Walden

4

5

Postcode | CM25 ODE
Telephone | 01982 345 673
Email T.Gallagher@ailt.org.uk

Service ID- this numbeis to be found on the contract schedule.

Provider ID - Each provider has a National Provider ID numbeat tis
published by the ODPM.

The contact name, address and other details carhdoeged later in the year
when the quarterly returns are completed.

It is important for providers to be consistent lire tuse of Provider Names and
Service Names, for instance MGT and Manchester t&rélaust may be the
same provider but may not be recognised as the sggaeisation by the AA.

Administering Authority - Select the Administering Authority from the drop
down list. For Excel 97 users the AA’'s name needsettyped in.

Administering Authority

Essex :I



Floating support service
Capacity: number of users
Permanent housing

Year - Select the year from the drop-down list in thi. cAll years start on the
first Monday in April and end on the Sunday aftee tast Monday in March.
These dates appear at the top of the
contract page and the number of
weeks in the year is shown in the box next to tearyFor Excel 97 users only
the year 2004/05 is shown.

Yr 2005/06 No. w eeks 52

The quarterly period will be shown automatically emhthe Quarter tabs are
selected. The period will change when each of the Guarterly return pages
are selected

From  Mon 04 Apr05 to Sun 02 Apr 06

Primary Client Group
Select the primary client group from the drop dolsh in the cell. This list
shows all the Supporting People client groups.

Primary client group:
Mental health problems

Type of service

Select the service type (also from a drop down. lisis important to note that
where an accommodation based support service edsaps floating support, it
should be regarded as two separate services flurp@mce reporting purposes.

Service type:

Supported housing

Capacity: no. units or placements 20
Planned duration of service: more than 2 years

A warning about unusual combinations of client grguand type may appear —
this warning can be ignored and will not affect estlentries made in the
workbook.

If “supported housing”, “supported lodgings or “#doplacements” are selected,
the “Planned duration of service” must also beeesut. The options are “more
than 2 years” or “less than 2 years”. For someisertypes, the planned
duration will appear automatically.

Floating support services are always treated aggny
= services to people in permanent or long term h@yswen if
the service is only planned to last for a few mentRefuges
and foyers are always treated short-term serveesn(if some service users
stay longer than 2 years).

Capacity

The capacity means the number of housing unith@emumber of placements
for support-only services such as floating supp@ttis should be the number in
the Supporting People contract at the start oy/dze.

Staff Team
The contact page will also need to include thef $&&fm and the guidance to
completing this part is shown in section 3.
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Setting up the Staff Team
Introduction

It is essential to identify the staff team for thervice, as providers are under
contract with AAs to provide a level of staffing deliver the support service.

The performance return requires providers to appodtaff time to the service

and then to support activities within that servitehen calculates an adjustment
to the hours that staff are required to work inhegaarter to take account of
annual leave, sick leave, sundry other leave aednttimber of bank holidays

within each quarter.

Sole traders and supported lodging servicesdo not have to provide staffing
information as they are not required to report ba staffing performance
indicator. The definitions for sole trader and suped lodgings are shown in
the SP glossary of terms.

Staffing input

Enter details oall staff members who are required to spend some or alledf th
time working at the service. The return divides ket into three groups:

* Front line staff who spend some or all of theirdion the support service

* Managers of front line staff who spend some owo&lheir time on support
work at the service

» Staff who spend all of their time on other duties eare.

Staff that spend some or all of their time on supwe apportioned to the
service by the return and the resulting staffinguinshould be equivalent to that
shown in the contract schedule (excluding volurseahere staff numbers in
the contract schedule (excluding volunteers) atehmsame at those shown on
the performance return, then the provider and timiAistering Authority will
need to amend the schedule at a service review agteement.

Only include paid members of staff who would nodmnalork at the service

(this would include the situation where the maimtcactor sub contracts the
support service to another provider). The retwksdor all the hours normally
worked by staff (on all duties at all services) dhedn apportions their time to
support activities at the service. These staffdivaled into the following three

groups.

Group 1: Front line staff who work directly with service users and spend
some or all of their time on the support service.

Front line staff who spend some or all of theirdion support work should be
included in this group — these are people who lthrext contact with service
users and deliver the front line support servidaffSvho spend altheir time on
other activities such personal care, housing managg cooking, training
should not be included. See ODPM Detailed Defingimf the Performance
Indicators for 2004/05 for more guidance.



The return asks for staff time to be apportionedupport duties. Where front
line staff spend some of their time on activitiests as care, cooking, housing
management etc these hours should not be includesh apportioning staff

time to support.

Group 2: Managers of front line staff who spend sme or all of their time
on support work at the service

Managers who have direct line management respditsioir the front line staff

shown in group one. Only those managers who spem# ©r all of their time
managing front line support staff should be inctiid@he return asks for
managers’ time to be apportioned to support dudies this time should only
relate to the management of the support activiiesided by front line staff
(and not personal care and other non support tetiyi Central office staff
should not be included unless they directly linenage front line support staff.
Do not include staff that provide services such fasance management,
performance management, quality control, and hurasources.

Group 3: Staff members who spend some of all of tireime working at the
service but do not provide support services

This information is being collected to help AAsunderstand the input of the
total staff team. However, the actual hours workechon-support staff are not
monitored by the quarterly returns. This grouptaff should include:

. Care staff — who provide personal care but nonghafse time is charged
to the support service.

. Staff carrying out basic housing management datidg.

. Finance and administrative staff

. Waking night cover (where no time is spent on suppo

. Employment support staff in foyers (where theirieitlo not include the
provision of support services)

. Childcare workers. Some childcare support in resugay be eligible for
Supporting People grant and where this is the teseshould be shown
in group 1.

. Catering staff

. Cleaners where not funded under Supporting People

. Any other staff who work at the service but whorat provide support.



Completing the staffing sections

The following explains the type of information thatshould be included in
the return for staffing input

Number of Total hrs Total Percentage Weekly  Support hrs

days worked hours of time support  (this service)
Post(s) normally No. eachweek  worked in Col e. hours as percent-
Group posts with the same hours worked in of on all each week that is (this age of total
and percentage time spent on this each week posts duties on this spent on service)  weekly hrs.
service and on support. (all duties) service support

days No. hrs. hrs. % hrs. %

Col b. Col c. Col d. Col e. Col f. Col g. Col h.
Housing and Support Worker | 500 | 1.0 | 3500 | 20.00 | 90.0% |  18.00 | 51.4%

Column b: Number of days normally worked in each wek all duties

Column b shows the number of days normally workadheweek by each
member of staff on that row. Column b will not eptan entry greater than 7
(days).

Note, column b should include days worked onsaivices — not just those
which are the subject of the return. It shoulaatelude days worked on other
duties such housing management or personal care.

For those staff that are employed on a rota andwurd a different number of
days each week, the average number days worked weeek over the rota
period should be shown.

Column c: Number of posts
The number of individual posts should be identitesdmore than one post can
be included on each line.

Column d: Total hours worked in each week on all dties
Column d shows the total hours spent on all sesvasel all duties (not just the
support work). The entry should be calculatedodiews:

Number of days worked each week (column b) x hauosked each day x
number of posts (column c).

The hours shown are those that would be includeddontract of employment
for each member of staff (contracted hours).

Total hours worked each week on this service

The amount of staff time apportioned to serviceusdhdoe shown in Column e.
This includes all work, including (for example) lsing management and
personal care.

Percentage of time that is spent on support

In Column f, enter the percentage of the time stpént on support (this service
only). The support hours will be calculated angpthyed in column g. Column
h shows the hours in column g as a percentage bbais worked (column d).



Annual leave

The last entry needed on the Contract Page isrthaah leave entitlement for

each post.

headi
Post(s) '

Click here tolock
the staff team

Group posts w ith the same hours
and percentage time spent on this

service and on support.

Col a.
Support w orker

Number of

days

normally No.
worked in of
eachweek posts

(all duties)
days No.
Col b. Col c.
7.00 2.0

For each individual post,
total no. days in a full year

Annual
leave

days
Col i.

22.5

other
leave

days
Col j.
11.2

The contracted amount of annual leave should beshio Col i for each post.
Where there is more than one post shown on eaehtlmaverage annual leave
entitlement should be entered.

Other leave in Col j shows a pre-set standard amiiat is allowed for sick
leave and other leave such as jury service.

Example:

Ciick here tolock

the staff team
headings

Post(s)
Group posts with the same hours
and percentage time spent on this
service and on support.

Col a.
Project Manager
Senior Housing and Support Worker
Support worker
Support worker

Nurrber of
days
normelly No.
worked in of
eachweek posts
(all duties)
days No.
Colb.  Colc.
500 1.0
3.00 10
250 40
500 20

Total hrs
worked
each week
onall
duties

hrs.

Col d.
35.00 "
21.00
70.00
70.00

Total
hours
worked
each week
on this
service
hrs.

Col e.
21.00 %
14.00
56.00
56.00

Percentage
of time
inCol e.
that is

spent on
support
%

Col f.
85.0%
95.0%

100.0%

100.0%

Weekly
support
hours
(this
service)

hrs.

Col g.
17.85
13.30
56.00
56.00

Support hrs
(this service)
as percent-
age of total

weeky hrs.

%

Cal h.
51.0%
63.3%
80.0%
80.0%

The illustration above shows the members of th# tgam who work directly
with service users (group 1).
managers (group 2).

Similar entries $tolbe made for first-tier

* There is one Project Manager (1 is entered in colajmwho works a five-
day week (column b). They spend three days of therking week at this
service, therefore 21 hours in entered in columnkeally, 85% of their
work is attributable to support services and tlisentered in column f.
Column g shows the support hours worked:

21 hours x 85% = 17.85 hrs

In column h, the support hours at this serviceslm@vn as a proportion of
all hours worked:

17.85 +35x 100 = 51%
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There is one Senior Housing and Support Workes @ntered in column c)
who works a three-day week (column b). Only twdhafse days are spent
working at this service, therefore 14 hours (2howurs) is entered in column
e. In this case 95% of their work is attributatdesupport services (column

f)

Four Support Worker each work 2% days each weelspadd two of those
days working at the service. The entries are theze

e Column b: 2.5 days (the hours worked by each ofdbeworkers)

e Column c: 4 posts

e Column d: 4 posts x 2.5 days x 7 hours = 70 hounked in total

e Column e: 4 posts x 2 days x 7 hours = 56 hour«kedbat the service.

All of the support workers hours are spent on tngpsrt service, therefore
100% is entered in column f. Column h shows tha group of workers
spend 80% of their total hours on support worket $ervice.

56 support hours + 70 total hours x 100 = 80%

Finally there are two full-time support workers whpend 4 days each on
this service. The entry in column b shows five déyhe number of days
worked by each worker); column ¢ shows two posts.

The total hours worked in column e a2ex 35 = 70 hours
The hours worked at this service (column f) &&:28 = 56 hours

The calculated entries in columns g and h aredheedor the four part time
workers and the two full time workers. (Four htaie workers = two full
time workers.)



4, The First Quarter

Completing the quarterly return

At the end of the first quarter, go to the Quarterl Page

The details of the service will be carried forwéwmdhe Quarter 1 Page

Service ID number S T E 0 1 Essex
Service name | Stevington House
Provider D | 5 6 2 7 6 8 0 2

Provider name | Ashdon Independent Living Trust Yr 2005/06 Quarter | 1 No. of weeks | 13
Contact name | Theresa Gallagher Date submitted to administering authority 05 Aug 05
Position Service Manager Full quarter: Mon 04 Apr 05  to Sun 03 Jul 05
Contact address 1 5 Kates Lane Actual dates: Mon 04 Apr 05  to Sun 03 Jul 05
2 Ashdon Capacity at the start of the quarter: 20
3 Saffron Walden Change in capacity ~ from:
Postcode CM25 ODE Capacity at the end of the quarter: 20
Telephone | 01982 345673 Mental health problems
Email T.Gallagher@ailt.org.uk Adult placements: more than 2 years

Entries can only be made in the yellow cells.
Contact details can be amended if required.

Providers need to check whether the contact details changed and amend
appropriately.

The dates covered by the quarter are shown andecahanged using the drop
down list within the yellow cells next to the “A@ludates:” label. You should
only change the actual dates if:

* The service was not in management at the staneofitarter. In this case,
select the actual starting date from the drop dlistn(The Monday after the
start date)

* The service closed before the end of the quaBetect the Sunday at the
end of the week in which the service closed froendtop down list.

If you change the start and end dates, the nunfheeeks will change
accordingly. For example,

Capacity at the start of the quarter: 20
Change in capacity ~ from:  Mon 06 Jun 05 (2)
Capacity at the end of the quarter: 18

The date of submission to the Administrative Auityoshould be entered.

10



Capacity, availability and utilisation
Introduction

The quarterly return provides information on thepamty, availability and
utilisation of a service.

The capacity of a service is the number of uniedfipaces or self contained
units) for accommodation-based services or the mundd placements for

support-only services. The calculation of capadiy the quarter involves

multiplying the number of units by the number of eke (or days) for

accommodation-based services and the number ofmpkats by the number of
days (or weeks) for support only services.

The availability of an accommodation-based serigcdefined by the number
weeks each unit is lettable during the period. TEBPM’'s definition for
availability is exactly the same as that used leyHousing Corporation. There
is no indicator for the availability of support-grdervices

The utilisation of a service is the take up of sleevice. For an accommodation
based service utilisation is usually known as oaogy and this calculation
takes account of the availability of a service.

Capacity
The capacity of a service can change in the quaR&rase note:

* The capacity should only be changed if the numbenis or placements in
the contract changes.

* The change will not become effective unless therff’ date is also entered
using the drop down list within the cell. Thigle date from which the
change in the number of units or placements iseagneth the
Administering Authority.

* The capacity does not change if a unit is unavksl&dy letting or is empty,
unless a change in the contract has been agreledhgiAdministering
Authority.

Availability
SERVICE AVAILABILITY
Select daily or weekly method for recording service availability weekly
Total number of unit weeks (based on capacity) in the quarter 260
Total number of available unit weeks in the quarter 230
Available units as a percentage of capacity 88.5%

Accommodation based servicedf a unit is unavailable for lettings because it
requires or is undergoing major repairs or improgetmworks, it should be
recorded as unavailable. This should not includéswawaiting redecoration or
minor repairs. To enter data on availability:

11



* Select “weekly” or “daily” method for recording alability. Use the
weekly method for weekly tenancies. The daily rodtlwill be more
suitable for direct access services and some ezgistcare homes where
charges are levied on a daily basis.

« Enter the number of available unit weeks (or daysthe quarter. In this
example, 13 units were available for 13 weeks. nisuwere closed for
major repairs for 3 weeks and 1 unit for 2 weel®o the available unit
weeks were:

13 units x 13 weeks + 5 units x 10 weeks + 1 unild weeks = 230 unit weeks.
The percentage availability is then calculated ash®wn in the example.

Support-only services there is no data required on the availability qffsart-
only service as availability is related the avdgaktaffing input.

Utilisation

SERVICE UTILISATION

Select daily or weekly method for recording service utilisation weekly
Total number of available unit weeks in the quarter 230
Total number of occupied unit weeks in the quarter 200
Occupied units as a percentage of available units 87.0%

Accommodation-based services

Select “weekly” or “daily” method for recording lisation. Use the weekly

method for weekly tenancies. The daily method tbdélmore suitable for direct
access services and some registered care homes ulenges are levied on a
daily basis. Where there are monthly tenancies #idrer the daily reporting

method will need to used or reporting to the ndaxek.

The available unit weeks (or days) are brought &drvfrom the availability
calculation. Enter the number of occupied unit kgeer days. In this example,
9 units were occupied for 13 weeks, 3 units weripied for 11 weeks and 5
units were occupied for 10 weeks. The occupietiweeks were therefore:

9 units x 13 weeks + 3 units x 11 weeks + 5 unitd® weeks = 200 unit weeks.

Support only services

SERVICE UTILISATION

This service is NOT accommodation-based

* The number of placement days provided should be calc-
ulated as the total number of days for which the
service was available to each service user.

Select daily or weekly method for recording service utilisation daily
Total number of placement days (based on service capacity) in the quarter 1,820
Total number of placement days provided in the quarter * 1,600
Placement days provided as a % of the capacity for the quarter 87.9%

To enter the utilisation for support only services.
12



» Select the “daily” or “weekly” method for recordingjilisation.

« Enter the number of days (or weeks) each servieewas signed up for the
service during the quarter. For example:
1 service user x 6 days, plus
2 service users x 12 days, plus
6 service users for 30 days, etc.

1x6+2x12+6x30+11x90=1200 days

When using the daily basis calculation, all daysluding weekends are
counted as it is assumed the service is availaméirmiously throughout the
period as long as there is a support plan in phattethe service user.

Where there has not been any face to face coni#ictthre service user for 28
days, the service user should be counted as cetisinge the service (for the
purpose of completing the return), even where thivice continues to be
available. Where face to face contact resumeseahace user should be treated
as utilising the support service from the date hictv this contact takes place
(provided that there is a support plan in place).

Interpretation of performance data

Units in an accommodation-based service should belyunavailable where
major repairs or improvement works are taking plame are required.

Administering Authorities may want to know the reas for low availability

(e.g. poor planned maintenance) and whether a gmoge of works is under
way or planned. Also authorities may want to knawlsupport staff are to be
deployed during a long period of low availability.

The utilisation of an accommodation-based serwceelated to occupancy of
those units that are available. It is possible awehlow availability and high
utilisation. The occupancy levels in accommodatiased services are unlikely
to be at 100% unless the service is long stayattiqular high turnover services
tend to have lower levels of occupancy. AdministgrAuthorities may have to
develop benchmark figures to establish the levdlsoacupancy that are
considered to be reasonable. Where occupancy l&lklselow 80% for short-
term services or below 90% for long stay servicekniistering Authorities
should find out the reasons for these levels. Caxap levels should be
analysed over a period of time to understand trends

Utilisation levels for floating support services yn#uctuate over time, as

individuals move in and out of a service. In somstances utilisation levels
may be greater than 100%, where a significant ptagoof service users have
lower support needs and in other instances magwerlthan 100% where users
have higher support needs. Generally utilisatiamele should be not less than
90% as assessment processes should be effectsadeicting individuals who

require the level of support provided.

13



Throughput and length of stay
Introduction

The throughput of a service is based on the nurabservice users who have
used the support service during the quarter. Thallegion takes account of the
number of service users who have departed as wélicse that continue to use
the support service.

Data on the length of stay provides managementnrdton for Administering
Authorities. Authorities may need to assess theadength of time that service
users have received a service against the intdedgth of stay for a service.

Accommodation based services

The throughput for accommodation-based serviceal@lated by the number
of service users who have used the service ascargage of the capacity of the
service. Women with children are treated as a hHulde

Departures from sheltered housing should only be slwn where a tenancy
has come to an endThe throughput format for sheltered housing fiedent to
that for other types of services.

The entries needed are: the number of occupiad ahithe end of the period
and the number who died or left during the quart€he workbook calculates
the capacity and throughput.

THROUGHPUT

How many units w ere occupied on Sun 3 Jly 2005 ?

How many service users died during the quarter ? (please exclude suicides - add any suicides to answer c.)
How many service users (other than those w ho died) ceased to use the service during the quarter ?)

Total number of service users in the quarter.

Capacity of the service (at the end of the quarter)

Throughput: total number of service users in the period as a % of the number of units (the capacity)

~o oo oW

Support only services

Throughput in support-only services is the numldgremple who used the
service as a percentage of the capacity.

THROUGHPUT

How many service users were signed up for the service as at Sun 3 Jly 2005 ?

How many service users died during the quarter ? (please exclude suicides - add any suicides to answer c.)
How many service users (other than those who died) ceased to use the service during the quarter ?)

Total number of service users in the quarter.

Capacity of the service (at the end of the quarter)

Throughput: total number of service users in the period as a % of the support-only placement capacity

~ooo0 oy
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7
25
20
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The number of users signed up at the end of thegpand the number who died
or ceased to use the service during the quarteldihe entered as shown. The
workbook calculates the throughput.

Length of stay

The length of stay for service users remaining wiite service and for those
who left during the quarter should be entergbeltered housingservices are
not required to provide this data.

Users who
Users at  died or left

LENGTH OF STAY end of during
the quarter the quarter

Length of time with the service

g. More than two years 14 3
h. Between one and two years 2 1
i.  Upto one year 2 1
j. Total 18 5

Interpretation of performance data

The throughput data allows Administering Authosti®o assess whether the
number of service users that have used the supporice is more or less than
expected. The throughput indicator includes exgsservice users as well as
those that have departed. Throughput for a long-®rpport service should be
about 100%, provided that it is well utilised, asnbver tends to be low.
However for short-term services the throughput reigehould be in excess of
100%. Where long term services are well in excds400% or short-term
services at or below 100% then the Administeringh@tity may need to find
out the reasons why.

As the throughput figure is influenced by availdabiland utilisation levels it
will be important to look at all these indicatorsgéther. For instance the
throughput for a short-term accommodation basedicemay be less than
100% where there has been a high level of departair¢he end of the period
(and there have been no new lettings). If the aldity and utilisation levels
are high then this indicates that the units arélava and have not been vacant
for a long period.

Floating support services can be long-term or stesrmh and the throughput
indicator will need to be assessed within the cdndé the intended duration of
the support service provided.
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Reporting actual staff hours worked

Introduction

The quarterly return compares the support hoursdtiadf are required to work
with the actual number of support hours actuallyked. This workbook takes
providers through the main steps in arriving aé tralculation.

The quarterly return takes the total number of Wee&ntracted staff hours for
the period (these are known as ‘establishment Hoamsl adjusts them to take
account of leave etc. The ‘adjusted establishmenirdy are apportioned to
support activities at the service on the same lassitie apportionment of staff
time shown on the contract page. These hours (&djlesstablishment support
hours) are compared to the actual number hours etloldy staff during the
quarter, apportioned to support activities at tbersise (the appointment is on
the same basis as shown on the contract page). cHheulation for
‘establishment support hours’ is illustratedAippendix 1.

Staffing hours worked

At the end of the quarter, the actual hours workgdeach member of staff
should be entered (on all duties and on all sesyice

Before entering the actual hours worked by staff &ocum cover it will be
necessary to show the type of locum cover. Thisilshioe entered into Col f.

The following explains the type of information thatis shown on the return

Many of the entries are automatically calculated anly the information on the
hours actually worked and actual hours of locumecdwave to be entered plus
type of locum cover in Col f).

Actual

{PUT Adjustment  Select Adjusted Actual hours Actual
Establish - Annual & Bank to establish- the locum establishm't  hours worked by support hrs  adjusted
Post(s) ment hours other leave  holidays ment hours cover arr- support worked  locum staff  worked
Group posts with the same hours this pro-rata for this this angements  hours * in this in this in this
and percentage time spent on this quarter this quarter  quarter quarter from the for this quarter quarter quarter
service and on support. drop-down quarter  (all duties) (all duties)
hrs days days hrs list hrs hrs hrs hrs
Col a. Col b. Col c. Col d. Col e. Col f. Col g. Col h. Col i. Col j.
| Housing and Support Worker | 455.00 | 7.00 | 40 | (77.00) | B 208.81 370.00 | 28.00 | 204.69 |

Establishment hours this quarter

The establishment hours are the total hours th#itate required to work on all
services, including this service (the weekly corted hours multiplied by the
number of weeks in the quarter). These hours dotal@ account of holiday
sickness, bank holidays and other leave. This imédion is brought forward
from the contract sheet.

Annual and other leave prorata for this quarter

This shows the level of annual and other leave oprcarata basis for the
quarter. Where there are multiple staff this figisethe amount pro-rata for
individual members of staff
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Bank holidays this quarter
This automatically shows the number of bank holgddyring the quarter.

Adjustment to establishment hours this quarter

The establishment hours for the staff team nedoktadjusted to take account
annual leave and other leave (pro-rata for thetqaand bank holidays. The
hours shown on the workbook are the number of htaken up by annual leave
etc. The establishment hours are reduced by tisdi(to produce the planned
level of staffing input for the quarter).

Locum cover arrangements

Some services may employ locum or cover staff teecdor staff who are
absent because of leave or sickness. Locum couwanclude agency staff, bank
staff, cover provided by staff from another servitteinvolves an additional
input of staff hours to provide cover.

The return shows the type of cover that is normaityvided from a drop down
list. This is cover for:

S - Sickness leave or other occasional leave
A - Annual leave
B - Bank holidays

Combined cover over arrangements can be selecB@&£SBA or SBA). For
example, if cover is provided for both bank holislagnd annual leave, BA
should be selected.

The effect of the cover arrangement is to increhseadjusted establishment
support hours (see below). If the column is ldfink, it is assumed that bank
holidays, annual leave and sick leave will hetcovered by locum staff.

Adjusted establishment support hours for this quarer

The hours shown are the adjusted establishmenst{adjusted to take account
of leave etc) that are then apportioned to suppotivities provided at the

service, according to the hours and percentager® shown on the contract

page.

Actual hours worked in this quarter (all duties)

These are the actual hours worked by the stafftiftksh on the contract page.
Enter the total number of hours worked by thes# staALL services (and all
duties including support). Unpaid hours shouldlm®shown.

Actual support hours worked by locum staff in thisquarter (all duties)
This shows the actual number of hours worked byrostaff. These hours are
counted as additional staffing input.

Actual support hours worked this quarter

The actual hours of support hours worked is catedldy taking on the total
number of staff hours worked and apportioning thesesupport activities
provided at the service (based on the apportionmeéritime shown on the
contract page).
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Percentage of adjusted establishment support houmsorked
This shows the actual support hours worked as eeptage of the adjusted
establishment support hours.

Example
to lock Actual

ur staff team Adjustment  Select  Adjusted  Actual hours Actual % of

heacijgy Establish - Annual & Bank  toestablish- thelocum establishmt  hours worked by supporthrs  adjusted
Post(s) ment hours other leave  holidays menthours coverarr-  support worked locumstaff  worked  establishrit

Group posts with the same hours this pro-rata for this this angerrents  hours * in this in this inthis support

and percentage time spent on this quarter this quarter  quarter quarter fromthe for this quarter quarter quarter hours
service and on support. drop-down quarter  (all duties) (all duties) worked

hrs days days hrs list hrs hrs hrs hrs %

Col a. Col b. Col c. Col d. Col e. Col f. Col g. Col h. Col i. Cal j. Col k.
Project Manager 455.00 825 40 (85.75) A Y 21063 413.00 210.63 100.0%
Senior Housing and Support Worker 273.00 6.20 24 (60.20) A 156.93 247.80 156.93 100.0%
Support worker 910.00 350 20  (154.00) SBA 728.00 840.00 70.00 728.00 100.0%
Support worker 910.00 843 56  (140.30) SBA 728.00 875.00 35.00 728.00 100.0%

In the example above, the Project Manager will ddycovered by locum staff
when they take annual leave. The adjustment ioek&ablishment hours is
therefore:

(25 (days annual leave) + 8 (days other anticipktade each year) + 4
(for one quarter) + 4 bank holidays) x 7 hours =8%ours (column e)

However, the annual leave entitlement is to be @V/by locum staff (6.25
days in this quarter x 7 hours = 43.75 hours). iTsigoport hours for the quarter
should therefore be:

455 hours (col b) — 85.75 hours (col e) + 43.75r&dtor annual leave) x
51% = 210.63 support hours

They actually worked 413 hours (they did not wornkb@nk holidays and took
exactly one quarter of their anticipated leavehe Support hours worked were
therefore:

413 x 51% (column h on the contract page) = 216ugort hours at
this service (column j).

They therefore worked 100% of the anticipated hours

Interpretation of performance data

The staffing indicator measures establishment stippours against actual
number of support hours worked. It is importantptont out that the support
calculation in both instances is based on a standpportionment of support
time. This enables comparisons to be made betwéemed support hours
worked and the actual support hours worked.

Because the establishment support hours are adjtstéake account of the
annual leave on a pro-rata basis it is anticip#tad the indicator will generally
show a staffing level of approximately 100% oveyear (where there are no
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unusual absences due to high levels of sicknesaaant posts). If the level of
leave taken is less than the average for the quaee the support staffing level
is likely to be over 100% for the quarter; if mdeave is taken than average
then the support staffing level is likely to bedekan 100% for the quarter (this
will depend on the amount to locum cover provided).

Administering Authorities should be concerned whée support staffing level

falls substantially below 100% e.g. a figure bel@®% may indicate that there
are problems with recruitment or there is long teiokness. The staffing level
for triggering concern will vary between differegpes of services and may be
based local benchmarking (for instance a serviceofder vulnerable people

should be near 100% as cover should always be gedvior all absences).

However for a low support service, such as floasngport, staffing levels are
likely to vary each quarter.
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Departures from short-term accommodation based
services or outreach services

Introduction

This part of the return collects information on showho made planned
departures from short-term services. Short-termviges are defined as
accommodation based services with an intendedHeofgstay less than 2 years
or outreach services. Floating support servicesr@settiement services, that are
intended to provide support for less than 2 yeslteuld be treated as providing

support to people in permanent or long-term housing

Please enter in boxes 1 to 11, box 14 and boxes 17 to 22, the numbers of service users

who ceased to use the service and moved on to each of the following destinations:

Staying with friends Analysis of unplanned departures:
Staying with family members
Moved into bed and breakfast accommodation How many of those in box 23:
Moved into supported housing 24 were evicted *
Moved into sheltered housing 25 abandoned their dwelling * \
Moved into a care home 26 unplanned other \ 2
Moved in to accomm as an owner occupier
Renting privately owned accommodation 1 For outreach services, only show eviction
Moved to take up an RSL tenancy (general needs) 1 or abandonment where this was the reason for
Moved to take up a local authority tenancy (general needs) the service ceasing.
Returned to previous home
Sub-total, add boxes 1 to 11 2
How many of the departures in box 12 were planned ? 2
Planned departures as a percentage of all departures
How many entered hospital other than for long term / acute care
Total planned moves, add boxes 13 and 14 2 27 Total no. planned departures from box 15 2
28 Total no. unplanned departures from box 23 2
Unplanned moves in box 12 (box 12 less box 13) 29 Total no. of departures, box 27 + box 28 4
Committed suicide
Taken into custody 30 Planned departures as % of all departures, box 27+ box 29 x 100 50.0%
Sleeping rough
Entered a long stay hospital or hospice
Entered an acute psychiatric hospital
Not known - 'Throughput', box c. less boxes 12,14 and 17 to 21 2
Total unplanned moves, add boxes 16 to 22. 2

The numbers of departures should be entered asnshdwis should be shown
as the number of households. In box 13, the nurobetepartures that were
planned should be entered. The workbook calcukliepercentage of planned
moves against all moves.

A planned departure for Supporting People is wlaeréndividual is moved in a

planned way to a more independent outcome e.gcthutdd be from a direct

access hostel to living in supported housing ourrétg home. There are
particular types of outcomes that are always tceate a less independent
outcome, for instance sleeping rough and beingntak® custody. Where an

individual moves into a hospital (or custody), amhtinues to pay rent on their
accommodation the move should not be counted apartlre.

The return asks for an analysis of unplanned degpest An eviction is where a
household has departed as a result of a noticeg lsenviced.

Interpretation of performance data
This data is intended to provide information oncoates for different types of

services across each Administering Authority. Atragividual service level the
data should be treated as management informatios.iiportant to interpret
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this management information within the context lo¢ type of service being
provided.

For instance very short term services (e.g. lems thmonth) are likely to have a
much higher proportion of unplanned departures themvices with a stay of
more than a year. Administering Authorities alsowst look at trends over the
guarterly periods, as data for one quarter caniskeading. It would be unusual
for a short stay service to achieve 100% planngrarderes as a percentage of
all departures and some very short stay servicgsadhieve less than 50%. It
will be important for Administering Authorities fwenchmark the percentage of
planned moves according to the type of service.
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Departures from long-term accommodation based
services or support-only services

Introduction

This part of the return collects information on ddpres from long-term
accommodation based services or support-only ssviche definition of a
long-term accommodation based services is thathwisiéntended to provide a
stay of more than two years.

Completed a programme of support and no longer need the service. (Support-only services)
Moved on from an accommodation-based service to independent housing, with or without long-term support.
Moved to (other) sheltered accommodation

Moved to (other) long-term supported housing 1
Died ** 1
How many units were occupied on Sun 3 Jly 2005 ? 18 from 'Throughput
Total service users at the end of the quarter + those who died or moved to independent housing, boxes 1 to € 20

Committed suicide

Taken into custody

Entered a long-stay hospital or hospice
Entered an acute psychiatric hospital 1
Moved to a care home

Moved to a nursing care home

Moved to short-term supported housing

Evicted * 1

Abandoned tenancy * 1

Unknown / lost contact: ‘Throughput', box c. less boxes 1 to 4 and 8 to 16

Total: boxes 8 to 17 3

Box 7 plus box 18 23

Service users who established or maintained ind  ependent living as % of all users in the quarter. 87.0%

Box 7 + box 19 x 100

The numbers of departures should be entered asnshdwis should be shown
as the number of households. For sheltered housiegdata on departures
should only be entered when a tenancy has terndinatee workbook calculates
the number of users who have established or maedaindependent living

during the quarter (this includes those who haygaded as well as those who
continue to receive support to maintain their iretegence).

The return changes the text in box six for floatsugport to sayHow many
service users were signed up for the service.

Where a service user in receipt of floating suppexides that he/she no longer
wishes to engage with the service, and has edtablisndependence, the
outcome should be shown as ‘completed a progranfreepport and no longer

needs the service’. However, where the service asarly needs a support
service to maintain independence, and contact bas lost, then the outcome
should be shown as ‘lost contact’.

Interpretation of performance data

This data is intended to provide information oncontes for different types of
services across the Administering Authority. Atiadividual service level the
data should be treated as management information.
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Generally long-term services should support theontgj of service users to

establish and maintain independent living. Shelteneusing schemes may
legitimately need to move service users into camads and long-term hospital,
although there may be concerns about their wherdddall below 90%. Some

types of floating support services are providedlient group with a history of

abandoning their tenancies and these services raaye able to establish
independent living for all their service users. abauthorities will have to

establish local benchmarking for different typessefvices and it is likely that

most long term services would be able to suppddaat 90% of service users to
establish and maintain independent living
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10. Other Outputs

Quarters 2,3 and 4

The entries to be made at the end of quartersaBd3! are very similar to
quarter 1.

Actual dates, changes in capacity and changd®indntact details can be
entered as required.

The weekly or daily method for recording availapiand utilisation selected in
quarter 1 is fixed for the remaining quarters.

Quarterly and cumulative indicators

The last two pages of the quarterly returns shaevditailed calculation of the
performance indicators on both a quarterly and dative basis.

The SPLS PI Data page

The SPLS PI Data page enables performance datauplbaded in
Administering Authorities’ SPLS systems.

Whilst some PlIs can have the data captured in were#tays on the SPLS PI

data tab (and in the SPLS Systems) this informatilirbe held consistently in
days.
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Appendix

Calculating the Adjusted Establishment Support Hour S

Contract Page

The staff team comprises

Hours per week
(all duties)
Support worker 35
Support Worker 35
Manager 35
Total 105

The hours per week that each
team member would normally
work (all duties including time
spent on other services)

The staff hours apportioned to the service are

Hours per week at
the service
Support worker 35
Support Worker 17.5
Manager 20
Total 72.5

The hours per week that each
team member is required to
work at the service

This can be compared to the FTE staff on the cons@hedule (front line staff and
managers of front line staff only) — If any voluatdours are included in the FTE
calculation for the contract schedule then thesste taken out if a ‘like for like’

comparison is to be made.

FTE front line staff
and managers of
front line staff in the
contract

2.07

FTE front line staff
and managers of

front line staff on the
return

72.5 hours + 35 full
time hours = 2.07
FTE

If the contract schedule shows
a different number of FTE,
this can be amended on the
contract schedule in
agreement with AA.

The hours apportioned to support at the service

Total hours | % of time Hours of 'I_'he amount of
worked at | apportioned | support at time apportioned
the service | to support | the service to support at the

Support worker 35 100% 35 service

Support Worker 17.5 100% 17.5

Manager 20 50% 10
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Quarterly Reporting Page

Total hours for the staff team during the quarber &ll services)

Establishment
hours for the

quarter
Support worker 455
Support Worker 455
Manager 455

Annual leave pro-rata for the quarter

Establishment hours = total
weekly (contracted) hours x
the number of weeks in the
quarter.

The establishment hours are
the hours for the total staff
team for all serviceand all
duties

Total annual leave for all staff
pro-rata for the quarter
Annual leave divided by 4

Total Annual
days leave for
annual quarter
leave
Support worker 20 5
Support Worker 20 5
Manager 20 5

Actual bank holidays

Total days bank
holidays
Support worker 4
Support Worker 4
Manager 4

Sickness other leave

Sick leave and
occasional leave
for the quarter

Support worker 2
Support Worker 2
Manager 2
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The actual bank holidays
during the quarter are
automatically calculated

A standard amount is alloweq
for sickness and other leave
8 days per annum per post
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Adjustment to the total staffing hours

Hours Ajustment | Adjusted
per for annual hours
quarter leave, bank
holidays
and other
leave
Support worker 455 lldaysx7 378
Support Worker 455 11daysx7 378
Manager 455 11 daysx 7| 378

The adjusted
establishment hours
are the establishment
hours minus average
one quarter of the
annual leave
entitlement and
anticipated sick
leave/other leave and
the number of bank
holidays in the quarter,

Locum cover normally provided. The locum cover stwould be left blank if cover
is provided by staff who are part of the servi@ntgunless they work additional
hours in order to provide cover.)

Locum | Locum cover normally Hours of The locum
cover | provided cover cover selected
Sick Bank Annual provided will add hours
leave/ holidays | leave to the ‘adjusted
other establishment
leave staff hours’ (as
Support | SBA 2x7 4x7 S5x7 77 there is an
worker additional
Support | A SX 7 35 staffing input to
Worker provide covel
Manager | S 2x7 14
Total adjusted establishment hours
Hours per | Adjusted Locum Adjusted
quarter hours cover establishment
hours
Support worker 455 378 77 455
Support Worker 455 378 35 413
Manager 455 378 14 392
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Calculation of the adjusted establishment support burs (for the quarter)

Total staff hours (on
all services and all
duties) adjusted to
take account of kve
etc.

Total adjusted staff
hours apportioned tg
the service.

Total adjusted staff
hours at the service
apportioned to
support

Total Percentage| Percentge| Adjusted
staff of time of time establishment
hours spent at spent on | support
(adjusted) | the service | supprot | hours
Support 455 100% 100% 455
worker
Support 413 17.5 + 35 x| 100% 207
Worker 100 = 50%
Manager 392 20 + 35 x | 50% 112
100 = 57%
Adjusted
establishment support The adjusted establishment
hours for the quarter
Support worker 455
Support worker 207 reqUired to prOVide at the
Manager 112 SErvice.

support hours are the hours ¢f
support that staff are normally
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