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Operational Procedures - Staffordshire County Council area
1. General Provisions

1.1 All requests for a Standard Authorisation or notifications of an Urgent Authorisation will be made as soon a practicable to the DoLS Team which is based as part of the Deputyship and DoLS Team at the address below:

DoLS Team

Rugeley ASO

Council Buildings

Anson Street

Rugeley

Staffordshire

WS15 2 BH

Tel: 01889 256088

Fax: 01889 256034

Email: deprivationofliberty@staffordshire.gov.uk 

1.2 Responsibility for undertaking the relevant assessments lies with the relevant Supervisory Body and, in the case of care homes, it will be the responsibility of the relevant social care District team to ensure that the assessments take place within the statutory time scale.  In the case of hospitals this responsibility lies with the relevant PCT.
1.3 Responsibility for undertaking assessments (and authorising the deprivation of liberty) of people placed outside the County lies with the respective local authority (care homes) or PCT (hospitals) that funds the placements.

1.4 Where the circumstances surrounding a DoLS request or the failure to make such a request warrant a referral under the Safeguarding Vulnerable Adults in Staffordshire and Stoke-on-Trent Procedures, this referral must be made in addition to any DoLS assessments.

1.5 All acts undertaken in connection with the DoLS must be in compliance with the DoLS Code of Practice.

1.6 Authorising Officers for Staffordshire County Council will be District Managers or more senior officers.

1.7 Authorising Officers for NHS North Staffordshire and South Staffordshire PCT will be explicitly nominated senior managers, a list of these people will be held by the DoLS Team.

1.8 Where referrals are received involving placements funded by authorities outside Staffordshire the Managing Authority will be advised to contact the relevant Supervisory Body.

1.9 Where the funding of the placement of the relevant person is unclear and no funding authority can be identified then assessments will be undertaken by local assessors if undue delay would be caused by failing to do so. 

1.10 Where there are concerns about the procedural arrangements in respect of a DoLS case or where a case demonstrates that there is a significant learning issue the Adult Protection Co-ordinator should be advised and this may lead to discussion/ decisions at the DoLS Steering Group or the Mental Capacity Act Sub-group of the Safeguarding Vulnerable Adults in Staffordshire and Stoke-on-Trent Board.

1.11 The DoLS Team will produce reports of activity and outcomes for the DoLS Steering Group and for senior managers in Social Care & Health and the PCTs.  Performance information will also be provided to the Care Quality Commission and to the Department of Health as required.

2. Diversity

2.1 
Where the relevant person is from a Black or Minority Ethnicity (BME) Background all steps must be taken to ensure that DoLS decisions are in no way discriminatory.  Such steps will include ensuring that independent qualified interpreters are used in all cases where there may be any issues of poor communication due to the language of the relevant person or their relatives having a 1st language that is not English.  It is also essential that the cultural and religious implications of any deprivation or restriction are assessed and taken account of.

2.2 
In cases where the relevant person is not eligible for the support of an IMCA the use of a generic advocate should still be considered if there is any possibility that relatives or friends are unwilling or unable to offer support and consultation.

2.3. 
Where there are communication issues the Best Interests Assessor should seek advice and support from suitably experienced professionals to ensure that the relevant person is enabled to express their views as fully as possible.

Standard Authorisation Application Process 

Managing Authority

Where authorisation is being obtained in advance (preferably up to 28 days beforehand),
1. Do everything practicable to explain to the detained person, both orally and in writing, what the effect of the standard authorisation is.

2. Inform the person’s family, friends, carers and IMCA already involved in relevant person’s case so that they can support the person. This may be done in person, or by telephone, email or letter.

3. Record in the person’s health and social care records the steps taken to involve their family, friends, carers and anyone else with an interest, together with their views, and with details of any IMCA who has been appointed.

4. Complete Request for Standard Authorisation (Form 4) and forward to DoLS Team. Where faxed/scanned documents are received, the original form must be received at some point during the assessment process.

Supervisory body - DoLS Team

A decision on whether to grant a Standard Authorisation must be made within 21 calendar days of receipts of application by DoLS Team. Faxed and scanned Request for Standard Authorisation (Form 4) will be accepted but must be followed up by the original.

1. The DoLS Team will determine if the application is complete, valid and appropriate, ensuring application is fully completed, age appropriate, received from relevant Managing Authority, form is signed and received by correct Supervisory Body, care plan/needs assessment attached. Where care plan is not attached DoLS Team to contact Managing Authority to request that it is sent or faxed.


2. If application is not appropriate DoLS Team to inform Managing Authority using standard letter, with a referral being made to the Local District Office.  Where necessary, forward to appropriate supervisory body and inform Managing Authority.  Copy of letter to be sent to the Adult Protection Team for information.


3. Check Information system to ascertain if any equivalent assessment less than 12 months old (no time limit applies for age assessment) has been completed which may still be appropriate.


4. Contact BIA via telephone giving notice of referral and timescales.


5. Contact MHA via telephone giving notice of referral and timescales.


6. Contact IMCA via telephone giving notice of referral and timescales if relevant person does not have anyone not engaged in providing care/treatment in a professional capacity or for remuneration to support them.


7. Where relevant Person is not known on CISS, record to be created. Request for Standard Authorisation (Form 4) and care plans to be scanned onto TRIM.


8. DoLS Team to populate basic details on to the following forms:


a. Age Assessment (Form 5) – Used where no date of birth on Form 4.

b. No Refusals Assessment (Form 8)

c. Mental Capacity Assessment ( Form 7)

d. Best Interests Assessment (Form 10)

e. Selection of Representative (Form 24)

f. BIA Referral (Form 28)

g. Record of equivalent assessments (Form 11) – if relevant.

and e-mail to BIA confirming timescales, CISS reference and location on TRIM Request for Standard Authorisation (Form 4) and care plans, copy sent to respective Authorising Officer. E-mail should notify assessors of timescales for their completion. 


9. Request for Standard Authorisation (Form 4) and care plans to be faxed to MHA.


10. DoLS Team to populate basic details on to the following forms:


a. Mental Health Assessment (Form 6)

b. Eligibility Assessment (Form 9)

c. MHA Referral (Form 29)

and post first class along with claim form to MHA


11. DoLS Team to populate IMCA Referral (Form 30) to instruct a Section 39A IMCA and fax to ASIST with Request for a Standard Authorisation (Form 4).


12. To acknowledge receipt of request using standard letter.


13. Create or update record of Assessments, Authorisations & Reviews (Form 32).


14. Update CISS record with referral episode.


15. Set up Relevant Person Paper File.


16. To update information system.


17. To chase up assessments after 10 days in order to ensure timescales are met. 


18. Where there are issues where timescales may not be met DoLS Team to bring this to the attention of Authorising Officer or Adult Protection Co-ordinator.


19. BIA to return, all completed assessments to DoLS Team along with Selection of a Representative (Form 24) and IMCA Report (Form 31). MHA to return all completed assessments and claim from to DoLS Team.


20. DoLS Team to sign claim form, scan onto TRIM and forward to Mellor House, Stafford.


21. DoLS Team to scan assessments onto TRIM.


22. Where Authorisation to be granted and Representative identified.


a. Where Form 24 has not been signed by Representative Form 25 to be populated by DoLS Team and sent to Representative for signature. Upon receipt of signed Form DoLS Team to forward on to Authorising Officer for signature.


b. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and e-mail to Authorising Officer for signature identifying CISS reference number. Authorising Officer to e-mail DoLS Team to confirm Form 12 has been signed and returned to DoLS Team for distribution.


c. Form 12 (original), copy of all assessments and copy of Form 25 to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. IMCA service leaflet to also be sent to relevant person.


d. DoLS team to send copy of Form 12, copy of all assessments and Form 25 (original) to relevant person’s representative along with OPG booklet “A Guide for relevant person’s representatives”


23. Where Authorisation to be granted and Representative identified but not yet confirmed.


a. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and send to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution. 


b. Form 12 (original), and copy of all assessments to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. IMCA service leaflet to also be sent to relevant person.


c. Form 30 (IMCA Referral) to be completed by DoLS Team to request a 39C IMCA.


d. When Representative has been confirmed Form 25 to be populated by DoLS Team and sent to Representative for signature. Upon receipt of signed Form DoLS Team to forward to Authorising Officer for signature.


e. DoLS team to send copy of Form 12, copy of all assessments and Form 25 (original) to relevant person’s representative along with OPG booklet “A Guide for relevant person’s representatives”


24. Where Authorisation to be granted and paid Representative required.


a. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and send to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution. 


b. Form 12 (original) and copy of all assessments to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. ASIST service leaflet to also be sent to relevant person.


c. Where Form 24 confirms that the Supervisory Body is required to appoint a paid Representative DoLS Team to contact ASIST to obtain details of person to be appointed. DoLS Team to populate Form 25 (Appointment of a Representative) and forward to ASIST for Paid Representatives signature. Signed document to be returned to DoLS Team for forwarding to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution.


d. Form 25 (original) to be sent by DoLS team to ASIST, with copies to Managing Authority and relevant person. 


25. Where Authorisation not to be granted


a.  DoLS Team to populate Form 13 (Supervisory Body’s decision – standard authorisation not granted) and forward to Authorising Officer, along with CISS reference. Signed document to be returned to DoLS Team for distribution to Managing Authority, with copies to relevant person, IMCA and any other interested person consulted by the BIA. 


26. Contact Assessment to be made to District Team for monitoring whilst Authorisation in force.


27. BIA to consider whether there are any grounds for initiating safeguarding procedures and, if applicable, alert allocated Team Worker or relevant Access Team.


28. Copy of Authorisation and all assessments to be kept on relevant person’s file at DoLS Team.


29. DoLS Team to update Information System.

Note:
In order to meet timescales, where there is a need to send documents via scan/fax, these should be followed up by signed original documents.

DEPRIVATION OF LIBERTY SAFEGUARDS

STANDARD AUTHORISATION APPLICATION PROCESS 


Standard Authorisation application process following Urgent Authorisation

Managing Authority

Once Form 1 (urgent application) has been completed by the Managing Authority, they should:
1. Give a copy of the form to the detained person and to any section 39A Independent Mental Capacity Advocate (IMCA) appointed for the person.

2. Do everything practicable to explain to the detained person, both orally and in writing, what the effect of the urgent authorisation is and their right to apply to the Court of Protection for it to be terminated.

3. Inform the person’s family, friends and carers about the urgent authorisation, so that they can support the person. This may be done in person, or by telephone, email or letter.

4. Record in the person’s health and social care records the steps taken to involve their family, friends, carers and anyone else with an interest, together with their views, and with details of any IMCA who has been appointed.

5. Complete Application for Standard Authorisation (Form 4) and forward to DoLS Team, together with copy of Urgent Authorisation (Form 1) and care plans as Standard Authorisation to be given before Urgent Authorisation expires.

Supervisory body - DoLS Team

If granted the Standard Authorisation must be issued within 7 calendar days from the date the Managing Authority gives themselves urgent authorisation. Faxed and scanned Request for Standard Authorisation (Form 4) will be accepted but must be followed up by the original.

1. DoLS Team to determine if the application is complete, valid and appropriate, ensuring application is fully completed, age appropriate, received from relevant Managing Authority, form is signed and received by correct Supervisory Body, care plan/needs assessment attached. Where care plan is not attached DoLS Team to contact Managing Authority for it to be faxed over.


2. If application is not appropriate DoLS Team to inform Managing Authority using standard letter, with a referral being made to the Local District Office.  Where necessary, forward to appropriate supervisory body and inform Managing Authority.  Copy of letter to be sent to the Adult Protection Team for information.


3. Check Information system to ascertain if any equivalent assessment less than 12 months old (no time limit applies for age assessment) has been completed which may still be appropriate.


4. Contact BIA via telephone giving notice of referral and timescales.


5. Contact MHA via telephone giving notice of referral and timescales.


6. Contact IMCA via telephone giving notice of referral and timescales if relevant person does not have anyone not engaged in providing care/treatment in a professional capacity or for remuneration to support them.


7. Where relevant Person is not known on CISS, record to be created. Urgent Authorisation (Form 1), Request for Standard Authorisation (Form 4) and care plans to be scanned onto TRIM.


8. DoLS Team to populate basic details on to the following forms:


a. Age Assessment (Form 5) – Used where no date of birth on Form 4.

b. No Refusals Assessment (Form 8)

c. Mental Capacity Assessment ( Form 7)

d. Best Interests Assessment (Form 10)

e. Selection of Representative (Form 24)

f. BIA Referral (Form 28)

g. Record of equivalent assessments (Form 11) – if relevant.

and e-mail over to BIA confirming timescales, CISS reference and location on TRIM of Urgent Authorisation (Form 1), Request for Standard Authorisation (Form 4) and care plans, copying respective Authorising Officer. E-mail should notify assessors of timescales for their completion (consideration should be given when an urgent authorisation is due to expire over the weekend or on a bank holiday). 


9. Urgent Authorisation (Form 1), Request for Standard Authorisation (Form 4) and care plans to be faxed over to MHA.


10. DoLS Team to populate basic details on to the following forms:


a. Mental Health Assessment (Form 6)

b. Eligibility Assessment (Form 9)

c. MHA Referral (Form 29)

and post first class along with claim form to MHA


11. DoLS Team to populate IMCA Referral (Form 30) to instruct a Section 39A IMCA and fax to ASIST with Request for a Standard Authorisation (Form 4).


12. To acknowledge receipt of request using standard letter.


13. Create or update record of Assessments, Authorisations & Reviews (Form 32).


14. Update CISS record with referral episode.


15. Set up Relevant Person Paper File.


16. Update information system.


17. To chase up assessments after 4 and 5 days in order to ensure timescales are met.


18. In advance of the expiry of an urgent authorisation, the Managing Authority should contact the DoLS Team to see how the standard authorisation assessment process is progressing. 


19. If an extension of the urgent authorisation is needed, the Managing Authority should request this either orally (by telephone), in writing (by e-mail or faxed letter) or by completing Request for extension of an urgent authorisation  (Form 2) which can be either delivered or sent by fax or e-mail. Only one extension can be requested of up to a further 7 calendar days and can only be granted in exceptional circumstances. 


20. Where there are issues in being able to meet the timescales the DoLS Team to bring this to the attention of Authorising Officer or Adult Protection Co-ordinator.


21. Upon receipt of Request for extension (Form 2) DoLS Team to populate basic details on decision regarding a request for an extension (Form 3) and forward Form 2 and Form 3 to Authorising Officer. To be returned to DoLS Team.


22. DoLS Team to send a copy of decision regarding a request for an extension (Form 3) to the Managing Authority, signed by Authorising Officer.


23. Update information system.


24. BIA, IMCA and MHA to be informed by DoLS Team of new deadline.


25. BIA to return all completed assessments to DoLS Team along with Selection of a Representative (Form 24) and IMCA Report (Form 31). MHA to return all completed assessments and claim form to DoLS Team.


26. DoLS Team to sign claim form, scan onto TRIM and forward to Mellor House, Stafford.


27. DoLS Team to scan assessments onto TRIM.


28. Where Authorisation to be granted and Representative identified.


a. Where Form 24 has not been signed by Representative Form 25 to be populated by DoLS Team and sent to Representative for signature.  Upon receipt of signed Form DoLS Team to forward on to Authorising Officer for signature.


b. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and e-mail to Authorising Officer for signature identifying CISS reference number. Authorising Officer to e-mail DoLS team to confirm Form 12 has been signed and returned to DoLS Team for distribution.


c. Form 12 (original), copy of all assessments and copy of Form 25 to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. IMCA service leaflet to also be sent to relevant person.


d. DoLS team to send copy of Form 12, copy of all assessments and Form 25 (original) to relevant person’s representative along with OPG booklet “A Guide for relevant person’s representatives”


29. Where Authorisation to be granted and Representative identified but not yet confirmed.


a. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and send to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution. 


b. Form 12 (original) and copy of all assessments to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. IMCA service leaflet to also be sent to relevant person.


c. Form 30 (IMCA Referral) to be completed by DoLS Team to request a 39C IMCA.


d. When Representative has been confirmed Form 25 to be populated by DoLS Team and sent to them for signature. Upon receipt of signed Form DoLS Team to forward on to Authorising Officer for signature.


e. DoLS team to send copy of Form 12, copy of all assessments and Form 25 (original) to relevant person’s representative along with OPG booklet “A Guide for relevant person’s representatives”


30. Where Authorisation to be granted and paid Representative required.


a. DoLS Team to populate basic information Form 12 (Supervisory Body’s decision – standard authorisation granted) and send to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution. 


b. Form 12 (original) and copy of all assessments to be sent by DoLS team to Managing Authority, with copies to relevant person, IMCA. Any other interested person consulted by the BIA as detailed in Section C/D/E of BIA Assessment Form 10 should receive a copy of Form 12 only. ASIST service leaflet to also be sent to relevant person.


c. Where Form 24 confirms that the Supervisory Body is required to appoint a paid Representative DoLS Team to contact ASIST to obtain details of person to be appointed. DoLS Team to populate Form 25 (Appointment of a Representative) and forward to ASIST for Paid Representatives signature. Signed document to be returned to DoLS Team for forwarding to Authorising Officer for signature with CISS reference number. Signed document to be returned to DoLS Team for distribution.


d. Form 25 (original) to be sent by DoLS team to ASIST, with copies to Managing Authority and relevant person. 


31. Where Authorisation not to be granted


a.  DoLS Team to populate Form 13 (Supervisory Body’s decision – standard authorisation not granted) and forward to Authorising Officer, along with CISS reference. Signed document to be returned to DoLS Team for distribution to Managing Authority, with copies to relevant person, IMCA and any other interested person consulted by the BIA. 


32. Contact Assessment to be made to District Team for monitoring whilst Authorisation in force.


33. BIA to consider whether there are any grounds for initiating safeguarding procedures and, if applicable, alert allocated Team Worker or relevant Access Team.


34. Copy of Authorisation and all assessments to be kept on relevant persons file with DoLS Team.


35. DoLS Team to update Information System.


Note:
In order to meet timescales, where there is a need to send documents via scan/fax, these should be followed up by signed original documents.

DEPRIVATION OF LIBERTY SAFEGUARDS

STANDARD AUTHORISATION APPLICATION PROCESS 

FOLLOWING URGENT AUTHORISATION

REFERRAL FOR AN UNAUTHORISED DOLS
1. Relevant person, any relative, friend or carer or any other third party e.g. CSCI, advocate must initially contact Managing Authority to establish whether  an authorisation is in place.
Where Managing Authority has not been contacted by Referrer.

2. If referrer does not feel comfortable to approach the Managing Authority they can contact the Supervisory Body direct (Standard Letter 2). Letter needs to include, name of person they are concerned about, name of hospital or care Home, reasons why they think person is deprived of their liberty.


a. DoLS Team to check database to ascertain whether valid authorisation already in place.

b. DoLS Team to clarify with Managing Authority whether they have got a valid Authorisation e.g. from alternative supervisory body. 


i. Where no valid authorisation, request Managing Authority to complete standard authorisation request (Form4) and submit within 7 calendar days. Form 16 part E to be completed and forwarded to Authorising Officer for signature. Signed document to be returned to DoLS Team for distribution. DoLS Team to monitor to ensure request is received. Where application not received inform Adult Protection Co-ordinator.


ii. Where there is a valid authorisation DoLS Team to populate Form 16 including part E.  Form 16 to be sent to the Authorising Officer for signature. Signed document to be returned to DoLS Team for distribution.

d. DoLS Team to distribute Form 16 to relevant person, the person who made request, Managing Authority and any IMCA involved and Issuing Supervisory Body.


e. DoLS Team to check/update CISS, Scan onto TRIM and update information system.


f. Set up relevant person paper file


      Where Managing Authority has been contacted by Referrer


3. Where person has contacted Managing Authority but is not happy with the outcome they can ask the supervisory body to decide whether there is an unauthorised deprivation of Liberty. (Standard Letter 2). Letter needs to include, name of person they are concerned about, name of hospital or care Home, reasons why they think person is deprived of their liberty.


a. DoLS Team to check database to ascertain whether valid authorisation already in place.

b. DoLS Team to clarify with Managing Authority whether they have got a valid Authorisation e.g. from alternative supervisory body. 

c. Where there is a valid authorisation DoLS Team to populate Form 16.  Form 16 to be sent to the Authorising Officer for signature. DoLS Team to distribute Form 16 to relevant person, the person who made request, Managing Authority and any IMCA involved and Issuing Supervisory Body.


d. DoLS Team to check/update CISS and update information system.


e. Where there is no valid authorisation DoLS Team to pass Form 19/19A to Authorising Officer asking them to email their decision to DoLS email address ASAP.  When decision received populate Form 16 according to decision and pass to Authorising Officer for recording reasons for their decision. DoLS Team to distribute to relevant person, the person who made the request, Managing Authority and any IMCA involved.


f. DoLS Team to update information system.


g. Set up relevant person paper file.


h. Where assessment is required request BIA via telephone and to be confirmed via e-mail, copying respective Authorising Officer, to arrange completion of Form 17 (Assessors Report”), copy of Form 16 to be sent. Assessment to be completed within 7 calendar days of receipt of referral.


i. DoLS Team to instruct section 39A IMCA, where relevant person does not have anyone not engaged in providing care/treatment in a professional capacity or for remuneration to support them, using referral form 30.


j. BIA to complete Form 17 (Assessors Report) and return to DoLS Team.


k. BIA to consider initiating safeguarding procedures.


l. DoLS Team to pre-populate as much information as possible on Form 18 (Supervisory Body’s Decision) and send to Authorising Officer for signature.


m. DoLS Team to distribute to:


i. Relevant Person (Form 17 and 18)

ii. IMCA (Form 17 and 18)

iii. Relevant Person’s Representative (Form 17 only)

iv. Managing Authority (Form 17 and 18)

v. Referrer (Form 18 only)


4. Where there is an unlawful DoL DoLS Team to initiate the Standard Authorisation Application Process. Referral to District Team to initiate safeguarding procedures.


5. When Form 4 is received by DoLS Team, if this is accompanied by Form 1 (Urgent Authorisation) Standard Authorisation Application Process following Urgent Authorisation should be followed. Timescales start when Form 1 and/or 4 are received.


6. See Procedures for Standard Authorisation Application Process following Urgent Authorisation and Standard Authorisation Application Process.

DEPRIVATION OF LIBERTY SAFEGUARDS

REFERRAL FOR AN UNAUTHORISED DOLS
Where Managing Authority has been contacted

DEPRIVATION OF LIBERTY SAFEGUARDS

REFERRAL FOR AN UNAUTHORISED DOLS
Where Managing Authority has not been contacted

Standard Authorisation Review Process 
1. Where a relevant person’s circumstance have changed a request for a Review can be received from:

a. Relevant Person (standard letter 3) or their Representative (standard letter 4).  A request can also be made orally or by any other means as the person wishes, DoLS Team will record using Standard Form 19a as appropriate.

b. The Managing Authority using Request for a review by the Managing Authority (Form 19.)

2. The Supervisory Body may initiate a Review using Notice that a review is to be carried out (Form 20.)
3. DoLS Team to Issue acknowledgement of receipt (standard letter 6) to  person requesting Review if not Relevant Person, Relevant Person Representative or Managing Authority. 

4. DoLS Team to populate Form 21 Part A and email to relevant Authorising Officer together with Form 19 or 19A and request they refer to relevant previous assessments on TRIM.  Authorising Officer to complete, sign and return Form 21 to DoLS Team for distribution.

5. Where Form 21 confirms no qualifying requirement reviewable standard letter 5 to be issued.

6. Where Form 21 confirms qualifying requirement reviewable DoLS Team to populate, sign and distribute Form 20.
7. Update information system and scan correspondence to TRIM
8. DoLS Team to contact original BIA/MHA by telephone to request a review of assessments as identified on Form 21and inform them of timescales referring them to documents on TRIM. If original BIA/MHA not available instruct another BIA/MHA. DoLS Team to populate basic details on Forms 5, 7,8 and 10 as applicable and e-mail to BIA and Forms 6 and 9 as applicable and e-mail/fax to MHA.

9. Enter Review episode on CISS.
10. When Form 10 and/or relevant assessments received back from BIA/MHA, DoLS Team to scan on to TRIM, populate Form 22 Part A and forward to Authorising Officer for completion/signature and return Form 22 to DoLS Team for distribution.
11. Update CISS and information system.
12. Scan all documentation to TRIM and keep hard copies on file. Inform Local Office of review.

NORTH STAFFS PCT

DoLS Team to:

1. Telephone Stoke DoLS Team to inform them of Review request.  Fax Form 19 or Form 19A , Form 21 and Form 22 and copies of assessments referred to and post originals.  
2. DoLS Team to send letter of acknowledgement to Managing Authority.
3. When Form 22 returned send copy with copies of assessments carried out to Managing Authority, RP, RPR and 39D IMCA (if involved). 
SOUTH STAFFS PCT

DoLS Team to:

1. Issue standard acknowledgement of receipt letter to person requesting Review.  If from RP or RPR complete Form 19A from Review request.

2. Email Authorising Officer informing them of request.  Complete Form 21 and post to relevant Authorising Officer together with Form 19 or 19A and copies of relevant previous assessments.  Authorising Officer to complete, sign and return Form 21 to DoLS Team asap.  (Can be faxed and original sent in post).

3. Notify all interested parties (from Form 4) by completing and sending copies of Form 20, which will be signed by Authorising Officer. 
4. Update information system.

5. If Form 21 states no review required, issue standard letter to person requesting review and all interested parties confirming no review to take place.

6. Scan Form 21 to TRIM.

7. If Form 21 states review required populate relevant assessment forms and contact original BIA by telephone to request a review of these assessments.  If original BIA not available instruct another BIA.  Inform BIA of timescale.  

8. Post  Form 21, previously completed Form 10 and relevant assessment forms to BIA. (BIA to complete F4 on page 10 of Form 10).  

9. If assessments required include Mental Health or Eligibility instruct MHA? 

10. Where Review is taking place, populate Form 22 and post to Authorising Officer ready for completion.

11. Enter Review episode on CISS.

12. When Form 10, Form 21 and relevant assessments received back from BIA forward to Authorising Officer who can then complete Form 22 and return all to DoLS Team.

13. Forward copies of Form 22 along with copies of relevant review assessments to Managing Authority, Relevant Person, RPR and 39D IMCA (if involved).

14. Update CISS and information system.

15. Scan all documentation and keep hard copies on file
DEPRIVATION OF LIBERTY SAFEGUARDS STANDARD AUTHORISATION REVIEW PROCESS
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DEPRIVATION OF LIBERTY SAFEGUARDS

SUSPENSION OF A STANDARD AUTHORISATION

1. Where circumstances have changed where the Authorisation has been suspended, the Managing Authority must complete Form 14 (Suspension of a standard Authorisation) and send to Supervisory Body.


2. DoLS Team to update information system.


3. DoLS Team to notify District Office of suspension.


4. DoLS Team to distribute Form 14 to Relevant Person their Representative and any section 39D IMCA


5. DoLS Team to monitor during the next 28 days.


I. Where Form 15 (Notice that a suspension has been lifted) is received from Managing Authority to lift suspension;
DoLS Team to distribute to Relevant Person their Representative, and Section 39D IMCA.
DoLS Team to update information system.
DoLS Team to notify District Office.

II. Where Form 15 (Notice that a suspension has been lifted) is not received from Managing Authority;
DoLS Team to commence “Termination of Standard Authorisation” process.

6. Form 14 (Suspension of Standard Authorisation) and Form 15 (Notice that a suspension has been lifted) to be saved to TRIM and information system updated.

DEPRIVATION OF LIBERTY SAFEGUARDS

SUSPENSION OF A STANDARD AUTHORISATION

DEPRIVATION OF LIBERTY SAFEGUARDS

TERMINATION OF STANDARD AUTHORISATION

Either: 

· Upon information system review where Standard Authorisation has expired and no further Standard Authorisation application has been received.


· Receipt of Form 14 (Suspension of a Standard Authorisation) without receipt of form 15 within 28 days.

· Notification of deceased date.

· Receipt of notification from Court of Protection of invalid Authorisation.

· Outcome of review process of Authorisation.

· Managing Authority has changed (this should be referred for review).
· Relevant person has moved elsewhere (this should be referred for review.
· Some other reason.


1. Where information system shows that an Authorisation is due to expire 2 weeks prior to expiry DoLS Team to forward standard letter 5 to Managing Authority advising of expiry date.


2. DoLS Team to populate Form 23 (Standard Authorisation has ceased to be in force) save onto TRIM and forward to Authorising Officer for signature. Signed document to be returned to DoLS Team.


3. DoLS Team to distribute to


I. Managing Authority

II. Relevant Person

III. Relevant Person’s Representative

IV. Any other interested persons listed on Form 10 (Best Interest Assessment) part C.


4. TRIM to be updated and Form 23 to be filed on to paper file.


5. Update information system.


6. DoLS Team to notify District Office or PCT of Termination of Authorisation.

DEPRIVATION OF LIBERTY SAFEGUARDS

TERMINATION OF STANDARD AUTHORISATION

7. Related Documents
· Name any related documents, forms, policy
When review assessments have been completed BIA to discuss/refer to Authorising Officer in order for Form 22 to be completed and Signed by Authorising Officer.





Safeguarding  procedures need to be considered.








DoLS Team to refer back to Local Authority District Team and notify Adult Protection Team.








Hospital/Care Home Manager identify those people who lack mental capacity who are at risk of deprivation of liberty.





DoLS Team to identify any appropriate equivalent assessments completed under DoLS.





Copy of Form 1 (urgent authorisation) to be submitted to DoLS team, along with form 4 (request for standard authorisation).








Where there are issues in being able to meet timescales DoLS Team to bring it to attention of Authorising Officer or Adult Protection Co-ordinator.








Where relevant person has no appropriate family or friends who can be consulted, DoLS Team to instruct a Section 39A IMCA Using Form 30.





Relevant person / representative appeals to COP, OPG.








A new standard application is required where the authorisation expires and circumstances have not changed. See separate procedure for “termination of Standard Authorisation” or “Review”.








DoLS Team issue Form 25 (appointment of representative) to representative along with copy of authorisation (Form 12).








Where all assessments support standard authorisation, DoLS Team completes Form 12, Authorising Officer grants authorisation and DoLS Team issues. BIA to have also completed Form 24 (including part H “consent of person being appointed”) and to return back to DoLS Team with all other completed assessment Forms and IMCA Report 31.








Where any assessment does not support authorisation, DoLS Team completes Form 13 (declining request for standard authorisation), Authorising Officer declines authorisation. 





DoLS Team to chase up BIA in order to ensure timescales are met.  Hospital / Care Home Manager to contact DoLS Team where urgent authorisation is near to expiry. Where appropriate in order to extend urgent authorisation for up to a further 7 days hospital / care home manager to request an extension either orally, by email or in writing alternatively completing Form 2. This can only be done once.  DoLS team to ensure record of reasons for request and Form 3 to be populated to either refuse or grant the extension request.








DoLS Team to ensure BIA has access to relevant needs assessment or care plan.





When application is not appropriate DoLS Team to inform care home/hospital. 








Where appropriate DoLS Team to request BIA (Form 28) to complete relevant assessments, identify timescales for their completion and send copy of the Form 4 and any equivalent assessments to relevant assessors. Best Interest Assessors (BIA) to be issued with Form 24 (selection of representative), Form 25 (appointment of representative) and Form 11 to record which equivalent assessments are to be used. DoLS Team to ensure Mental Health Assessor (MHA) is appointed using Form 29 and Eligibility assessment and Mental Health assessments are undertaken.











Where there are issues in being able to meet timescales DoLS Team to bring it to the attention of Authorising Officer or Adult Protection Co-ordinator.



























































Supervisory body may initiate a review at any time without a request being made, using Form 20. DoLS Team to notify all relevant interested parties (not person requesting the review) that a review is to be carried out (Form 20) either before the review starts or as soon as practicable thereafter. 








Where qualifying requirement(S) reviewable DoLS Team to notify all relevant interested parties (not person requesting the review) that a review is to be carried out (Form 20) either before the review starts or as soon as practicable thereafter. 





DoLS Team to chase up BIA to ensure timescales are met.





BIA to be commissioned for review and MHA if appropriate.





No qualifying requirement reviewable. 


DoLS Team to issue standard letter confirming no review to take place.








DOLS Team to forward to Authorising Officer request for review from managing Authority (Form 19)and Form 21 to determine whether any qualifying requirement is reviewable on grounds of either non-qualification, change of reason or variation of conditions. Previous assessments to be accessed via TRIM (SCH). Authorising Officer to complete Form 21 and return to DoLS Team.








Request for a review received from person subject to a Standard Authorisation (Letter 3) or their representative (Letter 4). Alternatively request can be made orally, by a different letter of the person’s choosing or in any other way the person wishes or by Managing Authority using Form 19.





Where authorisation is being obtained in advance (preferably  up to 28 days beforehand), hospital/Care Home Manager completes form 4 (request for standard authorisation) and 


submits to DoLS Team.








DoLS Team acknowledges receipt of request determines whether application is valid, complete and appropriate.








Where valid Authorisation, DoLS Team to populate Form 16 and send to Authorising Officer for signature. DoLS Team to  distribute Form 16.





Where no valid authorisation, DoLS Team to pass form 19/19A to Authorising Officer requesting decision by email.  When decision received populate Form 16 and send to Authorising Officer for signature. DoLS Team to distribute Form 16.





If unhappy with outcome Supervisory Body can be asked to decide if there is an unauthorised DoL (Standard Letter 2)





DoLS Team to update Information System.





Where relevant DoLS Team to instruct a Section 39A IMCA using Form 30.





Where unlawful DoL ,


Standard Authorisation process to be initiated.





DoLS Team to distribute Form 17 and Form 18 and scan onto TRIM





DoLS Team to pre-populate Form 18 and send to Authorising Officer for completion/signature.





DoLS Team to chase up BIA in order to ensure timescales are met.





BIA to complete Form 17 and return to DoLS Team.





DoLS Team to update CISS, information systems and set up paper file.








Where Authorising Officer decides that an assessment is required BIA to be appointed by sending a copy of Form 16 and referral.





DoLS Team to update CISS, information systems and set up paper file.





DoLS Team to check database and with Managing Authority to ascertain whether valid authorisation in place.  





Relevant Person, any relative, friend, carer or any third party e.g. CQC, Advocate to contact Managing Authority to establish if Authorisation in place. 





Where valid Authorisation, DoLS Team to populate Form 16 and send to Authorising Officer for signature. DoLS Team to distribute Form 16.





Where no valid authorisation, DoLS Team to request the managing Authority to complete Standard/Urgent Authorisation Request within 7 calendar days.





Process as per Standard/Urgent Authorisation Application. If request not received inform Adult Protection Co-ordinator.





DoLS Team to update CISS, information systems and set up paper file.








DoLS Team to monitor





DoLS Team to update CISS, information systems and set up paper file.





DoLS Team to check database and with Managing Authority to ascertain whether valid authorisation in place.  





Where Referrer does not wish to contact Managing Authority, Standard Letter 1 to be used as basis for referral. 





Form 22 to be returned to DoLS Team for Distribution.





Where a circumstance requires urgent action, Hospital / Care Home Manager to complete Form 1 (urgent authorisation) which will give themselves authorisation for up to a maximum of 7 calendar days.








DoLS Team to refer back to Local Authority, District Team and notify Adult Protection Team.








Where circumstances have changed where the Authorisation has been suspended, the Managing Authority must complete Form 14 and send to the Supervisory Body. 








DoLS Team to distribute to Relevant Person and their Representative.








DoLS Team to notify District Office of suspension.











DoLS Team to monitor during next 28 Days.








Where Form 15 is received from Managing Authority to lift suspension; DoLS Team to distribute.








Where Form 15 is not received from Managing Authority; DoLS Team to commence “Termination of Standard Authorisation Process”.











Where a Standard Authorisation is no longer required to be in force due to a reason listed in Form 23 part B








Upon receipt of Form 23 DoLS Team to distribute.











DoLS Team to check to see if review is required to terminate authorisation, if so apply review procedure.


Populate Form 23 and forward to Authorising Officer for signature.








District Office to be notified that Authorisation has been terminated.





Where information system shows that an Authorisation is due to expire issue standard letter 5








DoLS Team acknowledges receipt of request determines whether application is valid, complete and appropriate.








Where appropriate DoLS Team to request BIA (Form 28) to complete relevant assessments, identify timescales for their completion and send copy of the Form 4 and any equivalent assessments to relevant assessors. Best Interest Assessors (BIA) to be issued with Form 24 (selection of representative) and Form, 25 (appointment of representative) and Form 11 to record which equivalent assessments are to be used. DoLS Team to ensure Mental Health Assessor (MHA) is appointed using Form 29 and Eligibility assessment and Mental Health


assessments are undertaken.








When application is not appropriate DoLS Team to inform care home/hospital. 








DoLS Team to ensure BIA has access to relevant needs assessment or care plan.





DoLS Team to chase up BIA in order to ensure timescales are met.  





Where any assessment does not support authorisation, DoLS Team completes Form 13 (declining request for standard authorisation), Authorising Officer declines authorisation. 





Where all assessments support standard authorisation, DoLS Team completes Form 12, Authorising Officer grants authorisation and DoLS Team issues. BIA to have also completed Form 24 (including part H “consent of person being appointed”) and to return back to DoLS Team with all other completed assessment Forms and IMCA Report 31.








DoLS Team issue Form 25 (appointment of representative) to representative along with copy of authorisation (Form 12)








A new standard application is required where the authorisation expires and circumstances have not changed.


See separate procedure for “termination of Standard Authorisation” or “Review”.








Relevant person / representative appeals to COP, OPG








Where relevant person has no appropriate family or friends who can be consulted, DoLS Team to instruct a Section 39A IMCA using Form 30.





Where there are issues in being able to meet timescales DoLS Team to bring it to the attention of Authorising Officer or Adult Protection Co-ordinator.








DoLS Team to identify any appropriate equivalent assessments completed under DoLS.





Hospital/Care Home Manager identify those people who lack mental capacity who are at risk of deprivation of liberty.





Safeguarding procedures need to be considered.





DoLS Team to refer back to Local Authority District Office and notify Adult Protection Team.








DoLS Team to send referral to District Team to monitor.








DoLS Team to send referral to District Team to monitor.
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