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Local Housing Steering Group – Process Overview
This process map outlines the structured workflow of the Local Housing Steering Groups, which operate across eight districts on an eight-week cycle. The process supports timely coordination, referral management, and outcome tracking for housing-related pathways involving young people. It identifies key stages—from referral submission and agenda setting to meeting delivery and documentation—ensuring transparency, accountability, and effective multi-agency collaboration.
To support this process, two Microsoft Forms have been introduced: -
· 1. Housing Local Steering Group, Referral.   ***Confidential***
Completed by Social Workers or Personal Advisors, this form is used to refer young people for discussion at the Steering Group. It aligns with the Joint Housing Protocol and supports pre-meeting preparation, including agenda planning and focused discussion. The information provided helps ensure that each young person’s housing journey is considered in a structured and supportive way.
· 2.  Housing Steering Group Discussion Record - Young Persons Housing Pathway ***Confidential***
Completed by Business Support during the meeting, this form captures a summary of the discussion, including the young person’s positive actions, current accommodation challenges, agreed actions, and next steps. This record is shared with the professionals responsible for progressing the outcomes.
The Local Housing Steering Group remains committed to using strengths-based language that promotes growth, support, and empowerment. As part of this ethos, the group is moving away from terms like “tenancy ready” or “tenancy readiness,” which imply a fixed standard. Instead, language is encouraged that recognises each young person’s individual progress and potential. All contributions to the discussion and its documentation are expected to reflect this approach.
Process Description:
1. Every eight weeks, a Local Housing Steering Group meeting is held in each of the eight districts.
2. Two weeks before the meeting, link to the MS form Local Housing Steering Group, Referral. Will be sent to Social Workers (SW) and Personal Advisors (PA) requesting referrals within 1 week by the Housing PAs. Allowing for preparation time for the double district pre planning meeting.
3. The response from the completed referrals then creates a database of all the received referrals.
4. One week before the meeting, Housing PAs and Business Support will meet with the leads / senior Pracs from the double districts to conduct a pre-meeting.
5. The pre-meeting is briefly minuted and the agenda is formed based on the referrals and the unsuitable accommodation tracker and data from power BI including all young people who are 17-17.5 years of age.
6. The agenda is then shared with all meeting attendees for each district, which will include time slots for required participants. (reflecting the similar EET processes)
7. During the meeting and following the pre agreed agenda the minutes are captured using the Microsoft Form Discussion Record: Young Person’s Housing Pathway by a Business Support colleague.
8. The aim is to complete the process within 10 working days, with urgent documentation prioritised as needed. The Housing PAs will review this discussion record for accuracy. 
9. Once finalised, the Discussion Record will summarise the group’s conversation, including agreed actions and next steps. This summary will be attached to the young person’s case management system and a "Task Note" will be added, with a target completion time of 10 working days. This process will be conducted by our Business Support colleague,
10. The Discussion Record will also be and shared with relevant professionals responsible for delivering the agreed outcomes, which will be supported by the Housing Personal Advisors.
11. The Microsoft Form titled “Housing Steering Group Discussion Record - Young Persons Housing Pathway ***Confidential***” generates a centralised database that captures key information from each meeting, including discussions, agreed outcomes, and other measurable data. This database not only supports ongoing service improvement by identifying barriers, training needs, and celebrating young people’s successes, but also provides essential evidence for reporting requirements to Ofsted, the Department for Education, and the Corporate Parenting Panel.
12. The use of the Discussion Record also supports case formulation by helping to identify and structure key areas requiring attention during Steering Group meetings. This ensures that discussions remain focused, informed, and aligned with the young person’s housing needs and goals.
13. All tasks and action points recorded in the “Housing Steering Group Discussion Record - Young Persons Housing Pathway ***Confidential***” will be reviewed either during the pre-meeting and positive outcomes shared or during the next Local Housing Steering Group meeting. Where necessary, earlier follow-up can take place—either through a brief check-in with the professional responsible for the urgent actions, or via a quick update submitted through the referral document link at any time. 
14. This follow-up process will help determine whether the young person can be closed to the meeting tracker, should remain open for continued support, or if any barriers have prevented the completion of agreed actions.

District and Brough Housing Colleagues. 
Useful Information for this process mapping.
	District
	Age that YP’s housing application can be submitted
	Age When YP can start bidding.
	Preference of day to attend Local Housing Steering Group.

	Cannock
	
	
	

	East staffs
	
	
	

	Lichfield
	
	
	

	Newcastle
	17
	
	

	South Staffs
	
	
	

	Stafford
	
	
	(Not a Mon/Fri)

	Staffordshire Moorlands
	
	
	

	Tamworth
	
	17.5
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Every 8 weeks a local Housing Steering Group meeting,
Held in each of the 8 districts - via teams.

Two weeks before the meeting. Link shared with SW & PA's
by the Housing PA requestoing referals.

Referals Deadline - 1 week
Following the resquest from the Housing PA's.

Responses create a database of all recived referals.

One Week before the Steering Group Meeting
Housing PA's and Business support meet with revelevnt seniors / leads from SCC double
districtsData is used from Power BI & Unsuitable accomodation tracker supplied by New
communities commissioning team.

Pre- meeting is minutes and agenda is formed based on referals, Unsuitatble
accomodation tracker and current power BI data for our 17-17.5 Young People

One Week before the Steering Group Meeting
Agenda is shared with relevant attendees with time slots for required participants.

Housing Discussion record is captured and recorded using Microsoft forms for each young person.

Aim is for discussion records to be completed in 10 working days
Urgent discussion records are prioirtised.

icrosoft Forms generates
centralised database for
reporting outcomes

and improvements

As the discussion records are completed the Housing PA will review for accuracy.

Finialised record is attached to the CSM and a task note is created by business support.

Record is shared witgh professionals responsible for the agreed outcomes by the Housig PA or
Business support.

Housing Discussion
MS Form -supports case formulation
enabling focused and informed meetings

Tasks, actions and outcomes are reviewed in the next meeting
Earlier if time senstive by the Housing PA's.

“Follow up", Completed during the Pre-meeting determinines if the young persons housing pathway
requires support through the Steering group, remains open for further action or closed.
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