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Home-Start Corby (Home-Start)
Managing Referrals and Waiting Periods Policy and Procedure
Policy Statement
Home-Start is committed to providing a safe, efficient and responsive service to local families with young children. Referrals are accepted with the consent of the family. The range of referrals or self-referrals accepted is not limited, except where the resources available are not adequate to meet the number or complexity of cases or where ring fenced funding is secured to deliver support packages to families with specific support needs. Waiting times are carefully managed and referrers and families are kept informed. 
 
Purpose of Policy and Procedure

For funders: As one element of demonstrating an efficient, responsive and reliable service to families, Home-Start will operate to clearly documented referral procedures that can be shared with existing and potential funders and potential partners in joint delivery of services.
 
For referrers: to ensure good safeguarding practice we will ensure that referrers are absolutely clear about the nature, timing and level of Home-Start’s support to families they refer and that they do not mistake occasional support offered to families waiting to be matched with the full Home-Start support service. Clearly documented referral procedures are shared with referrers and they are kept informed at all stages of the support to families including when support ends.
 
For families: Home-Start’s commitment to good matching remains an essential feature of our service.  If a suitable volunteer cannot be identified within the period noted within the following procedure, either due to the schemes capacity or the needs of the family, the referral should be returned to the referrer.  Referrers and funders should be made aware that this is an important part of Home-Start’s commitment to ensuring excellent and safe practice in family support.

Continued Best Practice development: In order to comply with the HSUK Quality Assurance System Home-Start will have and operate to clearly documented referral procedures.

Referral procedure:

	

	Home-Start has an open referral policy and only limits referrals where there is a lack of resources.
 Home-Start Quality Assurance system standard 7c.1(m)

Families may refer themselves or may be referred to Home-Start by:
	· their health visitor
· their social worker
· the community psychiatric nurse
· children's centres
· other agencies
	        
  


A ‘referral’ is a serious enquiry for Home-Start support for a particular family; it results in a referral form being completed by the referrer.
We will build relationships with potential referrers so that referrers are clear about what Home-Start can and cannot offer and that the primary purpose of Home-Start is to offer support, friendship and practical help to families in their own homes.  In this way the organiser/co-ordinator is more likely to receive appropriate referrals.  
We will respond to referrals with a letter or visit to the family as soon as possible.
Once a referral is received the co-ordinators should determine whether or not:
· the family has willingly chosen Home-Start
· the referral falls within the remit of the scheme
· the referrer needs to provide further information prior to a visit by the organiser/co-ordinator
· the scheme is likely to have the resources to support this family.
Referral forms
For each referral made a referral form should be completed.  The Home-Start Monitoring and Evaluation system has carefully designed referral forms that enable the referrer to indicate, in their view, how best the family may benefit from Home-Start support.  
The core areas of need indicated have been carefully selected and piloted to match the core services provided to families.  There is also space to identify additional needs.  
The referral forms and initial visit forms are linked to review forms that will be used to monitor and evaluate Home-Start support as it proceeds and concludes.  
The referral form must be reviewed at every review visit.
The referral form should make clear that families must be consulted before being referred to Home-Start. Information on the form includes: 
· family details 
· family needs 
· health and safety issues 
· background information that may be useful for Home-Start support to be effective.

Allocations process
As part of partnership working across the town, all new referrals are taken to an allocations meeting which takes place once a week, the Corby Children’s Centre’s discuss each referral. A representative from Home-Start Corby will try and attend these meetings where we can. If the referral is deemed as requiring higher levels of family support, this referral may be given to the Children’s Centre family support team to take up this work. In this case the referrer would be informed of this.
Home-Start Corby also accepts referrals across town in its own right.

Refusing a referral
If the referral does not fall within the remit of the scheme or there are insufficient resources to provide support, the referrer must be informed that Home-Start cannot help.  Saying ‘no’ is not a sign of weakness or inadequacy.  It can indicate that the scheme is realistic about its aims and resources and ensures the scheme’s competence and credibility.
 
Waiting lists
Home-Start Corby does not keep waiting lists; all referrals are actioned as soon as possible.
 
Response to Referrer
In the interest of the welfare of the child, Home-Start Corby will respond to the referrer within two weeks to indicate the status of the referral.  It will be made clear to the referrer when:
· the coordinator will be making the initial visit 
· the initial visit has been completed
· a referral has been taken up and the nature of support to be offered, i.e. linked to a volunteer, paid worker, group support 
· a family is to receive minimal support only 
· a referral has not been taken up so Home-Start will not be providing support 
· support to a family ends.
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