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Standard Operating Procedure
NHS Continuing Health Care (CHC) Checklist (v0.5)
1. Introduction:

NHS England has a 28 day quality standard where all cases referred for full consideration of NHS CHC eligibility should be counted. Referral time starts from the earliest notification that a full consideration of eligibility is required, i.e.: a positive Checklist. Referral time ends at the date the CCG makes a verified decision on eligibility (or the referral is discounted, as outlined in NHS CHC Funded Care Report Frequently Asked Questions 2019/20. Version: 1.0). The clock is not paused or stopped if the referral is not completed correctly.
2. Purpose: 
The purpose of this standard operating procedure (SOP) is to ensure the Checklist received is completed in FULL, on initial submission. This is to enable CHC staff to action and process the Checklist, as soon as it is received. This SOP sets the quality standards required when completing the Checklist. It also sets out the procedure the CCG will follow when an incomplete Checklist is received. 
3. Scope:

This SOP must be used by all health and social care professionals when submitting a Checklist, to ensure they have completed the Checklist correctly and in full, prior to submitting it to the CHC department. The SOP standards are to be adopted throughout Lincolnshire AND all checklists (both negative & positive) should be submitted to CHC via the single point of access.
4. Responsibilities: 

It is the responsibility of the referrer to ensure the Checklist is completed accurately and in full, before submitting it to the CHC department. The CCGs have a responsibility to ensure a Checklist referring a person in for full consideration of their eligibility for CHC is actioned and a decision made within 28days of receiving the checklist.
5. Procedure:

The minimum information required to process the Checklist is given below. If the Checklist is incomplete, it will be returned to the referrer and the referrer will be required to provide the missing information within 2 working days: 

	· Patients name 
	The body of the Checklist should include:

· Ensure ALL referrals are appropriate
· An Adult needs assessment must be submitted with the checklist  where appropriate
· ALL domains filled in with A, B or C to include narrative
· ALL evidence documented including where it can be found 
· Clear rationale 
· Signed by referrer
· Next of kin details, as this will enable us to contact them to attend a full assessment
· Appropriately trained clinician is required to have completed the Checklist training as per Point 92 of The National Framework (proof required) 
· Checklists will not be accepted as per Point 91 of The National Framework where a recent assessment has occurred


	· Date of birth
	

	· NHS Number (if known)
	

	· Patients GP and practice address
	

	· Referrers details – to include;
· Name - printed and signed
· Contact telephone number
· E-mail address
	

	· Date Checklist completed
	

	· Patients current location eg: Hospital and Ward
	

	· Patients normal address
	

	· CONSENT and/or Capacity and/or Best interest/evidence of LPOA / Deputyship if applicable 
	


If an incomplete Checklist is submitted to CHC, this may cause delays to the patient’s journey; therefore the following actions will be taken:
· The Checklist & supportive documentation will be returned to the referrer 
· A response with the fully completed Checklist and appropriate supporting evidence in relation to Consent will be required within 2 working days
· The line manager of the referrer will be informed if Checklist is not re-submitted within 5 working days.
Once completed, please scan and email the Checklist and supporting information from a secure email account to:


Email: lccg.CHC@nhs.net 
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