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	1.
	Referral 
Referral made to Social Care Direct (SCD). SCD triage and refer on to either Complex Care Needs Team (CCNT) or Short Breaks Assessment Team (SBAT).


	2.
	Pre-Assessment Checks 
As part of the initial work with the family it is important to check whether the family are accessing/have tried to access services and activities that are already available in the community at a universal or targeted level.  For example, a family may say they want a specialist short break and assessment because they are not aware that they can access a range of leisure activities, designed specifically for children with SEND, in their local communities. Information about what is available is on the Local Offer Website Wakefield SEND Local Offer | Wakefield SEND Local Offer (mylocaloffer.org). 

Allocated worker to check if the family’s unmet needs could be met by universal or targeted provision prior to completing an assessment.


	3.
	Assessment of Need 
If a family needs support to access activities or the family feel they need respite from caring duties, you will need to complete a holistic assessment of need to help further unpick what unmet needs there might be and what can be put in place to help address them. An assessment may be used to determine if a child, young person or their parent carer is eligible for Specialist Short Breaks (please see attached tips of what needs to be covered in the assessment).

Any child with a disability, or their parent / carer, who feels they have a need for care or support, can request a needs assessment. This is a statutory right and is regardless of the level of those needs.  The statutory timescale to complete an assessment is 45 working days.

It is only possible to know if a child, young person or parent carer is eligible for a Specialist Short Break by first completing an assessment of need that looks in detail at three areas:
· Child’s needs and development
· Parenting capacity & family functioning which include parent carer’s needs. 
· Wider family and environmental factors
(Please see attached tips of what needs to be covered in the assessment). 

Specialist short breaks are for children and young people with needs that cannot be met by other short breaks, e.g. children who need specialist medical equipment, personal care, or support from specialist trained workers.  Specialist Short Breaks are designed to enable children with complex needs to enjoy fun activities in a safe environment and/ or give families a break from caring.

To access Specialist Short Breaks, families need to have an assessment of need for care and support to check eligibility. (Please see attached Eligibility Criteria for Specialist Short Breaks) 

Completing an Assessment
Assessments must be holistic and informed by the views of the child and their family.  Assessments must follow the guidance as set out in Working Together to Safeguard Children 2023.  In the Wakefield District, the Local Safeguarding Children’s Board provides further information about assessing need Home page - Wakefield Safeguarding Children (wakefieldscp.org.uk).

Please note that if an assessment has determined that the child/young person does not need specialist support and/or is not eligible for support, then you will need to support the family to access targeted and/or universal services. Information about what is available is on the Local Offer Website Wakefield SEND Local Offer | Wakefield SEND Local Offer (mylocaloffer.org).
Please work with families to determine whether there is an extraordinary circumstance where transport is needed. If transport is required, please include this in your assessment and identify on the care and support plan which provision they require transport for. 
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	4.
	Personal Budget
A Personal Budget is an allocation of funding following an assessment which should meet the total cost of provision listed in the child or young person’s care and support plan.

Managing a Personal Budget
There are 4 ways in which a personal budget can be managed.
· Direct Payments (cash budget)
· Managed Account – provider or in-house services 
· ISF – Individual Service Fund 
· Combination/Mixed

Allocated workers are responsible to ensure all personal budget options are explored with the family where this is their preference or where it is appropriate. For some families, this process is not something they would want to be able to manage.

Overnights residential provision may be awarded if this has been assessed, where there is evidence that a parent/carer require a break from their caring responsibilities and there is no other way of meeting the child’s and family’s needs.
	























	5.
	Short Breaks Referral Form
The worker is responsible for completing the Short Breaks Referral Form on Liquidlogic, all outcomes need to be agreed with the child/young person and their families.

The Referral Form will need to set out clear outcomes for the child, each outcome should relate to an unmet need such as social and leisure, personal care or overnight support. Any support the child is already receiving must be included on the form.
Please include support for term time and non-term time arrangements.

Please state how the family would prefer to use their personal budget, i.e. Direct Payment, Managed Account.

Workers must submit their completed referral form and assessment form to the Specialist Short Breaks Mailbox (sendshortbreaks@wakefield.gov.uk) so that the case can be scheduled for an upcoming panel meeting.  

If the application has insufficient information for Short Breaks Panel to agree the worker’s application, then the worker will be requested to amend the application and re-submit to Short Breaks Panel. 

All decisions relating to specialist short breaks packages are made at Short Breaks Panel. Short Breaks Panel is a multi-agency panel that meets fortnightly. No packages can be officially started without first having Short Breaks Panel approval.

Timescales
Short Breaks Panel Referral forms should be completed by the worker within 4 weeks and submitted for inclusion on the next available panel, usually within 4 – 8 weeks. Panel meets on a fortnightly basis. The application will be scheduled for the next available meeting; the worker will then be informed of this date and asked to present the case at the meeting.


	






	7.
	Brokerage and Implementing the Support Package

The SEND Team will work with practitioners to ensure the provision is appropriate and finalise the costings of the proposed care and support plan. 

Allocated workers will liaise with the Short Breaks Team to support the family in setting up the support agreed in their plan. The team will be responsible for the set-up of Managed Accounts and Direct Payments (please see below Direct Payment guide and documents). 

Should a young person have overnight stays they will continue to have a social worker allocated who will complete home visits, annual assessments and multi-agency meetings in line with policies and legislation.  

Should no outstanding or ongoing support needs be identified and the young person does not access overnight breaks they will be supported by the Short Break Assessment Team who will complete annual reviews of the support package. 

Direct Payments Guide/ DP Guide with Third Party Supported Account

DP guide 2024                DP TPSA guide 2024     

Direct Payment Agreement 

Direct Payment Agreement - 2024

Penderels Trust Referral Process/ Penderels Trust Referral Form 

Penderels Trust Referral Process to employ a Personal Assistant - amended

Penderels Referral Form - 2024



	

















	
	Useful Information 

Changes to Provision
A child, young person or family may change their mind about how they would like to receive their support. Personalisation allows and actively encourages them to do this and have more control. However, it is important that all changes are documented and agreed at the appropriate level.

If there is a budget increase, the SEND Team will send the referral form you have completed to panel to be approved. The SEND Team will inform the worker when their case is expected to be discussed at panel. 


Emergency Support Process 
It is unlikely that there will be an emergency situation related to Short Breaks, particularly one that cannot wait until the next Short Breaks Panel meeting.  If an emergency does arise, team managers will need to review and determine the most appropriate course of action. Please see attachment for the support process.



Frequently Asked Questions 



Holiday Groups – Key Messages 
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eParent/Carer and Professionals can submit a referral to Social Care Direct - 03458 503503
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Pre-Assessment Checks

ePractitioner to check if family's self identified needs can be met by universal or targeted services
«If needs cannot be met, continue the pathway for specialist short breaks service
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Assessment of Need

ePractitioner completes a holistic assessmenti with the family including parent(s)/carer(s) assessment
and determine eligibility to access the specialist short breaks services.
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Personal Budget

ePractitioner discusses how a personal budget can be spent.
ePractitioner explains how personal budget is managed.
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Support Planning

ePractitioner advises parent(s)/carer(s) of all specialist short breaks support options
ePractitioner works with family to draft a care and support plan as part of Short Breaks Panel application
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Short Breaks Panel Referral

ePractitioner will submit panel referral to Short Breaks Panel with proposed care and support plan and
copy of assessment for decision/approval
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Short Breaks Panel

Multi-agency panel meets fortnightly to agree eligibility of specialist short breaks and award specialist
support care packages.
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Brokerage and Implementation of Support

eParent(s)/carer(s) will be notified by practitioner and Short Breaks Support Team of SB panel decision

eShort Breaks Support Team will begin brokerage and identify suitable support as agreed by Short Breaks
Panel
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Needs Assessment Prompts

Core Background Information

What is the child/young person’s education setting, planned attendance at this setting and current key stage?

What is/are the child/young person’s diagnosis, health need, impairment or disability?

What is the impact of the child/young person’s sensory impairment?



Child’s Development Needs

How easily can the child or young person communicate with others?

Can the child/young person eat and drink independently or is only age appropriate support required?

Is the child/young person able to have food and drink by mouth?

How often is support needed to feed the child/young person and what is the usual length of time it takes, both in waking hours and during night? Is nursing support required?

How independent is the child/young person with:

· dressing and undressing

· Washing whole body

· Using toilet and managing continence

How often is support needed for a child with continence or elimination and what is the usual length of time it takes, both in waking hours and during night? Is nursing support required?

Can the child or young person move around and manage transfers independently or is only age-appropriate support required?

Does the child or young person need support staying comfortable and repositioning?

Does the child or young person needs support from two or more adults? If so, what kind of support?

How independent is the child or young person in participating in social, leisure, cultural and spiritual activities?

What is the child or young person’s emotional well-being difficulties?

Does the child or young person present any challenging behaviour or significant risks?

Does the child or young person’s behaviour cause worry, upset, concern or harm to others?

Is the child or young person able to stay safe alone or is only age-appropriate support required?

How much support does the child or young person need inside and outside the home? During daytime and evening?

How often do the child or young person need help or someone to be present all night?



Parenting Capacity/Family and Environmental Factors

What is the impact on the parent/carer ability to continue providing support beyond normal parenting and caring duties on a typical week? Term Time? Non-Term Time?



What is the level of impact on the parent/carers:

· not having sufficient support with the caring role

· having other caring roles

· not being able to carry out day to day activities due to caring role

· difficulties relating to housing situation or home environment

· not getting sufficient good quality sleep

· own health issues

· understanding of child/young person’s condition

Are parent/carer able to meet all of the child or young person’s identified self-care needs in an average week?

Will the parent/carer able to provide the same level of support in the holidays?

Do parent/carer have the skills needed to support all of the child or young person’s social or community activities?

Would the parent/carer benefit from daytime short breaks through social care to help them manage?

Do the parent/carer already receive support from a daytime short breaks service outside of children with disabilities services?

Do parent/carers of the child/young person need overnight respite breaks?
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Transport

During the assessment process, please work with families to determine whether transport is needed or not. Information regarding transport will be collected as part of assessing parenting capacity.

The questions below are to be considered when completing the assessment:

· Are parent(s)/carer(s) able to transport their child/young person?

· Do parent(s)/carer(s) have access to:

· Vehicle?

· Public transport?

· Is the parent(s)/carer(s) the main carer for others in the home?
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Eligibility Criteria for Specialist Short Breaks 



How do you know who is eligible?

· It is only possible to know if a child, young person or parent carer is eligible for a Specialist Short Break by first completing an assessment of need that looks in detail at three areas:

· Child’s needs and development

· Parent carer’s needs

· Family and environment

· To decide eligibility, the parent carer needs and family/environment factors are looked at together to see overall what level of support is needed.  The same is done for the child’s needs. 

· It is the combination of these levels of support needed that is used to decide if someone is eligible for a Specialist Short Break.  This is shown in the grid overleaf.  



What is an Assessment of Need?

· Anyone, adult or child, who feels they have a need for care or support can request an assessment of need. This is a statutory right and is regardless of the level of those needs. This means that you have a legal right to request an assessment of need.

· There are different ways that you can have your or your family’s needs assessed. All of the ways will involve you and/or your child and you will be at the heart of the assessment.

· An assessment is usually a discussion, or series of discussions, between you and a trained person, either from the council or another organisation that the council works with.



How to request an Assessment of Need?

· You can contact support agencies and schools for help and support to identify (and meet) your child’s and family’s needs. One of more agencies may work with you to help identify your child’s needs.

· If you would like someone to help with an assessment of need for your child, then please speak to someone you feel comfortable with. This could be one of the people below:

· Your child’s health visitor, GP or school

· Barnardos WESAIL on 01924 304152 or email WESAIL@barnardos.org.uk

· Children’s Social Care Direct on 0345 8 503 503.




Eligibility Criteria for Specialist Short Breaks 



		

		

		

		

		Summary of Child’s Developmental Needs 

In line with the Education Threshold Matrix 



		Summary of Family and Environmental Factors/Parenting Capacity and Needs

In line with the LSCB Continuum of Need



		

		

		

		

Severe and complex 

(Likely has an EHC Plan)

		

Severe and consistent

(Likely has an EHC Plan)

		

Significant /substantial

(Likely has a My Support Plan)

		

Moderate

(May have a My Support Plan)

		

Mild



		

None





		

		Ability of the family to access all universal services and community resources is severely limited

		Capacity of parent/ carer to carry out all normal day-to-day activities is severely/critically limited

		Severe and complex

(Social Care)

		



Yes

		



Yes

		



Yes

		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 





		

		Ability of the family to access all universal services and community resources is limited

		Coordinated support specialist and protective services

		Coordinated Support  (Early Help Hubs)

		



Yes

		



Yes

		



Yes





		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 





		

		Ability of the family to access most universal services and community resources is limited

		Coordinated support specialist and protective services 

		Coordinated Support 

 (CAF)

		



Yes

		



Yes

		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 





		

		Ability of the family to access several universal services and community resources is limited

		Capacity of parent/ carer to carry out several normal day-to-day activities is limited

		Universal Plus



		



Yes

		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 





		

		Ability of the family to access some universal services and community resources is limited

		Capacity of parent/ carer to carry out some normal day-to-day activities is limited

		Universal





		



Yes

		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 



		

No

Will be supported to access other support 







Wakefield has adopted the signs of safety methodology for working with children and families, this is reflected in all our assessment and planning.
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Emergency Support Process

· Ensure the following are explored prior to seeking an emergency package:

· Universal/Targeted support incl. school and/or local community

· Family support/network

· parent’s availability and/or capacity

· grandparents

· relatives i.e. uncles, aunties, cousins etc.



· Provide the following information on an Emergency Form:

· Assessment of Need – identify unmet need(s) and gap of support 

· Support Required

· type of support

· number of hours

· start date/end date of support

· panel chair signature for approval (service managers)



· Contact the SEND Team to set-up the emergency package and provide the information above.

Tel: 01924 306065

Email: sendshortbreaks@wakefield.gov.uk



Note: Emergency support packages are interim decisions only until ratification at the next panel meeting.
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Children’s Personal Budgets

Frequently Asked Questions

Direct Payments

1. Will having a Direct Payments affect my private income?

No. Your Personal Budget – Direct Payments will not affect any benefits you are receiving and will not be taxed as income.



2. Will I need to make any special arrangements to receive a Direct Payment?

Yes. You will need to open a separate current bank account in one parent’s name with cheque writing facilities to receive your cash direct payment.



3. I already have an existing bank account that I do not use. Do I still need to open a new bank account?

Yes. You must open a dedicated bank account in your sole name for cash Direct Payments.



4. What if I don’t have the necessary ID documents or a good credit score to open a bank account?

See link for basic bank account guide. http://www.moneysavingexpert.com/banking/basic-bank-accounts



5. What happens if my child turns 18, will the direct payments continue?

Your child will be re-assessed using the Adults eligibility criteria.



6. What if I am no longer happy with my Personal Budget – Direct Payments?

If you think direct payments is not for you and your family. Please speak to your allocated worker and other options will be explored with you. 



Recruitment

7. What is the role of Penderels Trust?

Penderels Trust can guide you with all aspects of employment, from the recruitment stage to establishing employment contract, inducting and paying staff.



8. Can I employ a member of my family as a Personal Assistant?

Yes, but your family member must not live in the same house as the child/young person.



9. Does my Personal Assistant need a Disclosure and Barring Service (DBS) check?

Yes. It is important for Personal Assistants working with children and young people to have a DBS check. It is your responsibility to make sure the person you employ is a suitable person to work with children. You must carry out a DBS check even if you know the person you want to employ.



10. How do I get a DBS check?

Your allocated worker needs to request a DBS form with Council HR on your behalf and this will be sent to you and it is your responsibility as the employer to get your Personal Assistant to complete the form before they begin working for you.



11. My Personal Assistant already has an existing DBS, do I still need to carry out a separate DBS check?

It is your own discretion as the employer if you want your Personal Assistant to carry out a separate DBS check, but you must ensure that the existing DBS is satisfactory and not expired.



Payroll

12. What is the role of the Payroll and Pension Service?

The Council’s own payroll team has a highly knowledgeable staff with a wealth of experience in payroll and pension administration.



13. Can I choose to use other Payroll and Pension Service other than Wakefield Council’s?

Yes, you can choose a different payroll and pension service but you will have to pay the additional cost if applicable.



14. How often will I receive my cash Direct Payments?

Payments are made on a 4 weekly payroll cycle and you will receive a detailed payslip for your Personal Assistant to show payments and deductions.



15. How do I calculate the wage, pension and National Insurance?

Payroll will calculate all the payments and deductions on your (employer) behalf. Payroll will provide you (employer) with a detailed payslip which will show payments and deductions either emailed or posted to your home address. The payslip will need to be given to the employee.







16. Can I pay my personal assistant in cash?

No, you can pay by cheque or bank transfers, cash payments are not allowed.



17. What records should I keep?

You will need to keep a record of receipts and invoices, bank statements, timesheets submitted by staff employed and any other documentation that shows how your cash direct payment has been spent.



18. How do I send the timesheet to Payroll?

You can email a copy of the timesheet to payroll hrdirectpayments@wakefield.gov.uk or send the timesheet by post to Room 118, County Hall, Bond Street, Wakefield, WF1 2QW.



19. What happens if the Personal Assistant is off sick? Is sick pay included in the rates?

Statutory Sick Pay is payable.



20. What happens if the Personal Assistant is on leave? Is leave pay included in the rates?

The annual leave entitlements are determined at the start of employment and are payable from the cash direct payment. Annual leave is costed into the budget and is included in the gross hourly rate.



21. Can I employ another Personal Assistant if my Personal Assistant is on leave?

If you wish to employ another Personal Assistant to cover holiday periods, you will need to inform your allocated worker so this can be raised at the panel meeting. If panel has agreed, the direct payments allocation should be enough to cover both payments. 



22. What happens if I have not spent all the money in my direct payment account?

If there is money left in your account after you have paid for all of your child’s support and other associated costs, you are required to return it. 



General

23. What happens if the panel does not approve a Specialist Short Breaks allocation?

This will only happen where Short Breaks Panel has identified that the child and/or family do not meet the eligibility criteria for Specialist Short Break.  Should this be the case, the panel will advise that support at a targeted or universal level will be more appropriate and may provide further guidance.
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SPECIALIST HOLIDAY GROUPS 


KEY MESSAGES

Specialist holiday groups take place all year round in most school holidays and are only open to children and young people who have been awarded Non-Term Time group support at Specialist Short Breaks Panel.  

The short breaks referral will need to detail how many sessions the child/young person needs to access in each holiday. Most children will access one per week of the holidays but occasionally, two or three sessions per week may be agreed depending on the unmet need. 


Please note that groups do not run at Christmas or in the first or last week of the summer holidays.

Sessions that are unused in one holiday cannot be used at another as the providers do not have capacity for this.

Summer Playschemes 


Playschemes form part of the Targeted Short Breaks offer alongside the Specialist offer.


Playschemes are different to the specialist holiday provision and are available to children and young people aged 5-18 years with a special educational need and/or disability who are not in receipt of specialist short breaks. 

For playschemes, children and young people will be able to access every session of a week for one week only.


There is a cost to access the playscheme, however if children are eligible for free school meals, costs are met by the Happy Healthy Holidays scheme.








