
 

Please contact Angela Scott on 0151 511 8670 or 
Angela.scott@halton.gov.uk  for further information. 
The next meeting of the Committee is on Thursday, 18 June 2015 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Chief Executive 
 

ITEMS TO BE DEALT WITH  
IN THE PRESENCE OF THE PRESS AND PUBLIC 

 
 

PART 1 
 
 

Item 3B Service Closure Policies and Procedures Page No 
Appendices For -  
 (C) MARKET OVERSIGHT AND MANAGEMENT   

 
1 - 4 

 (D) MANAGING A PLANNED SERVICE CLOSURE   
 

5 - 30 

 (E) MANAGING AN UNPLANNED SERVICE CLOSURE   
 

31 - 65 

 
 
 
In accordance with the Health and Safety at Work Act the Council is 
required to notify those attending meetings of the fire evacuation 
procedures. A copy has previously been circulated to Members and 
instructions are located in all rooms within the Civic block. 

Executive Board 
***Supplementary Agenda*** - 
***Appendices for Item 3B*** 
Thursday, 4 June 2015 2.00 p.m. 
The Boardroom, Municipal Building 

Public Document Pack



1 

 

TIME LINE 

SERVICE: 

MONTH: 

COMPLETED BY: 

 

Area of Concern Specific Identified Issue Actions Required Outcome 

Safeguarding 

Reports 

   

Whistleblowing    
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Social Worker and/or 
Professionals 
Concerns 

   

    

Contractual    

Notifications  -   

Strategic/Leadership    

Family Concerns    

 P
age 2
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Emergency Contingency Planning and Procedures  

 

 
Overview 
Service overview 

 
 
 
 
 

Rationale 
Reasons for emergency 
contingency plan and 
anticipated outcomes 
 

 
 
 
 
 

Contingency Actions 
Detail actions to be taken  
 

 

Briefing 
Details of who has to impellent 
this plan and have they been 
briefed 
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Appendix 1 Halton Borough Council Service Closure Policy  
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Responding to a Planned Service Closure Flow Chart 

 

Stage 1: Responding to closure notification  

 

 

 

Yes 

 

A record of all closure activity must be started 

by the MDT 

Initial meeting with provider post closure 

decision, within 5 working days of Project 

Lead being appointed. 

Has the service closure 

been confirmed by the 

Provider with Halton 

Borough Council? 

HBC Director for Communities and/or 

Accountable Lead nominates an MDT Project 

Lead /s (Typically a DM and Senior Manager 

from closing organisation, where appropriate) 

HBC Strategic Director for Communities 

nominates an Accountable Lead for the 

closure process (typically an OD), within 24 

hours of notification. 

 

MDT Project Lead/s form a MDT Project 

Group 

Development of the closure project plan and  

detailed communications plan by the MDT 

Project Group 

It may be appropriate to 

appoint an MDT Closure Project 

Lead from just HBC, or a joint 

lead between a Senior Manager 

of the closing service and HBC. 

The decision will be made by 

the Strategic Director for 

Communities in negotiation 

with the manager of the 

affected service. 

Please refer to Appendix 2 

‘Initiating the MDT Closure 

Project Group’ 

Please refer to Appendix 4 

‘Communication Plan Checklist’ 

Please refer to Appendix 3 

‘Information to be provided by 

the Provider’ 

Please see Appendix 5 ‘Closure 

Project Action Plan and Log’ 

An initial communications 

brief is to be developed by 

the MDT Closure Project 

Lead/s within 48 hours of 

closure notification, to 

respond to any enquiries 

made.  
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Stage 2: Assessment, Care Planning and Transfer  

 
Divisional Manager for Care Planning, along with the Operational Director 

for Prevention and Assessment will advise the Project Lead on which 

Social Work staff will be utilised from different teams to respond the 

assessment demands.  

This decision will be made on the 

basis of the volume of 

assessments required within the 

timescales dictated by the closure 

process. 

A multi agency assessment should be undertaken for each service 

user. 

 

Where time does not allow for 

the usual best interest decision 

process to be followed ie 

involvement of family/mental 

health advocate (where 

appropriate), decisions may be 

made, recorded and revisited in 

line with Halton Borough Council 

Deprivation of liberty policy. DoLs 

Authorisations are non-

transferable so where a DoL is in 

place for a service user affected 

by closure the DoL would have to 

be ended. A new DoL could be 

applied for by the new setting, if 

the receiving service felt it was 

needed. 

E
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se
rs

 a
re

 o
ff

e
re

d
 t

h
e

 s
u

p
p

o
rt

 

o
f 

a
 c

a
re

 m
a

n
a

g
e

r.
  

The personal financial arrangements of the service user must be 

addressed prior to transfer. Please refer to Appendix 6 ‘ Client 

Finance Checklist’ 

 

Social Worker leading the assessment to identify suitable alternative 

service via the Halton Borough Council Quality Assurance Team 

The MDT to oversee, with the ASC Social Workers involved in the 

assessment stage, the safe transfer of individuals from originating 

service to receiving service/s.  

 

The Project Lead must inform the lead inspector for CQC in relation 

to the expected time of closure on the given date. 

On the day of closure of a residential service the Project Lead/s and  

Responsible Manager must hold an on-site meeting with the 

proprietor to complete a closing inventory of the facility.  Please 

refer to Appendix  7 ‘Facilities Management Checklist’ 

The Responsible Manager to arrange with the 

relevant health or social care colleagues continued 

access to equipment to meet assessed needs. 

A formal review of each service user should be conducted 4-6 weeks 

post transfer. 

Post closure de-brief with staff and report on learning from the 

project to be circulated to all key stakeholder organisations 

The Responsible Manager to arrange with the relevant 

health or social care colleagues safe transfer of records 

to the receiving service 
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Initiating the MDT Closure Project Group 

 

 

 

 

HBC Strategic Director for Communities 

nominates an Accountable Lead for the 

closure process (typically an OD), within 24 

hours of notification. 

HBC Director for Communities and/or 

Accountable Lead nominates an MDT Project 

Lead /s (Typically a DM and Senior Manager 

from closing organisation, where appropriate) 

MDT Project Lead/s form a MDT Project 

Group 

It may be appropriate to appoint an MDT 

Closure Project Lead from just HBC, or a joint 

lead between a Senior Manager of the closing 

service and HBC. The decision will be made by 

the Strategic Director for Communities in 

negotiation with the manager of the affected 

service. 

The MDT Closure Project Lead/s should ensure representation from (as a minimum 

consideration, this list is not exhaustive, and other stakeholders may be included depending on 

the nature of the closure) : 

• Service Provider 

• HBC Care Management Divisional Manager 

• HBC Commissioning Manager/s 

• Halton NHS Clinical Commissioning Group  

• HBC Quality Assurance 

• HBC Safeguarding Unit and Safeguarding Lead for the respective CCG’s 

• HBC Finance  and representatives from the appropriate funding authorities (where 

appropriate) 

• HBC Procurement  

• HBC Legal Services 

• Human resources from all relevant agencies.    

• Detective Inspector/Senior Police Officer (where safeguarding or other criminal 

activity has been indicated) 

• Lead Inspector for CQC 

• GP Practice Manager/s 

• Continuing Health Care 

• A  note taker 

Other representation may include: 

• Fire and Rescue 

• Public Health 

• HBC Emergency Management 

• Other Senior Managers (as appropriate)  

• Advocacy Services 

• Independent Mental Health Advocates 

• Health Colleagues 

• Halton Borough Council Communications Staff 

• Halton Borough Council Contact Centre Staff 

The process of initiating an MD, and the associated timescales and responsibilities may change, or be delegated, depending on timescales dictated by the closure (ie Emergency, 

planned, unplanned but not with immediate effect). This will be the decision of the Accountable Lead 
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Appendix 3 Halton Borough Council Service Closure Policy 
 

1 

 

Information Exchange Checklist 

Once provider closure is 

confirmed the following 

information must be sought 

from the Provider 

 

Responsible 

MDT 

Member 

Format of 

information 

be 

provided 

(ie 

electronic, 

paper, fax) 

Date to 

be 

provided 

Date 

provided 

Notice Requirements 

 

    

Any consultation that has been 

undertaken (Planned closure) 

(Residents/Relatives/Advocate) 

    

Potential staffing implications 

 

    

Actions taken to maintain care 

standards and continuity of 

care 

    

Residents Profile (Names, 

previous addresses, dob, date 

of admission, sharing 

arrangements/friendship 

groupings, next of kin and 

relative contact details, 

appointeeship details, GP 

details, medication records, 

copy of care plan, 

special/complex needs etc). 

 

    

Details of any Staff briefings 

that have been undertaken 

 

    

Name, contact, location, 

employer of the identified 

Responsible Service Manager 

 

    

Transfer of client information 

Residential Service 

• Service user social care 

assessment, health 

assessment, risk 

assessments 

• Inventory of residents’ 

belongings  

• Transfer of care plans 

(Including Medication) 
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2 

 

 

Domiciliary  

• Staff details (TUPE) 

• Service user details inc 

social care 

assessments, health 

assessments, risk 

assessments 

 

Financial issues 

• Transfer of appointee 

function 

• Identify service users 

who are publicly 

funded / Preserved 

rights / Privately 

funded / Other local 

authority residents 

• Assessed contribution 

of client details 

 

    

Equipment protocol 

• Service users assessed 

equipment needs 

• Who provides 

equipment 

• Last equipment service 

date 

 

    

Safeguarding 

• Any ongoing 

safeguarding 

investigations 
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1 

 

Communications Checklist 
 

The closure timescales will dictate how much of this process scan be followed, but it the principals of 

the flow chart below should be adhered to. Good communication, at the right time, will aid the 

transition to alternative services whether in a planned or unplanned situation. 

 
The communication plan should consider the use of approaches such as: 

o Home / service newsletter produced as regular intervals 

o Large meetings 

o Small group meetings 

o Individual one-to-one discussions 

o Electronic communications including using social networking such as Facebook and Twitter 

o Registered manager and/or nominated individual to publicise their availability for personal 

questions and discussions. This could be 'open door' or planned and bookable times 

o Notice boards giving updates, timescales, photos of new options for moves, information 

about planned moves for people, notice of meetings and contact details of significant people 

and organisations like CQC. 

o A media strategy, including clear protocols for responses to queries and use of media during 

consultation and subsequently. 

 
Communicating key messages flow chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MDT Project lead/Accountable Lead to produce a key messages briefing note, to include the contracting, 

health and wellbeing and media impacts of the closure.  

 

The Strategic Director for Communities, Customer Care Manager, Contact Centre Manager and 

Communications Manager need to be briefed as soon as possible by the Project Lead 

 

The Portfolio Holder for Health and Wellbeing should be fully briefed and kept informed of developments by 

the designated Project Lead / Director for Communities 

Affected service Staff should be briefed at the earliest opportunity. The Service Manager for the provider and 

the Project lead should work together to define the key messages to be conveyed to staff affected by the 

closure. 

 

Communications with service users, relatives, friends and carers should be conducted on an individual basis, 

in addition to any group meetings and electronic communication.  

The service user should be consulted on who they wish to be informed about the closure. The service user 

and relative should agree on a single contact person for future information provided about the closure. 

 

It is important to involve staff who know the individual residents / service users well and seek specialist advice 

if necessary, so that the right decisions are made about what additional information is provided and the 

methods used, to enable the best outcomes. This is particularly important for those with a learning disability or 

other cognitive impairment.  
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2 

 

Communications checklists 

The notification letter/verbal information to be issued to  service users affected by 

the closure should include, as a minimum, the following information: 

 

Reasons for the decision to close 

 

 

Decisions that remain to be taken (about how and when the closure will take place) 

and what further consultations will take place, in a planned closure situation) 

 

 

Process for decision making (this will need to reflect the type of owner and how they 

make decisions) 

 

 

Timescales involved 

 

 

People's rights and how they can be exercised(in the case of the local authority 

owner) options for appeals or representations 

 

 

Complaints process 

 

 

Proposed arrangements for managing the closure 

 

 

Clear detail of when specific information will be available 

 

 

Support that residents and families will be provided with. 

 

 

 

 

 

 

 

Where it has been agreed with the service user affected by the closure, the 

identified family member/carer should be informed in writing. The letter should 

include, as a minimum: 

 

Reasons for the closure 

 

 

Reassurances places will be available elsewhere 

 

 

Information about vacancies 

 

 

Steps relatives will be expected to take 

 

 

Who will provide assistance 

 

 

The contact person/point 

 

 

Messaging should be consistent, open and honest 

 

 

Regular updates are advisable 
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3 

 

 

On-going provision of information  

Inform all service users, family/carers and staff are made aware of the frequency of 

which information will be provided 

 

Inform about what format the information will be provided in i.e. letter, social media, 

meetings, 121 

 

Inform about the process that service users, family/carers and staff can request 

information or clarity 
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Project Closure Action Plan and Log 
 
 

Date :  ? / ? /20 
(dd/mm/yy) 

 
Name of Service :  
 
Address  : 
 
Contact Telephone Number/s: 
 
VERSION CONTROL: 
 
 
REFERENCE 
Managed transfer of responsibility – Legal Authority to act under S2: Local Government Act 2000 ‘Well Being Powers’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

P
age 18



Appendix 5 Halton Borough Council Service Closure Policy 

Page 2 of 9 

 

 
 
 

OVERVIEW OF PROFESSIONALS INVOLVED IN THE HOME CLOSURE 
 

NAME & DESIGNATION CONTACT DETAILS 
 

Owner of Service: 
                            
 

 

DASS Lead 
 

 

Project Lead/s (with responsibility for completing this form): 
 
 

 

CQC Inspector: 
 
 

 

HBC Legal: 
 
 

 

Halton Accountable Lead: 
 
 

 

NHS Halton CCG Lead: 
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OVERVIEW OF SERVICE USERS IN THE HOME: 
 

 
SERVICE USER 

 
DATE 

OF 
BIRTH 
(dd/mm/yy

yy) 

 
RESPONSIBLE 

FUNDING 
AUTHORITIES: 

CONTACT DETAILS 

NAMED ‘OTHER LOCAL 
AUTHORITY’ SENIOR 

MANAGER: 
 CONTACT DETAILS 

(Only if Non Halton) 

 
DATE RISK / 

ASSESSMENT 
COMPLETED 

(dd/mm/yyyy)  
 

 
DATE 

INVENTORY 
COMPLETED 

(dd/mm/yyyy) 

 
TRANSFER 
DATE (State 

Actual or 
Proposed) 
(dd/mm/yyyy) 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Risk Plan 
Confirm Actions taken to support 
provider 

   

Confirm HBC legal view on closure 
 

   

Collate details of all Halton service 
users 

   

Confirm reviews requires/ action 
reviews 

   

Confirm contract requirements 
 

   

Prepare communications briefings 
(see Appendix 4 Communications 
Checklist) 

   

Confirm local voids and vacancies 
 

   

Meet with DASS Lead to confirm 
actions 

   

Arrange independent advocacy for 
those who may require 

   

Inform CQC of decisions 
 

   

Schedule meetings with Service 
owners 

   

Staffing (on-going) 

 
Confirm Responsible Manager 
supervision arrangements 
 

   

On-going review of staffing needs of 
home (care and ancillary) 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Responsibility for Commissioning 
staffing to cover for any shortfall 
 

   

Responsibility for rotas, supervision 
and personnel related queries/actions 
e.g. leave, sickness 
 

   

Out of hours/on call senior 
management cover 
 

   

Finance 
 
Agreement for Provision of funding 
stream for managed period 
 

   

Staffing 
 

   

Food 
 

   

Service Users Personal Allowance 
 

   

 
Utilities/services 
 

   

Property/buildings insurance 
 

   

Petty Cash 
 

   

Maintaining existing service    
 
Inventory to be completed with 
Proprietor at start of managed period 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
 
Proposed agreement between 
Proprietor and LA re terms of 
reference for managed period 
 

   

Running activity and finance logs (to 
commence at point of handover until 
end of managed period) 
 

   

Handover of Home related information 
to include – Staff records, Staff rotas, 
suppliers of Goods/Services, 
Insurance cover, any planned facilities 
maintenance during managed period 
 

   

Communication with service users, 
relatives and other Local Authorities 
 

   

Risk assessments for Environment  
 

  

Risk assessments for service users 
 

   

 
OBJECTIVE BY WHOM TIMESCALE COMMENTARY 

 
Engagement with health professionals 
e.g. DN/CPN/GP 
 

   

Handover of all resident related 
information e.g. care plans, medication 
charts, health records, relative contact 
details 

   

P
age 23



Appendix 5 Halton Borough Council Service Closure Policy 

Page 7 of 9 

 

OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
 

 
IDENTIFICATION OF NEW PLACEMENTS 
 

OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Halton Funded Service Users 
 
Information on local vacancies via 
placement officer 
 

   

Updating Community Care 
Assessment by Care Managers 
 

   

Detailed Community Care Assessment 
to placement officer 
 

   

Inventory of personal effects 
 

   

Communication with service user and 
relations 
 

   

Liaison/updating Transfer Coordinator 
 
 

   

Non Halton LA Funded Service Users 
 
Identification of named manager and 
communication 
 

 
Halton Transfer 
Coordinator 

  

Updating Community Care 
Assessment 

   

P
age 24



Appendix 5 Halton Borough Council Service Closure Policy 

Page 8 of 9 

 

OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
 
Identification of vacancies 
 

   

Inventory of personal effects 
 

   

 
Communication with Service User and 
relatives 
 

   

Liaison with Transfer Coordinator 
 

   

Self-Funding Service Users 

 
Allocation of Care Manager for 
completion of Community Care 
Assessment 
 

   

Assistance and advice re placements 
 

   

Inventory of personal effects 
 

   

Liaison with Transfer Coordinator 
 

   

Completion of closing inventory of the 
home 
 

   

Communication with CQC re detail of 
closure 
 

   

On site Closure meeting with 
Proprietor 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Handover of keys 
 

   

Responsibility for financial recover and 
reconciliation 
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1 

 

Client Finance Checklist 

General Issues   

 

Action: Social Worker 

Is the manager, owner or any other staff member the benefit 

appointee for any of the residents? 

 

Is the home holding any cash which belongs to any residents? 

 

 

Is the home holding any benefit or bank books which belong to 

any of the residents? 

 

Is the home holding any valuables on behalf of any resident? 

 

 

Does anyone connected with the home have access to any 

residents’ savings accounts? 

 

Does anyone connected with the home manage the financial 

affairs for any of the residents? 

 

Residence Issues 

 

Action: Social Worker 

What date did the resident take enter the accommodations? 

 

 

Was the resident placed by Cheshire or Halton Social Services? 

 

 

Did the resident make his/her own arrangements? 

 

 

Is another local authority involved? 

 

 

Does the resident have protected status? 

 

 

Does the resident manage his or her own financial affairs? 

 

 

Are all the residents present in the home? 

 

 

Benefit and Finance Issues Action: Finance Staff 

 

Is the resident in receipt of benefits? 

 

 

Who holds the resident’s benefit books? 

 

 

Does the resident have an appointee for benefit purposes? 

 

 

Does anyone have power of attorney on the resident’s behalf? 

 

 

Does anyone else manage the resident’s financial affairs? 
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2 

 

 

Financial Assessment Issues 

 

Action: Finance Staff 

Has the resident had a Cheshire or Halton financial assessment? 

 

 

Does the resident pay another authority for the 

accommodation? 

 

 

Does the resident meet the cost of the accommodation from his 

or her own finances? 

 

 

Does a ‘third party’ make any payments towards the cost of the 

accommodation? 

 

 

Does the resident have any standing orders or direct debits in 

force to pay for the accommodation? 

 

 

Does the resident hold any outstanding invoices for services 

provided by the home? 

 

 

Does Halton hold any outstanding invoices for services provided 

by the home? 
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Facilities Management Checklist 

WHAT ACTION REQUIRED LEAD 

PERSON 

TIME 

SCALE 

PROGRESS 

UPDATE 

Gather all relevant 

stakeholders 

information 

Contact/write to 

• Day Centres 

• PCT/LCC 

• SW/GPs 

• Agencies 

• Utilities 

• Community nurses 

• Transport 

• Trade directories 

• Neighbours 

   

Keys Collect keys from any key 

holder 

   

Signage Remove all signage 

 

   

Credit cards Cancel any organisation’s 

credit cards 

 

   

IT Inform any IT  

department 

• Remove access to 

network 

• Phones to be diverted 

• Computers to be removed 

   

Insurance • Inform building and 

contents insurers if 

building is to be empty 

• Liability and indemnity 

insurance cancelled 

   

Vacancy rates Apply for vacancy rates    

 

Utilities Take a reading of gas/water 

and electric.  Ask for final 

phone bill and broad band bill 

 

   

Portable and 

electrical 

equipment 

Remove all small electrical 

equipment, i.e. TVs music 

systems, microwaves 

   

Inventory Check inventory against any 

checklists 

   

Fridges/Cupboards Empty cupboards and fridges, 

leave fridge doors open 

   

Mail • Inform bands and other    
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correspondents 

• Inform Royal Mail and 

have mail diverted to 

appropriate address 

Medicines  Remove all medicines and 

record disposal accordingly 

   

Confidential files Remove all confidential files 

and archive according to 

current legislation 

   

Stationery Remove all stationery 

 

   

Contractors Consult services contracts.  

Inform contractors of 

termination.  Serve notice if 

required 

   

Minibus/cars Cancel insurance/contract    

Rubbish Remove all rubbish from 

site/unit 

   

Cleaning of unit Cleaners to action    

 

Petty cash To be signed off 
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Responding to an Unplanned Service Closure Flow Chart 

 

Stage 1: Responding to closure notification  

 

 

 

Yes 

 

A record of all closure activity must be kept 

by the MDT 

 

Has the service closure 

been confirmed by the 

Provider with Halton 

Borough Council? 

HBC Director for Communities and/or 

Accountable Lead nominates an MDT Project 

Lead /s (Typically a DM and Senior Manager 

from closing organisation, where appropriate) 

HBC Strategic Director for Communities 

nominates an Accountable Lead for the 

closure process (typically an OD), within 24 

hours of notification. 

 

MDT Project Lead/s form a MDT Project 

Group 

Development of the closure project and 

communications plans by the MDT Project 

Group 

It may be appropriate to 

appoint an MDT Closure Project 

Lead from just HBC, or a joint 

lead between a Senior Manager 

of the closing service and HBC. 

The decision will be made by 

the Strategic Director for 

Communities in negotiation 

with the manager of the 

affected service. 

Please refer to Appendix 2 

‘Initiating the MDT Closure 

Project Group’ 

 

Please refer to Appendix 3 

‘Information to be provided by 

the Provider’ 

 

Please refer to Appendix 4 

‘Communication Plan Checklist’ 

 

Please see Appendix 5 ‘Closure 

Project Action Plan and Log’ 

 

A communications plan is 

to be developed by the 

MDT Closure Project 

Lead/s within 48 hours of 

closure notification.  

An initial communications 

brief is to be developed by 

the MDT Closure Project 

Lead/s within 48 hours of 

closure notification, to 

respond to any enquiries 

made.  

Initial meeting with provider post closure 

decision, within 5 working days of Project 

Lead being appointed. 
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Stage 2: Initiating the ‘managed period’ , where this is required 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The MDT Closure Project Lead/s to identify a 

registered ‘Responsible Manager’ for the duration of 

the ‘managed period’. 

The Project Lead/s to identify a transfer co-ordinator  

 

The MDT Project Lead/s, Quality Assurance Manager 

and the Responsible Manager to complete an 

inventory with the outgoing service manager. 

The nominated Responsible Manager of the service 

within the managed period must begin a Service 

Activity Log and a Service Finance Log. 

Responsible Manager to check existing/re assess risk 

assessments for every service user. 

Exact requirements of the number of hours required 

and the number of care workers/staff required for 

the service must be identified including the number 

of existing staff from the service who have agreed to 

remain working during the managed period. 

MDT to update Project Closure Action Plan and Log, 

including key communications with the service, 

service users, public and other stakeholders.   

This information must be 

passed to the Project Lead/s, 

together with written 

confirmation from the 

Accountable Lead that funding 

will be released to staff the 

home within the managed 

period. HBC will source the 

required care workers from 

the approved agencies or 

strategic providers and as per 

the agreed rates annexed to 

the pre-placement contract. 

Please refer to Appendix  5 

‘Service Activity Log’ and 

Appendix 6 ‘ Service Finance Log’ 
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Stage 3: Assessment, Care Planning and Transfer  

 
Divisional Manager for Care Planning, along with the Operational Director 

for Prevention and Assessment, will make a decision on whether Social 

Work staff will be utilised from different teams to respond the 

assessment demands of a service closure.  

This decision will be made on 

the basis of the volume of 

assessments required within 

the timescales dictated by the 

closure process. 

A multi agency assessment should be undertaken for each service 

user. 

 

In an emergency closure of a 

service, where time does not 

allow for the usual best 

interest decision process to be 

followed ie involvement of 

family/mental health advocate 

(where appropriate), decisions 

may be made, recorded and 

revisited in line with Halton 

Borough Council Deprivation 

of liberty policy. DoL 

Authorisations are non-

transferable so where a DoL is 

in place for a service user 

affected by closure the DoL 

would have to be ended. A 

new DoL could be applied for 

by the new setting, if the 

receiving service felt it was 

needed. 

E
n

su
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h
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 c
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g
e
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The personal financial arrangements of the service user must be 

addressed prior to transfer. Please refer to Appendix 8 ‘Client 

Financial Checklist’ 

 

Social Worker leading the assessment to identify suitable alternative 

accommodation via the Halton Borough Council Quality Assurance 

Team 

The Responsible Manager must inform the lead inspector for CQC in 

relation to the expected time of closure on the given date. 

On the day of closure of a residential service the MDT Project Lead/s 

and  Responsible Manager must hold an on-site meeting with the 

proprietor to complete a closing inventory of the facility.  Appendix 9 

A formal review of each service user should be conducted 

approximately 4-8 weeks post transfer 

Post closure de-brief with staff and report on learning from the 

project to be circulated to all key stakeholder organisations 

The MDT to oversee, with the ASC Social Workers involved in the 

assessment stage, the safe transfer of individuals from originating 

service to receiving service/s.  

 

The Responsible Manager to arrange with the 

relevant health or social care colleagues continued 

access to equipment to meet assessed needs. 

The Responsible Manager to arrange with the relevant 

health or social care colleagues safe transfer of records 

to the receiving service 
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Appendix 2 Halton Borough Council Service Closure Policy 
 

1 

 

Initiating the MDT Closure Project Group 

 

 

 

 

HBC Strategic Director for Communities 

nominates an Accountable Lead for the 

closure process (typically an OD), within 24 

hours of notification. 

HBC Director for Communities and/or 

Accountable Lead nominates an MDT Project 

Lead /s (Typically a DM and Senior Manager 

from closing organisation, where appropriate) 

MDT Project Lead/s form a MDT Project 

Group 

It may be appropriate to appoint an MDT 

Closure Project Lead from just HBC, or a joint 

lead between a Senior Manager of the closing 

service and HBC. The decision will be made by 

the Strategic Director for Communities in 

negotiation with the manager of the affected 

service. 

The process of initiating an MD, and the associated timescales and responsibilities may change, or be delegated, depending on timescales dictated by the closure (ie Emergency, 

planned, unplanned but not with immediate effect). This will be the decision of the Accountable Lead 

The MDT Closure Project Lead/s should ensure representation from (as a minimum 

consideration, this list is not exhaustive, and other stakeholders may be included depending on 

the nature of the closure) : 

• Service Provider 

• HBC Care Management Divisional Manager 

• HBC Commissioning Manager/s 

• Halton NHS Clinical Commissioning Group  

• HBC Quality Assurance 

• HBC Safeguarding Unit and Safeguarding Lead for the respective CCG’s 

• HBC Finance  and representatives from the appropriate funding authorities (where 

appropriate) 

• HBC Procurement  

• HBC Legal Services 

• Human resources from all relevant agencies.    

• Detective Inspector/Senior Police Officer (where safeguarding or other criminal 

activity has been indicated) 

• Lead Inspector for CQC 

• GP Practice Manager/s 

• Continuing Health Care 

• A  note taker 

Other representation may include: 

• Fire and Rescue 

• Public Health 

• HBC Emergency Management 

• Other Senior Managers (as appropriate)  

• Advocacy Services 

• Independent Mental Health Advocates 

• Health Colleagues 

• Halton Borough Council Communications Staff 

• Halton Borough Council Contact Centre Staff 

P
age 34



A
p

p
e

n
d

ix
 2

 H
a

lto
n

 B
o

ro
u

g
h

 C
o

u
n

cil S
e

rv
ice

 C
lo

su
re

 P
o

licy
 

 

2
 

 

R
e

p
o

rtin
g

 F
lo

w
ch

a
rt 

                       

P
o

rtfo
lio

 H
o

ld
e

r / 

E
le

cte
d

 M
e

m
b

e
rs 

P
ro

je
ct Le

a
d

 / s  

M
u

lti-d
iscip

lin
a

ry
 

P
ro

je
ct T

e
a

m
 

H
a

lto
n

 B
o

ro
u

g
h

 

C
o

u
n

cil C
o

m
m

u
n

itie
s 

D
ire

cto
ra

te
 Se

n
io

r 

M
a

n
a

g
e

m
e

n
t T

e
a

m
  

C
a

re
 Q

u
a

lity
 

C
o

m
m

issio
n

 (C
Q

C
) 

O
th

e
r Lo

ca
l A

u
th

o
ritie

s 

w
h

o
 a

re
 a

ffe
cte

d
 b

y
 th

e
 

clo
su

re
 

C
lo

sin
g

 S
e

rv
ice

 

P
ro

v
id

e
r 

A
cco

u
n

ta
b

le
 Le

a
d

 

M
D

T
 

P
ro

je
ct 

Le
a

d
/s 

to
 

p
ro

vid
e

 
re

g
u

la
r 

u
p

d
a

te
 

re
p

o
rts 

to
 

A
cco

u
n

ta
b

le
 

Le
a

d
. F

re
q

u
e

n
cy

 o
f u

p
d

a
te

s 

d
e

te
rm

in
e

d
 b

y
 tim

e
sca

le
 o

f 

clo
su

re
. 

A
cco

u
n

ta
b

le
 Le

a
d

 to
 re

p
o

rt 

to
 

C
o

m
m

u
n

itie
s 

S
M

T
 

a
n

d
 

o
th

e
r 

k
e

y
 

p
a

rtn
e

rs 
( 

o
r 

d
e

le
g

a
te

 to
 P

ro
je

ct le
a

d
 to

 

d
o

 
so

). 
F

re
q

u
e

n
cy

 
to

 
b

e
 

d
e

te
rm

in
e

d
 b

y
 p

ro
je

ct p
la

n
. 

H
B

C
 

D
ire

cto
r 

to
 

p
ro

vid
e

 

u
p

d
a

te
s to

 P
o

rtfo
lio

 H
o

ld
e

r 

a
n

d
 via

 b
rie

fin
g

s, E
xe

cu
tiv

e
 

B
o

a
rd

/P
P

B
 

w
h

e
re

 

a
p

p
ro

p
ria

te
. 

H
a

lto
n

 C
lin

ica
l 

C
o

m
m

issio
n

in
g

 G
ro

u
p

 

H
a

lto
n

 B
C

 D
ire

cto
r fo

r 

C
o

m
m

u
n

itie
s  

P
age 35



A
p

p
e

n
d

ix
 2

 H
a

lto
n

 B
o

ro
u

g
h

 C
o

u
n

cil S
e

rv
ice

 C
lo

su
re

 P
o

licy
 

 

3
 

 

K
e

y
 ro

le
s  

P
ro

je
ct Le

a
d

/s w
ill h

a
ve

 le
a

d
 re

sp
o

n
sib

ility
 fo

r co
-o

rd
in

a
tin

g
 th

e
 re

lo
ca

tio
n

 o
f S

e
rv

ice
 U

se
rs to

 a
n

 

a
lte

rn
a

tiv
e

 se
rv

ice
/s. T

h
e

 Le
a

d
/s w

ill m
a

n
a

g
e

 th
e

 P
ro

je
ct T

e
a

m
, w

h
ich

 w
ill b

e
 m

a
d

e
 u

p
 sta

ke
h

o
ld

e
rs. 

T
h

e
 H

e
a

d
 o

f th
e

 In
te

g
ra

te
d

 A
d

u
lt S

a
fe

g
u

a
rd

in
g

 U
n

it w
ill h

a
ve

 a
  ro

le
 in

 th
e

 co
-o

rd
in

a
tio

n
 o

f a
n

y 

p
o

te
n

tia
l sa

fe
g

u
a

rd
in

g
 issu

e
s. T

h
e

 ro
le

 w
ill in

vo
lv

e
 a

d
v

isin
g

, d
ire

ctin
g

 a
n

d
 co

n
su

ltin
g

 w
ith

 m
a

n
a

g
e

rs 

a
n

d
 fro

n
t lin

e
 sta

ff a
cro

ss a
 p

a
rticu

la
r a

re
a

 to
 e

n
su

re
 e

fficie
n

t a
n

d
 e

ffe
ctiv

e
 w

o
rk

 w
ith

in
 a

n
y

 re
su

ltin
g

 

a
d

u
lt p

ro
te

ctio
n

 in
ve

stig
a

tio
n

s. 

C
a

re
 M

a
n

a
g

e
m

e
n

t D
iv

isio
n

a
l M

a
n

a
g

e
r w

ill b
e

 re
sp

o
n

sib
le

 fo
r id

e
n

tify
in

g
 a

n
d

 co
o

rd
in

a
tin

g
 re

so
u

rce
s 

to
 u

n
d

e
rta

k
e

 a
sse

ssm
e

n
ts.  

C
a

re
 

M
a

n
a

g
e

rs 
w

ill 
re

v
ie

w
 

th
o

se
 

re
sid

e
n

ts 
w

h
o

 
h

a
v

e
 

b
e

e
n

 
a

llo
ca

te
d

 
to

 
th

e
m

 
b

y
 

th
e

 
C

a
re

 

M
a

n
a

g
e

m
e

n
t 

D
iv

isio
n

a
l 

M
a

n
a

g
e

r, 
a

n
d

 
w

ill 
w

o
rk

 
w

ith
 

se
rv

ice
 

u
se

rs/ca
re

rs 
a

n
d

 
re

la
tiv

e
s 

to
 

fin
d

 

a
lte

rn
a

tiv
e

 se
rv

ice
s. 

Q
u

a
lity

 
A

ssu
ra

n
ce

 
T

e
a

m
 

M
a

n
a

g
e

r 
w

ill 
id

e
n

tify
 

th
o

se
 

se
rv

ice
 

u
se

rs 
fu

n
d

e
d

 
th

ro
u

g
h

 
H

B
C

 
A

d
u

lt 

S
e

rv
ice

s, th
o

se
 se

rv
ice

s fu
n

d
e

d
 b

y
 o

th
e

r LA
’s a

n
d

 w
h

e
re

v
e

r p
o

ssib
le

 d
e

ta
il o

n
 a

n
y

 se
lf-fu

n
d

e
rs w

ith
in

 

th
e

 se
rv

ice
. Id

e
n

tify a
lte

rn
a

tiv
e

 se
rv

ice
 p

ro
v

isio
n

. 

C
o

m
m

issio
n

in
g

 
M

a
n

a
g

e
r 

w
h

e
re

 
a

 
se

rv
ice

 
is 

d
e

co
m

m
issio

n
e

d
 

th
e

y
 

w
o

u
ld

 
b

e
 

re
sp

o
n

sib
le

 
fo

r 

id
e

n
tifica

tio
n

 o
f su

ita
b

le
 a

lte
rn

a
tive

 se
rv

ice
 p

ro
v

isio
n

. 

C
Q

C
 A

s th
e

 re
g

u
la

to
ry b

o
d

y
 th

e
y

 a
re

 re
sp

o
n

sib
le

 fo
r re

g
u

la
tin

g
 th

e
 se

rv
ice

 a
n

d
 sta

n
d

a
rd

s o
f se

rv
ice

 

p
ro

v
id

e
d

. T
h

e
y

 m
a

y
 a

lso
 b

e
 re

sp
o

n
sib

le
  fo

r g
iv

in
g

/re
ce

iv
in

g
 in

fo
rm

a
tio

n
 d

e
p

e
n

d
in

g
 o

n
 th

e
 n

a
tu

re
 o

f 

th
e

 clo
su

re
. 

H
a

lto
n

 N
H

S
 C

lin
ica

l C
o

m
m

issio
n

in
g

 G
ro

u
p

 re
sp

o
n

sib
le

 fo
r e

n
su

rin
g

 h
e

a
lth

 n
e

e
d

s a
re

 id
e

n
tifie

d
, 

co
n

sid
e

re
d

 a
n

d
 m

e
t. 

O
u

t o
f h

o
u

rs/o
n

 ca
ll A

S
C

 Se
n

io
r M

a
n

a
g

e
m

e
n

t co
v

e
r m

u
st b

e
 id

e
n

tifie
d

. 

        

P
age 36



A
p

p
e

n
d

ix
 2

 H
a

lto
n

 B
o

ro
u

g
h

 C
o

u
n

cil S
e

rv
ice

 C
lo

su
re

 P
o

licy
 

 

4
 

 

M
D

T
 re

sp
o

n
sib

ilitie
s 

O
v

e
ra

rch
in

g
 re

sp
o

n
sib

ilitie
s o

f th
e

 M
D

T
 

 

D
o

n
e

 

U
n

d
e

rta
k
e

 th
e

 clo
su

re
 o

f th
e

 se
rv

ice
, u

n
d

e
r th

e
 d

ire
ctio

n
 o

f th
e

 P
ro

je
ct 

Le
a

d
/s a

n
d

 A
cco

u
n

ta
b

le
 Le

a
d

 

 

R
e

ce
iv

e
 p

ro
g

re
ss re

p
o

rts fro
m

 M
D

T
 M

e
m

b
e

rs 

 

 

M
o

n
ito

r p
ro

g
re

ss a
g

a
in

st a
g

re
e

d
 m

ile
sto

n
e

s 

 

 

E
n

su
re

  rig
h

ts o
f re

sid
e

n
ts a

n
d

 sta
ff a

re
 p

ro
te

cte
d

 

 

 

C
o

o
rd

in
a

te
 w

o
rk

 o
f k

e
y
 p

a
rtn

e
rs 

 

 

P
ro

v
id

e
 p

ro
g

re
ss re

p
o

rts in
 lin

e
 w

ith
 re

p
o

rtin
g

 flo
w

 ch
a

rt 

 

 

A
ct a

s a
n

 ‘in
fo

rm
a

tio
n

 h
u

b
’ a

n
d

 co
o

rd
in

a
te

 a
ll m

e
ssa

g
e

s to
 b

e
 co

m
m

u
n

ica
te

d
 to

 

se
rv

ice
 u

se
rs, sta

ff a
n

d
 th

e
 w

id
e

r co
m

m
u

n
ity

 

 

E
n

su
re

 co
m

p
lia

n
ce

 w
ith

 le
g

isla
tio

n
 

 

 

E
n

su
re

 p
e

o
p

le
 ca

n
 e

xe
rcise

 rig
h

ts 

 

 

In
v
o

lv
e

 a
d

vo
ca

te
s a

s n
e

ce
ssa

ry
 a

n
d

 in
 lia

iso
n

 w
ith

 so
cia

l w
o

rk
e

rs 

 

 

   

M
D

T
 A

ctio
n

s 

 
M

D
T

 A
ctio

n
s 

 

S
ta

tu
s 

S
e

t o
u

t th
e

 clo
su

re
 tim

e
ta

b
le

 

 

 

A
g

re
e

 th
e

 co
m

m
u

n
ica

tio
n

s p
la

n
 

 

 

D
e

v
e

lo
p

 th
e

 p
ro

je
ct p

la
n

 

 

 

U
n

d
e

rta
k
e

 lo
ca

l risk
 a

sse
ssm

e
n

ts 

 

 

U
n

d
e

rta
k
e

 
a

n
 

o
rg

a
n

isa
tio

n
a

l 
risk

 
a

sse
ssm

e
n

t 
(in

 
th

e
 

ca
se

 
o

f 
th

e
 

lo
ca

l 

a
u

th
o

rity a
lso

 in
 re

sp
e

ct o
f th

e
 w

id
e

r m
a

rk
e

t fo
r so

cia
l ca

re
)  

 

U
n

d
e

rta
k
e

 lo
ca

l risk
 a

sse
ssm

e
n

ts, lo
o

k
in

g
 a

t th
e

 im
p

a
ct o

f clo
su

re
 o

f th
e

 

lo
ca

l co
m

m
u

n
ity

  

 

C
o

o
rd

in
a

te
 in

d
iv

id
u

a
l risk

 a
sse

ssm
e

n
ts, u

n
d

e
rta

k
e

n
 b

y
 so

cia
l w

o
rk

e
rs a

n
d

 

k
e

y
 w

o
rk

e
rs 

 

P
age 37



A
p

p
e

n
d

ix
 2

 H
a

lto
n

 B
o

ro
u

g
h

 C
o

u
n

cil S
e

rv
ice

 C
lo

su
re

 P
o

licy
 

 

5
 

 

R
e

v
ie

w
 in

d
iv

id
u

a
l su

p
p

o
rt p

la
n

s 

 

 

C
o

-o
rd

in
a

te
 a

ctiv
ity

 fo
r w

o
rk

 stre
a

m
s 

 

 

E
n

su
re

 p
ro

je
ct m

e
e

ts m
ile

sto
n

e
s 

 

 

P
re

p
a

re
 p

ro
g

re
ss re

p
o

rts 

 

 

R
e

v
ie

w
 th

e
 im

p
le

m
e

n
ta

tio
n

 o
f th

e
 co

m
m

u
n

ica
tio

n
 p

la
n

 

 

 

A
rra

n
g

e
 fo

r a
n

 A
p

p
ro

v
e

d
 M

e
n

ta
l H

e
a

lth
 P

ra
ctitio

n
e

r (A
M

H
P

) to
 u

n
d

e
rta

k
e

 

m
e

n
ta

l ca
p

a
city a

sse
ssm

e
n

t a
s n

e
ce

ssa
ry

 

 

 

A
rra

n
g

e
 w

ith
 th

e
 A

M
H

P
 ‘b

e
st in

te
re

st’ m
e

e
tin

g
s a

s n
e

ce
ssa

ry
 

 

 

E
n

su
re

 in
v
o

lv
e

m
e

n
t o

f ke
y
 p

a
rtn

e
rs 

 

 

R
e

v
ie

w
 n

e
e

d
s o

f w
o

rk
fo

rce
 

 

 

S
u

p
p

o
rt re

-se
ttle

m
e

n
t/re

lo
ca

tio
n

 o
f w

o
rk

fo
rce

 

 

 

R
e

co
g

n
ise

 a
n

d
 re

sp
o

n
d

 to
 th

e
 e

m
o

tio
n

a
l n

e
e

d
s o

f w
o

rk
fo

rce
 

 

 

M
e

e
t w

ith
 th

e
 re

le
v
a

n
t so

cia
l w

o
rk

 m
a

n
a

g
e

r to
 e

n
su

re
 a

ll re
sid

e
n

ts a
re

 

a
llo

ca
te

d
 a

 so
cia

l w
o

rk
e

r 

 

E
n

su
re

 d
e

cisio
n

s a
re

 ta
k
e

n
 a

b
o

u
t w

h
o

 w
ill a

ct a
s th

e
 le

a
d

 p
ro

fe
ssio

n
a

l 

 

 

M
a

k
e

 su
re

 a
n

 u
p

d
a

te
d

 a
sse

ssm
e

n
t is co

m
p

le
te

d
 so

 th
a

t th
e

 n
e

w
 p

ro
v
id

e
r 

h
a

s u
p

 to
 d

a
te

 in
fo

rm
a

tio
n

 

 

T
a

k
e

 ste
p

s to
 in

fo
rm

 th
e

 lo
ca

l G
P

s a
n

d
 h

e
a

lth
 w

o
rk

e
rs o

f th
e

 d
e

cisio
n

 a
n

d
 

th
e

 tim
e

ta
b

le
 fo

r clo
su

re
 

 

 

 T
h

e
 k

e
y

 w
o

rk
e

r d
e

sig
n

a
te

d
 a

s le
a

d
 p

ro
fe

ssio
n

a
l fo

r e
a

ch
 in

d
iv

id
u

a
l w

ill 

n
e

e
d

 to
: W

h
e

re
 th

e
 re

sid
e

n
t is p

u
b

lica
lly fu

n
d

e
d

 th
e

re
 w

ill b
e

 a
 ca

re
 co

-o
rd

in
a

to
r/so

cia
l 

w
o

rk
e

r/re
vie

w
in

g
 

o
ffice

r 
in

v
o

lve
d

 
in

 
re

vie
w

in
g

 
a

n
d

 
re

stru
ctu

rin
g

 
th

e
 

ca
re

 
a

n
d

 
su

p
p

o
rt 

p
la

n
s fo

r e
a

ch
 in

d
ivid

u
a

l. 

 

C
o

n
trib

u
te

 to
 th

e
 risk

 a
sse

ssm
e

n
t fo

r e
a

ch
 in

d
iv

id
u

a
l w

ith
 w

h
o

m
 th

e
y
 w

o
rk

 

 

 

Lia
ise

 w
ith

 th
e

 so
cia

l w
o

rk
 m

a
n

a
g

e
r o

r ca
re

 co
o

rd
in

a
to

r o
f th

e
 fu

n
d

in
g

 

a
g

e
n

cy
 w

h
e

re
 a

p
p

ro
p

ria
te

 

 

C
o

n
trib

u
te

 to
 re

v
isin

g
 th

e
 ca

re
/su

p
p

o
rt p

la
n

 

 

 

M
a

in
ta

in
 co

n
ta

ct w
ith

 fa
m

ily
/frie

n
d

s 

 

 

A
rra

n
g

e
 m

e
d

ica
l /n

u
rsin

g
 a

sse
ssm

e
n

ts w
h

e
re

 n
e

ce
ssa

ry
 

 

 

P
age 38



A
p

p
e

n
d

ix
 2

 H
a

lto
n

 B
o

ro
u

g
h

 C
o

u
n

cil S
e

rv
ice

 C
lo

su
re

 P
o

licy
 

 

6
 

 

R
e

v
ie

w
 e

q
u

ip
m

e
n

t fo
r m

o
v
in

g
 

 

 

E
n

su
re

 d
ie

ta
ry

 n
e

e
d

s a
re

 fu
lly re

co
rd

e
d

 

 

 

S
u

p
p

o
rt p

e
o

p
le

 to
 w

o
rk

 th
ro

u
g

h
 th

e
 lo

ss o
f th

e
ir h

o
m

e
 

 

 

S
u

p
p

o
rt p

e
o

p
le

 to
 v

isit p
o

te
n

tia
l n

e
w

 h
o

m
e

s 

 

 

 S
e

lf-fu
n

d
e

rs 
 

S
e

lf fu
n

d
e

rs sh
o

u
ld

 b
e

 o
ffe

re
d

 a
 k

e
y
 w

o
rk

e
r to

 u
n

d
e

rta
k
e

 a
n

 a
sse

ssm
e

n
t 

a
n

d
 ca

re
 p

la
n

n
in

g
 

 

  [S
o

u
rce

: M
a

n
a

g
in

g
 C

a
re

 H
o

m
e

 C
lo

su
re

, S
o

cia
l C

a
re

 A
sso

cia
tio

n
, 2

0
1

1
] 

   

P
age 39



Appendix 3 Halton Borough Council Service Closure Policy 
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Information Exchange Checklist 

Once provider closure is 

confirmed the following 

information must be sought 

from the Provider 

 

Responsible 

MDT 

Member 

Format of 

information 

be 

provided 

(ie 

electronic, 

paper, fax) 

Date to 

be 

provided 

Date 

provided 

Notice Requirements 

 

    

Any consultation that has been 

undertaken (Planned closure) 

(Residents/Relatives/Advocate) 

    

Potential staffing implications 

 

    

Actions taken to maintain care 

standards and continuity of 

care 

    

Residents Profile (Names, 

previous addresses, dob, date 

of admission, sharing 

arrangements/friendship 

groupings, next of kin and 

relative contact details, 

appointeeship details, GP 

details, medication records, 

copy of care plan, 

special/complex needs etc). 

 

    

Details of any Staff briefings 

that have been undertaken 

 

    

Name, contact, location, 

employer of the identified 

Responsible Service Manager 

 

    

Transfer of client information 

Residential Service 

• Service user social care 

assessment, health 

assessment, risk 

assessments 

• Inventory of residents’ 

belongings  

• Transfer of care plans 

(Including Medication) 
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Domiciliary  

• Staff details (TUPE) 

• Service user details inc 

social care 

assessments, health 

assessments, risk 

assessments 

 

Financial issues 

• Transfer of appointee 

function 

• Identify service users 

who are publicly 

funded / Preserved 

rights / Privately 

funded / Other local 

authority residents 

• Assessed contribution 

of client details 

 

    

Equipment protocol 

• Service users assessed 

equipment needs 

• Who provides 

equipment 

• Last equipment service 

date 

 

    

Safeguarding 

• Any ongoing 

safeguarding 

investigations 
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Communications Checklist 
 

The closure timescales will dictate how much of this process scan be followed, but it the principals of 

the flow chart below should be adhered to. Good communication, at the right time, will aid the 

transition to alternative services whether in a planned or unplanned situation. 

 
The communication plan should consider the use of approaches such as: 

o Home / service newsletter produced as regular intervals 

o Large meetings 

o Small group meetings 

o Individual one-to-one discussions 

o Electronic communications including using social networking such as Facebook and Twitter 

o Registered manager and/or nominated individual to publicise their availability for personal 

questions and discussions. This could be 'open door' or planned and bookable times 

o Notice boards giving updates, timescales, photos of new options for moves, information 

about planned moves for people, notice of meetings and contact details of significant people 

and organisations like CQC. 

o A media strategy, including clear protocols for responses to queries and use of media during 

consultation and subsequently. 

 
Communicating key messages flow chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

MDT Project lead/Accountable Lead to produce a key messages briefing note, to include the contracting, 

health and wellbeing and media impacts of the closure.  

 

The Strategic Director for Communities, Customer Care Manager, Contact Centre Manager and 

Communications Manager need to be briefed as soon as possible by the Project Lead 

 

The Portfolio Holder for Health and Wellbeing should be fully briefed and kept informed of developments by 

the designated Project Lead / Director for Communities 

Affected service Staff should be briefed at the earliest opportunity. The Service Manager for the provider and 

the Project lead should work together to define the key messages to be conveyed to staff affected by the 

closure. 

 

Communications with service users, relatives, friends and carers should be conducted on an individual basis, 

in addition to any group meetings and electronic communication.  

The service user should be consulted on who they wish to be informed about the closure. The service user 

and relative should agree on a single contact person for future information provided about the closure. 

 

It is important to involve staff who know the individual residents / service users well and seek specialist advice 

if necessary, so that the right decisions are made about what additional information is provided and the 

methods used, to enable the best outcomes. This is particularly important for those with a learning disability or 

other cognitive impairment.  
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Communications checklists 

The notification letter/verbal information to be issued to  service users affected by 

the closure should include, as a minimum, the following information: 

 

Reasons for the decision to close 

 

 

Decisions that remain to be taken (about how and when the closure will take place) 

and what further consultations will take place, in a planned closure situation) 

 

 

Process for decision making (this will need to reflect the type of owner and how they 

make decisions) 

 

 

Timescales involved 

 

 

People's rights and how they can be exercised(in the case of the local authority 

owner) options for appeals or representations 

 

 

Complaints process 

 

 

Proposed arrangements for managing the closure 

 

 

Clear detail of when specific information will be available 

 

 

Support that residents and families will be provided with. 

 

 

 

 

 

 

 

Where it has been agreed with the service user affected by the closure, the 

identified family member/carer should be informed in writing. The letter should 

include, as a minimum: 

 

Reasons for the closure 

 

 

Reassurances places will be available elsewhere 

 

 

Information about vacancies 

 

 

Steps relatives will be expected to take 

 

 

Who will provide assistance 

 

 

The contact person/point 

 

 

Messaging should be consistent, open and honest 

 

 

Regular updates are advisable 
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On-going provision of information  

Inform all service users, family/carers and staff are made aware of the frequency of 

which information will be provided 

 

Inform about what format the information will be provided in i.e. letter, social media, 

meetings, 121 

 

Inform about the process that service users, family/carers and staff can request 

information or clarity 
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Service Activity Log 

Completed By ( Registered Manager )  

Name of Service  

 

Date Activity undertaken, relating to closure  
ie communication with service users and staff, risk assessments and individual assessments 

completed, meetings, contractual arrangements, transfer arrangements etc 

By whom Comments 
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Date Activity undertaken, relating to closure  
ie communication with service users and staff, risk assessments and individual assessments 

completed, meetings, contractual arrangements, transfer arrangements 

By whom Comments 
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Date Activity undertaken, relating to closure  
ie communication with service users and staff, risk assessments and individual assessments 

completed, meetings, contractual arrangements, transfer arrangements 

By whom Comments 
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DAILY FINANCE LOG  

 
 
 

 
Date    : 
(dd/mm/yy) 

 
Name of Service :  
 
Address  : 
 
Contact Telephone Number/s: 
 
 
GUIDANCE 

• A separate clearly dated financial log should be kept for each day of the managed transfer period 

• If no transactions in or out occurred please state this clearly in the log 

• Reference numbers should be in the format specified below and continued sequentially throughout the day’s transactions e.g. 
22/04/014 – 01, 22/04/014 – 02 etc. 

• The reference number should be clearly written on all invoices/bills/individual service users paperwork to cross reference with 
this log 

• To be retained and signed off by the responsible manager 
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REF NO 
(Insert) 

dd/mm/yyyy 

 
CHEQUE 

NO. 
(If appropriate) 

 
CASH 

IN/OUT 
(State which) 

 

 
IN RESPECT 

OF 

 
BRIEF SUMMARY OF 

TRANSACTION 

 
STAFF NAME AND 

DESIGNATION 
(Please print) 

 
SIGNATURE 
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REF NO 
(Insert) 

dd/mm/yyyy 

 
CHEQUE 

NO. 
(If appropriate) 

 
CASH 

IN/OUT 
(State which) 

 

 
IN RESPECT 

OF 

 
BRIEF SUMMARY OF 

TRANSACTION 

 
STAFF NAME AND 

DESIGNATION 
(Please print) 

 
SIGNATURE 
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REF NO 
(Insert) 

dd/mm/yyyy 

 
CHEQUE 

NO. 
(If appropriate) 

 
CASH 

IN/OUT 
(State which) 

 

 
IN RESPECT 

OF 

 
BRIEF SUMMARY OF 

TRANSACTION 

 
STAFF NAME AND 

DESIGNATION 
(Please print) 

 
SIGNATURE 
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NAME AND DESIGNATION OF RESPONSIBLE MANAGER 

 
 
Name:  ……………………………………………………………….. 
(Please print) 
 
 

Designation: ……………………………………………………………….. 
(Please print) 
 

 
Signed:  ……………………………………………………………….. 
Responsible Manager 

 
 
Date seen and signed off: ……………………………………………….. 
(dd/mm/yyyy) 
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Project Closure Action Plan and Log 
 
 

Date :  ? / ? /20 
(dd/mm/yy) 

 
Name of Service :  
 
Address  : 
 
Contact Telephone Number/s: 
 
VERSION CONTROL: 
 
 
REFERENCE 
Managed transfer of responsibility – Legal Authority to act under S2: Local Government Act 2000 ‘Well Being Powers’ 
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OVERVIEW OF PROFESSIONALS INVOLVED IN THE SERVICE CLOSURE 
 

NAME & DESIGNATION CONTACT DETAILS 
 

Proprietor of Service: 
                            
 

 

Director of Adult Social Services Lead 
 
 

 

Project Lead/s (with responsibility for completing this form): 
 
 

 

CQC Inspector: 
 
 

 

HBC Legal: 
 
 

 

Halton Accountable Lead: 
 
 

 

NHS Halton CCG Lead: 
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OVERVIEW OF SERVICE USERS IN THE HOME: 
 

 
SERVICE USER 

 
DATE 

OF 
BIRTH 
(dd/mm/yy

yy) 

 
RESPONSIBLE 

FUNDING 
AUTHORITIES: 

CONTACT DETAILS 

NAMED ‘OTHER LOCAL 
AUTHORITY’ SENIOR 

MANAGER: 
 CONTACT DETAILS 

(Only if Non Halton) 

 
DATE RISK / 

ASSESSMENT 
COMPLETED 

(dd/mm/yyyy)  
 

 
DATE 

INVENTORY 
COMPLETED 

(dd/mm/yyyy) 

 
TRANSFER 
DATE (State 

Actual or 
Proposed) 
(dd/mm/yyyy) 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 

Risk Plan 
Confirm Actions taken to support 
provider prior to closure notification 

   

Confirm HBC legal view on closure 
 

   

Collate details of all Halton service 
users 

   

Confirm reviews requires/ action 
reviews 

   

Confirm contract requirements 
 

   

Prepare communications briefings 
(see Appendix 4 Communications 
Checklist) 

   

Confirm local voids and vacancies 
 

   

Meet with DASS Lead to confirm 
actions 

   

Arrange independent advocacy for 
those who may require 

   

Inform CQC of decisions 
 

   

Schedule meetings with Service 
owners 

   

Staffing (on-going) 
 
Confirm Responsible Manager 
supervision arrangements 
 

   

On-going review of staffing needs of 
home (care and ancillary) 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
 
Responsibility for Commissioning 
staffing to cover for any shortfall 
 

   

Responsibility for rotas, supervision 
and personnel related queries/actions 
e.g. leave, sickness 
 

   

Out of hours/on call senior 
management cover 
 

   

Finance 
 
Agreement for Provision of funding 
stream for managed period 
 

   

Staffing 
 

   

Food 
 

   

Service Users Personal Allowance 
 

   

 
Utilities/services 
 

   

Property/buildings insurance 
 

   

Petty Cash 
 

   

Maintaining existing service    
 
Inventory to be completed with 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Proprietor at start of managed period 
 
Proposed agreement between 
Proprietor and LA re terms of 
reference for managed period 
 

   

Running activity and finance logs (to 
commence at point of handover until 
end of managed period) 
 

   

Handover of Home related information 
to include – Staff records, Staff rotas, 
suppliers of Goods/Services, 
Insurance cover, any planned facilities 
maintenance during managed period 
 

   

Communication with service users, 
relatives and other Local Authorities 
 

   

Risk assessments for Environment  
 

  

Risk assessments for service users 
 

   

 
OBJECTIVE BY WHOM TIMESCALE COMMENTARY 

 
Engagement with health professionals 
e.g. DN/CPN/GP 
 

   

Handover of all resident related 
information e.g. care plans, medication 
charts, health records, relative contact 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
details 
 

 
IDENTIFICATION OF NEW PLACEMENTS 
 

OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Halton Funded Service Users 
 
Information on local vacancies via 
placement officer 
 

   

Updating Community Care 
Assessment by Care Managers 
 

   

Detailed Community Care Assessment 
to placement officer 
 

   

Inventory of personal effects 
 

   

Communication with service user and 
relations 
 

   

Liaison/updating Transfer Coordinator 
 
 

   

Non Halton LA Funded Service Users 
 
Identification of named manager and 
communication 
 

 
Halton Transfer 
Coordinator 

  

Updating Community Care    
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
Assessment 
 
Identification of vacancies 
 

   

Inventory of personal effects 
 

   

 
Communication with Service User and 
relatives 
 

   

Liaison with Transfer Coordinator 
 

   

Self-Funding Service Users 
 
Allocation of Care Manager for 
completion of Community Care 
Assessment 
 

   

Assistance and advice re placements 
 

   

Inventory of personal effects 
 

   

Liaison with Transfer Coordinator 
 

   

Completion of closing inventory of the 
home 
 

   

Communication with CQC re detail of 
closure 
 

   

On site Closure meeting with 
Proprietor 
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OBJECTIVE BY WHOM TIMESCALE COMMENTARY 
 
Handover of keys 
 

   

Responsibility for financial recover and 
reconciliation 
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Client Finance Checklist 

General Issues   

 

Action: Social Worker 

Is the manager, owner or any other staff member the benefit 

appointee for any of the residents? 

 

Is the home holding any cash which belongs to any residents? 

 

 

Is the home holding any benefit or bank books which belong to 

any of the residents? 

 

Is the home holding any valuables on behalf of any resident? 

 

 

Does anyone connected with the home have access to any 

residents’ savings accounts? 

 

Does anyone connected with the home manage the financial 

affairs for any of the residents? 

 

Residence Issues 

 

Action: Social Worker 

What date did the resident take enter the accommodations? 

 

 

Was the resident placed by Cheshire or Halton Social Services? 

 

 

Did the resident make his/her own arrangements? 

 

 

Is another local authority involved? 

 

 

Does the resident have protected status? 

 

 

Does the resident manage his or her own financial affairs? 

 

 

Are all the residents present in the home? 

 

 

Benefit and Finance Issues Action: Finance Staff 

 

Is the resident in receipt of benefits? 

 

 

Who holds the resident’s benefit books? 

 

 

Does the resident have an appointee for benefit purposes? 

 

 

Does anyone have power of attorney on the resident’s behalf? 

 

 

Does anyone else manage the resident’s financial affairs? 
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Financial Assessment Issues 

 

Action: Finance Staff 

Has the resident had a Cheshire or Halton financial assessment? 

 

 

Does the resident pay another authority for the 

accommodation? 

 

 

Does the resident meet the cost of the accommodation from his 

or her own finances? 

 

 

Does a ‘third party’ make any payments towards the cost of the 

accommodation? 

 

 

Does the resident have any standing orders or direct debits in 

force to pay for the accommodation? 

 

 

Does the resident hold any outstanding invoices for services 

provided by the home? 

 

 

Does Halton hold any outstanding invoices for services provided 

by the home? 
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Facilities Management Checklist 

WHAT ACTION REQUIRED LEAD 

PERSON 

TIME 

SCALE 

PROGRESS 

UPDATE 

Gather all relevant 

stakeholders 

information 

Contact/write to 

• Day Centres 

• PCT/LCC 

• SW/GPs 

• Agencies 

• Utilities 

• Community nurses 

• Transport 

• Trade directories 

• Neighbours 

   

Keys Collect keys from any key 

holder 

   

Signage Remove all signage 

 

   

Credit cards Cancel any organisation’s 

credit cards 

 

   

IT Inform any IT  

department 

• Remove access to 

network 

• Phones to be diverted 

• Computers to be removed 

   

Insurance • Inform building and 

contents insurers if 

building is to be empty 

• Liability and indemnity 

insurance cancelled 

   

Vacancy rates Apply for vacancy rates    

 

Utilities Take a reading of gas/water 

and electric.  Ask for final 

phone bill and broad band bill 

 

   

Portable and 

electrical 

equipment 

Remove all small electrical 

equipment, i.e. TVs music 

systems, microwaves 

   

Inventory Check inventory against any 

checklists 

   

Fridges/Cupboards Empty cupboards and fridges, 

leave fridge doors open 

   

Mail • Inform bands and other    
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correspondents 

• Inform Royal Mail and 

have mail diverted to 

appropriate address 

Medicines  Remove all medicines and 

record disposal accordingly 

   

Confidential files Remove all confidential files 

and archive according to 

current legislation 

   

Stationery Remove all stationery 

 

   

Contractors Consult services contracts.  

Inform contractors of 

termination.  Serve notice if 

required 

   

Minibus/cars Cancel insurance/contract    

Rubbish Remove all rubbish from 

site/unit 

   

Cleaning of unit Cleaners to action    

 

Petty cash To be signed off 
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