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1.0 Purpose 

1.1 Sapphire Independent Housing’s mission is “improving lives, valuing people”. 

1.2 Support Planning is at the core of this aim by: 

 Helping clients to gain a better understanding of their situation 

 Identifying the options that are available to achieve independent living 

 Identifying the desired outcomes from any action undertaken 

 Providing a record of agreed actions 

1.3 The Support Planning Framework describes the procedures on how clients 
and staff will work together to meet the clients’ desired outcomes. Staff 
should also be encouraging clients to participate in the wider community and 
to access external services. This is to ensure that independence is 
developed, rather than dependence on our services. 

1.4 By having a framework in place, this ensures all clients or prospective clients 
will receive an equal service. When creating and reviewing personal action 
plans, staff should ensure that diversity needs are considered so that service 
delivery can be tailored to individual needs. 

 
 
 

2.0 Quality Assurance 

2.1 Service Managers/Team Leaders will be responsible to: 

 Ensure staff are inducted on this policy as a part of their Induction and 
attend Keyworking and Outcomes Star training within six months of 
commencing employment at Sapphire Independent Housing 

 Address any general performance issues at team meetings 

 Observe keywork sessions to monitor staff performance in delivering an 
informative and quality service 

 Discussion of complex cases at supervision meetings 

 Provide feedback at supervision meetings and annual appraisals on the 
quality level of service delivered including outcomes achieved 

Monitoring and Review 

2.2 The Operations Director will be responsible for managing periodic reviews of 
case files to ensure the quality of service delivery is contract compliant 

2.3 Sapphire Independent Housing will produce annual Board reports to monitor 
outcomes achieved by a service. These reports will also be used to identify 
any improvements in the way we work to deliver a service. 

 

Needs Assessment, Risk Assessment 

and Support Planning Policy 
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Support Planning Framework 

 

 

Referral Stage 

 

FORM : Referral Form 

 Ensure that the service is appropriate for the 
applicant’s needs 

 

Interview Stage 

 

FORM : Interview Form 

 

 Decision to reject referrals should be 
communicated to the applicant and referral 
agency. Signpost applicant onto a more 
appropriate service wherever possible 

Booking In Stage 

 

 Booking in to be completed within 2 days 
 

FORM : New Resident Checklist 

 

Initial Keywork Session (within 1 week) = 

Needs Assessment 
 

 Needs Assessment given to 
client before first Keywork 
session 

 

FORM : Needs Assessment 

+ 
Risk Assessment 

 

 Identify current risks and the level 
of associated risk 

 

 
FORM : Risk Assessment 

Assessment of needs and risk will be discussed and agreed with the client 

Personal Action Plan (within 2 weeks) 

 Outlines the priorities of the client (based on Needs Assessment & Outcomes Star) 

 Detail what actions are to be taken to achieve outcomes within what timeframes 

 PAP must be agreed with the client and signed by them 
 
FORM : Outcomes Star 
FORM : Personal Action Plan 

Review of Needs, 

Risk & ISP 

 

 RAP should take place at every Keywork 

 Review actions achieved and dates 

 

 Needs Assessments and Outcomes Star should 
be reviewed at a minimum every 3 months 

 Reviews of Risk Assessments – Low (every 3 
months), Medium (every Keywork) and High 
(Weekly). (See guidance for more details) 

 
Failure to engage after 2 consecutive missed appointments should be reported to 

your Line Manager 
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1.0 Good Practice 

 Staff have a duty to respect the confidentiality of all personal information 
held by Sapphire Independent Housing (see Data Protection and 
Confidentiality policy). This applies to sharing information internally 
within the organisation and externally with outside agencies. 

 Support planning should reflect the clients’ views, preferences and 
aspirations, wherever possible i.e. they should be able to identify their 
desired outcomes and what actions they are able to take to meet them. 

 Timeframes on page 2 should be followed (except in special 
circumstances). 

 Assessments/Reviews should not be carried out if the client appears 
intoxicated or under the influence of drugs. 

 All forms should be signed and dated by the client and the Keyworker to 
confirm agreement (Where clients disagree with actions, this should be 
clearly recorded on the ISP e.g. around anti-social behaviour). 

 Copies of forms should be offered to the client. 
 
 
 

2.0 Booking In Stage 

2.1 New clients in a service should be placed on the Vulnerable Adult List until their 
initial keywork session to ensure that they are adequately supported during this 
stage. 

 

 

 

3.0 Needs Assessment 

3.1 The Needs Assessment Form is used to identify the key areas in their life that 
a client needs assistance with. 

3.2 If appropriate, clients should be encouraged to complete the Form with their 
comments for discussion prior to the initial keywork session. 

3.3 Keyworkers should discuss the areas that a client would like help with but 
should also raise any needs that they feel the client is unaware of e.g. the use 
of drugs/alcohol. 

3.4 Staff should also ensure that any anti-social behaviour that resulted in 
sanctions is addressed as a part of their Personal Action Plan. 

 

 Outcomes Star 

3.5 Sapphire Independent Housing uses the Outcomes Star (copyright London 
Housing Foundation) to capture the journey of change that a client goes 
through in key areas of their life. 

 

Needs Assessment, Risk Assessment 

and Support Planning Procedure 
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3.6 The Star enables clients to work out where they are in a specific area of their 
life and what their next step might be. 

3.7 The Star should be reviewed with the client in conjunction with the Needs 
Assessment Form, and these forms should help staff and clients to create an 
Personal Action Plan. 

3.8 Further Guidance on the Star and its use will be provided in Training and can 
be found on the Reference drive in the “Keywork Forms” folder. 

Needs Assessment & Outcomes Star should be reviewed at a minimum of every 3 
months, or earlier, following any change in circumstances or request by client. 

 
 
 

4.0 Risk Assessment 

4.1 The Individual Risk Assessment Form identifies and assesses the risks a 
client faces to themselves or others and whether the risk can be managed in 
the service. 

Team Leader 
Ensure Risk Assessment is received with Referral – 
Decide if risks associated with applicant can be managed 
within the service 

Ensure that Risk Assessment takes place within 1 week of 
admission and is reviewed as prescribed thereafter 

Inform staff team of potential risks in Handover (If 
applicable, follow Lone Working procedures) 

Front Line 
Staff 

Review risk assessments as appropriate 

Inform staff team of potential risks in Handover 

4.2 Risk Assessments should be carried out together with the client however, in 
some cases, a risk assessment may be completed without the involvement of 
the client e.g. the client has refused to engage or sensitive information is 
involved. In such cases, the Line Manager should approve the risk 
assessment and the reason for the client not being involved should be clearly 
recorded on the Form. 

4.3 For high-risk clients, the Keyworker and Manager should agree a risk 
management strategy to manage the associated risks in the service. 

4.4 Staff should encourage appropriate risk taking that supports a client’s 
recovery (and not be risk averse) but should ensure that there are appropriate 
safeguards in place e.g. a client may be encouraged to reduce their 
substance misuse gradually rather than in one go whilst receiving support 
from a drugs agency. 

4.5 Risk Assessments should be dynamic so that they are reviewed when there is 
a cause for concern or following an incident that increases the degree of risk 
e.g. a serious incident. 

4.6 Where a risk is identified, appropriate action must be considered to manage 
the risk on the Risk Assessment Form. Forms should be signed by both the 
client and Keyworker to confirm agreement (with the exception of Section 
5.2). 

4.7 Clients may be identified as highly vulnerable e.g. due to health concerns. In 
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such cases, clients may be monitored by way of the Vulnerable Adults 
Checklist. 

4.8 Any risks posed to staff/other individual clients in the service, high risk or 
particularly vulnerable clients may be discussed as a staff team during 
Handover for safety and monitoring purposes. 

4.9 Keyworkers should classify a client in a service as: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.0 Personal Action Plan (PAP) 

5.1 The PAP records the outcomes that a client wishes to achieve in key areas of 
their life and the actions required to achieve them. 

5.2 PAPs should be based on the Needs Assessment Form and where clients 
currently are in key areas of their life, identified in the Outcomes Star. 

5.2.1 All PAPs should be person-centred so that the client is given the opportunity 
to identify realistic outcomes and actions they are able to take to achieve the 
outcomes. 

Low 

Risk 

Initial risk assessment shows client poses no significant risk and no 
significant support needs 

 
 

Review – At least every 3 months 

Medium 

Risk 

Initial risk assessment shows there is a cause for concern. 

 
May need to monitor risk, share information in Handover and with 
other agencies, referrals to specialist agencies. 

Review – Every Keywork or more frequently if 

necessary 

High 

Risk 

Initial risk assessment shows there is an active risk 

 

Weekly monitoring and review is necessary. Structured 

support needs to be put in place e.g. place on Vulnerable Adult List, 
working closely and information sharing with specialist agencies. 

The following are guidelines as Risk Assessments should be 

responsive i.e. reviews must be carried out when a change occurs 

that might significantly increase the level of risk to a client e.g. a 

serious incident such as a physical fight or overdose. 

 



Sapphire Independent Housing     Housing Management 
 

Policies\Housing Management\NeedsAssessment5  

Needs Assessment, Risk Assessment and Support Planning 
Reviewed: June 2013  Page 6 of 8 

5.2.2 For every identified Need in the Needs Assessment, there should be a 
corresponding outcome identified in the PAP. 

5.3  There are certain core areas that clients will need to address in their ISP, as 
well as any identified needs, including: 

 Payment of rent and service charge 

 Independent living and Move-on options 

 Accessing training/education and employability skills 

5.4 Failure to engage in the support planning process after 2 consecutive missed 
appointments by a client should be reported to a Line Manager. 

5.5 All identified outcomes and actions set in the ISP should be SMART, that is: 

 Specific 

 Measurable 

 Agreed 

 Realistic 

 Timeframe (never ongoing) 

Review of Personal Action Plan (RAP) 

5.6 RAPs should take place at every Keywork session to focus on a clients’ 
progress to date with their PAP including: 

 Actions which have been met 

 Actions which have not been met 

 New actions that need to be added to achieve a current outcome or newly 
identified outcome 

5.7 Clients may also request a RAP at any time or due to a change in 
circumstances or if an incident requires a review to take place. 

5.8 Where clients are engaged with external agencies, statutory or voluntary, they 
may be invited to engage in the Keywork sessions with the client’s permission. 

 

6.0 Case Notes 

6.1 Case Notes should be used by staff to record: 

 non-engagement by clients 

 reasons for not actions not being completed 

 refusal by a client of external support services offered to them 

 failure to engage with external agencies 

 information from external agencies regarding a client’s progress 
 

7.0 Camden Hostels Pathway Model 

7.1 Sapphire Independent Housings Camden pathway projects operate within the 
guidelines set out by Camden Council.  All staff working in Pathway schemes 
must be   familiar with the guidelines, which will assist them in delivering   a 
service that reflects the individual’s needs. 

7.2 The pathway universal referral form (PURF) and risk assessment are required 
for all referrals into and within our services, therefore it must be kept up-to-
date by staff. 
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Appendix I - CAMDEN HOSTELS PATHWAY MODEL 

7.3 Staff must ensure that  timeframes within which clients are required to 
progress are adhered to. Any non-compliance must be formally reported to 
the line manager. 

 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Assessment 

TIMEFRAME  8 weeks maximum 

This stage will provide clients with short-term accommodation while their needs 
are assessed and the appropriate service identified for them. 

 

Engaging Support 

TIMEFRAME  6 -12 months 

This stage will provide a period of stability for 
clients. Support geared to preparing clients for 
the accommodation options through or out of the 
pathway. 

 

Specialist supported accommodation: 

TIMEFRAME 12-18 months 

• Recovery Service 
  [Hackett House and Brecknock Rd] 
 

 

Move through accommodation: 

TIMEFRAME  12  months 

This stage will provide clients with the 
knowledge and skills to live independently 

 

 

High Support Elders   
 

TIMEFRAME  none specified 
 
  
 

Independent 

accommodation 
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Appendix II – Assessment Client Checklist 

7.4 Clients entering at the Assessment stage of the Camden Pathways Model 
must be assessed within 8 weeks in line with Appendix II. 

 

Booking In Stage (within 2 days) 

 

1. New Resident Checklist 
 
2. Complete Interview Form (If requested by a Manager) 

 
3. Take payment of personal charge for the first week, where possible 

 
4. Allocate Keyworker and arrange initial Keywork session 

 
5. Go through Purf & RA, make necessary adjustment for record and update   

record on HPM folder  
  

Initial Keywork Session (within 1 week) 

 

6. Assessment of Needs and Risk to include : 

 

 an application for the correct benefits 

 referrals to appropriate support agencies to address the individual’s 
needs 

 Check if personal charge has been paid 

 
7. Complete Personal Action Plan and Outcomes Star within 2 weeks 

 

4 weeks 

 

8. Check if personal charge is being paid, if not then issue 1
st
 stage warning 

letter by week 6. Is arrears recovery action necessary? 
 

9. In conjunction with the team leader, assess and make referral to the next 
stage of the Pathways Model e.g. Specialist, Generic, High support or Move 
Through. (Remember - change colour of client name on board) 

 
10. Arrange meeting to review Personal Action Plan 
 
11.  Check that Housing benefit is being paid.  If not, chase HB department /   

Finance team and take necessary action 
 

8 weeks 

 

12. Review progress with Manager and other agencies involved by week 7 
 
13. Chase referral to appropriate bed designation within or outside Pathways 

Model 
 

14. Review Outcomes Star and Personal Action Plan 
 

Failure to engage in the support planning process after 2 consecutive missed 

appointments should be reported to your Line Manager 

 


