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Housing with Care and Independent Living for Older People

 Nominations Allocation Panel: Terms of Reference

1.
Role

1.1 The Nominations Allocation Panel (NAP) is the process by which new tenants are considered for a flat where Norfolk County Council and the Local Housing Authority nomination rights apply.

1.2 The Panel structure ensures that the nomination agreements are adhered to in practice, working to the principles of:

· Supporting the Norfolk County Council ambition to help people continue to live as independently as possible in their own homes
· Inclusive provision of service across the older person cohort, including people with learning disabilities, mental health and physical disabilities
· Consistent and transparent approach to the process, eligibility and decision making

· Making decisions in the best interest of the perspective tenants
· Shared responsibilities of nominations and allocations, including marketing and promotional activity
· Shared ownership of decision making, delivered through allocation panels

1.3 The Panel acts as a central point of consolidation of information around allocation and nomination activity where decisions and outcomes are formalised and documented.

1.4 The Panel provides a regular and consistent opportunity for all partners to discuss the scheme and across all aspects of the services the partners provide.
2.
Responsibilities

2.1
The representatives of each local housing authority, landlord, care provider and Norfolk County Council department will have authority to act on behalf of their organisation.
2.2
Representatives will seek to influence their own organisations to ensure that places are allocated to people in the most appropriate, equitable way according to eligibility.
2.3
The Panel will look to identify Good News Stories that can be shared with partners and the wider community.
2.4
The panel will also be an opportunity to highlight current tenant circumstances that may impact on voids or suggest a gap in service.

2.5
The Panel will also be an opportunity to discuss property and maintenance works where relevant.

2.5
The Panel will review each empty flat and discuss progress towards completing a tenancy, to also include people that had been considered and not suitable.

2.6
Aligned to the nomination agreement terms, the panel will review long term voids and establish an action plan for the void if no nominations are viable.

2.7
The Panel will review marketing and promotional activity and agree actions where necessary to reinvigorate this process.

2.8
The Panel will review timescales for delivery for each aspect of the allocation process to ensure each partner is meeting its commitments.
3.
Membership

3.1 Members of the NAP Group will represent particular organisations and will determine a representative and a deputy to support the panel unless stated otherwise. Members will represent:  

	Partner
	Notes on Member

	Norfolk County Council 


	Adult operation representatives, which includes HWC lead and other members of   Community Teams



	Local Housing Authority (Borough/ City/ District Councils) 
	As relevant to the schemes to be discussed at panel



	Landlord
	Housing manager, as relevant to the schemes to be discussed at panel



	Care provider 
	Care manager relevant to the schemes to be discussed at panel




3.2
To ensure partnership decisions are made regarding nominations, as a minimum representation will be needed from the following partners:
i. Norfolk County Council – Community Teams 
ii. Landlords 
iii. Care provider 
3.3
To support the development of the partnership, District Council as Local Housing Authorities will attend as a minimum once every 3 months.
When not attending, Local Authorities are able to confirm support of nominations by submitting their up-to-date housing list for the Independent Living and Housing with care locality or scheme.  They can also provide any updates relevant to the other agenda items by email prior to the meeting.
3.4 Recognising time commitments, landlords do not need to attend for the full duration of the panel if the panel covers more than one scheme, and each landlord will be allocated a time slot for attendance at panel for specific schemes relevant for the panel meeting. 
3.5 The role of the Independent Living and Housing with care lead as the Social Services representative will not necessarily be the role of allocated worker to each of the applicants.  The Independent Living and Housing with care lead acts as a link between the allocated worker and the panel.
3.6 Individuals shall be nominated to the Panel by the relevant organisations. 

4.
Structure of meetings

4.1 Meetings will be held monthly.
4.2 Agendas, papers and current applicant lists for meetings shall be circulated no later than 3 days in advance of any meetings. Tabling of papers will be agreed in advance.  Standing Agenda can be seen in Appendix I.
4.3 Meetings will be held virtually.
4.4 Meetings will have a Chair and minute taker to rotate at each panel.
4.5 Each panel will decide the process by which a chair and minute taker will be agreed.
4.6 Minutes will be captured on the Minutes Template to help ensure relevant information is captured.  See Appendix II.
4.7 Minutes will be circulated to all members regardless of attendance.
4.8 Exceptional nomination panels can be convened where a tenancy is urgent (such as a move from hospital) and would benefit the potential resident and all parties that a tenancy is agreed sooner.
4.9 Scheme membership to a particular panel will be identified via the Locality HWC Process Review Groups, with consideration given to the number of partners involved in the proposed group, and the size of the schemes.
5.
Governance arrangements
5.1 Eligibility, prioritisation and exceptions for Independent Living and Housing with care:
5.2 Any potential tenant shall be nominated by the Norfolk County Council to the Nominations and Allocations Panel.  
5.3 The Nominations and Allocations Panel shall apply the Tenant Eligibility Criteria as the basis for decision making.  
Tenant’s should normally meet the Tenant Eligibility Criteria, however, the Nominations Panel have the discretion to waive this requirement and make exceptions, as appropriate.
(i) General Eligibility
· Have an accommodation need, as supported by the district council

· Aged 55 or over with a care need of minimum four hours. 
· The scheme will aim to achieve a balance of care needs across the whole scheme as per nominations agreement and/or care commissioning agreements.  
(ii) Priority will be given to applications from (listed in priority order)

· Current residents of the local district
· Current residents of neighbouring districts

· Current residents of Norfolk

· Applicants who have family connections local district

· Applicants who have family connections in Norfolk

· Other applicants

(iii) Applicants are prioritised in date order of application, with exception given to applicants who presents with safeguarding issues.
(iv) Where a person is considered eligible and where a specific scheme has been requested by the applicant, consideration will need to be given by the care manager of the scheme of the scheme’s ability to meet the persons outcomes and ensure that there is a balance of provision across the scheme. 

(v) When reviewing pending voids and existing void flats and nominations, the following points should be covered:

· Void flats and activity around filling those: nominations, assessments and unsuccessful candidates should be noted.

· New Admissions to the scheme
· New Applicants

· ‘Waiting list’ for scheme

· Withdrawals from the ‘waiting list’ or from the nomination process

(vi) All partners should contribute to ensure that each potential applicant has gone through the checkpoints of local housing authority, social services, care provider and landlord to be successfully nominated to a flat.
6. All partners must agree a nomination.

6.1 If a panel member refuses to agree a nomination; the panel decision is a refusal:
· There must be clear reasons for refusal documented against the eligibility criteria
· Financial liability for associated costs must be agreed.
6.2 Outcomes and decisions should be recorded as part of the minutes to ensure an audit trial and an opportunity for gathering data regarding HwC for all partners.
6.3 In the event of a request under the Freedom of Information Act 2018 the Commissioning Manager for Accommodation at Norfolk County Council will oversee and lead on responses, reporting to the Forum Group if necessary.
7. Decisions and Appeals
7.1 Partners will work together outside of the panel process to ensure that applications are considered appropriately at each checkpoint that determines eligibility, and that there is a smooth transition between each of these checkpoints, corresponding as necessary outside of panel to progress the application.  The eligibility checkpoints are:
1. Housing Need

2. Completion of care act assessment

3. Pre-Placement Assessment at the scheme

4. Landlord Tenancy Checks
7.2 Panel provides the point at which to consolidate the activity required to assess an application and agree an outcome for the application by reviewing the decisions made at each of these checkpoints.

4.2 There are three possible outcomes for an application and subsequent actions:
(i) Not eligible for HwC 
Documented reasons
(ii) Eligible for HwC but unable to offer a suitable flat at this time
Moved to holding list
(iii) Eligible and nomination made to a specific flat. 
4.3 The outcome will in the first instance be communicated to the applicant by the allocated worker.  Where there is not an allocated worker, this will be communicated via the Independent Living and Housing with care lead that has overseen the application process on behalf of Social Services.
4.4 Applicants who are eligible for Independent Living and Housing with care but who are unable to be allocated a flat at the nominations panel, will remain on a holding list to be considered at future panels.

4.5 In the event that the applicant or their representative wished to appeal the Outcome, Panel members will provide support to senior managers appointed to reviewing the decision.

Contact for queries

Sally Gill, Commissioning Manager 
Tel: 01603 989918; Email: housingwithcare@norfolk.gov.uk
Date effective from: 01 May 2021
Scheduled review date:
May 2026
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