SOCIAL CARE SERVICES PUBLICATIONS

	P.S. Ref
	Class
	Definition
	Information Available



	I1
	Adoption and Fostering
	Information on fostering, adoption and how to apply to become a foster carer
	1.

2.

3.

4.

5.
	Fostering and Adoption Service website (link)

Fostering and Adoption Information Pack (ring 0800 052 0078 for a pack)

Fostering and Adoption online Enquiry Form (link)

Foster Carer Handbook (link) (hard copies available)

Fostering and Adoption Further Reading list (link)

	I2
	Child Protection
	Information on protecting children at risk and those affected by abuse
	1. Cambridgeshire Area Child Protection Committee website (link)

2. “Are You Worried About a Child’s Welfare?” (link)

3. Leaflet “Child Abuse – Reporting Your Concerns” (link) (hard copies available – ref ACPC5)

4. Leaflet “Child Protection Enquiries – A Guide for Parents” (link) (hard copies available – ref ACPC3)

5. Leaflet “The Child Protection Conference – A Guide for Parents” (link) (hard copies available – ref ACPC1)

6. Leaflet “The Child Protection Register – A Guide for Parents” (link) (hard copies available – ref ACPC4)

7. Leaflet “Child Protection Conferences – How to Complain” (link) (hard copies available – ref ACPC2)

8. Leaflet “We Want to Help You – A Guide to Child Protection Enquiries for Young People (link) (hard copies available – ref CP2)

9. Leaflet “Young People and Child Protection Conferences” (link) (hard copies available – ref CP1)

10. Leaflet “Guidance for Core Group Members (link) (hard copies available)

11. Procedures for Assessing, Planning and Delivering Services to Children in Need (link)


	P.S. Ref
	Class
	Definition
	Information Available



	I3
	Departmental Organisation
	Structure Charts and Lists
	1. Office of Children & Young People’s Services (link) 

2. Office of Environment and Community Services (link) 

3. Social Care pages (link)

4. Maps Showing Main offices (link)

	I4
	Eligibility and Assessment for Care
	Information on eligibility criteria and assessment and care management procedures
	Adults

1. Eligibility Criteria for Adult Social Care needs (link)

2. Assessment and Care Management Procedures (link)

3. Leaflet “Assessing Your Needs and Planning Your Care” (includes information about eligibility criteria) (link) (hard copies available – ref GL14)

4. Operational Instructions for Staff on Assessment and Care Management (link)

5. Telephone Enquiries – 0845 045 5202

Children and Families

1. Procedures for Assessing, Planning and Delivery Services to Children in Need (link)

2. Leaflet “Assessments – A Guide for Parents” (link) (hard copies available – ref Assessments)

3. Telephone Enquiries – 0845 045 5203




	P.S. Ref
	Class
	Definition
	Information Available



	I5
	Financial Assessments, Charges and Payments
	Information on the work of financial assessment officers, current charges, fees for residential care and direct payments
	1. Leaflet “Fairer Charging – What It Means” (link) (hard copies available – ref FC1)

2. Leaflet “Charges for Services” (link) (hard copies available – ref C1)

3. Leaflet “Reducing or Waiving Charges” (link) (hard copies available – ref RWC1)

4. Leaflet “Managing Your Finances – Information for People in Residential and Nursing Care “(link) (hard copies available – ref MYFI)

5. Booklet “Information for People Going into Residential Care” (includes information about financial assessments and charges) (link) (hard copies available – ref C10)

6. Leaflet “Direct Payments” (link (hard copies available – ref A6)

7. Booklet “Direct Payments in Cambridgeshire – A Guide for Adults” (link) (hard copies available)

8. Operational Instructions for Staff

a) Fees and Charges (link)

b) Financial Assessments (link)

c) Direct Payments (link)

d) Fairer Charging (link)


	P.S. Ref
	Class
	Definition
	Information Available



	I6
	Learning Disability Services
	Public contact details, access to and explanation of these services including information on residential care, home care and day care
	1. Services for People with a Learning Disability (website link)

2. Leaflet “Services for People Who Have a Learning Disability” (link) (hard copies available – ref GL7)

3. Leaflet “Learning Disability Adult Placement Scheme” (link) (hard copies available – ref LD2)

4. Leaflet “Setting Up a Trust for Direct Payments” (link) (hard copies available)
5. Booklet “Adult Care Services in Cambridgeshire” (hard copies available)
6. Leaflets for People with Learning Disabilities
a) Assessment (link)

b) Information About You (link)
c) Hearing Your Views (link)
d) What You Can Expect (link)
e) A Place to Live (link)
f) Charges for Services (link)
g) Keeping Safe (link)
h) What Are Direct Payments (link)
i) Cervical Screening (link)
(Hard copies available of all these leaflets)
7. Booklet “The Cambridgeshire Learning Disability Partnership is Here to Help You” (link) (hard copies available)

8. Leaflet “Support for Carers of Adults with Learning Disability” (link) (hard copies available)

9. Learning Disability Partnership Newsletters (link)

10. Information About Locality Groups (link)

11. Information About Learning Disability Partnership Board (link)

12. Operational Instructions for Staff

a) Assessments and Care Management (link)

b) Interpersonal Relationships and Sexual Development (link)

c) Use of Restrictive Physical Interventions (link)

d) Family Based Respite Care (link)


	P.S. Ref
	Class
	Definition
	Information Available



	I7
	Mental Health Services
	Public contact details
	1. Services for People with Mental Health Problem (link to website)

2. Cambridgeshire and Peterborough Mental Health Trust (link to website)
3. Information leaflets (link to relevant part of Health trust website)
4. Operational Instructions for Staff
a) Section 117 Aftercare Procedures (link)

b) Guardianship (link)

	I8
	Physical disability services (adults)
	Public contact details, access to and explanation of these services including information on disabled facilities and grants
	1. Information for Disabled Adults (link to website)

2. Leaflet “Services for People Under 65 with a Physical Disability or Sensory Impairment” (link) (hard copies available – ref DIS15)
3. Leaflet “Services for People with Sensory Loss” (link) (hard copies available – ref A6)
4. Leaflet “Applying for a Blue Badge” (link) (hard copies available)
5. Booklet “Adult Care Services in Cambridgeshire” (hard copies available)
6. Operational Instructions for Staff
a) Issue of Blue Badges (link)

b) Independent Living Fund (link)
c) Assessments and Care Management (link)
d) Maintenance, Repair and Servicing of Lifts and Hoists (link)
e) Provision of telephone and Free Directory Enquiry Service (link)
f) Registration of People Who are Deaf or Hearing Impaired (link)


	P.S. Ref
	Class
	Definition
	Information Available



	I9
	Plans, policies and strategies
	All Council approved policies and strategies relating to social care whether statutory or not
	1. Adult Services Strategic Plan (link)

2. Health Improvement Plan and Modernisation Plan (link)
3. Prevention Strategy (link)
4. Joint Review Report (link)
5. Childrens Services Plan (link)
6. Communications Strategy (link)
7. Confidentiality Policy (link)
8. Core Quality Practice Standards (link)
9. Equal Opportunities Action Plan (link)
10. Improving the Well Being of Children and Young People (link)
11. Section 31 Agreements with health on Social Care for Older People
a. Cambridge City PCT (link)
b. East Cambs & Fenland PCT (link)
c. Huntingdonshire PCT (link)
d. South Cambs PCT (link)
12. Joint Protocol on Sharing Personal Information
a. Full Version
b. Summary (link)
13. Operational Instructions for Staff (link)
14. Departmental Service Plan (link)


	P.S. Ref
	Class
	Definition
	Information Available



	I10
	Publications list
	List of leaflets and booklets available and on line order form
	Link to publications list

	I11
	Services for carers
	Public contact details, access to and explanation of these services, including National Carers Strategy
	1. Information for Carers (link to website)

2. Leaflet “Carers Assessments and Carers Breaks” (link) (hard copies available ref CIC30)

3. Leaflet “Support for Carers of Adults with Learning Disabilities” (link) (hard copies available)

4. National Carers Strategy (link)

5. Carers Newsletters (link)

6. Operational Instructions for Staff – Carers Assessments (link)

	I13
	Services for older people
	Public contact details, access to and explanation of these services including information on home care, day care and residential care
	1. Services for Older People (link to website)

2. Leaflet “Services for Older People” (link) (hard copies available)
3. Booklet “Adult Care Services in Cambridgeshire” (hard copies available)
4. Booklet “Information for People Going Into a Care Home” (link) (hard copies available – ref C10)
5. Leaflet “Residential Care – What You Can Expect” (link) (hard copies available – ref GL13)
6. Leaflet “Home Care – What You Can Expect” (link) (hard copies available – ref GL4)
7. Leaflet “Day Care Services for Older People – What You Can Expect” (link) (hard copies available – ref GL18)


	P.S. Ref
	Class
	Definition
	Information Available



	
	
	
	8. Leaflet “Protection of Vulnerable Adults – What To Do If You Think Someone is Being Abused” (link) (hard copies available – ref AVA1)
9. Operational Instructions for Staff
a) Assessment and Care management (link)

b) Community Based Care Packages (link)
c) Placements in Residential or Nursing Care Homes (link)
10. Adult Review System (link)

	I14
	Social care – general information
	General guides to and reports on social care services in Cambridgeshire, levels of service to be expected, and rights of service users including how to complain
	1. About Social Care in Cambridgeshire (link to webpage)

2. Leaflet “Your Guide to Social Care Services in Cambridgeshire” (link) (hard copies available – ref GL15)

3. Leaflet “Information for Service Users” (link) (hard copies available – ref SU1)

4. Leaflet “Access to Personal Files Including Computer Records” (link) (hard copies available – ref ASU2)

5. Leaflet – “Social Care – What You Can Expect” (link) (hard copies available – ref SC)

6. Booklet “Better Care, Higher Standards” (link) (hard copies available for each District Council area)

7. Leaflet “How to Comment or Complain” (link) (hard copies available – ref SOC999a)
8. Booklet “Social Services Complaints and Representations Procedure” (link) (hard copies available – ref SOC999b)
9. Leaflet “Guide to Volunteering” (link) (hard copies available – ref S1)



	P.S. Ref
	Class
	Definition
	Information Available



	
	
	
	10. Leaflet “Supporting People – A Short Guide for Tenants in a Sheltered Housing Service” (link) (hard copies available – ref SP1)
11. Advocacy Handbook (link)
12. Cambridgeshire’s Joint Review Report, October 2003 (link)
13. Welfare Benefits Factsheets (link)
14. Operational Instructions for Staff
a) Glossary of Commonly Used Terms (link)

b) Access to Information (link)
c) Confidentiality (link)
d) Case File Management and Case Recording (link)
e) Retention Periods (link)
f) Voluntary Drivers (link)
g) Volunteers – Recruitment and Selection (link)
15   Supervision (link)
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