
Richmond LINk 

Policy & Procedures for the appointment of Authorised Representatives

Introduction

Under the Local Government and Public Involvement Health Act 2007authorised representatives of a LINk may enter and view premises in order to carry out the purpose of the LINk they represent. Before an individual can be authorised, the LINk must have agreed procedures for making decisions about who can be an authorised representative. There must also be compliance with Regulation 3 of the Local Involvement Networks Regulations Act 2008 as regards possession of a CRB certificate and suitability to carry out visits. This document sets out the Richmond LINk’s policy and procedures for such matters as recruitment, selection, applications, references, interviews, and CRB checks.

Recruitment

Richmond LINk intends to recruit up to 12 Authorised Representatives during the first year of operation. Initially they will be recruited from members of the Steering Group supplemented by those members who have expressed interest in Enter & View on their membership form.  The term of appointment will be for 12 months, renewable annually subject to evidence of satisfactory conduct of the role and the numbers required.  Anyone wishing to be appointed as an Authorised Representative must go through the recruitment process and be willing to commit a minimum of 3 days per annum to Enter & View activities.

Selection

Selection will be based on completion of an application form by the applicant and an interview by a selection panel to assess the applicant against the requirements set out in the role specification. Where the applicant is well known to the panel, for example through their previous work with the LINk or PPIF etc., they may exercise the right to appoint without interview. The Panel will comprise a Chair nominated by the Steering Group, an individual member of the LINk and a representative from the Host. 

Where an applicant fails to satisfy the Panel that they fulfil the criteria for appointment, the applicant will be advised of where they were not met and ways by which they may be met.

References

All applicants are required to nominate a referee to support their application and suitability to be an authorised representative. References will be taken up by the Host prior to appointment.

Training 

Except where granted exemption, successful applicants will be required to attend training workshops to ensure that they are equipped to conduct enter and view visits in an effective manner. The training has 2 components designed to enable authorised representatives to:

1. The preparation, conduct, and reporting of Enter & View visits

· Explain their role and responsibilities when conducting an Enter & View visit

· Conduct visits in compliance with the LINk’s Enter & View Code of Conduct

· Know how to use the LINK’s checklist for the preparation, conduct, reporting and follow-up of visits.

2. LBRuT’s Multi Agency Safeguarding Adult’s Policy

· Understand their role and responsibilities with respect to safeguarding vulnerable adults and those of others in a multi-agency context

· Identify the main types of abuse

· Identify possible causes of and risks associated with abuse

· Identify strategies for responding to actual or potential   cases of abuse

· Know how to use LBRuT’s safeguarding guidance and procedures appropriately to make referrals, seek advice and information.

Exemptions

Applicants may apply for exemption from either or both of these training requirements provided that they can demonstrate recent (e.g. within the last 3 years) and relevant knowledge and experience of such matters. In order to do so, applicants should attach an accompanying statement to their application for consideration by the Selection Panel.

Conditions of appointment

Following appointment and prior to conducting any Enter & View Visit, the authorised representative must:

1. Provide and have verified by the Host and up to date CRB certificate

2. Sign up to the Principles of Public Life

3. Sign up to the LINK’s personal code of conduct

4. Be prepared to have their name published on the list of the LINk’s authorised representatives

5. Undertake appropriate training

Appendix 1: Role description for Authorised Representatives

An authorised representative is an individual member of Richmond LINk who participates in the LINk’s Enter & View activities concerned with viewing and observing health and social care services as they are being provided as part of the projects and inquiries that form part of the LINk’s work plan. The activities include the visit preparation, conduct, reporting, and follow up. Such visits are always undertaken as part of a team comprising at least two members.

The total time commitment required depends on the LINk’s work plan and number of authorised representatives appointed. However, for each visit an authorised representative is likely to be required to commit 2-3 days in total to allow for preparation, conduct and reporting of the visit.

Visits may take place in a wide range of care settings – including hospitals, care homes, nursing homes, residential units, day centres and private homes – and in some instances visits may be found to be distressing. However, inclusion on a visiting Team is always on a voluntary basis and such risks and issues will be discussed during the planning and review process. 

All authorised representatives are entitled to receive training in accordance with the LINK’s training policy free of charge.

Authorised representatives are accountable to the LINk and the community within the London Borough of Richmond. They are not entitled to payment for the services they provide but may claim reasonable expenses incurred in accordance with the LINK’s expenses policy.

Appendix 2: Person Specification for Authorised Representatives

Guidance for Selection Panels

Requirement





Essential
Desirable




Knowledge

Health & social care commissioning, provision, usage

X


Safeguarding matters







X

Diversity and cultural differences






X

Local community








X 

Skills

Active listening 






X

Asking questions






X

Observation







X

Presenting views and ideas




X

Report writing








X

Teamwork







X

Experience

Compliance with regulatory environment





X

Working with others






X

Accountability to others for actions





X


Personal qualities

Respect for others






X

Trustworthy with confidential matters



X

Cultural sensitivity






X

Empathy







X

Appendix 3: Authorised Representative Application Form

Name

Address

Telephone no:
Landline


Mobile

Email:

Have you received an Authorised Representative information pack?   YES/NO

How long have you been an individual member of Richmond LINk?


Are you willing to sign up to the Principles of Public Life and Richmond LINK’s personal code of conduct?
  YES/NO

Are you willing to have your name published as an authorised representative of Richmond LINk?   YES/NO

What, briefly, are your reasons for applying for an appointment as an Authorised Representative?

Are there aspects of health and social care services in which you feel you have particular experience or expertise e.g. as a commissioner, provider or user of services? 

Do you wish to apply for exemption from attending the training workshops on Enter & View and Safeguarding? YES/NO.


If YES, please attach an accompanying statement for consideration by the Selection Panel.

Please give the name and address of a referee to support your application:

Name

Position

Address

Telephone no:
Landline



Mobile

Email:

Signed





Date

Appendix 4: Authorised Representatives Information Pack

1. Richmond LINk general information

2. Richmond LINk policy for recruitment & selection of authorised representatives

3. Role description

4. Person specification – Guidance for selection panels

5. Principles of Public Life

6. Code of Conduct

7. Application form
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