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Overview

This procedure covers the overall process for the prescription of minor and major home modifications for Department of Communities and Social Inclusion (DCSI) Equipment Program clients. 
The prescribing clinician completes a home visit and clinical assessment with the client and identifies the need for a home modification. Any eligibility criteria need to be considered as part of the initial prescription process. Delegate approval is sought for category 2 modifications.

Once delegate approval is given and resources are available, the work may be completed by a Domiciliary Equipment Services (DES) Maintenance Fabrication Officer (MFO) or contracted to an external installer.  For major modifications, a consultant may be appointed by DES to project manage the works.

In order to complete a home modification prescription, the prescriber must ensure they have approved prescriber status. Refer to the “Achieving Approved Prescriber Status for Home Modifications” procedure.

Orders for home modifications are completed on the “Home Modification Prescription Agreement Form EP” and faxed to the location detailed at the end of the form.

This procedure covers steps taken by the approved prescriber identifying the need for a home modification. It includes:

· gaining client and home owner consent 

· completion of relevant assessment forms 

· identification of Category 2 modification status and need for delegate approval 

· steps for processing requests for minor modifications 

· further steps for major modifications

· steps for follow up
Definitions: 
A site visit:  requests a visit by the manufacturing officer prior to the fabrication of the home mod (usually to check measures/installation requirements)
A joint visit: requests a joint visit with the prescribing clinician and manufacturing officer to assist in planning and or discussion requiring technical advice due to complexity of modification and/or installation requirements.
A consultant joint visit: involves a visit with both clinician and consultant to review and confirm reccomendations and seek quotation for job
Procedure detail

	1
	To determine eligibility for all home modifications

The need for a home modification is identified during  the clinical assessment or is requested on the referral information for the equipment only group of clients. 

Does the client meet the Equipment Program (EP) “Key Approval Criteria for Home Modifications” and any specific service guidelines* for provision of a home modification? 

  * Dom care / Disability Services SA ASSIST have specific service eligibility guidelines/work instructions for clients living in a Retirement Village or Housing Association / Housing Co-operative / supported accommodation housing facility.  The prescriber is to confirm that the client is eligible according to these specific service eligibility criteria before proceeding. This may include delegate approval. 

If yes, go to step 3.

If no, go to step 2.

	2
	To advise client of non eligibility for home modification

Clinician completes the “Letter template - Not Eligible Home Modifications” for clients for delegate to sign. 
Once completed, Clinician to send to client. Document all correspondence in client file.

	3
	To determine whether home modification is Category 2 and needs further eligibility assessment
Refer to the Home Modifications In Scope List

Is the home modification likely to be one of the following? 

· Major bathroom modification 

· Major kitchen modification 

· Major ramp modification 

· Major access modification 

· Major step modification 
If yes, go to step 4.

If no, go to step 5.

	4
	To determine eligibility for a Cat 2 home modification item listed

Refer to the specific eligibility criteria for the following home modifications 

· 
“Specific Eligibility Criteria Major Bathroom Modifications” 

· 
“Specific Eligibility Criteria Major Kitchen Modifications” 

· 
“Specific Eligibility Criteria Long Ramps” 

· 
“Specific Eligibility Criteria Major Access Modifications” 

· 
“Specific Eligibility Criteria Major Step Modifications”
Does the client meet the specific eligibility criteria for the desired home modification?

If yes, go to step 5

If no, go to step 2

	5
	To plan and document the home modification
The prescribing clinician:

· completes a home visit taking measurements of the current home environment and the proposed modification. 
Note: Photos of the current area to be modified may be taken.  

· uses the relevant “clinical considerations for prescribers”  and home modification specification forms to plan and record these details
· can involve another Approved Prescriber or Senior Clinician to assist in development of modification reccomendations where required.
· identifies if a site visit prior to manufuacture of the item is required by technician only 
· identifies if a joint visit is required (where clinican requires technical advice due to complexity of proposed mod and/or site). (complete step 5.1)
· indicates if cat 1 or cat 2 modification on prescription form.
· for cat 1 items, identifies the installation time frame is low, medium, high or urgent

·  if cat 2, priority rating 1 – 12. Refer to “Risk rating and priority scoring form”.
Is a Joint visit required? 
If yes, go to step 5.1.
If no, Go to step 6 (including if a site visit required OR visit with consultant for a cat 2 project managed request)

	5.1
	To request  a joint visit in order to plan modification 

The prescribing clinician:

· completes “Home Modification Prescription Agreement Form EP” (note: client or home owner signature is NOT required at this time if only seeking site visit)

· completes and attaches prelimary diagrams/ sketches/photos of current set up and draws or details potential options for proposed modification

· obtains preliminary delegate approval if cat 2 home mod (refer step 7) (internal prescribers only)
· emails or faxes completed prescription form with attachments to: des.frontdesk@dcsi.sa.gov.au or 8193 1258. If external prescriber fax to relevant agency first as guided on Prescriptions Form.
Note: A new prescription form with final reccomendations will need to be signed by client and home owner to enable modifications to be ordered.

Go to step 5.2

	5.2
	To complete joint visit

DES will send prescription form and associated photos/diagrams to a DCSI workshop chosen by geographical location or availability of expertise and resources.

MFO will contact prescriber and arrange joint visit to client

To ensure that order is raised for modification, the prescribing clinician must complete prescription form with details of agreed modification with client and home owners signature 
Go to step 6

	6
	To complete a prescription form (with modification reccomendations)
· Prescribing clinician completes the “Home Modification Prescription Agreement Form EP” during the home visit including the home modifications that have been recommended. 

· ensures the client is familiar with the “Terms and Conditions of Installation of Home Modifications” 

· Note: For major home modifications, ensure that the client has a copy of the “Major Home Modification - Client Information Sheet”.

· arranges for the form to be signed by the client and home owner. A delegated representative for the home owner (e.g. real estate agent for rental property) may sign the form with the consent of the client. For minor modifications, this will become the final agreement. Include relevant measurements and diagrams as required. 
· indicates if cat 1 or cat 2 modification on prescription form.
· for cat 1 items, identifies the installation time frame is low, medium, high or urgent

· for cat 2 items, indicate priority rating 1 – 12 on the form. Refer to “Risk rating and priority scoring form”.  If site visit (by manufacturing officer only to check measures/ installation) indicate this on the completed Prescriptions Form
Note: if prescribing clinician is an external prescriber, form to be faxed to relevant agency as indicated on the prescription form.  See procedure for “Accepting prescriptions from external clinicians for home modifications” for further details. 
All Category 2 requests require delegate approval. Is delegate approval required?

If yes, go to step 7.

If no, go to step 9

	7
	To seek delegate approval 

External Prescribers – this will be completed on your behalf once the paperwork is submitted to the internal agency your client is registered with (as per instructions on prescription form).
Prescribing clinician or internal contact:
· Identifies delegate (Team leader or Manager). 

· uses the “Checklist for seeking delegate approval home modifications”  supporting document

· Discusses home modification recommendations with delegate
Delegate:
· Ensures that the request is in scope (see “Home mods in scope list”) and that request meets “Key Approval Criteria for Home Modifications” and if applicable, the relevant specific eligibility criteria. 

· Checks clinician has approved prescriber status for this type of home modification, refer to procedure “Achieving approved prescriber status for home modifications”. 

· Checks that thorough assessment completed, all other options considered and most cost effective solution sought.  If unsure, request further information. 

· Checks that priority score is appropriate to client’s situation and all required diagrams completed.
Note: If  requested modification is not on “Home mods in scope list”, discuss with clinician whether all in-scope options have been considered / trialed. If not, return application to clinician to explore all options. If out of scope modification is the only available option after extensive investigation of alternative. Delegate is to forward paper work to Director Children,Youth & Specialised Services or to Director Domiciliary Care.

See also the “Checklist for giving delegate approval home modifications”  supporting document

Is request approved?

If yes, delegate signs prescription form “Category 2 Home modifications Delegate approval required” section, and returns for processing to prescribing clinician -  Go to step 9
If no, Go to step 8

	8
	To decline an initial home modification prescription
· delegate discusses with prescribing clinician why prescription not approved and next steps. 

· prescribing clinician or delegate prepares personalised client advice letter using the “Letter template - Not eligible home modifications” for the client explaining that the prescription has not been approved and stating the reason 

· The delegate signs the letter

· The prescribing clinician or delegate makes a copy and sends original to the client, clinician documents outcome within client case notes and completes any further action as directed by delegate (i.e. investigating alternative options) 


	9
	To submit initial home modification prescription
· Note: if prescribing clinician is an external prescriber (not a DCSI or Equipment Program prescriber) form to be faxed to relevant agency as indicated on the prescription form.  See procedure for “Accepting prescriptions from external clinicians for home modifications” for further details. 

· Internal prescriber faxes the Initial home modifications prescription form with any relevant diagrams to Domiciliary Equipment Services (DES) on (08) 8193 1258.  
DES then: 

· Checks whether funding is available. 

· Clinician will be notified of next step
Go to step 10. 

	10
	To determine whether project management is required

DES determines if project management is required 

Major modifications requiring structural changes or concrete long ramps must involve consultant project manager. For other home modifications, an external contractor may be used.

Is project management required? 
If yes, DES notify the prescribing clinician, go to step 11. 
If no, DES inform prescribing clinician who will complete job (i.e. if DES MFO or external contractor) via automated email:
· If DES MFO to complete – go to step 21
· If private contractor to complete – go to step 22

	11
	To notify consultant of requirement for involvement in home modification and request for quote
DES client liaison officer (CLO) emails consultant a request for quote specifying the following details: 

· client's name and address of home to be modified 

· initial specification and agreement form 

· any preliminary diagrams of proposed modifications
The prescribing clinician is CC’d into the email to advise of action and provide consultant contact details.   

Go to step 12

	12
	To arrange consultant joint visit
Consultant contacts the clinician to discuss home modifications and arrange a time for a joint visit. 

The prescribing clinician:

· Contacts the client and home owner to coordinate and confirm a joint visit when all parties can be present and explains process to client.
· Discusses any concerns, feasibility issues etc with consultant
· Forwards any photographs, diagrams or further information to consultant 

Go to step 13


	13
	To conduct a consultant joint visit with the consultant
Clinician and client show consultant area for modification.

Clinician explains proposed modification and clinical requirements.

Consultant: 

· raises any issues regarding cost effectiveness, feasibility, implications around Australian Standards, and the Austrailan Building Codes Board   

· takes measurements for detailed specifications 

· takes digital photographs of current condition of area to be modified

Clinician:

· Ensures that client has copy of “Major Home Modification - Client Information Sheet” and “Terms and Conditions of Installation of Home Modifications” and reiterates information from these documents such as client responsibility to find alternative arrangements while modifications are underway e.g. toileting, showering 
· Makes any changes to diagrams and records any additional measurements as required completes relevant specification form in agreement with consultant 
· has relevant specification form signed by consultant, clinician, client (or carer if they are unable to sign), and the home owner(s) or their assigned delegate
Go to step 14.

	14
	To follow up after joint visit
Clinician:

· records outcomes in case notes
· finalises diagrams and forwards copies to consultant, client and home owner
Consultant:

· completes scope of works and sends to clinician for checking 

· documents outcomes and specifications and emails copies of digital photographs to clinician who saves them in client's file 

Clinician:

· checks that scope of works matches criteria, policy and agreement signed by client 

· liaises with consultant about any changes. 
· seeks approval from delegate for completed scope of works.

Does delegate approve scope of works document? (refer to step 7)
If yes, Delegate signs scope of works, clinician notifies consultant of approval and sends signed scope of works to DES. Go to Step 16.
If no, go to step 15.

	15
	To resolve delegate concerns with scope of works
Delegate returns scope of works to clinician detailing concerns to be resolved before scope of works can be approved
Can concerns with scope of works be resolved without another home visit?

If no, Clinician returns to step 13
If yes , clinician returns to step 14. 

	16
	To seek quotation for scope of works

Consultant uses approved scope of works to seek quotes from suitably qualified and licensed trades contractors. 

For high cost modifications, 3 quotes are required. In very urgent situations or due to lack of trades contractors availability in remote areas less than 3 quotes can be sought with sign-off from DES General Manager. 

Is work expected to be high cost, requiring 3 quotes to be obtained?

If yes, Consultant follows “Select Tender” process and seeks three quotes or gains sign off from DES Manager to seek less than 3 quotes and assesses the most cost effective quote. 
If no, Consultant seeks a single quote. 
Go to step 17

	17
	To finalise quote
Consultant generates single quote and forwards to clinician for checking. 

Clinician checks quote against specifications and confirms no further changes required. 

Clinician faxes or emails quote to DES, ensuring client's name, file number and prescriber name are referenced.

Go to step 18.

	18
	To place purchase order and arrange commencement of works
DES places purchase order with contractor and informs consultant of this action.

On receiving notification, consultant:
· negotiates start date with contractors and client / home owner and informs clinician and DES of these details

Go to step 19.

	19
	To oversee the works
Consultant: 

· oversees works and is contact person for contractors and client / home owner for issues regarding building and construction works. 

· visits client's home at key stages of modification completion 

Note: If client raises any clinical concerns or requests any changes to home modifications, consultant must discuss these with prescribing clinician. If clinician unavailable and request urgent, consultant contacts  DES Client Liaison Officer and Clinical Support Officer as necessary to resolve the request.

Go to step 20

	20
	To ensure a major home modification is satisfactory and finalise paperwork on completion of modification works
Clinician arranges a combined consultant and clinician follow up home visit  within 2 weeks of modification completion.

Consultant checks satisfactory completion of all building works.

Clinician ensures that:

· modifications completed to agreed specifications and meeting client’s functional needs. Refer to “Completing follow up of home modifications” procedure 

· the “Major Home Modification Satisfactory Completion Agreement Form” is completed and signed by consultant, clinician, client and home owner 

· faxes copy of form to DES.  

Contractor sends invoice to DES.
DES pays contractor's invoice when completed and signed Major Modification Satisfactory Completion Agreement form received from clinician 
Go to step 23

	21
	To initiate MFO completion of home modifications

If site visit indicated, DES MFO will completed. If site visit indicates private contractor is required, DES will notify prescriber

If MFO identifies significant changes required from initial prescription the clinician and MFO must complete revised home modifications prescription form, signed by prescriber, client and home owner prior to work commencing, and resubmit to DES
MFO completes modification and clinician informed by DES email when work complete.

Go to step 23

	22
	To use a private contractor

Where DCSI MFOs unable to complete home modification, DES seeks quote from private contractor and places order to that supplier. 
DES informs clinician via automated email re which external contractor will complete job.
If indicated by prescriber, the private contractor carries out a site visit. If changes are required during the job, private contractor advises clinician and clinician then adivses DES so order can be updated.
If there are significant changes to prescription the clinician must complete a revised home modification prescription form signed by prescriber, client and home owner and resubmit to DES. 
The private contractor completes the work.

Go to step 23

	23
	To follow up a home modification

DES notifies prescriber that installation completed. 
Prescriber then; 
· Contacts client within two weeks of notification of installation of home modification. If necessary, a home visit may be done to check home modification. Refer to  “Completing follow up of home modifications” procedure. 

· Prescriber should immediately raise any issues with MFO, supplier or consultant. For project-managed home modifications, the consultant will visit client with prescriber (see step 20). 
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Overarching legislation and policy


Policy
The guiding policy for this procedure is the “Equipment Services Operational Policy”
Related procedures, standards and guidelines

Procedures
· “Achieving approved prescriber status for home modifications”
· “Seeking delegate approval for home modifications” 

· “Completing follow up of home modifications” 
· “Accepting prescriptions from external clinicians for home modifications”
Clinical considerations for prescribers

· “Bathroom - Clinical considerations for Prescribers”
· “Kitchen - Clinical Considerations for Prescribers” 

· “Ramps - Clinical Considerations for Prescribers” 

· “Steps - Clinical Considerations for Prescribers”
Extras

· “Key Approval Criteria for Home Modifications” 

· “Home mods in scope list” 

Forms and templates

Specification forms

· “Home Modification Specification Form - Bathroom Toilet”
· “Home Modification Specification Form - Internal Access Doorway Widening”
· “Home Modification Specification Form – Kitchen” 

· “Home Modification Specification Form - Long Ramp” 

· “Home Modification Specification Form - Major Step”
Prescription forms
· “Home Modification Prescription Agreement Form EP”
Criteria Screening Tools
· “Risk rating and priority scoring form” 
Terms and Conditions
· “Terms and Conditions of Installation of Home Modifications”
· “Major Home Modification - Client Information Sheet”
Supporting documents and references 

· “Determining discipline for prescription of home modifications”
· “When does a consultant get involved in home modifications”
· “What are major and minor home modifications”
Other
DES Equipment Catalogue (for external prescribers)
DES online ordering system (for internal prescribers)
For access to all forms / supporting documents and procedures: 

Check for latest e-version on DES website, photocopies may be out of date
For further information or feedback: 

Phone: 1300 295 786       Fax: 1300 295 839      Email:equipment.feedback@dcsi.sa.gov.au
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