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Overview

This procedure outlines how to seek the expertise of a wheelchair and seating specialist clinician, a technician and / or supplier representative to prescribe powered mobility aids and type 4 manual wheelchairs. 

It also includes how assessment, building and fitting of the equipment is conducted prior to issuing the equipment.

Domiciliary Equipment Service (DES) Wheelchair and Seating Service (WSS) operates clinics at Domiciliary Care's Woodville site with outreach clinics at Disability Service’s Highgate Park and Gilles Plains sites with a workshop at Woodville. Where the Wheelchair and Seating Service (WSS) is unable to provide the necessary resources, private suppliers or supplier representatives will be suggested.

The WSS comprises specialist wheelchair and seating clinicians (WSC) as well as a wheelchair and seating technicians (technician). The primary clinician may access a WSC and / or technician as needed. When a person accesses the DES WSS, DES technicians will build the seating and major modifications in the Woodville workshop. Some basic tools and materials to complete adjustments to equipment and seating will be available on site for outreach clinics.

The clinician submits prescription details to DES for determining if a WSS appointment is needed and if so, whether the WSS or private supplier will be used.

All customised wheelchairs and modifications are Category 2 items and need to be ordered using a paper copy of the prescription form and the relevant “wheelchair initial specification form” or the “scooter specification form” emailed or faxed to DES.

Note: The WSS (technician and / or WSC) or supplier must be accessed for prescription due to the complexity of these items: 
· Type 2, 3 and 4 Manual Wheelchairs 

· Type 4 seating 

· Type 1, 2, 3 and 4 Powered Wheelchairs 

· Type 3 and 4 Mobile Shower Commodes
The WSS or supplier is recommended for prescription of the following equipment:

· Type 3 seating 

· Scooters

The WSS can be accessed for the following items as required: 

· Type 1 and 2 seating 

· Type 1 and 2 Mobile Shower Commodes 

· Modifications or accessories to wheelchairs or scooters
The Wheelchair and Seating Service Client Service Coordinator (CSC) or WSC makes an appointment with the clinician and client. Assessment is carried out at an initial appointment. The item is then built and fitted to the client who trials the equipment, adjustments are made as needed and the item is issued to the client.
Procedure detail

	Step
	Description

	1
	To determine whether assessment will be done at the WSS or private supplier 

Following a home visit and need assessment, the prescription form and initial wheelchair assessment form is completed by a clinician and submitted to DES.

The prescription form will indicate whether customised equipment or seating is required. Indicate on the prescription form if WSS input is required.

All customised wheelchairs and modifications are Category 2 items and need to be ordered using a paper copy of the prescription form and the relevant “Wheelchair Initial Specification Form” or the “Scooter Specification Form” emailed or faxed to DES. 

The WSS considers the prescription form and the scooter or wheelchair specification form information and then discusses the prescription requirements with the primary clinician to decide if the WSS can complete an assessment and seating or modifications or whether the clinician should consult a private supplier. Additionally, it will be discussed whether any refurbished items may be suitable to trial or whether a new item is required.


Note: Decision based on appointment availability, timeframe, type of equipment and expertise required. The primary clinician documents the decision in the client case notes.

When the need for a clinic appointment is identified the primary clinician should advise the client that;

1. Transport to the clinic is the client’s responsibility. 

2. To ensure appointments run on time allow enough time to get to the appointment. If an access cab is required, school drop-off and pick-up times should be avoided if possible.
3. In exceptional circumstances, clients unable to attend the clinic for assessment may be offered an appointment for the WSC or technician and primary clinician to attend the client’s home or hospital. This requires more notice than a clinic appointment. 

Can seating and modifications be completed at the WSS?

If yes, go to step 2 

If no, go to step 3

	2
	To book a WSS appointment 

The primary clinic is located at Woodville with outreach clinics held at Highgate Park and Gilles Plains.

After use of the WSS is indicated by step 1, the client’s needs are discussed with the WSC. 

Is the WSC required? 

If yes, continue

If no, go to step 5

1. The WSC offers appointment times

2. The primary clinician liaises with the client or carer regarding suitable clinic time and location and confirms appointment time with WSC. 

3. The WSS Client Service Coordinator sends a letter to the client advising the appointment time, clinic location, map, and the appointment cancellation process if they are unable to attend. 

4. In exceptional circumstances, clients unable to attend the clinic for assessment will be offered an appointment for the WSC or technician and primary clinician to attend the client’s home or hospital. 

Clinic rooms may be booked for use by the primary clinician without the WSC and technician. Rooms can be booked using the Outlook calendar for Gilles Plains of Highgate Park or via the CSC for Woodville.  

Go to step 4

	3
	To utilise private supplier 

The primary clinician discusses which private supplier to use with WSC or CSO. 

Once supplier is identified, the primary clinician arranges a clinic appointment with the client and the supplier. 
Note: If the primary clinician is not an approved prescriber for the item, an approved prescriber is to be present at the appointment with the supplier and client (Refer to procedure “Achieving approved prescriber status” for more information).

· The primary clinician is the prescriber, responsible for the overall prescription and completing clinical case notes following the appointment. The Primary clinician brings knowledge of the client, their goals, environment/s and any other considerations, and must have knowledge of DCSI procedures and clinical criteria for the provision of the item. It is their responsibility to complete a Prescription Agreement Form (PAF) with the client.  

· The supplier representative provides knowledge of the equipment product, modifications and customisation that can be achieved and takes detailed measurements and specifications on direction from the prescriber. 

Following the appointment, the private supplier sends a quote to the primary clinician who checks for accuracy and inclusion of all agreed features listed on the “Prescription Agreement Form” (PAF). The quote is then signed by the Delegate.
Go to step 6

	4
	To complete initial assessment with Wheelchair and Seating Clinician

1. The client, carer(s) and primary clinician attend the clinic to meet with the WSC and if required, the technician. 

2. A physical assessment of the client’s posture (mat evaluation) will be done. Refer to Fact sheets on the DES Equipment Catalogue or the DES Equipment online ordering catalogue, “Wheelchair and Plinth (Mat) - Clinical considerations for prescribers” and “Wheelchair and Plinth (Mat) Assessment Form”. 

3. The client, carer(s), primary clinician, WSC and / or technician discuss solutions and plan the wheelchair and/or seating solution.

· The primary clinician brings knowledge of the client, their goals, environments and any other considerations and completes clinical case notes following the appointment. 

· The WSC and / or technician supplies knowledge of seating materials, design, technical advice and what can be achieved in the workshop. They also take detailed measurements and specify what is to be built in conjunction with the primary clinician. The WSC will draw diagrams.

4. Discuss timeframe for the building of the seating/wheelchair to be completed.

Go to step 6

	5
	To complete assessment with technician

For simpler prescriptions, where the primary clinician and client have completed a home visit and assessment of need prior to a clinic visit and decided on a solution, the primary clinician may work directly with a technician only.

1. The primary clinician contacts the WSC and requests technician appointment. The CSC liaises with the workshop coordinator and books appointment time with the primary clinician.

2. The client, carer(s) and technician meet to discuss what is needed. 

·  The primary clinician brings knowledge of the client, their goals, environments and any other considerations. Completing clinical case notes following the appointment and the Prescription Agreement Form. The primary clinician will need to specify measurements and provide any drawings required.  

· The technician supplies knowledge of seating materials, design, technical advice and what can be achieved in the workshop. .

3. Agree on a timeframe for the building of the seating/wheelchair to be completed.

Go to step 6

	6
	To complete a Prescription Agreement Form (PAF)

The PAF is a collaborative decision making tool used to record outcomes of clinical assessment and prescription and ensure that the client/ their carer(s) are involved in the process and understand what is to be provided and ensures that primary clinician and WSC have a written record of the prescription. 

1. Once all parties are in agreement with the item or modification to be completed, the Primary Clinician completes a “Prescription Agreement Form (PAF”) either during the client appointment  or prior to purchase or supply of equipment or modifications. The PAF needs to outline the equipment or modifications to be completed including measurements, features and accessories to be fitted and any other specific information about the item.

2. The PAF must be signed by the client (or carer on their behalf if they are unable to sign) and the primary clinician at the completion of the appointment. (refer to FAQ: “How do you complete a Prescription Agreement Form (PAF)?”).

Note:  For powered mobility aid prescriptions supply the client with a copy of the Care and conditions of use of a powered mobility aid in addition to completing a PAF.
Note: If the client refuses to sign the PAF, the item cannot be built or issued.

3. Once completed, the primary clinician needs to seek the delegate’s signature on the PAF for all powered mobility aids and customised wheelchairs, seating and modifications.

4. The PAF must be saved by the primary clinician in the client’s file.

5. The primary clinician emails or faxes a copy of the PAF with the Quote (if private supplier) and client name to DES or where a WSC is involved, to the WSC to confirm the order.

Go to step 7

	7
	To commence building or purchase of the item
On receipt of the Prescription Agreement Form by DES, a purchase order is raised to a supplier and/or work is commenced in the workshop. 
Go to step 8

	8
	To trial and fit the item (fitting)

Once the item has been built or modified, a fitting appointment will be made for the client and primary therapist to meet with the WSC and / or technician or supplier. If the appointment is at the WSS, the WSC will offer appointment times to the primary clinician who will liaise with the client and carer(s) and confirm appointment with the WSC.

At the appointment, the client will transfer into the item and an assessment made. Adjustments will be completed in the appointment if possible. Major changes will be measured in the appointment and completed in the workshop.

After the appointment, if the equipment is ready, the client takes the equipment home for a trial period usually of one week. If the client cannot leave the appointment seated in the equipment, DES arranges transport of the equipment to the client’s home. Any foam seating may be without upholstery for the initial trial to allow changes to be easily made. The client is asked to cover the foam with a sheet or pillow slip during the trial where appropriate. 
During the trial period ask the client / carer to make note of any:

· functional issues 

· discomfort or red areas on skin.

The primary clinician follows up success of the trial with the client, and will arrange a further appointment if further adjustments are needed. Usually one to two fittings will complete the prescription.

Does the item need to be upholstered?

If yes, go to step 9.
If no, go to procedures “Training client in use of equipment” and “Completing delivery of equipment”. 
Go to step 10.

	9
	To have seating upholstered

Seating is upholstered after the trial of final adjustments at home is successful. Until the upholstery is complete the client will usually have to use their old seating.

1. WSS or supplier arranges for the upholstery to be completed. 

2. Seating is delivered to the client and if needed, fitted onto the client’s wheelchair.

Refer to procedures “Training client in use of equipment” and “Completing delivery of equipment”.

Go to step 10.

	10
	To follow up equipment item

1. The primary clinician makes a follow-up phone call within two weeks of the final delivery of the equipment (refer to procedure “Completing follow up of equipment”). 

2. Ensure the client or carer(s) is aware of how to contact the primary clinician if any further issues arise. 

3. The primary clinician can consult with the WSC as needed and if necessary, book a further clinic appointment (refer to step 3).

Note: The WSCs are available for clinical advice over the telephone or via email for any wheelchair or seating related clinical queries. Process queries should be directed to senior therapists within teams rather than to the WSS.
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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

Clinical considerations for prescribers
· “Wheelchair and plinth (Mat) clinical considerations for prescribers” 

· “Car hoists and wheelchair carriers - Clinical Considerations for Prescribers” 

· “Clinical considerations for prescriber for specific equipment items”
Forms and templates

· “Prescription Agreement Form (PAF)”
· “Wheelchair initial specification form” 

· “Wheelchair and plinth (MAT) assessment form”
· “Powered mobility practical assessment form” 

· “Scooter specification form” 
Supporting documents and references 

FAQs / fact sheets
· “When does a technician and or specialist need to be accessed” 

· “How do you complete a Prescription Agreement Form (PAF)” 

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

For Official Use Only - The information printed in this document is only accurate as of the displayed print date 23-10-2017 4:19:43 PM. The South Australian Department for Communities and Social Inclusion does not accept any liability for misinformation, injury, loss or damage incurred by use of or reliance on the information provided in this print copy.)
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DCSI Equipment Program: Business process analysis flowchart  		                                    Key to flowchart shapes used
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