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Service Specification and Management 
Processes 
The Beehive Project 

 

1 Service Description 

1.1 This service offers temporary semi-supported independent living services for a maximum of 
six young people aged 17 to 21 years where they can be assisted to acquire necessary skills 
in preparation for living independently, experiment safely with their increasing freedom and 
develop responsibilities associated with adulthood, whilst still having the appropriate level of 
support from experienced and qualified support staff working alongside Personal Advisers 
and Social Workers before moving onto their own long-term tenancy.  

1.2 The purpose of The Beehive is to provide an accommodation option for Care Leavers in their 
transition to adulthood and to independent living.  It is seen as a ‘stepping stone’, non-
permanent provision to support accommodation needs for Care Leavers and reduce the use 
of externally commissioned semi-independent accommodation. 

1.3 There are six flats available at The Beehive Project. Three of the flats are self-contained 
whilst the remaining three flats are bedroom only but with access to a shared kitchen/lounge, 
shower room and toilet. These flats are for 17-year old's transitioning from a supported 
accommodation, as part of their pathway planning, to reaching independent living.  Young 
people will be able to transition from 17 to 18 years old and then move on to the Band 1 step 
(Manchester Move), or alternative Care Leaver accommodation projects being established, 
when required independent living skills have been demonstrated and suitable housing 
becomes available.   

1.4 The Service will enable young people, via the support delivered, to move on to a permanent, 
full time setting and increase the likelihood of them maintaining future accommodation 
resources. Flexibility and a multi-agency collaborative working approach will be key to 
ensuring that young people achieve the best possible outcomes. 

1.5 The Service is managed by the Leaving Care Team Manager with Accommodation Lead and 
experienced support staff as per the staffing requirements within this service specification. 

 

2 Key Aims of the Service 

2.1 The key focus of the project must be to provide temporary, semi-independent support 
preparing the young person to transition successfully to independence and to move into 
his/her own long-term tenancy.  Any support provided must have a reduction strategy in place 
to support the young person towards independence. In addition to any specific needs 
identified in the young person’s Pathway Needs Assessment, Pathway Plan, Pathway Plan 
Review.  The Project will work with the IRO, Child Social Worker, Personal Adviser and other 
professionals involved to ensure those needs are met.  
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 Working collaboratively as part of the team around the young person the project will support 

the residents in the following ways: 

2.2 Health and Wellbeing 

 The young person enjoys good physical, emotional, mental and sexual health and makes 
informed choices that promote their positive health and well-being. 

 The Project will work with partner agencies to enable the young person to: 

o receives information, advice, guidance, financial entitlements and support in relation 
to attaining and maintaining health including sexual health. 

o receives support to access universal services and any required specialist health 
services such as a GP, Child and Adolescent Mental Health Services (CAMHS), 
substance misuse or therapy, and where required supports them to develop joint 
plans with partner agencies to address specific health needs 

o receive support to register with their family GP, where this is not possible, support 
the young person to be permanently registered with a local GP of their choice  

o receive support to register with a dentist and optician  

o receive information and guidance to participate in a range of positive activities 
including leisure and the local offer 

o receives support to manage their own behaviors and develop their social, problem-
solving, communication and self-care skills 

o receives support to engage with their family / significant others wherever possible 
and in the young person’s best interests 

2.3 Staying Safe  

 The young person is living in a physically safe environment and feels safe; they have the 
appropriate support network to meet their individual needs and are provided with information 
that helps them to make informed decisions to keep themselves safe. 

o ensure the young person’s living environment complies with relevant, current 
safety regulations, legislation and standards 
 

o support the young person with guidance in relation to their potential vulnerability 
and with special regard to issues around living in a safe community 

 
o support the young person to develop a sense of responsibility and consequence 

for socially acceptable and unacceptable behavior 
 

o support the young person to reduce offending behavior and negative life choices 
/ behaviors 
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2.4 Positive Relationships  
 

The young person has positive peer, family, community-based and working relationships. 
 
The Project will support the young person to: 
 

o establish, develop and maintain safe, positive and lasting personal relationships 
o develop an understanding of the expectations associated with living in a 

community 
o establish networks in the community into which they will move on to 

 
 
2.5 Identity 
 

 The young person feels secure and proud of their identity and is able to choose his/her 
religion, culture, gender and sexuality. The Project shall be able to access staff who are 
able to understand and meet the cultural and linguistic needs of young people placed with 
them. This is particularly important where a placement may be offered for a UASC young 
person.  
 
Consideration shall always be given to the use of interpreters when required. The Project 
may only use a service which has been approved by the Manchester Local Authority to 
meet any identified interpreting and translation needs. UASC where appropriate will be 
provided with their information and support plans in the language of their choice.  
 
The Project will: 
 

o provide support and guidance to the young person in relation to their sense of 
identity 

o consider the young person's identity at all stages of pathway planning to ensure 
their needs are met 

o ensure that support is made available to young  people in order for them to meet 
their cultural, religious and/or lifestyle needs 

 
2.6  Enjoy and Achieve  
 

 The young person has access to employment, training or education and achieves in line 
with their ability and participates in social, cultural and leisure activities. 
 
The Project will support the young person to: 
 

o access appropriate education and training advice and courses particularly in 
literacy, numeracy and work skills 

o attain employment  
o seek and access work through EET lead within the Leaving Care Service and 

universal services, e.g. Careers and Job Centres to enable them to produce a 
CV, complete a job application form and receive various interview tips and 
techniques 

o sustain their education, re-engage in education and learning opportunities or 
move out of education into vocational training or the workplace 
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2.7  Promoting Participation  
 

 The young person is heard and actively involved in making decisions about their future, 
participates positively in their local community and has self-confidence to deal with 
change and other life challenges.  
 
The Project will: 
 

o actively encourage the young person to participate in developing their own support 
plan within the initial 4 weeks of moving into placement to influence current and 
future service delivery, including house rules and sanctions  

o ensure that referrals to advocacy and mentoring services are offered to assist the 
young person if they feel their needs and entitlements are not being met; 

o actively encourage the young person to attend LAC reviews and utilise other 
feedback tools to inform service provision. 

 

2.8  Promoting Independence  

 The young person has learnt and can effectively utilise independence skills required to 
transition successfully to independent adult life.  

The Project will support the young person to manage their personal finances. During the 
period the young person is accessing the service, they may receive their financial support, 
including financial maintenance, from the Leaving Care Service.   

Whilst this support will be specifically tailored to each individual the Project will work 
collaboratively as part of the team around the young person to  support and encourage 
the young person to: 

o maximise income and apply for the appropriate welfare benefits  
o encourage young people to attend cooking sessions offered by the House 

Project  
o understand the concepts of house rules and living together  
o understand and adhere to their accommodation arrangements 
o access the Care Leavers Local Offer which provides information to Care Leavers 

on the support available to them 
o support and guidance towards use of public transport wherever possible 

 

2.9 Transition into Own Tenancy from Beehive Project  

 The young person will be expected to move into his/her own long-term accommodation 
within 3-6 months of moving into the Beehive, dependent upon age and eligibility for 
moving on. The young person will be expected to: 

o have completed independence tool kit 1-3 and be confident in wishing to 
move into his/her own accommodation 

o have Identification documents available  
o be ready to be register with Manchester Move Strategic Housing 
o With support them apply for band 1 housing priority Housing Panel  



 
 

7 
 

o have looked into other housing options such as family, friends and possibility 
of acquiring a private provider tenancy. If so Project Worker/PA and SW have 
looked into making appropriate arrangements for this transition.  

o been referred to adult services/mental health services where there is a need 
for a supported accommodation and an assessment of his/her need have 
been undertaken. 

 

3  Brief Guide 
 
 
3.1  Pen Picture of Residents 
 The Beehive will support young people from 17 years old, who are looking to move into their 
 own accommodation as soon as possible following transition to adulthood, if not already 
 eligible.  The young person’s pathway plan will clearly show they are working towards this 
 plan of independence.  The young person will have a level of independent living skills that 
 compliments the living arrangements – either a self-contained flat or a flat with a shared 
 bathroom and kitchen.  The young person will have a focus on their future and are clear about 
 where their destinations are, both in general life and also educationally and employment. 
 
3.2  Referral and Service Flowchart 

➢ SW considers Beehive as placement as part of care planning and holds informal 

discussion with member of Leaving Care team 

➢ SW completes Referral documents 
➢ Within seven days, Beehive Lead completes Impact Risk Assessment 
➢ Conversation between SW and Beehive to verify information and understand 

potential risk 
➢ Within seven days of these documents being approved, the young person is invited 

to an informal visit and a pre-placement planning meeting scheduled if placement is 

progressing 

➢ Within 24 hours of young person moving into Beehive an induction meeting is held 
➢ Within one week a multi-agency planning meeting is held 
➢ Within 28 days a Review Meeting is held 

 

4  Management Processes 

Item Process Nominated 
Person 

4.1 Placement 

Referrals 
process 
 

See referral information and referral flowchart above. 
All beehive completed referrals to be sent with a 
Permission To Accommodate form, to be completed in 
Liquid Logic. 
 

Referrals received 
by CPT who will 
share with the 
Beehive Lead  
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Referral 
expectations 

Permission To Accommodate form is completed and 
authorized by Head of Service. 
 
Referral form is completed by allocated case worker and 

sent to CPT 

 
Referral record includes information regarding risk. 
 
Impact Risk Assessment – to be completed by Beehive 
Lead 
 
Beehive Lead to conduct the following file checks to 
ensure: 
 

✓ Pathway Needs Assessment updated 
✓ Pathway Plan updated 

✓ Case Summary updated 

✓ Chronology updated 

✓ recent in touch form completed on the file 

✓ all contact details on file are correct 

✓ all ID is in place (passport, provisional licence, NI, 

bank account, birth certificate, travel documents) 

✓ bus pass acquired 

✓ young person has LAC Health Assessment 

✓ young person is registered with GP, dentist, 

optician and is aware of any upcoming 

appointments 

✓ EET details or plan for EET is in place 

✓ issues regarding Immigration are addressed or 

looked into 

 
NOTE: No informal visit to be arranged till all above 
documents and checks are in place. 

Allocated case 
worker to ensure 
this information is 
available for 
referral to be 
processed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Impact Risk 
Assessment 
 

Impact Risk Assessment will be completed pre placement 
by the Beehive Lead, Social Worker/PA and House 
Project staff. 
 
Beehive Lead will speak to the social worker, PA,  
placement provider and undertake necessary checks as 
part of completing the Impact Risk Assessment.  
 
The Risk Assessment and Impact Risk Assessment will 
be shared with Nick Whitbread, Service Manager. 
 
Impact Risk Assessment will be updated if there has been 
a significant incident or concern regarding a young 
person’s behaviour. 

Beehive Lead 
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Matching Multi-agency decision to be made about the suitability of a 
match to the Beehive Project, informed by Impact Risk 
Assessment - to be endorsed by Head of Service 

Referral Panel 

Informal visit 
by the young 
person  
 
 

Visit will only be arranged upon all documents above 
being completed. 
 
Visits to be arranged by Beehive Lead following 
discussions with the Social Worker. Screening for Covid-
19 will be undertaken. All above documents need to be in 
place before any visit has been arranged to The Beehive. 
 
Visits will be arranged prior to admission with the young 
person and their Social Worker/PA. The SW/PA will bring 
the young person to the project. Beehive Lead, where 
possible, to facilitate the visits. The facilitator will ensure 
the young person has signed the register and has no 
Covid-19 symptoms. 
 
Beehive Lead will provide information about the flat to be 
offered to the young person.   
 
Support staff to show the young person the Beehive 
Project flat they are to be allocated and talk through the 
Beehive offer. 
 
The young person will be encouraged to talk about why 
they would like to move into The Beehive, what their 
expectations are regarding support, their wishes, feelings 
and needs in regards to EET, accommodation, 
independent living skills, and practical arrangements 
(travelling, money, contact with birth family), how they will 
cope with living on their own with limited support and 
abiding by the house rules - in particular, visitors not 
coming into the premises within the rules established. 
 
The young person will be provided with the Beehive 
Project application form along with the leaflet about the 
Beehive.  
 
After the visit, the young person, Social Worker and PA 
will discuss if the Beehive accommodation meets the 
young person’s needs and inform Beehive Lead of their 
decision. 
 

Beehive Lead 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Allocated Case 
Worker 
Beehive Lead 

Pre-placement 
planning 
meeting 
 

Prior to admission Beehive Lead will ensure all 
documents discussed previously have been sent by the 
social worker. 
 

Beehive Lead 
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The pre-planning meeting should be attended by the 
young person, allocated case worker, PA, Support Staff.  
Beehive Lead will chair this meeting. 
 
Standard agenda items will include: 
 

• introductions 

• feedback from the young person and Social 

Worker about the informal visit to The Beehive. 

• review of the documents submitted 

• completion of The Beehive agreement with the 

young person 

• agreement re phased introductions 

• agreement re dates for review 

• AOB 
 
The young person will be shown around the building and 
fire evacuation procedures will be explained to the young 
person - see agreement. 
 
If required, a gradual introduction and overnight stays to 
The Beehive will be discussed along with support needs 
agreed. 
 
A designated individual will be nominated to ensure the 
young person has someone they can go to if they need 
any support and help. 
 
All parties involved will need to sign the agreement. A 
copy will be given to the young person and one saved on 
the young person’s file. 
 
The young person will be asked to take a photo of 
him/herself to be put on file at The Beehive for 
identification purposes – to enable reception staff and the 
Concierge to recognise them. 
 
Admission to be accepted following final approval of the 
Service Lead and Head of Service. 
 
Young people will be given the induction pack/fire 
safety/complaint leaflet as well as a tour of the building. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Moving in and 
Induction 
 

Young person is supported to move in Beehive Project in 
a phased way.  
 
Support staff to ensure the young person has been given 
a basic induction about The Beehive following the 

House Project 
Manager 
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admission meeting. The induction can include support 
around their daily needs. This would take place by 
interacting with young people regularly especially in the 
first few days and weeks of the young person settling into 
the project. 
 
This member of Support Staff will establish a relationship 
with the young person and be the first point of contact for 
them.  Also available to the young person will be their 
allocated PA, their Social Worker, the Duty PA and Duty 
Leaving Care Manager. 
 
The allocated case worker will arrange a statutory visit 
and care planning meeting within seven days of the 
young person moving in. 
 

 
 
 
 
 
 
 

Placement 
review meeting 
 

A placement review meeting will be held within 28 days of 
the young person arriving at The Beehive Project. 
 
The allocated case worker will be expected to keep in 
touch with the young person on a weekly basis for the first 
4 weeks. 
 
Thereafter, internal case planning meetings will be held 
every 8 weeks using the Signs of Safety model. The 
meeting will be chaired by Beehive Lead and invited 
attendees should include the young person, allocated 
case worker, Personal Adviser, Support Staff and multi-
agency partners, LAC Nurse, EET Lead.  The young 
person will be invited to attend part of the meeting. Young 
person to be sent a copy of the case plan. 
 

Beehive Lead 

4.2 Continual Placement 

Financial 
 

If a young person is receiving financial support e.g. 
weekly allowance, incentive payment etc. this will be dealt 
with by the Leaving Care Business Support and Finance 
Team via the young person’s PA/Allocated Case Worker 
 
The young person needs to give consent to the money 
being transferred to his/her account. Confirmation of the 
young person’s bank account needs to be provided and a 
Fin7 to be completed by the PA and authorised by the 
allocated TM on the day of admission. 
 
Business Support will thereafter ensure money has been 
transferred to the young person’s account. 

Allocated case 
worker 
 
 
 
Allocated case 
worker and / or 
Personal Adviser 
 
 
 
Business Support 
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Residents in 
the Shared 
Flats 
 

The bedroom key and fob leading to the side entrance will 
be given to the young person. 
 
The young person will be provided with necessary 
bedding along with allocation of a cupboard in the shared 
kitchen with their name on so that they can store their 
food items. Cutlery/plates/cups will be provided by The 
Beehive Project. Young people living in the shared flats 
will be encouraged to work together, support each other 
and respect each other’s wishes and feelings. 
 
Information regarding the use of the shared kitchen/dining 
area and shared shower facility will be given to the young 
person. 
 
The young person will be talked through the use of the 
kitchen downstairs.  Included in this is the expectation 
that there is the potential of staff being present in the 
kitchen.  Young people should respect the privacy of staff 
and reasonably negotiate shared use of this area if it is 
required. 
 
An inventory document for the room will be provided for 
the young person who will also have access to a shared 
hoover so that they can clean their bedroom. 
 
Business Support to order such items on receipt of an 
authorised Fin7 and Purchase Request Form 

Business Support 
 
 
Support 
Staff/Beehive Lead 
 
 
 
 
 
 
 
 
 
Support 
Staff/Beehive Lead 
 
 
 
 
Support 
Staff/Beehive Lead 
 
 
Business Support 
 

Residents in 
the Self-
Contained 
Flats 
 

The room key and fob leading to the rear entrance will be 
given to the young person. 
 
The young person will be provided with necessary 
bedding. The young person will be talked through how to 
use equipment in the kitchen. 
 
Young people will be provided with an opportunity to 
purchase a hoover using money from their First Home 
Grant. The young person will be expected to keep the 
bedroom clean and tidy. The young person can take the 
hoover with them once they move out of The Beehive 
Project. 
 
A inventory list of items for the room will be provided for 
the young person. 
 
Business Support to order such items on receipt of an 
authorised Fin7 and Purchase Request Form 

Business Support 
 
 
Support 
Staff/Beehive Lead 
 
Allocated Support 
Staff 
 
 
 
 
 
Support 
Staff/Beehive Lead 
 
 
Business Support 
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Education, 
employment 
and Training 
 
 

The young person will be responsible for attending 
education, employment or training and making 
arrangements for the transport, as detailed in their 
Pathway Plan.  The Social Worker/PA will discuss this 
with the young person prior to admission and ensure bus 
pass, NI, bank account etc. have been applied for. 
 
If the young person is NEET the support staff will be able 
to assist the young person with writing a CV. The SW and 
PA will be responsible for ensuring appropriate support 
has been provided to the young person re signposting 
young people for the appropriate courses. The support 
staff can pass on appropriate information about the EET 
opportunities available for the young person and assist 
where possible. 

Allocated Case 
Worker 

Health 
 

The social worker and PA will be responsible in ensuring 
that the young person has a GP, Dentist and Optician. 
They will also make arrangements for attending with the 
young person specialist appointments e.g. mental health, 
hospital, sexual health clinics and adult services. They will 
complete necessary documentation and referrals where 
necessary. 

Allocated Case 
Worker 

Visitors to the 
house 
(professionals) 

Due to Covid-19 visitors are not permitted to attend The 
Beehive. They should see the young person outside the 
premises. If a professional wishes to meet with the young 
person on the premises they should ring up first and 
make a planned appointment. 
 
Visitors must sign in & out of the register at reception. The 
professionals visiting The Beehive can enter the building 
using the front entrance and should wear a mask when 
going to see a young person on the first floor. 
 

All 

Visitors to the 
house 
(friends/family) 

Due to Covid-19 no visitors are allowed in the building 
due to risk of infection. Young people therefore must not 
bring visitors into The Beehive and should meet them 
outside the premises. The young person needs to be 
made aware that the house is shared with 5 other young 
people and staff, therefore the measures need to be 
adhered to, to avoid infection. 
 
Once the Covid-19 situation is over, this policy will be 
reviewed.  
 
The visiting policy will be reviewed following consultation 
with Health and Safety staff within MCC. 
 

All 
 
 
 
 
 
 
 
Allocated Support 
Staff 



 
 

14 
 

Cultural and 
religious needs 
of Beehive 
Project young  
people 
 

As part of working within the team around the young 
person, the Beehive Project will ensure cultural and 
religious needs of the young people are met. This will be 
discussed at the admission meeting as well as ongoing 
meetings. 
 
If a young person is not able to speak English then an 
interpreter will be provided. 
 
Links with local Mosques/Churches/Gurdawars/Temples 
may be developed to promote young people’s 
faith/religious identity. 
 

Support Staff 
 
 
 
 
 
 
 
 
 
 
Beehive Lead 

House meeting 
 
 

Once a month a meeting for all residents may be held at 
The Beehive. The meeting should be chaired and led by 
the young people. They may nominate a house champion 
who could take the lead on resident’s issues. The Support 
Staff can facilitate the meeting. 
 
Meetings may be held in the evening and food will be 
provided. 

Support Staff 

Keys 
 

When a young person temporarily leaves The Beehive 
they will leave the key/fob with Business 
Support/Concierge staff. The key is to be stored in the 
Concierge box file and returned to the young person once 
he/she returns to the premises. 
 
Spare keys to the rooms are also kept in the box file 
which is in the reception office on top of the filing cabinet. 
 
Concierge/Business Support staff need to ensure they 
check the ID of the young person when they enter the 
building and look at their picture and ask questions if 
they’re not sure who they are.  Questions could be dob, 
name of PA, name of Social worker etc. This information 
is kept in the Concierge file. 
 
If a young person has lost the key they should be asked 
about where this key might be lost and circumstances 
leading to it. A spare key is to be given to the young 
person. Support Staff need to be notified immediately. 
The young person will be responsible for the cost of 
cutting and replacing the door key. 
 
Arrangements for getting a new door lock needs to be 
arranged via Facilities Management by the Business 
Support staff. 

Concierge / 
Business Support 
 
 
 
 
Business Support 
 
 
Business Support / 
Concierge 
 
 
 
 
 
Business Support 
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Room 
inspections 
 

Young people's right to privacy will need to be respected 
at all times. With consent, support staff can inspect a 
young person’s room and provide support.  The young 
people sign an agreement to weekly room inspections.  
 
Inspections could be undertaken more frequently if 
required, e.g. young person not seen, suspected 
substance misuse or damage to the property. Any issues 
arising from the inspection needs to be fed back to the 
Project Lead. 

Support Staff 
 
 
 
 

4.3 Exiting the Beehive 

Post-18 and 
other support 
 

The Social Worker and PA will be responsible for making 
post-18 accommodation arrangements, completing 
Pathway Needs Assessment, Pathway Plan and reviews. 
 
The SW and PA will complete the Manchester Move 
application within the first month of the young person 
moving into the property and ensure all ID’s are uploaded 
to the system and discuss choices of areas where the 
young person wishes to be rehoused to. 
 
The PA and SW will also complete a Band 1 housing 
application form a month before the young person’s 18th 
birthday and send this form to Beehive Lead. 
 
Beehive Lead will present the application to Strategic 
Housing for a decision and communicate their decision. 
 
Once the Band 1 status has been allocated the young 
person will need to be actively supported with bidding for 
a property. This support to be provided by the PA but also 
Support Staff, if the young person requests this whilst 
they are on the premises. 
 
Once a property has been identified the PA and support 
staff will support the young person in rehousing them. The 
PA and support staff will apply for a First Home Grant and 
support the young person settling into their property. 
 
The PA and support staff will assist the young person in 
applying for Universal Credit and Housing Benefit with the 
young person. 
 
The PA will apply for bridging payments, if necessary, and 
complete a Fin7. 
 
Once the young person has settled into their own 
property, involvement from The Beehive Project will end. 

Allocated Case 
Worker to 
coordinate 
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End of young 
person’s 
involvement at 
the Beehive 
 

The young person will hand over the bedroom key and 
fob. An exit interview will be held with the young person 
by the Support Staff. An evaluation form and feedback 
from the young person will be completed. 
 

Beehive Lead 

Post Beehive 
 

A young person may be invited back to The Beehive to 
coach/mentor new residents.  
 
A young person will be able to come back to the Project 
for a chat if they are in crisis. The Support Staff will be 
available should they need any help. 
 

Personal Adviser 
 

 

 

Support Staff 

Project 
feedback and 
evaluation tool 
 

Each young person will be encouraged to provide regular 
feedback so that project success can be evaluated. 
Ongoing feedback from the young people should also be 
ascertained to make improvement to the project. This 
may be through daily interactions, informal meetings, 
placement planning/review meetings, LAC meetings as 
well as one to one discussions with professionals working 
with the young person. The culture of openness and 
honesty needs to be promoted together with involving 
young people in the decision making processes. 
 
 
 

Beehive Lead to 
lead 

4.4  Roles & Responsibilities 

Beehive Lead The Beehive Lead is to ensure the smooth running of the 
Project.  They are responsible for the safety and security 
of the residents and the continual assessment to 
determine matching and suitability of residents.  They are 
responsible for enabling and reviewing the policies and 
processes in place.  They are responsible for driving 
forward the care planning to achieve permanence for the 
young people.  They are responsible for ensuring there is 
enough support in place in order to meet the needs of the 
residents. 

Beehive Lead 

Support Staff 
Role 
 

The role of the support staff is to provide low level support 
for the young person, consummate to their needs. This 
may include a young person wishing to discuss an issue 
regarding lost keys, problem with the bedroom/building 
etc. or support staff advising a young person about a 
particular issue e.g. help with budgeting, filling out a form, 
initial introduction to the building and support towards a 
low level of independence. 
 

House Project 

Manager 
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One member of support staff will be available for the 
residents from Monday to Friday during office hours. They 
will also touch base with the young person daily and take 
feedback about how they are progressing in the Project. 
 
In the event a member of support staff is not available, 
Claire Haymonds will need to be notified and alternative 
cover arrangements to be discussed. 

Social Worker 
and PA Roles 
 

Social Worker 
 
The Social Worker will continue to hold key worker 
responsibility until the young person reaches the age of 
18yrs. The Social Worker will keep in touch with the 
young person regularly especially in the early stages of 
the young person’s admission. 
 
The Social Worker will be responsible for care planning 
and ensuring post-18 accommodation needs are in place, 
as well as ensuring the young person's health, EET and 
other needs are addressed. 
 
The Social Worker with the help of the PA will ensure they 
have supported the young person in completing the 
Manchester Move and Band 1 application. They need to 
actively support the young person to bid for a suitable 
property. Once the property has been identified they need 
to support the young person moving into his/her own flat. 
 
The Social Worker will ensure all documents on LL are 
complete along with ID’s, pathways, summary, 
chronology and PTA at the point of transferring the case 
to the PA. 
 
Personal Adviser 
The Personal Adviser has key responsibility in supporting 
the young person settling into The Beehive Project. The 
PA will keep in touch with the young person at an agreed 
frequency, based upon the most effective individual to 
provide support, taking into account the wishes of the 
young person.  The PA will visit the young person at The 
Beehive Project and build up a rapport with the young 
person and enable the young person to settle into The 
Beehive Project. 
 
The PA will be responsible for the post-18 move on 
accommodation plan as well as ensuring all ID (passport, 
provisional licence, National Insurance number, bank 
account, travel documents) along with in touch form, 

Social Worker / PA 
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Pathway Needs Assessment, Pathway Plan, Pathway 
Review, updated Case Summary, Chronology, 
Permission to Accommodate has been ascertained and 
there is evidence of this on the case file. 
 
The PA will support the young person to apply for relevant 
accommodation e.g. Manchester Move, Band 1, 
Supported Lodging, Foyer and will ensure the young 
person secures a property and supports the young person 
with their First Home Grant and settling into their new 
property. 
 
The PA will attend placement planning, PEP, LAC and 
other meetings as appropriate. 
 
The PA will support the young person with attending any 
important specialist appointments e.g. health, courts, 
immigration 

Business 
support Role 
 

The Finance and Business Support Lead will ensure all 
health and safety requirements relating to fire safety, fire 
evacuation plan, fire alarm test, Fire Marshals, relevant 
training, PAT testing, building safety, CCTV, first aid, 
financial processing of Fin7 requests are being dealt with. 

Health and Safety 

Lead 

Role of Duty 
Manager 
 

There will be a Duty Manager on site Mon-Fri, 8am-5pm. 
In the event Beehive Lead is not available, the Duty 
Manager will deal with any issues arising e.g. signing off 
Fin7 payments, ensuring equipment is ordered, dealing 
with crisis issues etc. The House Project Lead will also 
assist towards this. 
 
The Duty Manager will be available on call Mon-Fri, 4pm-
8pm and will advise Concierge staff if they need any 
support relating to a particular young person and will 
liaise with the duty PA to support the young person. 

Duty Manager 

Concierge 
Security Staff 
 

There will be one member of staff (from 3 regular staff) on 
duty Mon-Fri, 5pm-8am, all weekend and during bank 
holidays. There may be other staff that will cover. 
 
The Concierge staff have been given “assignment 
instructions” from Estates Dept., see Concierge 
Assignment Instruction document. 
 
The staff will be based in the reception office at the front 
of the building. 
 
A box file is held in the reception office containing mobile 
phone, spare room keys, fob to the building, 

Concierge staff 
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communication book, names of Leaving Care Service 
Lead/EDT and Leaving Care Service duty rota (just in 
case they wish to contact a Duty Manager between 5-
8pm), photo of the resident, with full name and dob. 
 
The Concierge staff will complete a daily log using their 
own recording system. 
 
The Concierge staff will provide a handover of how the 
shift has been to the first respondent on site at 8am.  This 
information will be shared with Beehive Lead, Project 
Lead via email. The information may also be recorded on 
the individual young person’s Liquid Logic case file by the 
Duty Manager, Business Support staff or House Project 
support staff. 
 
The emergency services will be called to the premises if 
there are significant concerns about the safety of the 
young person or Concierge staff. 
 
Any significant issues will be escalated to the Emergency 
Duty Team and senior management or Leaving Care 
Service Manager between 5-8pm, Monday to Friday. 
 
In the event of issues regarding Concierge security staff 
they need to be brought to the attention of Beehive Lead.  
Beehive Lead will speak with Ryan Southern and discuss 
issues raised and agree a plan of action. 
 
All Concierge staff to have been DBS checked and had 
relevant training on MCC children safeguarding, CSE, 
safe handling and behaviour management training along 
with health and safety, security related training. 
 
The Concierge staff have been provided with a mobile 
phone 07720223228. The young person can ring them on 
this number should they be coming back late at the 
Beehive Project.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Concierge staff 
 
 

4.5 Other Areas 

Complaints 
 

If a young person is not happy about any aspect of The 

Beehive Project support, then he/she can make a 

complaint via their Social Worker or PA or any member of 

Support Staff. 

 
At the initial stage, the complaint will be dealt with 
informally by the Team Manager, ensuring the complaint 
is dealt with fairly and resolved as quickly as possible. 

Beehive Lead  
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Where possible, the Team Manager will do their best to 
resolve the issue for the young person.  However, if the 
young person is not satisfied with the outcome, they will 
be advised how to proceed to the next stage of the 
complaints process.  See council complaint policy. 
 
A complaint leaflet will be given to the young person at 
the start of their induction. 
 
Young people may not want to tell us about their 
complaint. Young people have access to the National 
Youth Advocacy Service for independent support. 

Governance 
 
 

Monthly meetings will be held with strategy group 
members and progress of The Project will be discussed. 
 
Prepare an agenda for the meeting. 
 
Beehive Lead will provide a summary report prior to each 
meeting.  The report will include: 
 
Quantitative 

● numbers of young people referred into The 
Project; by age, gender and ethnicity including 
the social work team(s), social worker/personal 
adviser details 

● numbers of young people supported with move-
on accommodation 

● annual report and overall project costs 
● number of young people supported to achieve 

independent living including completion of 
Independence Living Toolkit 1-3. 

● number of young people returning into the 
scheme after move-on 

● average waiting time for accommodation 
● average length of stay 

 
Qualitative 

● regular user feedback which addresses, 
satisfaction levels with the service provided, 
including information gathered on exit 
questionnaires 

● complaints and representation policy 
● issues raised through the Comments, 

Compliments and Complaints procedure 
● an annual report by The Project including the 

views of those young people accessing the 
service 

 
Leaving Care 
Manager / Beehive 
Lead 
 
 
Beehive Lead 
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● issues and trends about the development of the 
agreement 

● case study example of how the scheme is 
working 

● young person’s move-on plan 
 
Meetings will also monitor: 

● up to date regular health and safety checks of 
the accommodation 

● up to date log of repairs for each property/ 
accommodation unit 

● up to date fire safety and fire equipment checks 
● health and safety advice to inform the annual 

health and safety risk assessment 
● fire safety advice received to inform the annual 

fire risk assessment 
 
 
Chair this meeting. 
 
Notes of the meeting will be kept on project file. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Head of Locality 
South 

Project 
documents 
 

The Beehive Project documents will be kept on the 
shared drive folder which will be accessible to Team 
Managers and project members. 

Beehive Lead to 
maintain shared 
drive 
 

Recording of 
information 
 

All information relating to a young person will need to be 
recorded on the young person’s Liquid Logic, file as per 
case recording policy. 

All 

Damage to the 
property 
 
 

If there is damage to the property, this needs to be 
reported to The Beehive Lead immediately. If the damage 
is caused by the young person or their guests (if 
applicable) then they will be spoken with immediately by 
the Beehive Lead.  The Social Worker and PA will be 
informed about this.  Behaviour management processes 
to be initiated if deemed appropriate. 
 
Arrangements will be made to replace the items and the 
process for ordering will be undertaken. Young people 
may be asked to pay for the damage caused, with money 
being deducted from their weekly allowance or First 
Home Grant. 
 
Any faults regarding the building need to be reported to 
the Facilities Management by the Business Support Lead. 

Beehive Lead 
 
 
 
 
 
 
 
Business Support 
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Mail for young  
people 
 

Mail for young people will be held at the reception office 

and can be collected from Business Support staff or the 

Concierge when the young people sign in or out of the 

building. 

 

Business Support 
 
 

First Aid box 
 
 

There will be a first aid box available in the shared 
kitchen/dining area as well as in the main reception office. 
 

Business Support 

First Aiders 
 

During office hours the Leaving Care Service will have a 
nominated first aider. Out of office hours the Concierge 
staff are all trained in first aid. 
 

Business 
Support/Concierge 

Sign in and out 
register 
 

There is a register in the reception area to sign young 
people in and out of the building. This register needs to 
be kept for health and safety purposes. 
 

Business Support 
and Concierge 
staff 

Concierge 
communication 
book 
 

Concierge staff will provide verbal feedback to the first 
respondent on site the following day after their 5pm-8am 
duty. In the event of an overnight or out of office hours 
emergency they will contact the Emergency Duty Team 
for support and will inform their line management and also 
the next Leaving Care Service Duty Manager. 
The Duty Manager / Finance and Business Support Lead 
will write down the brief handover notes and email them 
to Beehive Lead. 

Concierge staff 
 
 
 
 
 
Duty 
Manager/Finance 
and Business 
Support Lead 

Cleaning 
 

The young people will be responsible for cleaning their 
bedrooms / dining/kitchen area / shared shower 
room/toilet areas. The young people will need to be 
encouraged to clean their bedroom, kitchen area, pots 
and plates as part of their independent living. 
 
Cleaning staff will undertake cleaning duties daily 
(Monday to Friday). The cleaners will clean the upstairs 
shared area and large meeting room, consultation room, 
corridor and steps leading to the flats.  The cleaning of 
the upstairs shared areas will be negotiated with the 
residents.  
 
Cleaning staff will deep clean the bedroom once the 
young person has moved on to their own property and in 
readiness for the new arrival or clean a bedroom if 
necessary, due to an individual young person’s particular 
need. 
 

 
 
 
 
 
 
Facilities 
Management 
 
 
 
Facilities 
Management 
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All young people are expected to empty their bins and to 
place rubbish in the large bin situated at the front of the 
building. 
 
Young people using the downstairs kitchen are expected 
to clean the kitchen after use. 

Washing 
machines 
 

Young people living in the shared flats will be able to use 
the washing machine situated downstairs. The young 
people will need to purchase their own washing powder. 
 
There is a washing machine within each self-contained 
flat and the young person will be expected to purchase 
their own washing powder. 
 

 

TV Licence The Beehive Lead will ensure there is an up to date TV 
Licence in place. 

Beehive Lead 

Wifi 
 

The young person can access Wifi available in the 
building.  Safeguarding settings are in place to ensure 
inappropriate websites cannot be accessed. 
 

Beehive Lead 

Safeguarding 
issues 

Beehive Lead is Project Safeguarding Lead. 
 
Safeguarding Policy available in separate document. 
 

Beehive Lead 

CSE + CCE 
 

Children’s Services Procedures - Safeguarding Children 
and Young People from Sexual Exploitation 
 
https://www.proceduresonline.com/manchester/cs/chapter
s/p_safeg_sex_exploit.html?zoom_highlight=missing 
 
In the event there are concerns about the possibility of 
CSE issues, Children’s Services CSE procedures will be 
followed. Beehive Lead will be notified of this situation. 
 
The young person’s PA/Team Manager, Social Worker / 
Team Manager will be informed immediately. 
 
The police will be informed for support and help where 
necessary 
 
A strategy discussion will be held in line with Children’s 
Services procedures. 
 
The Complex Safeguarding Team will be informed. 
 

Beehive Lead to 
lead 

https://www.proceduresonline.com/manchester/cs/chapters/p_safeg_sex_exploit.html?zoom_highlight=missing
https://www.proceduresonline.com/manchester/cs/chapters/p_safeg_sex_exploit.html?zoom_highlight=missing
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Missing from 
Home 

Children’s Service Missing From Home procedures: 
 
https://www.proceduresonline.com/manchester/cs/pdfs/mi
ssing_home_care_proc.pdf?zoom_highlight=missing#sea
rch="missing" 
 
The Beehive Project accommodation is for young people 
who are semi-independent young people.  They are 
capable of managing their daily life and the ethos is for 
them to become responsible for their own safety and 
wellbeing. The young people need to inform the 
Concierge staff working at night and weekend and SW / 
PA (office hours) if they are going to be staying away from 
The Beehive premises. This is necessary to ensure they 
are safe and well. 
 
If the young person is missing for more than one day and 
has not informed staff of his/her whereabouts or 
consistently stays away from The Beehive Project then 
missing from home LA policy needs to be followed. The 
Social Worker, PA, support staff and Team Managers 
need to be made aware of the situation along with the 
police. 
 
The young person needs to be advised to inform 
Concierge staff if they are going to come home late. They 
can ring staff on 07720223228.  Any planned overnight 
needs are to be agreed with the Social Worker and PA in 
advance, by the young person. 
 
There needs to be discussion with the young person that 
if they are not back or they don’t let someone know about 
where they are, by a particular time, then police may be 
notified to report them as a missing person. Discussion 
will be needed regarding this in placement planning 
meetings and young people need to be made aware that 
these safety measures are for their own protection. 
 
Refer to missing from home MSGB policy 
 

Beehive Lead to 
lead 

Pets 
 

There are to be no pets allowed on the premises. 
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