Please amend the text in red before sending.
[Insert your address
and telephone number
and email address]

For the attention of the Director of Adult Social Care
[Insert name and address of the local authority]

[Insert date]

Dear	[insert name of Director of Adult Social Services],	
Delays in providing eligibility decision and needs assessment
for [insert name of the person you are writing about]
I am writing to you to raise a concern about [insert name]’s care and support. I am [insert your relationship to the person here].
Issue  
[Insert name of person with care needs] requested a needs assessment on [insert date] and was assessed on [insert date], but has not received any more information from the local authority about the support they will now receive. 
At the time of writing [insert name of person with care needs] has not been provided with an eligibility decision or a copy of their needs assessment. 
The delay of [insert weeks/months since requesting the needs assessment] in completing the needs assessment process is unreasonable and preventing the care planning process from being completed, which in turn, is leaving [insert name of person with care needs] without the necessary care and support.   
[insert name] has the following needs:
[briefly describe X’s condition, diagnosis or needs and how this impacts on daily activities]

Delete if not applicable 
The delay that [insert name] is experiencing means:  
[insert details for example:
· [insert name] is at risk of a safeguarding situation arising because [insert examples]
· [insert name] is placing others at risk
· [insert name] is at risk of admission to hospital because his/her needs are not being met]

Relevant law
Needs assessment process
S.13(1) of the Care Act requires that after assessing whether an individual’s needs meet the eligibility criteria, the local authority must give the adult concerned a written record of the determination and the reasons for it.
S.12(3) requires that a copy of the needs assessment is provided to the individual and anyone the individual asks to receive a copy. 
The Care and Support Statutory Guidance states at para. 6.29 that the assessment process should be completed over an “appropriate and reasonable timescale”. 
The Local Government and Social Care Ombudsman has commented in its guidance that a reasonable time frame will normally be between 4-6 weeks from the date of the initial request.  
Care planning process
s.24 (1) of the Care Act requires that following the needs assessment the local authority must prepare a care and support plan where an adult is found eligible and has needs for care and support.
The Care and Support Statutory Guidance states at para.10.84 that the care plan should be produced in a “timely fashion” and that “the planning process should not unduly delay needs being met”.   
Meeting needs
S.18 of the Care Act provides a duty for the local authority to meet an individual’s unmet eligible needs. 
Steps you are required to take
Please provide [insert name] with the following without further delay: 
· A copy of their eligibility decision
· A copy of their needs assessment
· A person-centred care and support plan
· Necessary care and support package 
[Delete if not applicable]
Please can I also request that [insert name] is provided with urgent interim care under s.19 of the Care Act pending completion of the assessment and care planning process for the reasons provided above. 
Given the delays already experienced, please can you action the above with immediate effect and respond within 7 working days.  

Yours faithfully


[insert name]
[insert contact details – including email and telephone number]
Please delete before sending: 
This letter has been downloaded from an online service developed in partnership with Access Social Care. To use this or any other letter again, please go back to the chatbot rather than saving this letter. This will make sure you get the most up to date letter and the right guidance on which letter to send. It will also help us get the data we need to campaign for positive change in social care.
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