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PEMBROKESHIRE PEOPLE FIRST ACCESS TO SERVICES POLICY AND PROCEDURES 

 
 

ACCESS TO SERVICES POLICY AND PROCEDURES 

 

1. Introduction 

 

PPF seeks to offer its services to all people aged 16 years and above with a 

learning disability or autism and does not discriminate in relation to a 

person’s:  

• age 

• gender reassignment 

• being married or in a civil partnership 

• being pregnant or on maternity leave 

• disability 

• race including colour, nationality, ethnic or national origin 

• religion or belief 

• sex 

• sexual orientation 

 

However, in allowing a person to access its services, PPF will be mindful of 

whether: 

• the services offered will meet the needs of the person either in 

whole or in part 
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• any risks that have been identified in relation to the person being 

considered can be managed by PPF for the safety of other 

members, staff or agencies working with PPF 

 

The aim of this Policy and Procedure is to ensure that access to PPF services 

is fair, non-discriminatory and appropriately risk managed where relevant. 

 

2. The Services Offered by PPF 

 

PPF offers the following services: 

• Socialisation 

• Moving to Independence 

• One to one benefits support 

• Employment Opportunities 

• Well-being coaching 

• Self-Advocacy  

• Peer support groups 

• Signposting to relevant services 

 

PPF does not offer the following services: 

• Crisis intervention at point of referral 

• Independent Professional Advocacy 

• Support outside of office hours (After 5pm or weekends) 

 

3. Referrals 

 

PPF will accept referrals for its services from the following sources: 

• Individuals (self-referrals) 

• Carers 

• Family Members 

• Friends 

• Other organisations 
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An initial referral must be made using PPF’s on-line referral form or by making 

contact with PPF directly; there is not an automatic acceptance. The referral 

form is shown as an Appendix. 

 

PPF will not consider referrals if the necessary background information is 

missing; this helps avoid raising someone’s expectations when they may not 

meet the criteria for PPF’s services. 

 

A decision about the referral will not be made until all relevant information has 

been received and considered. 

 

 

 

4. Risk Assessment 

 

If information received on the referral is incomplete the referrer will be 

contacted for more information. The referral will be held pending the receipt of 

additional information.  

 

PPF will identify what safety measures are needed to manage any risks and 

decide whether it can reasonably provide them. 

 

5. Making a Decision 

 

A decision will be made by managers as to whether to accept the referral. 

 

Accepting the Referral 

 

If the referral is accepted, arrangements will be made to meet with the person 

being referred for an initial service assessment, which will determine if PPF 

can meet the individual’s needs. If so, the “Entry Pack” will be completed. The 

Entry Pack is shown as an Appendix.  
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If the individual risk assessment identifies any specific safety or risk 

management needs that PPF can reasonably provide, PPF will make sure 

these are in place before the person starts using the services. 

 

Refusing the Referral 

 

If the referral is refused, confirmation will be sent to the referring person / 

organisation outlining as appropriate, and within PPF’s GDPR responsibilities, 

the reasons for refusal. 

 

The person who has been referred will be able to appeal the decision by 

contacting PPF within 14 days of the decision having been made. Any appeal 

will be heard by Trustees. 

 

 

Reasons for refusal to access PPF Services 

 

Refusal to access services will be for the following reasons: 

• The needs of the individual cannot be met in part or whole by the 

services offered by PPF 

• The risks identified in relation to the person cannot reasonably be 

managed by PPF 

• The person has previously been asked to leave PPF’s services and 

there has been no material change in their circumstances that would 

result in a change of the original decision. 

 

6. Withdrawing Services  

 

Sometimes PPF may decide that it can no longer provide services to a 

person, either for a short time or permanently. If this happens, the person will 

be formally told about the decision and the reasons why the services are 

being withdrawn. 
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Withdrawal from access to services will be for the following reasons: 

• The needs of the individual cannot be met in part or whole by the 

services offered by PPF 

• The risks identified in relation to the person cannot reasonably be 

managed by PPF 

• The person was previously asked to leave PPF’s services, and nothing 

has changed in their situation that would lead to a different decision 

now. 

 

7. Non Engagement with PPF’s Services 

 

If a member has disengaged from PPF’s services and there has been no 

contact from the person for at least 12 months, the member will be deemed to 

have become inactive and will need to be rereferred to PPF using the process 

outlined in this policy. 

 

8. Appeals 

 

Where a person has been refused access to services or where services to an 

individual have been withdrawn, the person may appeal the decision by 

contacting the Chair of Trustees within 14 days outlining why they wish to 

appeal the decision. 

 

The appeal will be heard by Trustees and the person informed of the outcome 

of the appeal within 14 days. There will be no further opportunity to appeal. 

 

9. Decision Reviews 

 

A person who has been refused access to services, or had their services 

withdrawn, may be referred to PPF again if there has been a change in their 

circumstances. 
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The re-referral will be managed using the referral pathway above, with 

additional consideration being given to the original reasons for refusal / 

withdrawal and whether these are still present and / or relevant to any new 

decision being made. 

 

The person making the re-referral will be notified of the outcome. 

Version Control - Approval and Review 

This policy will be reviewed by the Trustees annually, or should the services 

 offered by PPF change. 

Version No Approved By 
Approval 

Date 

Main 

Changes 

Review 

Period 

1.0 Trustees 18.2.26 Draft approved Annually 

     

 


