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Recognised Provider List (RPL)

Guidance for Applicants
(Updated June 2018)
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What is the Recognised Provider List?

The Recognised Provider List (RPL) is a list of providers who following a robust application and assessment process have been awarded our quality standard mark. It allows adults in Sheffield who are looking to purchase packages of care and support to choose from the RPL providers who have given their commitment to providing a quality service. 
In order to gain recognised provider status and the quality mark providers must be able to meet specific quality standards including:

· Customer focused care

· Safeguarding

· Quality Assurance
Who Should Apply to the RPL?

Providers who deliver packages of care and support to older people, adults with a learning or physical disability, adults with a sensory impairment, adults with a mental health condition, carers and other adults in Sheffield.
· Residential Care Homes for private residential care should not apply, however they can apply for day services or respite. 
· Staffing and recruitment agencies should not apply if they are providing staff to other organisations who deliver care and support, however they can apply if they are actually delivering care or support to an individual directly.
· Providers not based in Sheffield should not apply unless you are already providing a service to clients in Sheffield. However, this would not stop you from registering your organisation and services on the Sheffield Directory. 
Where can you find RPL providers listed?

As a recognised provider you will be awarded our quality standard mark and use of the RPL logo.  You will also be listed in the Adults section on the Sheffield Directory as a recognised provider; this is the website that we use for displaying the RPL logo and promoting the RPL providers and their services - www.sheffielddirectory.org.uk. 
The RPL also has its own page in the Sheffield Directory where you can search for providers by the services which they have been awarded RPL status; this is the page we would direct individuals to who are looking to purchase packages of care. Recognised Providers (RPL) | Sheffield Directory
What the RPL is not?
The RPL is NOT a contract or award for services; being on the RPL does not mean you will receive any referrals or work from Sheffield City Council. If this is something that you are looking for then you should register & apply for any contracts when they become available via the YORTender portal: www.yortender.co.uk
Application & Evaluation Dates

Applications can be submitted at any time during the year and will be allocated for assessment to the next available evaluation period. 

· Applications received between 1st December and 31st May will be evaluated between June and August and we will let you know the outcome by 1st September.

· Applications received between 1st June and 30th November will be evaluated between December and February and we will let you know the outcome by 1st March.
How to Apply?

· The application is split into 4 sections and all sections should be completed.
· Ensure you read each question carefully so you know what we are looking for.

· Answer every question fully, even if you have previously applied to the RPL.  

· Please do not hand write your application.
Completing Section A

We need you to tell us the company name and address, contact details and legal status. We also need to know whether you are based in Sheffield and the size of the organisation. If you are a national organisation and not based in Sheffield, please provide the address in Sheffield you are operating from. If you do not have a Sheffield base we expect you to already be providing services to individuals in Sheffield before we would award you RPL status.

We would also like you to tell us some information about the individuals, i.e. the number of people and services you are providing; we use the list of services you provide to award the RPL against within your entry in the Sheffield Directory.

Completing Section B
This is the technical element of the application and we use this to check whether you are registered with CQC, that your staff have appropriate DBS checks, qualifications and experience to carry out their roles.

· Providers offering personal care must be CQC registered. If you have a registered office outside of Sheffield this is acceptable as long as all the work is organised from that office and all the files and records are kept there. If the work is organised in Sheffield and files are kept in Sheffield then you have to register Sheffield as the location.

· We would expect that all staff to have relevant DBS checks ion place
We ask that you provide details of the insurances held by your organisation, Sheffield City Council sets a minimum level that you must have; if you don’t but are accepted onto the RPL we will only award you RPL status once you have increased your insurance levels to meet these.

· Public Liability – All organisations should have this in place and be at a minimum level of £2m.

· Employers’ Liability – All organisations who employ staff should have this in place and be at a minimum of £10m

· Professional Indemnity – This insurance is only required if your organisation is giving formal advice i.e. brokerage, and is at a minimum level of £2m. 

We also ask that you have all the listed policies and procedures in place and that they are up to date and reviewed regularly, if you do not have all the policies listed please tell us why not. 

Please note we will not need you to submit your policies as part of the application process. 
Completing Section C

This section relates to quality and how your organisation understands the needs of, and meets the requirements of your customers; also how you make sure your staff are appropriately supported and skilled to carry out their roles. 
Use up to a maximum of half a page of A4 for each element; you may want to consider using bullet points to present your information concisely. You may also want to provide examples to back up certain answers but do not attach or submit policies or procedures to illustrate your answers.

There are 8 questions in this section with each question broken down into up to 4 elements labelled a) – d).
· Question 1: Asks you about what quality assurance systems you have in place so we want you to tell us what these are and how you manage and review your services to maintain quality.
· Question 2: We would expect you to have an agreement in place with your customers and asks you to tell us how you implement these and how you communicate with your customers taking into account their communication needs.

· Question 3: We would expect you to be gaining regular feedback on your services so this question asks you to tell us how you gain your customers views and ensure their voices are heard. 

· Question 4: We expect all your staff and volunteers will be appropriately trained to deliver services to your customers so here we are asking you to tell us how you satisfy yourself that this is happening.

· Question 5: Your organisation should have ticked yes to all the policies we have listed in section B so here we are asking you to tell us how you implement them and where and how your staff and customer are made aware of them and what you would do if anyone made a complaint against you or your services. 

· Question 6: This question is around safeguarding and how you make sure you and your staff understand what safeguarding means, and how your policy should be implemented and the reporting processes.

· Question 7: We have asked you to provide us with details of when you have actually had to implement your business continuity plan or emergency procedures. We would expect to see details of how you have communicated with your customers and any action plans etc.
· Question 8: This final question relates to equality, diversity and inclusion and how your organisation implements and puts into practice the Equality Act 2010 and provide examples of how you ensure that none of your customers or staff receives less favourable treatment on the grounds of the 9 protected characteristics covered.
Completing Section D
This section asks for you to declare and certify that the information you provide in the application form is accurate, that you understand what the RPL means and that you will adhere to its terms and conditions.

Scoring the Application

Section A is not scored as here we are asking for information about your organisation; the people who you are providing a service for and what services you are asking to be included in the RPL.

Each question in section B will be scored as either a pass or a fail. If you fail in area here it doesn’t mean that we won’t allow you to become a recognised provider it just means that we will expect you to implement any changes needed to meet our standards first.
Each question in this section C will be scored out of 5 using the scoring matrix below. You must achieve at least 50% (2.5) marks for each of these questions and an overall score of at least 20 to be considered for the RPL. 
	Score
	Description of Response

	0 – 1.4
	Completely unsatisfactory response, suggesting the provider would have serious difficulties meeting quality standards, or has provided no relevant information at all.

	1.5 – 2.4
	Unacceptable response, indicating that the provider would meet only some of the quality standards some of the time.

	2.5 – 3.4
	Acceptable response, indicating that the provider would be likely to meet the basic quality standards.

	3.5 – 4.4
	Good response, clearly indicating that the provider can apply and deliver all the required quality standards.

	4.5 – 5
	Response indicating that the Provider has a wholly comprehensive understanding of quality standards.


Where should I send my completed application?

Once completed you should email your application form to: rpl@sheffield.gov.uk. We will send you a confirmation email saying your application has been received but please note we will not check your application is complete until the close of the current assessment period.
How will my application be assessed?

Your application will be assessed against the specific quality standards as per the application form by 2 assessors who will be Council officers. The assessors are given written guidance on what to look for in each answer and how to assess applications. 

We will assess applications twice a year:

· applications submitted by 31 May will be assessed between June and August.
· applications submitted by 30 November will be assessed between December and February.  
If the assessors cannot agree on a score, or on whether the provider should be included on the RPL then the application will be sent for moderation. Our moderators are managers in the Quality & Performance team who reconsider all the scores and make a final decision.
We will contact you if we need you to provide further details or clarify any part of your application. 
When will I hear whether or not my application has been successful?

Once the evaluation of all applications has been undertaken you will be notified in writing of the outcome of the assessments: 

· applications submitted by 31 May  will have will be informed of the decision by 1 September
· applications submitted by 30 November  will be informed of the decision by 1 March.  
What happens if my application is successful? 

We will write to you to confirm that you will be included on the RPL and we will give you the RPL logo which will be displayed next to your organisation’s entry on the Sheffield Directory; this will let people know that you meet the quality standards specified by the Council. 
If you are not already registered with the Sheffield Directory we will ask them to set up an entry on your behalf, they will then contact you to let you know you have been registered and provide you with a password to enable you to access your page so you can keep your information up to date (you should keep your information updated yourself apart from the RPL information and any CQC ratings).

You will be asked to sign up to conditions (details of the conditions are shown at the end of this document) that confirm that you will continue to deliver packages of care and support within the specific quality standards stated, following appropriate policies and procedures and complying with the Council’s monitoring requirements. If you remain on the RPL we may ask you to re-sign the conditions if we make any significant changes. 

Please note that we reserve the right to consider charging for inclusion on the RPL at a later date.
What if I am unsuccessful?

If we decide not to include you on the RPL, we will write and explain why and tell you what you can do next. You may be allowed to re-submit your application if you address the issues that we raise with you.

Monitoring of the RPL
Monitoring of providers on the RPL will consist of an annual self-assessment return and in some cases an annual monitoring visit. We will provide you with a self-assessment form to complete and more detail on the monitoring requirements if you are successful and are included on the RPL.
Also we reserve the right to:

· Call in evidence at any time

· Mystery Shop

· Carry out spot checks

· Survey people in receipt of care and support

· Intervene where non-compliance is identified

· Remove your organisation from the RPL on a temporary or permanent basis.

If you do not comply with the monitoring requirements you may be suspended or removed from the RPL. 

Failure to Deliver Services

If you are included on the Recognised Provider List you must meet the specific quality standards as per the conditions to which you sign up to. Should Sheffield City Council receive information which indicates that your organisation has failed to deliver packages of care and support under these standards then the Council will have the right at its absolute discretion to:

· Require the organisation to complete a full investigation into the allegations

· Require the organisation to remedy any outcomes from the investigation

· Suspend the organisation from the approved listing, if required
Sheffield City Council reserve the right to remove the organisation at its absolute discretion from the approved listing should the organisation be unable to remedy any outcomes from the investigation. If you are removed from the RPL, you will be told why and under what circumstances we may allow you to re-apply to be included on the List. 

Disclaimer
The following disclaimer will be included in the conditions that organisations on the Recognised Provider List will sign:

The inclusion of any organisation on the Recognised Provider List is not intended to be and shall not constitute a recommendation by Sheffield City Council. No representation, express or implied, is or will be made and no liability or responsibility is or will be accepted by Sheffield City Council in respect of any organisation included on the Recognised Provider List and in respect of, or in any way arising out of the provision of, or failure to provide services by any organisation. It is important that service users satisfy themselves that any organisation on the Recognised Provider List is suitable for their own requirements. 

If you are included in the RPL, you must also include this disclaimer in the terms and conditions that you provide to your customers.
What you can expect from Sheffield City Council
We aim to:

· Be accessible to a wide range of providers, both small and large
· Be fair and transparent in how we assess applications to the Recognised Provider List and make sure that no applicant receives less favourable treatment on the grounds of age, disability, gender reassignment, pregnancy and maternity, race, sex, religion or belief, and sexual orientation.
We will:

· Answer questions about the application form and process.

· Return your telephone calls / emails within five (5) working days.

· Send you a decision within the timescales we have stated, providing you have sent us all the information we asked for.

· If your application is unsuccessful, tell you why and what happens next
· Ask for your feedback on our service and improve it where possible.

· Answer questions in a clear, friendly and polite way.
· Make the Recognised Provider List easily accessible online to adults looking for packages of care and support.

What you can do to help us:

· Contact us if you are not sure whether your activity or organisation is eligible for inclusion on the Recognised Provider List or if you are unsure what to do.

· Read our guidance and send us your application only when you can give us all the information we ask for.

· Give us a telephone number and email address where we can contact you during office hours.

· If you are included on the Recognised Provider List, contact us to let us know if you cannot keep to the conditions or there are any changes in service provision, ownership or management because we will always try to work co-operatively with you if problems arise.
· Return the monitoring information by the date we give you and comply with all monitoring requests.
If you are not happy with us:

If you have a complaint about our service or a member of our staff please write to the Quality & Performance Team Manager - Level 9, West Wing, Moorfoot, Sheffield S1 4PL alternatively please email contractsandpartnership@sheffield.gov.uk  We will write to tell you what we have done in response to your concerns and explain how to take it further if you are not happy with the outcome.

If you don’t feel that your complaint has been dealt with satisfactorily by the Quality & Performance Team, you can contact the Council Complaints Team. You can find their details at Complain about a council service or phone 0114 273 4567.

Additional Information / Further Reading
Quality Care Commission (CQC) www.cqc.org.uk


Disclosure & Barring Service (DBS) www.gov.uk/government/organisations/disclosure-and-barring-service


Health & Safety Executive www.hse.gov.uk

Safeguarding Adult Safeguarding Partnership
Equality Act 2010 www.gov.uk/guidance/equality-act-2010-guidance
General Data Protection Regulation https://gdprchecklist.io/
Care Act 2014 – Chapter 14 www.gov.uk/guidance/care-and-support-statutory-guidance/safeguarding 
Sheffield Directory www.sheffielddirectory.org.uk
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RPL Terms & Conditions
1. We (the provider) will deliver our packages of care and support / services within the quality standards agreed with Sheffield City Council as follows:

· We will be clear and transparent about the services that we provide, and will have detailed support plans that we will agree with each customer

· On an on-going basis customers will be encouraged and supported to be involved in decisions about their care and staff will ensure that reasonable adjustments are made so that individual people can make choices
· The conduct of all employees/volunteers will be at all times considerate and respectful (as referred to in point 5 below)

· We will have a safeguarding adults policy and procedure that meets all requirements (as referred to in point 6 below)

· Through our policies, procedures and training we will ensure the Human Rights of service users are at the forefront of our delivery services
· We will comply with the Equality Act 2010.  We will ensure our service is welcoming and accessible to, and meets the needs of, customers who are covered by ‘protected characteristics’ (age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, sex, religion or belief, and sexual orientation)
· We will comply with the Accessible Information Standard (AIS) which is set out in Section 250 of the Health and Social Care Act 2012, which places a legal duty on service providers to take steps or make “reasonable adjustments” in order to not put a disabled person at a disadvantage.
· We will have a confidentiality policy and procedure that abides by the General Data Protection Regulation (as referred to in point 2 below)

· We will ensure that we comply with health & safety legislation and all relevant codes of practice or other authoritative guidance (as referred to in point 2 below)

· Our employment practices will take account of current legislation (as referred to in point 4 below), including, without limitation, equal opportunities legislation

· We will have sufficient insurance for the delivery of our services at levels agreed by the Council (as referred to in point 2 below)

· We will implement quality assurance systems that follow clear standards, are regularly monitored, carefully managed and reviewed on an on-going basis

· We will pro-actively seek on-going customer feedback and use this feedback to promote good practice and make service improvements where necessary.

· We will consistently deliver our services under the standards listed above.
2. We recognise that the Council has no responsibility for any incidental risks that may occur and for which we may be liable, for example fire or a compensation claim from a third party, whether or not these are caused by negligence. We will obtain appropriate insurance (public liability, employers’ liability and professional indemnity insurances), licences and permissions for our activities and conform with all relevant requirements in English law, in particular relating to health and safety, confidentiality and data protection, equality diversity and inclusion opportunities and anti-discrimination legislation. 

3. We will include the following statement in the terms and conditions that we provide to our customers:

“No representation, express or implied, is or will be made and no liability is or will be accepted by Sheffield City Council in respect of this organisation and in respect of, or in any way arising out of the provision of, or failure to provide services by this organisation.”
4. Before any employees or volunteers deliver services to the customer we will obtain:

· Appropriate Disclosure and Barring Service (DBS) checks

· 2 written references

We will refer employees or volunteers to the Disclosure and Barring Service (DBS) where the employee or volunteer has:

· harmed, or placed at risk of harm a customer; or

· been dismissed on grounds of misconduct (or the organisation would have considered dismissal had the employee not resigned), or has been transferred to a non-care position on grounds of misconduct.

We will inform Sheffield City Council in writing of any referrals made to the Disclosure and Barring Service (DBS).

5. We will have in place a Code of Conduct for all employees/volunteers and ensure that they sign to indicate that they understand and agree that they must be considerate and respectful at all times. In particular no employee or volunteer of the organisation should: 

· harm or expose to danger any person

· use abusive or insulting language or behaviour towards or in the presence of any person or discriminates against or harasses any person by reason of age, disability, gender, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief and sexual orientation

· display any pornographic material

· create avoidable noise or other nuisance or disruption.

6. In the implementation of our Safeguarding Adults Policy we will (without limitation):

· keep documentation and records including all actions taken in respect of all safeguarding issues

· provide training and systems to record how training requirements will be met (including refresher training)

· keep up to date details of arrangements for liaison and co-operation with the Council and other appropriate agencies and individuals.

Should allegations of the abuse of a customer by any person be made, then we will co-operate fully with the Council and with appropriate statutory agencies, in the investigation of these allegations. We will work with the Council and other agencies as agreed within the South Yorkshire Safeguarding Adults Policy and Procedures to implement the protection plan aimed at both providing support to the customer and preventing further abuse from occurring.

7. We will consider how to enhance our workers’ terms and conditions within the resources available (for example payment of living wage, minimising use of zero hours contracts, paying travel time).

8. If there are any changes to our service delivery including terms and conditions, type of service delivered and change of ownership and management, we will inform the Council immediately.

9. We will comply with all the Council’s monitoring requirements by the date given to us by the Council. This will include all reasonable requests from the Council to visit the service in order to monitor the activities. We also agree to the Council carrying out spot checks and mystery shopping on our service provision.

10. We will co-operate with the Council and comply with its procedures and guidance at all times. In the event that we do not respond to the Council’s request for information or investigations and actions to take over issues raised by the Council, we understand that we may be suspended from the Recognised Provider List. This includes circumstances in which customers may contact the Council to raise issues about our service delivery.

11. We will contact the Council in writing immediately if:

· We become aware of anything that might affect our ability to meet any of the conditions outlined in this form;

· We become aware of anything that might affect our ability to carry out the services that we deliver;

· We discover that any of the information we have provided to the Council is untrue, incomplete or misleading in any way.

12. We recognise that the Council has the right to suspend and remove us from the Recognised Providers List, including in the following circumstances:

· If we do not keep to the conditions outlined in this document and the quality standards relating to the List;

· If we do not provide the services as stated in our application and / or the terms and conditions supplied to customers;

· If our application or monitoring information / audit statements are completed dishonestly or any supporting documents are false or contain misleading information;

· If any member of our governing body, staff or volunteers acts dishonestly or negligently in their work for us at any time whilst we are on the Recognised Provider List and we fail to take the appropriate action;

· If we do not take steps to comply with the Equality Act 2010 in our employment practices and the delivery of our services;

· If we do not undertake a full investigation requested into allegations about our service provision and do not remedy any outcomes from the investigation.

If we are removed from the Recognised Provider List for any reason, or if we choose to be taken off the list, we and the Council will inform all customers in writing.  This may include adding a statement to our entry on the public list.

13. We acknowledge that no charge will be payable by us for remaining on the Recognised Provider List for the first 12 months and agree that the Council shall be entitled to levy a reasonable charge for remaining on the Recognised Provider List thereafter which we shall pay on demand. If it is decided that a charge will be made for inclusion, we will have the choice, as we have at any other time, to remove our details from the list and a charge will not be incurred.

14.  Terms and Conditions for Usage of Recognised Provider List Logo:
· The Recognised Provider List logo can only be used to publicise the services that were specifically stated on their application for which the provider has been awarded Recognised Provider List status.   The Recognised Provider List logo can be used widely on organisations communication publications including publicity material, letter heads, website, promotion posters etc.

· If the provider wishes for other services it provides to be considered for the Recognised Provider List the provider must make a separate RPL application for those services.  That application will then be assessed for eligibility for RPL status in the usual way, and if successful the services will be awarded RPL status and the RPL logo may be used.
· The provider recognises that the Council has the right to suspend and remove the provider from the Recognised Provider List for use of the logo for services that have not been awarded the Recognised Provider List.
· These terms and conditions will apply whilst we remain on the Recognised Provider List.  The Council reserves the right to amend these terms and conditions at any time and will notify us accordingly. 

· If you need more information or if you have questions about completing your application, please contact the Quality and Performance Team on 0114 2736609 or email rpl@sheffield.gov.uk 
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