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Change to assessed need of an adult or 
person moving in/out of supported 

living service

Template completed and issued to 
service.placementteam@essex.gov.

uk to reflect new hours

Provider downloads the SL Re-
alignment Template from the Care 

Provider Information Hub

SPT complete adjustment for core/shared 
hours

Are hours equally 
distributed?

SPT notifies the relevant quadrant/service 
and team manager if hours are not equally 

distributed
No

Scheme review carried out at the 
scheme to re-align core hours

New purchase order raised reflecting the 
new core/shared hours arrangements for 

each adult affected by the changes
NoYes

Recording of void, advising Scheme 
Lead, and onboarding of scheme 

where applicable

Process Ends

Change a result of 
a new void?

Have costs increased 
as a result of this 

change?

Yes

Email Service Managers in the affected 
quadrants (copying in Countywide LD 

Service Manager) to seek permission for 
proposed changes

Permission given to 
proceed Yes

Advise the Scheme Lead of 
changes made to core 

hours

Scheme Lead updates the existing 
plotting for the scheme and issue to the 

Specialist Accommodation Leads

Yes
Advise Specialist 

Accommodation Leads 
of void

No
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