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[bookmark: _Toc140762083]Acronym’s Section

It is important to understand the terminology associated with the move on and overall HfU processes and to acknowledge the acronym’s associated with these: 
	Acronym 
	Phrase  
	Description 

	EOI
	Expression of Interest 
	Someone who has reached out to the LA or WG to express they are interested in housing a Ukrainian citizen / family

	IA
	Initial Accommodation 
	Initial and temporary accommodation facilitated by the Welsh Government for applicants on the Welsh Super Sponsor scheme 

	WC
	Welcome Centre 
	Previous term used for initial accommodation – for temporary accommodation provided by Welsh Government for applicants on the Welsh Super Sponsor scheme

	UDP
	Ukraine Data Platform 
	The data platform used to record all information regarding to both Welsh Super Sponsor and Individual Sponsor applicants



[bookmark: _Toc140762084]The Move on Process 

Prior to July 2023, the way in which we handled the move-on process was using a spreadsheet solution sitting in an Objective Connect environment to enable sharing. 
Move-on functionality was previously not developed in UDP as at the time there was insufficient time to stand-up a solution and the UDP information governance restrictions hindered our ability to make the move-on data available across all local authorities.
The move-on process has become the key focus of the Ukraine programme. In closing Initial Accommodation (IA) and Welcome Centres (WC) the overarching aim is to move people from WC/IA accommodation to longer term accommodation including hosted accommodation. We are also looking to place new applicant arrivals directly into hosted accommodation to reduce use of initial accommodation.
There is now a more definitive need to incorporate the move on process into the UDP and by doing so will reduce data duplication, provide a more consistent approach to managing move-on, make processes easier and will provide us with a complete single source of the truth.
The new process, as such, will remain quite like the current process: 
1. EOI offers will need to be triaged by the local authority. 
2. All standard housing and DBS checks will need to be completed.
3. Once checks have successfully been completed the property will be made available to all LA’s when searching.
4. LA’s will be able to locate properties based on the criteria set out in the housing need for each household.
5. A property can be reserved by any LA and once reserved, becomes unavailable to others that are using the move on search function. 
6. Once matching has been completed a placement tracking will be auto created.
New processes that will be introduced following the move into the UDP (on 5th July 2023) will be as follows:
1. There will be no requirement to upload the EOI manually into the UDP and you will not be required to enter data previously received via Objective Connect (this will be made Read Only) .  All EOI’s that come through the Welsh Government Homes for Ukraine smart survey will be automatically uploaded via a data load.
2. The LA will be responsible for inputting information into a new ‘offered property’ tab which will help aid the search functionality. 
3. The new search functionality will ensure that only one property can be reserved at a time.

Please note: 
· EOI’s that are matched outside of the smart survey, usually as a result of self-matching will still have to be manually uploaded to the platform.
· The move on process will also amalgamate ALL available hosts – not just EOI’s.  This means that when a household leaves their hosted accommodation and the host is still willing to host another family, the LA can recycle this record to be used within the reservation process on the move on search tab. 
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All data we receive from the EOI smart survey will automatically be uploaded into the UDP.  The data will be split into two parts and will feed into the relevant sections.  
· EOI data that relates to the host / host address will be uploaded into the system as a sponsor record for that host address.  The sponsor will be created automatically based on the information generated from the smart survey and will sit with the local authority where the host address is located. 
· EOI data that relates to the offer of the property will be separated and linked into the fields on the offered property tab within the host address section.
It will be the Local Authority’s responsibility to contact the proposed host to clarify the data and capture any missing information. 


[bookmark: _Toc140762086]LA / Contact Centre Responsibilities for the Move On Process

Both the contact centre and each respective LA will have responsibilities within the UDP to ensure that the move on process runs smoothly.  
[bookmark: _Toc140762087]Contact Centre Responsibilities 

The Contact Centre’s responsibility within the move on process is to ensure that direct allocations for Super Sponsor applicants runs smoothly.  
· The overarching concept of direct allocation to hosts includes allocating arrivals through the Welsh Government Super Sponsor Scheme to hosts prior to their arrival in Wales.  People will travel directly to hosts on arrival in the UK rather than placed in initial accommodation. Directly allocating people reduces the demand on initial accommodation and the need for local authorities to move people on from initial accommodation.  
· The Contact Centre will identify available host offers via the move on search.  They will then liaise with local authorities to coordinate the direct allocations and matching people to suitable hosts. People will not be directly allocated to a host by the Contact Centre without the agreement of the receiving local authority.  The intention is to directly allocate all new arrivals to hosts where suitable host offers are identified.  People will be offered initial accommodation in the form of a Welcome Centre or holiday park where a suitable host is not available.    
· The Contact Centre will liaise between hosts and guests regarding arrival and travel to Wales.  The contact centre will also manage the reservation process via the UDP to ensure that household records are linked and moved to the owning Local Authority of the new host / host address once the reservation process has been completed. 
[bookmark: _Toc140762088]Local Authority Responsibilities 

Each local authority will need to ensure that they have completed the following. 
For Households/Applicants:
· Every Household within their LA has a completed Housing Need Tab.
· When a person joins or leaves the household the Housing Need Tab is updated to reflect the new household set up.
· The household timeline is updated with any important (but non sensitive) notes regarding the household. 
· When actioning the move on search the LA must do this from the household tab and should consider the household needs when filtering their search. 
· When a property has been reserved the LA must liaise with the host address Local Authority (if this is different to their own)
· When a property has been reserved, process the reservation through the stages, via the reservation status dropdowns, until the match is complete – regardless of whether the property is in your LA or not.
For sponsors/hosts:
· For every Sponsor or host (EOI), all sponsor and household checks must be completed and toggled before the property is made available in the move on search.
· Keep track of each reserved property within your LA (by means a of a view)
· Keep track of any hosts and host addresses that become available after their applicants have vacated to conduct a triage call for potential further hosting responsibilities (accessed by means of a view)
· Liaise with LAs who reserve one of your properties for their household – to arrange meetings and travel. 



[bookmark: _Toc140762089]Housing Need Section 
The housing need section is now a tab within the household page. You will no longer access the housing need via the ‘Linked housing need’ field on the household page, this has been removed.  Although the record may look the same, we have developed and added a few fields that will contribute to assisting the matching process. 
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If a person joins or leaves a household ID group, you must:   

· Update the linked housing need requirement for the existing household.  
· Create a new housing need for the person that has been moved (if they are not joining another group).  

Every Household ID, where the household is seeking new accommodation, should have a completed housing need tab which helps Local Authority colleagues when matching individuals to suitable accommodation, whether that be for individuals needing to be re-housed via the super sponsor scheme or for individuals who have arrived on the individual sponsor scheme.

[bookmark: _Toc140762091]Updating an existing Housing Need  
 
1. Go to the Applicants section and double-click on the name of an applicant to get to their individual applicant screen.  
2. On the Summary tab, click on the Household ID (FAM# or WG#).  
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3. On the Household screen click on the Housing Needs tab.   
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4. Make changes to the fields as required. Those marked with a red asterisk (*) are mandatory.  
5. Once you have made the required changes, make sure to save by clicking the Save button or Save & Close button.  

[bookmark: _Toc140762092]Creating a new Housing Need  

1. Go to the Applicants section and double-click on the name of an applicant to get to their individual applicant screen.  
2. On the Summary tab, click on the Household ID (FAM# or WG#).  
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This will take you to the Household section.   
3. On the Household screen click on the Housing Need tab – if there is no active housing need you will see the message: Source record not selected.  
4. You will need to click the Create Housing Needs button, which will show at the top of the household screen.   
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5. You will then see a pop up confirming that a housing need will be created for the household – select ok.
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6. This will generate a blank housing need screen.
7. Complete the fields as required. Those marked with a red asterisk (*) are mandatory.  
8. Once you have made the required changes, make sure to save by clicking the Save button. 
9. As the Housing Need Record sits within its own tab, it will automatically link to the Household record. 
 

[bookmark: _Toc140762093]Host Address Section 

[bookmark: _Toc140762094]Sponsor/ host checks 
The sponsor or prospective Host (EOI) and their property should be checked prior to arrival, or very shortly after, a person or household are matched to them. The sponsor check box (shown below) can be used to track when a check has been carried out.  The two checks with padlocks will be provided the DLUHC data feeds and only apply to Sponsors, who have sponsored an application.
The checks should be toggled on the data platform once completed and include:
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Introductory Contact Made – The LA has reached out to the host to make introductions, confirm they are still happy to host, provide all necessary information regarding the hosting and ensure they are prepared.   

Consent for DBS – within the introductory contact the host should provide consent to start the DBS process, this will then either be completed by the individual or by the LA as per local processes. 
Basic DBS Check Completed - to ensure that the Basic DBS check has been completed.
Enhanced DBS Check Completed - to ensure that the Enhanced DBS check (if required) has been completed.
Please note: only one DBS check needs to be completed, this is at the discretion of each LA as to which one, however it is recommended that an enhanced check be completed if the host is willing to house families with children or vulnerable adults. 
Sponsor checks only: As part of the application process, a sponsor may be rejected by the home office if they fail their PNC (Police National Computer services) or Home Office Warnings Index Checks. This will be recorded in the data platform under a locked field on the sponsor record and will be read only for information only. It will be the Home Office’s responsibility to rematch the applicant to a suitable sponsor for their application, this will also show in the sponsor checks section under Home Office Rematching as a read only checkbox for information only.
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The Host Address section has had some small changes made to ensure accurate data capture.  On each host address record, you will see the housing inspection checkbox: 
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Housing Inspection Check - to ensure the property is suitable and meets the correct criteria to host applicants.
This has been removed from the Sponsor/Host section and will now sit on each individual host address record.  The toggle will need completed for each individual property that the sponsor/host has offered once the checks have been confirmed successful.


[bookmark: _Toc140762096]Adding an additional host address 
A host address is the address of the accommodation being offered to house applicants travelling to Wales. Occasionally, a host may have multiple addresses and may wish to offer a few of these to host within. The host may or may not live at these addresses.
To add a host address you need to:
1. Click on the Sponsor section in left hand navigation and find the sponsor/host record required.
2. Open the Sponsor/host record.
3. [image: A picture containing text, font, line, screenshot
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4. Complete the form, considering the following:
a) Address fields are for the accommodation that is being offered which may not necessarily be the address at which the host lives.
b) Staying with Sponsor field indicates whether the property is the main residence of the sponsor and their family e.g. someone would be allocated a room in the sponsors/host house rather than accommodation separately owned by the sponsor/host.
5. Save the record.
6. You now need to assign the host address records to ensure everyone in your local authority group can access the records - Select the address and click Assign Host Address.
7. [image: A screenshot of a computer
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To check, this has happened correctly, you can check the host address to ensure the host local authority has changed as well as the ‘owner’ in the top right corner of the record. This may take a little while to filter through so refresh after 20 to 30 seconds.
[image: ]Creating a new host address will also create a new offered property tab.  These two will be linked via the Host Address reference.

[bookmark: _Toc140762097]Offered Property Tab 
The offered property tab sits within the host address section as a separate tab.  This tab contains anonymised data and a partial postcode, to ensure that other LA’s access relevant data only.
The purpose of the offered property tab is to document the details of the property being offered, so that the Household property search shows viable properties only.
It is very important that this information is kept up to date and accurate to ensure that property searches across the board become successful reservations/matches. 
The tab will include the following information, please complete the fields as required. Those marked with a red asterisk (*) are mandatory:
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Once the current placement ends and the host address becomes available, the offered property status will revert to ‘Pending Checks’, and a blank offered property form will generate in the offered property tab.  It will be your responsibility to communicate with the host to enquire if they wish to host another family.  If they do, all previous checks should be confirmed to still be valid before making changing the offered property status to available.
Please note: If the host no longer wishes to house any new applicants, then their records need to be set to withdrawn and this will automatically set the offered property tab to removed. 
To view all offered properties in your area you will need to access the Offered Properties tab via the left have navigation:
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You can then access the view ‘My LA New / Pending Properties’ from the dropdown menu which will show all new offered properties and all properties currently pending checks. 
[image: A screenshot of a computer

Description automatically generated with medium confidence]
To access all Available properties in your area you need to select the ‘My LA Available Properties view:
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[bookmark: _Toc140762098]How to access the Host Record from the Offered Properties Tab

1. [image: A screenshot of a computer
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2. Once you have selected the system view you wish to use, double click on the offered property you wish to access: 
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3. Once in the record, select the Related dropdown and click Host Address: 
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4. When the Host Address Tab appears double click into the host address: 
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5. [image: A screenshot of a computer
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6. You will then see the full sponsor / host record:
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[bookmark: _Toc140762099]Searching for an Offered Property 

Once all checks are complete on an EOI record, the offer becomes viable and the status will need to be changed from ‘pending checks’ to ‘available’ on the offered property tab.
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This means that the record will be viewable to all local authorities across Wales for them to reserve where appropriate. 
It is imperative that the housing need tab is kept up to date to ensure an accurate search is carried out and the correct host / household match is made. 
Each LA will be able to search for all available offered properties via the ‘move on search’ tab on the household record.
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Within the Household Move On Search tab, each local authority will have access to the following view: 
[image: ]

The view can show records from all local authorities across Wales in one table but also enables users to filter a few LA’s at one time or narrow the search down to one LA at a time.  This will ensure that LA’s can tailor their initial findings based on area, which can either be across the whole of Wales or for a particular LA and its surrounding areas if required.
To search by the whole of Wales: 
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To search by individual LA:  
Select the ‘My LA Available Properties’ drop down in the Available Properties table.  This will show all available properties within your local authority only.  This view can be filtered to tailor the search to the household needs.
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[bookmark: _Toc140762101]Filtering the content of the view
Each user can use filtering on each column to drill down on the criteria within the view to enable a more linear search of available properties.  This will ensure that each category matches the criteria within the household housing need. 
An example would be that for a household with two parents and one teenage child, you would filter the number of bedrooms to ‘Equals’ and then enter the value of 2 – meaning only 2 bedroom properties would show within the view. 
Users can filter the view across all categories to manipulate the data and to ensure maximum accuracy in their property search. 
[bookmark: _Toc140762102]Basic Editing of Filters

Users can add simple filters and/or sort the view directly from the columns.  This can be done by either filtering on contained information within the view or sorting the view in alphabetical order.  To do this you will need to: 
1. Go the column of the view you would like to filter. 
2. Click the downwards arrow tab 
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3. To sort A-Z or Z-A / ‘smaller to larger’ or ‘larger to smaller’ the user can select which either dropdown is relevant. 
4. To filter the data, you can select the ‘filter by’ dropdown. [image: ]
a. You can then select from a range of dropdowns and correlating information to narrow down your search. 
b. Once applied you will then see the funnel at the top of the column which indicates a filter has been applied [image: ]
5. You can clear the filter by repeating the process of clicking the downwards arrow tab and selecting clear filter [image: ]

[bookmark: _Toc140762103]To Create More Specific Filters 

To create more specific filters for the move on search such as showing only properties with a certain number of bedrooms, you will need to go to the ‘Offered Properties’ tab in the left-hand navigation.
[image: ]
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To add a new filter:  

1. Select the Edit filters button. 
2. Click the Add drop-down and choose to filter by Row, Group or Related Entity.  
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3. Choose the row, group or entity you want to filter by (for example, Number of beds) and specify the criteria.  
4. Add more rows, groups or entities to filter by, or delete as applicable.  
5. Check the checkbox at the start of each row before attempting to apply your filters.  
[image: ] 
6. Click the Apply button [image: ]. This will filter the selection on your screen. 

Once you are happy with your new filtered view you can save this as a new view which will then be available in the views on the move on search tab: 

1. Click on the arrow next to the system view title.
2. A dropdown menu will appear. 

[image: ]

3. Click save as new view. 
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4. [image: ]Edit the title of the view to what you want to call it.


5. This will now appear in the view’s dropdown on the move on search tab.


[bookmark: _Toc140762104]Reservation Process 
Once a suitable property has been found you will need to follow the reservation process to ensure a match is completed successfully. 
Reservation process:
1. You will need to select the reservation by clicking the tick box on the left-hand side of the record in the list.  
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2. You will then need to click the reserve button.  
a) A pop-up window will confirm you wish to reserve the selected property - Click OK to reserve it.
b) You will see a ‘Reservation was created successfully’ message.
3. This will remove the record from the available offered properties view and change its status to RS00 – New Reservation. 
The reservation journey status will show on the record and will need to be updated as you move through the process.
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The reserving Local authority will be able to view all active and inactive reservations here depending on the dropdown selected.  Once a reservation is complete the reservation will become inactive and move to the inactive reservation tab. 
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Please note:
If the reservation is within the same Local Authority then the user will have access to the household record, the host record and the reservation record.
If the reservation is requested for a property in another Local Authority only the requesting LA will see the reservation.  Both LAs will need to communicate off the Data Platform to ensure that the reservation process is completed successfully. 

[bookmark: _Toc140762105]Reservation Status’ 

Each stage of the reservation process requires a reservation status update.  Certain reservation statuses will have influence over the automatic update of the offered property status.  
An example of this would be when ‘RS02 – Host/Applicant introduction successful’ is selected, the offered property status will change from ‘Reserved’ to ‘Matched’.
It is important to understand what each reservations status means and its effect on the offered property status’.


	Reservation Status
	When should this be used
	Impact on offered property status

	RS00- New Reservation (Default)
	This is the default status when a reservation is selected 
	Status remains as ‘Reserved’

	RS01 - Applicant informed of reservation
	The LA has reached out to the applicant to inform them of details of property / host / location etc and the applicant has accepted the reservation.  At this point a meeting with host and household will be arranged. 
	Status remains as ‘Reserved’

	RS02 - Host / Applicant introduction successful

	The host and household have met, either in person or virtually and have both agreed they are happy to go ahead with the reservation. 
	Once selected the status will change from ‘Reserved’ to ‘Matched’ 

	RS03 -Enhanced DBS check in progress

	If the host has previously only completed a basic DBS check and now requires an enhanced check (because for example there will now be a child / vulnerable adult being hosted).  This status will be selected once this process has started. 
	Status remains as ‘Matched’

	RS04 - Enhanced DBS check complete 

	The enhanced DBS check has come back complete with no issues.
	Status remains as ‘Matched’

	RS05 – Date for move on confirmed 

	The LA has arranged between the two parties a date/time for the household to arrive at the new hosted property. 
	Status remains as ‘Matched’

	RS06 – Travel to new host arranged

	The LA/host has arranged travel for the household to arrive at the new hosted property.
	Status remains as ‘Matched’

	RS07 – Move on match complete 

	The household has successfully moved into the new hosted accommodation with no issues.
	Once selected the status will change from ‘Matched’ to ‘Match Completed’

	RS08 – Match Unsuccessful   

	The host/household match has fallen through (potentially because either or both parties have changed their mind) / the reservation was selected in error / the host has failed further DBS checks.
	Once selected the status will change from ‘Reserved’ / ‘Matched’ to ‘Available’


 

[bookmark: _Toc140762106]If a match becomes unsuccessful 

There may be occasions where a match is deemed unsuccessful.  This may be due to the host or household changing their mind, it may be due to unsuitable accommodation/ location, or it may simply be that the property was reserved in error.
When this happens, you should:
1. Make a note on the timeline explaining the reason for the match being unsuccessful (if necessary and remember to not include any sensitive information).
2. Ensure both parties are aware that the reservation will be deleted.
3. Set the reservation status to RS08 – Match Unsuccessful. 
If RS08 – Match Unsuccessful is selected, then a sub status reason will appear.  This will enable you to specify the reason for the unsuccessful match.  This will ensure that no unnecessary information is inputted into the system and a generalised status reason is displayed.  The status reason does not include detailed information of why the match was unsuccessful, it is for overview purposes only.
One of the following status reasons should be selected depending on the individual circumstances: 
	RS08 – Match Unsuccessful Status Reason 
	When should this be used?

	Household rejected host 

	When the household has decided that the host / hosted property or location is not suitable for them. This should also be selected if a host has failed further DBS checks.

	Host rejected Household 

	When the host has decided that the household is not suitable for them to host

	Both parties in disagreement 

	When both the host and household agree that the hosting isn’t suitable for either party.  

	Property reserved in error 

	When a property has been reserved incorrectly and no action has been taken 



[bookmark: _Toc140762107]Creating PT’s when there is an active reservation.

There may be occasions where a reservation is in progress and a family need to move temporarily to emergency accommodation until the new reservation is complete.
The system will allow a PT to be created whilst the reservation is in place providing the person is staying within the same LA.  Once the reservation is completed the new PT will close the previous and pull in the new reservation and host details.
[bookmark: _Toc140762108]If a PT is created with the local authority as outside of Wales: (outside of UK); (England) (Scotland):

This may be due to the individuals repatriating or relocating.  The system will prevent the PT from being created until the reservation has been closed.  The below error message will appear: 
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The reason this is blocked is to stop open reservations from being left in the system.  If a reservation has fallen through because the household has decided to leave Wales this should be set to RS08 – match unsuccessful and the status reason, be set to ‘property reserved in error’ before a PT repatriation or move on (with England or Scotland as the LA) PT is created on the household.


[bookmark: _Toc140762109]Other Placement Types 

[bookmark: _Toc140762110]If sponsor/host PT is selected: 

If a sponsor/host Placement type is selected whilst there is an active reservation, the system will prevent the PT from being created: 
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This is because the reservation process should be followed to create a sponsor/host PT. 
Please note:  
If there is a host already attached to the household (from a previous/ current placement) then until the reservation is set to 'Matched' - RS02 – RS06, a host/ sponsor placement tracking will still be able to be created but will link to the current host linked to the household page.  Once the status is reflected to show the host / household as matched, the above error will appear preventing a PT from being created until the reservation process has been successfully completed.

[bookmark: _Toc140762111]If there is no active reservation:  
If the reservation process hasn’t been started but there is a host attached to the household (from previous data load) and no PT has yet been created, the system will allow this to be created to reflect the current hosted placement.  
When the time comes for the host to be changed, the reservation process should be followed. 

[bookmark: _Toc140762112]If any other PT is selected: 

If any of the below PTs are created whilst a reservation is in place, the system will allow the PT to be created provided that the local authority is within Wales:
· Hospital 
· Move on accommodation
· Temporary accommodation 
· Welcome Centre 
· Temporarily Left
You should only need to create these placement tracking’s in emergency situations where someone needs to be relocated prior to the reservation process being completed.  
If you are creating a placement tracking for a more permanent move that is not a host/sponsor placement created via the reservation process, you should close the active reservation before creating the PT. 



[bookmark: _Toc140762113]To view all reserved hosts and properties that reside within your LA

Because the reserving LA has access to the reservation only, as the receiving LA you will have access to a system view that will ensure that you have sight of all reserved properties situated within your LA.
To access this view:
1. Go to the offered properties tab (accessing via the left-hand Navigation)
2. Select the view ‘My Offered Properties with an Active Reservation’ view 
[image: ] 
This will enable you to track the offered properties that have been reserved and what their current offered property statuses are. 

[bookmark: _Toc140762114]Changes to the current process for linking a household record with a sponsor/host

Previously you were required to add a host to the household page and then create a placement tracking. 
To make the connection between host and household you now need to follow and complete the reservation process via the move on search in the household tab.  
The host / host address fields on the household are now locked fields and the information will filter through from the completion of the reservation process: 
[image: A picture containing text, font, screenshot, design
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[bookmark: _Toc140762115]Replacing an existing host / sponsor

You will no longer have access to replace a host on the household page.  The host / host address fields will be locked, and the reservation process needs to be followed to link a suitable host with a household. 
Completing the reservation process automatically creates a new link between the new host and household alongside automatically creating the placement tracking.  If there was a previous host linked to the household this process will replace that host and close all PTs associated with the previous hosting to free them up to potentially be available again. 

[bookmark: _Toc140762116]Removing a host / sponsor 

To remove a host/sponsor from a household who have moved out of hosted accommodation you will need to follow the process to create a placement tracking for anything other than host/sponsor.  
When a new placement tracking record is created for any placement type other than ‘sponsor/host’ – the host details will automatically be removed from the Household page. The locked host field will remain locked prior to ending the current placement tracking and the creation of the new placement tracking will end the current sponsor/host placement tracking and remove that link to the host on the household. 
[bookmark: _Toc140762117]For No Shows 

When the IS or SS journey status is set to No Show (IS21- No Show – Known; IS22 No Show – Unknown; SS05D – No Show – Known; SS05E – No Show – Unknown) for all applicants within the household, any details in the locked host/host address fields on the household will automatically remove.
If one or more household members are not set to no show, the details will remain locked on the household page until all are changed to the no show status.  It’s important to split the households if some applicants intend to travel and others don’t. 
[bookmark: _Toc140762118]Match Process 

Once the final steps for the reservation process have been completed you will need to:
c) Ensure all necessary timeline notes have been created.
d) Set the reservation status to RS07- Move on match complete.
e) Enter the start date for the move.
f) Click Save or Save & Close.


[bookmark: _Toc140762119]Automatic creation of a new placement record

Once the match process is completed successfully a placement tracking will be created whether this is within the same current LA or whether the new hosted arrangement is in a different LA.
The completed match process (setting the status to RS07- Move on match complete with the start date) will link the host and household together on the host section of the household tab.  It will create a placement tracking on the household, applicant and sponsor records and will move the household into the new LA (if the household is moving from one LA to another).  To confirm this has processed correctly you can go back into the household record and into placement tracking’s and view the new placement tracking records.  If the household is moving to a new LA you will lose sight of the household record completely once you have entered the start date for the reservation. 

[bookmark: _Toc140762120]Matching within the same LA 

If the household and host both reside in your local authority, then the match process will mirror the reservation process: 
1. Find a suitable host by using the move on search.
2. Reserve the host.
3. Follow and complete the reservation process.
4. Ensure all necessary timeline notes have been created.
Set the reservation status to RS07- Move on match complete.
5. Set the start date as the first day of the new placement.
6. Click Save or Save & Close.
Once the match process is completed successfully a placement tracking for ‘Sponsor/host’ will be created and will create the link between the host and household.  The new host details replace any existing host details on the household and applicant records and the creation of the new placement tracking will close any previous placement tracking’s associated with these records. 

If you are creating a placement tracking for any other option other than ‘sponsor/host’ for example ‘move on accommodation’ this will not pull through the host details into the placement tracking.  It is important that you consider the below placement reasons and when to use them within a placement tracking record: 
  
	Placement Type 
	Reason for Placement Type 
	Additional Reasons 
	Additional Reasons 2 

	Hospital 
	When someone has left their accommodation to be hospitalised 
	  
	  

	Move on accommodation 
	When someone has left hosted accommodation to become self-supported 
	When someone has left one local authority to be hosted at another 
	 

	Repatriation 
	When someone has left the UK entirely to return to Ukraine 
	  
	  

	Sponsor/Host 
	When someone is matched with a host - usually for the first time on the individual scheme 
	 When someone is new to the local authority having moved from another LA in Wales to live with a chosen host 
	  

	Temporary Accommodation 
	When someone arrives unexpected and is housed in initial accommodation (welcome centre) until a suitable host can be found 
	When someone needs to leave host address due to relationship breakdown and is moved to initial accommodation (welcome centre) 
	When someone needs to leave host address due to relationship breakdown and is moved to another host temporarily 

	Welcome Centre 
	When a person on the super sponsor scheme is housed in initial accommodation (welcome centre) 
	  
	 

	Temporarily Left 
	When a person has left their hosted accommodation for a short, temporary period for a holiday etc.   
There will be a known return date and the case should be kept with the LA. 
	 
	 




[bookmark: _Toc140762121]Matching to a different LA 

If the household resides in your LA but the host resides in another local authority, you will need to follow the below steps: 

1. Find a suitable host by using the move on search.
2. Reserve the host.
3. Liaise with the receiving LA to follow and complete the reservation process.
4. Ensure all necessary timeline notes have been created.
5. Set the reservation status to RS07- Move on match complete.
6. Set the start date as the first day of the new placement (once confirmed with receiving LA)
7. Click Save or Save & Close
At this point the current LA will lose access to the record(s) as these will be automatically transferred over to the new LA.  The host will automatically be replaced with the new host on the household page, the current PT will end.  It is important that you inform the new local authority the records have been transferred across. 
 
The new local authority needs to: 
1. Check the records have been received correctly.
2. Ensure all relevant information has been recorded.
3. Complete any future check ins with the host and household. 

Once the host has confirmed the move has taken place, complete the finance section of the host record. 

[bookmark: _Toc1932342298][bookmark: _Toc134004683][bookmark: _Toc140762122]Rejected / Withdrawn Sponsors/Hosts 

There may be occasions where a sponsor/host wishes to withdraw their interest in hosting or is rejected because of failed checks, such as local government/ property checks.  
If a host expresses that they wish to ‘withdraw’ from the scheme or is ‘rejected’ because of failed checks the record will need to be set to the correct sponsor journey status in order for the system to deactivate their records.  


                         [image: A screenshot of a computer

Description automatically generated]
Once selected the system will automatically deactivate these records to prevent them from showing up on the active sponsors list.
· You will still have the ability to create case notes on the record once deactivated.  
· The offered property tab for the host address will also become inactive and the offered property status will change to ‘removed’ 
· If you need to access a withdrawn / rejected sponsor record – you can locate these via the inactive sponsor’s view:
                    [image: A picture containing text, font, white, graphics

Description automatically generated]



[bookmark: _Toc140762123]To reinstate a withdrawn host	

If a host who has previously withdrawn from their responsibilities to host reaches out to state, they wish to begin hosting again you will need to obtain access of the previously deactivated sponsor/host record.

As local authorities don’t have access to reactivate records, data champions will need to contact the UDP team via the nationofsanctuarysurvey@gov.wales mailbox to request that the sponsor record be reinstated to an active status.  Please include in your request:
1. The name of the sponsor
2. The action to be taken – status changed from HST004-withdrawn to HST003-Active
3. A brief description that the sponsor has wished to resume their status as a host 
The UDP team with then reactivate the sponsor/ host record and the offered property record.  The offered property status will be changed to pending checks and it will be your responsibility to ensure that all sponsor/host checks are still relevant before making the property available within the move on search. 


	
	
	



image2.png
FAM330855 -<a.ec

Household.

General

Timeline

Placement Tracking

Housing Needs

Move On Search

Cardiff Loca Authority

Individual Sponsor Applicant Checks  Related




image3.png
Q Household ID FAM929748




image4.png
FAMO006036 - saved Wrexham Local Authority
Household Local Authority

General Timeline  Placement Tracking ~ Housing Needs ~ Move On Search  Individual Sponsor Applicant Checks ~ Related v





image5.png
€ B o Eswe & sweadee | B cosetomsngteeds [Oreen & CreckAcess Drow v i 1 Share

FAMB64782 s Rhondda Cynon Tt Local Authoriy
Housahold Lo vty

General Timeline  Placement Tracking  Housing Needs  Move On Search  Individual Sponsor Applicant Checks  Related

Source record not selected




image6.png
New record

X

This will create an Housing Needs to this Household, would you

like to continue?

Cancel





image7.png
Sponsor Checks

Introductory Contact
Made?

Consent for DBS?

Basic DBS Check.
Completed?

Enhanced DBS Check
Completed?

8 Failed Home Office.
Checks?

& Home Office
Rematching?

No

No




image8.png
Housing Inspection
Completed? @




image9.png
Billy Adams - saved

Sponsor Owner

Summary  Placement Trackings Sponsor Household ~ Applicants  Related

O Refresh





image10.png
7

AssignHost Addreses

spomor L PoCotew Gy CrotedOne debed oo Auhrty

wcicunter  05Geit.  Groemeown  Mowmau. oGS 72T 2306720031, o




image11.png
Assign Host Address

You have selected 1 Host Address. To whom would

you like to assign it?

Assign to

User or team

User or team

Assign

Cancel





image12.png
HA-03837 saec Rhondda Cynon Taf Local Authority
Host Address owner

General  Offered Property  Related

B Name HA03837 Numberof . Accommodstes
Bedrooms - MaesfFemales/al

freee e Number o Beds Accommodates
Criden. -

Froperty e maunt ofOccur

Aot J—
Houseold Gro -

Aviabe rom =] =

Close to Primary .

sereet Unkoown
OustoncfOffer - Smokers

Cloe to Scondary
FariostCode ¢ . Schoot AcommodatesPets * Unkaown
Ofeed Property Puic Tansport . Bresporse D -~
Staus New Accesise?

U Addtionlnfo -
Towniciy C- . -

Bofeedpopery
Notes




image13.png
HA-03833 - saved
Offered Property

General Related -

& Name

Area Type

Property Type

Available From

Duration of Offer

Partial Post Code

Offered Property
Status

Town/City

Additional Info

HA-03833

Town

An unoccupied fli

cFi

New

Cardiff

in city centre - near train and bus station - flat with spare room.

Number of
Bedrooms

Number of Beds

Amount of Occupants
under 16

Close to Primary
School

Close to Secondary
School

Public Transport
Accessible?

Accessible/Adapted
Property

No

Yes

Yes

Accommodates
Msles/Females/All

Accommodates
Children

Accommodates
Household Group

Accommodates N
Smokers

Accommodates Pets  *
B Response ID

8 Offered Property
Notes

Cardiff Local Authority
Local Authority

Al

Single adult

No

Yes

v




image14.png
HA-03762 - saved Rhondda Cynon Taf Local Authority ~ \/
Host Address Owner

General  Offered Property Related v

Source record not selected




image15.png
Placements

¢ Accommodations

&> Host Addresses

&> Placement Trackin...
| &3 Offered Properties

&> Applications

&> Housing Needs

&% Reservations




image16.png
My LA New / Pending Properties {3 Editcolumns Y Editfilters | Filter by keyword

() created.. Tv  Namev Offered Property S.. ¥ Accommodates Pets v Accommodates Smokers v Number of Bedrooms v Town/City v

03/07/202... HA-03837 New Unknown Unknown

03/07/202... OP-03763 New Unknown Unknown




image17.png
My LA Available Properties v

( ) Name T v Accommodates Pets v

HA-03733 Unknown

Accommodates Smokers v

Unknown

TF Edit columns

Number of Bedrooms v

1

Town/City v

Llandudno

Y Edit filters

Filter by keyword

Property Type v

A private bedroc




image18.png
Placements

& Accommodations

&3 Host Addresses

=

Placement Trackings

Offered Properties

Applications

Housing Needs

oo f| B

Reservations.





image19.png
My LA N / Pening Propertis - @ ks 7 st

D Gtk T Mamew OfmdbupyS. ¢ Acommobtntes < Acommode e Mokl boms©  Tonly

> . o e o Uninom

e s New [rm— i




image20.png
General Related

Related - Common
& Name

O Audit History

AreaTy | B Host Addresses

propery [ Resenations

Related - Process Sessions
Availab

[B] Background Processes

T ————




image21.png
HA-03629 - savct Wrehar

Offered Property

General  Host Addresses  Related

B Swowcnn  Newhoadswss B AddbnghoAdd. O Refeh o~ Fow v @ funRepon v

Host Address Associated View v =
O Addeessi v Addeess 2 cyv Post Code ~ Identified Local Authority ¥
ovos Wretam Loc Aterty

> SudoSsCainet.  West Marcus Argytand Bute




image22.png
HA-03629 - saved
Host Address

General  Offered Property  Related

Sponsor * {3 Hugh Graham

Address * Studio 59Caroline throughway
Address 2 West Marcus

Address 3 East Lothian

City Argyll and Bute

Post Code DY05 7WW





image23.png
Hugh Graham - saved
Sponsor

Summary Placement Trackings ~ Host Addresses ~ Sponsor Household ~ Applicants ~ Related




image24.png
Offered Property
Status

Available

~





image25.png
FAMG0BO7S <...c

General Timeline  Placement rcking

Housing Needs

ove Onsearch

Wt o oty

IndividolSponsor Applcant Checks  Reaed -




image26.png
Available Properties

My LA Available Properties O Refresh  o° Flow Vv
System Views Filter by keyword
Wales Wide

v Accommodates Smokers v Number of Bedrooms Town/City ¥ Prop:

My LA Availzble Properties

No data available




image27.png
FAMS64782 -5u.cd Rhondda Cynon Taf Loca Authority
Household Lot oty

General Timeline  Placement Tracking  Housing Needs  Move On Search  Individual Sponsor Applicant Checks  Related

Avaable Properties

Wales Wide O Rk o ow
Fite by keyword
Neme Lol Atharity Accommodses et Accommodstes ke NomberofBdrmoms Tomn/Gity
HAOITZS  pembrokeshire Local Ao Unknown Unkaown 1 ponypoot

HAOITAT  Swansea Local Authority Unkoown s 2 cooxe




image28.png
FAMBS64782 - su.cc Rhondda Cynon T Local Authorty
Household Loca ety

General Timeline  Placement Tracking  Housing Needs  Move On Search  Individual Sponsor Applicant Checks  Related

Avalable roperties

My LA Avallable ropertes O Refresh o ow

Fiter by keyword

O Name v Accommodueshits  AccommodsesSmokers  Numberofbedrooms©  TownClty v oo

HAOIE Unknown Unknoun 1 Usndudno Ap




image29.png
nokers v Number of Bedrooms v
T Sort smaller to larger
.L Sort larger to smaller
Y Filter by
<= Move left

—> Move right




image30.png
Y Filter by




image31.png




image32.png
W Clear filter




image33.png
& Offered Properties




image34.png
Wales Wide T Editcolumns 7 Edit filters Filter by keyword

(O MNameTv  Local Authority ¥ Accommodates Pets ¥ Accommodates Smokers ¥ Number of Bedrooms ¥ Town/City ¥ Property Type *




image35.png
Edit filters: Applicants

W% Reset to default

Ao
C s
© Addrow
= xadgoun

BB Add related entity




image36.png
Edit filters: Offered Properties

N3 Resetto default | Download FetchXML SZ Delete all filters

(0]

Showing live data Change to retained data

AND v

O ‘ Offered Property Status ‘ ‘ Equals. ~ ‘ Available X

O ‘ Offered Property Status ‘ ‘ Does not contain data ‘





image37.png




image38.png
Wales Wide*

Neme T+ Local Authority




image39.png
Wales Wide* -

Search views

offered properties &
@Cardiff Local Authority
ALL

Inactive Offered Properties
My LA Available Properties
My LA New Properties

+ Wales Wide* Default

) Save as new view

f5] Manage and share views




image40.png
Available offered properties

Name T~ Local Authority v

Accommaodates Pets v

I3 Editcolumns 7 Edit filters

Accommodates Smokers v Number of Bedrooms ¥

Filter by keyword

Town/City v Property Type *




image41.png
s ropertes

Lothorn T+ Aot

[ TSP

% e

7w

[

oy« poper

s




image42.png
RS-01098 5o
Reservation

General  Related

8 Household

8 Lesd Applcant

8 Ofered Propery

B3 ramszsaro

A Besnor Moore

B waosrz2

Resevaton Joumey
Stows

RS00 - New Reservation

Timeline

B Search imelne

7 enterancte.

Rhondda Cynon Tf Local Authorty /-





image43.png
Placements
Accommodations
Host Addresses
Placement Trackin...
Offered Properties
Applications

Housing Needs

o £ o o0 o0

Reservations





image44.png
Inactive Reservations v [T Edit columns Y Edit filters Filter by keyword

Created On | v Name v Offered Property v Reservation Journey Status v Reservation Journey Status Reason Modified On v




image45.png
Error message x

You need first to close the reservation before you can create

move on placement tracking outside Wales




image46.png
Warning x

In order to create placement tracking from the type
‘Sponsor/Host', please create a reservation.





image47.png
My Offered Properties with an active Reservation v




image48.png
[BlHost Lucy Chandler

[BlHost address HA-03762




image49.png
Sponsor/Host Journey
Status.

Status Reason

First Name

Middle Name





image50.png
Inactive Sponsors




image1.png
U

Pl |
J I\
WALES: A NATION OF _—

SANCTUARY Llywodraeth Cymru
) Welsh Government





