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1. The MSD DSS Assessment and Allocation of Disability Support Funding Operational Policy requires Needs Assessment and Service Coordination (NASC) organisations and Enabling Good Lives (EGL) sites to provide a disabled person, or their family, whānau, guardian and/or carer with information about the assessment process so they know what to expect and how to prepare. 
2. This document provides guidance to support NASC and EGL sites to meet the pre-assessment obligations.
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3. A pre-assessment process has been introduced to ensure that a disabled person and, where appropriate, with the disabled person’s consent, their family, whānau, guardian and/or carers receive information about their upcoming assessment, so they know:
a. what the assessment is about and what to expect;
b. how to prepare for the assessment; and 
c. what information they need to provide.   
4. NASCs and EGL sites are required to compile an assessment information pack to provide the disabled person, their family, whānau, guardian and/or carers, where appropriate, with the relevant information. 
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5. When a referral is received, the first step is to confirm whether the person is eligible for an assessment. 
6. To do so, the NASC or EGL site must confirm that the person: 
a. is eligible for publicly funded health and disability services in New Zealand in accordance with the Health and Disability Services Eligibility Direction 2011; and
b. can provide sufficient evidence to support identification of an impairment type specified in the MSD DSS Eligibility Operational Policy.
7. Eligibility for DSS-funded disability support services will be confirmed during assessment in accordance with the MSD DSS Eligibility Operational Policy. 
8. Deciding that someone is eligible for an assessment does not confirm eligibility for funded disability support services. The determination of eligibility can only occur once there is confirmation of an ongoing need for support in accordance with the MSD DSS Eligibility Operational Policy, which is gathered through the assessment process. 
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9. Once the NASC or EGL site is satisfied that the person is eligible for assessment, then the scheduling of the assessment can be arranged with the disabled person, or their family, whānau, guardian and/or carer. 
10. NASC and EGL sites will need to work through the following with the disabled person family, whānau, guardian and/or carer:
a. Discuss and identify any supports required for the assessment. This may include considerations such as the timing and location of the assessment, accessibility requirements, and communication supports (for example, organising an assessment location with suitable accessibility requirements or requiring a NZSL interpreter to support the disabled person).
b. Agree the date, time, and location of the assessment.
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11. Once the assessment details have been finalised and agreed, the NASC or EGL site must compile the following information within an assessment information pack to provide to the disabled person, or their family, whānau, guardian and/or carer: 
a. A templated letter - containing the agreed details for their upcoming assessment;  
b. A nationally consistent information sheet – providing information about the assessment process; and 
c. Any supplementary information considered necessary for the disabled person, or their family, whānau, guardian and/or carer to get ready for the assessment. 
12. The information in paragraph 11 must be provided to all disabled people, family, whānau, guardian and/or carer confirmed as eligible for an assessment. 
13. All letter templates and information sheets are available to download on the ‘Training and Support – Assessment, Allocation and Flexible Funding’ webpage.
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14. There are two sets of letter templates – one for pre-assessment and one for reassessment. Select the template that aligns with the disabled person’s circumstances:
a. Letter for disabled person 18 years or older who has capacity; or
b. Letter for parent, family, whānau, guardians and/or carers (for disabled person under 18 years or requires support) or for a legally appointed welfare guardian if the person is over 18 and lacks capacity.
15. To complete the letter:
a. use your NASC or EGL site’s official letterhead; 
b. complete only the required fields shown in red text; and
c. convert all text to black once completed.
16. To maintain standardisation, other elements of the templates should not be amended, unless there are specific circumstances which are not addressed by the standard template. DSS’s expectation is that modifications will be made rarely. 
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17. Once the letter is prepared, it must be packaged with the following to form the information provided to the disabled person, or their family, whānau, guardian and/or carer:  
a. the information sheet – provided as-is and must not be amended; and 
b. any supplementary information considered necessary to help the person prepare for their assessment. It is encouraged to keep this information to a minimum, this could include information such as:
· details about the assessor (e.g. pepeha);
· specific information about the assessment location and accessibility (e.g. parking, ramps);
· details of supports arranged for the day (e.g. NZSL interpreter); and 
· life stage mind maps[footnoteRef:2] (e.g. pre-school, primary-intermediate). [2:  Mind maps: Pre-School, Primary-Intermediate, High-school and Adult Fillable.] 

18. Before sending out the information pack, check that all required components are complete and accurate.
19. Send the information to the disabled person using their preferred delivery method (e.g. email or post). 
20. Where a disabled person is under shared guardianship (e.g. care provided across two households), issue the information pack to the individual listed in the referral. 
21. Where multiple parents or guardians are identified in the referral and do not live in the same household, NASC and EGL sites should exercise professional judgement in deciding whether an information pack is provided to each, taking into account relevant court orders relating to guardianship of the disabled person, and other circumstances such as safety or wellbeing considerations.
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22. To ensure consistent and accurate information is recorded, the NASC or EGL site must record all information associated with pre-assessment in Socrates or, for EGL sites, their respective internal systems. This includes: 
a. entering a file note and recording the details of the scheduled assessment (the agreed assessment time, date, location, and any required support needed for the disabled person’s scheduled assessment); 
b. uploading a copy of the letter issued, the date it was sent out, and, if necessary, enter supporting notes about who it was sent to, e.g. shared guardianship, requiring letters sent to two households; and
c. uploading a copy of any additional information provided.
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23. [bookmark: _Annex_1:_Urgent]To upload information into Socrates, navigate to ‘File’, click ‘Upload Document’ and select ‘Needs Assessment’ under ‘Classification’. Select ‘Choose Files’ and attach the preassessment letter along with the other information described in paragraph 22(a), 22(b) and 22(c), then select ‘Upload’.
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