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Application for trial leave or full transfer

to another hospital – guidance
Mental Health Casework Section

	


The procedure for applying for trial leave and full hospital transfers

MHCS aims to issue a decision on receipt of the full transfer application within the following timescales: 
· Trial leave – 28 days

· Upgrade transfer – 7 days

· Level transfer – 14 days 

· Downgrade transfer – 28 days. 
Please ensure that the correct form and actions outlined below are completed fully to prevent delays in considering the request. It can also be helpful to send relevant supporting information alongside the application form, particularly for downgrade requests, such as Care Programme Approach (CPA) reports, psychological assessments or progress reports from therapeutic activity.
Trial leave
Downgrade transfers from high secure services usually follow a period of successful trial leave in the first instance, due to the level of risk associated with moving patients out of high secure services. Patients will remain formally under the care of the sending Responsible Clinician, and their bed in high secure services will be retained, in case the patient needs to return urgently to high secure conditions. Trial leave is typically for a period six months, with an option to extend if deemed appropriate. Trial leave will not be considered for a period shorter than three months. 
It is acknowledged that there may be some cases where trial leave is requested for moves other than from high security. However, there would need to be a clear justification as to why a full transfer was not being requested and in order to consider any such request it is expected that the sending Responsible Clinician will contact MHCS to discuss their request for trial leave with a manager before completing and sending in a full application. Such applications will not be accepted without evidence a manager from MHCS has agreed to their consideration. Similarly, moves from high secure services to security levels below medium secure, will need to be discussed and will require a final decision from a senior manager. 
For applications for trial leave, the sending Responsible Clinician must complete Part A of the ‘Request for Trial Leave’ form, which must then be sent to the proposed receiving Responsible Clinician to complete Part B. Either party may send in the completed form to MHCSMailbox@justice.gov.uk, but the other Responsible Clinician/hospital must be copied into the application email. One month prior to completion of the initial trial leave period, both the sending and receiving Responsible Clinician’s must file a progress report, including whether they are recommending full transfer, extension of trial leave, or return to high secure services, with reasons for their recommendation. MHCS will then consider these recommendations and determine whether to approve full transfer, extend the trial period, or terminate the leave. 
Full transfer
Any request to move a patient to a different hospital will require the relevant Responsible Clinician to complete our form entitled ‘Request Full Transfer for Restricted Patients’. The nature of the transfer will dictate what elements of the form need to be completed, and what information provided. 
For upgrade transfers the following should be done:

· Part A of the application form completed and signed by the sending Responsible Clinician to be sent to MHCSMailbox@justice.gov.uk (it is not necessary to delete the other elements of the form before sending).

· An email to be sent confirming acceptance of the patient from the receiving Responsible Clinician. This should ideally be attached to the application email to reduce delays. If the transfer is urgent then it will be satisfactory to copy in the receiving Responsible Clinician or their secretary into the email application. 

· The local MAPPA coordinator/s do not need to be notified in advance of the application, but should be notified as soon as is practicable following any approval. 

· It is noted that some upgrade transfers will require immediate action and in these cases verbal authority may be sought from a manager in MHCS, prior to completion of the required paperwork. The sending or receiving Responsible Clinician should call one of the following numbers if during the hours of 9 to 5 Monday-Friday and request to speak to a manager: 07812 760274  /  07812 760582  /  07812 760523  /  07812 760356  /  07812 760230. If the request needs to occur outside of these hours, the following number should be utilised: 0300 303 2079.

For level transfers the following should be done:

· Parts A and B of the application form completed and signed by the sending Responsible Clinician to be sent to MHCSMailbox@justice.gov.uk. 

· An email to be sent in confirming acceptance of the patient from the receiving Responsible Clinician. This should ideally be attached to the application email to reduce delays.
· The local MAPPA coordinator/s should be notified in advance of the application if the move is taking the patient within close proximity of current or previous victims, or if the Patient is under Level 2 or 3 management. Otherwise it is satisfactory for notification to occur as soon as practicable following any approval. 

For downgrade transfers the following should be done:

· Parts A, B and C of the application form completed and signed by the sending Responsible Clinician. 

· The sending Responsible Clinician sends their completed form to the receiving Responsible Clinician who must complete Part D of the application form and sign. 

· Either party may send in the completed application, but must copy in the other hospital/Responsible Clinician to the application email. 

· MAPPA must be notified in advance of any application for a downgrade transfer. However, only patients managed at Level 2 or 3 will require feedback from MAPPA before the form is completed and submitted. For those managed at Level 1 notification in advance is sufficient. 
Transfer authorisation letters
Unless otherwise stated, transfer authorisation letters are valid for 90 days from the date of issue. If the patient has not transferred by the date of this authorisation, then MHCS must be contacted to request the authorisation be re-considered. An update on the patient’s progress and the reason for the delay in transfer must be provided in order for the letters to be reissued. 

The community leave authorisation that is transferring with the patient will be outlined in the authorisation letters, including any attached conditions. The patient will only have permission for leave as outlined in these letters following transfer, regardless of any previous authorisation. 
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