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End of 

Process



 

Decision to Instruct an IMCA

Instructor

No IMCA Needed 

Instruct an IMCA

Yes

Has the person got capacity 

– apply the two step test 

from the MCA?
No

No
Have they got an Appropriate 

Family Member?

Does the family member 

need the support of an IMCA

Yes

No IMCA Needed Instruct an IMCA

No Yes



 

Referring for an IMCA (In Borough)

Advocacy OrgInstructor

Instructor Decides 

an IMCA is 

needed

Is this a Dols?

Complete Dols 

IMCA Referral 

Form (Standard 

ADASS Form)

Complete Non-

IMCA Referral 

Form

Send Completed 

Referral Form to 

Advocacy Hub, 

(secure email)

IMCA now starts work on the case. They MUST 

contact Instructor to:

1.Quality Assure form

2. clarify any of the contents with Instructor

3. Agree timescales / 

To IMCA 

Engagement

Add form to case 

notes on local 

system

NoYes

Add name of 

IMCA to Case 

notes

Has the referral form 

come from an 

authorised person? (3)

 Return referral 

form to instructor

No

Contact family and 

friends with IMCA 

details as 

necessary

Arrangements for first visit to be made with 

person and inform instructor

Should be within 14 days of IMCA assignment.

Assign an IMCA, and inform 

instructor of details

Witin 1 working day for dols and 2 

working days for non-dols

Add date of first 

visit to Case notes

Referral form 

received by hub 

and confirmation 

of receipt back to 

instructor

Hub sends referral 

onto IMCA 

provider

Yes

Communication 

with IMCA to 

understand 

timescales etc



 

IMCA Duties

OtherAdvocacy OrgInstructor

IMCA attends first meeting with 

the person

Further activities and contact as 

necessary and guided by the 

reason for referral and the 

person. Ensure person’s views 

are included in the decisions that 

are to made about them

Write a report that 

details the work 

the IMCA has 

completed, and 

share with 

Instructor

Receive written report from 

the IMCA and act on 

information contained as 

necessary

Ensure that the report is 

loaded onto LAS

Process for 

Closure

Verbal updates given to 

the instructor either at 

meetings or via phone / 

face to face

Are time frames short for 

this decision e.g. Serious 

medical treatment?
yes

no

Report is used to consider 

the best interest decision 

and outcome of decision is 

fed back to the IMCA within 

2 weeks of the decision 

being made



 

Closing a Case

Advocacy OrgInstructor

yes

No

End of Process

Instructor to 

confirm with 

person or IMCA 

that all advocacy 

needs have been 

met for this 

decision

Discuss and agree 

Next Actions

Instructor and 

IMCA to discuss 

next actions

Input to decision 

around whether 

advocacy needs 

have been met

Instructor to 

inform IMCA that 

Case is now 

closed

IMCA Engagement

Have advocacy 

needs been met?

Record on LAS – date that case 

was closed with IMCA. Check all 

documentation in place.

Agree Next 

Actions


