PA Service
Terms of Service

Welcome!
In this document you will find

About Us
Our Care Management Systems
Our PA's
Bookings
Costings & Terms

About us:
We are a charity run by Autistic people, this means all of our
management and Trustees are diagnosed Autistic adults.
We do employ some staff who are not Autistic, but you should know
we're majoritively people like you.
We founded this charity based on our bad experiences as Autistic
people, to try and prevent them happening to others in the future
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Once your care budget is approved here's
what will happen:
New Client Set Up
We create a support plan
with you

Matching a PA
This could be from our PA's we already
employ, or we can advertise out for one
specifically for your needs

Backup PA's
Where we introduce you to some
other staff incase your regular PA is
away

New Client Set Up
We use a care management system called
We use this system to create a support plan with you. Once this is complete it allows us to keep all
information securely and confidentially on the system.
When you are assigned a PA, they have the "logmycare" App on their phones where they can access your
support plans and other relevant information to your care.
PA's use the App to log what's happened in each of your sessions with that.
At any time you can email the office and request a copy of your logs and/or support plan.
Only PA's who work with you can see your details
and the App has layers of security to keep your data safe.

Choosing a PA
We have a small team of PA's who work mostly work with more than on
client.
We have a booklet of PA Profiles, each written by the PA themselves,
outlining their interests, skills, qualifications .etc as well as a
photograph of themselves.
We use PA Profiles to give you an idea of who you are working with
before they arrive, to reduce the "new person anxiety"
If we don't have any PA's to suit your needs (whether that's interests,
availability or geographical location) we can work with you to create a
job advert to high a PA who will meet those requirements

Meeting other PA's
Our aim is to set you up with one, or perhaps two if you have a lot of
hours, regular PA's.
However, they are only human, and there will come a time when they
are off sick, with other commitments or for holidays.
To reduce the anxiety of sending in a complete stranger, we encourage
clients to meet other PA's at a time of their choosing (rather than a last
minute change).
This is usually done as a shadow shift (so you have your regular PA at
the same time as meeting the new one) but that's up to you.

We recommend clients have a regular time/day that the receive support, but we

Booking a PA?

know that's not always possible for a variety of reasons.
If you can, we recommend booking directly with your PA whilst they are with
you, but you can always contact the office to get something booked in.
It won't always be possible to book people in last minute, but you're always
welcome to make the request. We recommend trying to book at least a week in
advance if you can.

Costings
This is our current costing breakdown.
As a "Real Living Wage" Accredited Employer, we pay our staff what the foundation
recommends. Every November the "Real Living Wage Foundation" releases new pay
recommendations.
Once we have this, we adjust our costing breakdown and release a new one every April.
We will send you this breakdown in March with the changes, and inform you of any
increase to cost.

General Terms to be Aware of:
We work on minimum 2hr bookings
Shorter terms would been to be agreed at the start of support
Cancellations: if you cancel with less than 24hrs notice we will charge you
100% of the booking cost. If you cancel within 48hrs we will charge you
50% of the cost.
This is to ensure our staff are not going without pay unfairly. If you have an
emergency/sudden illness, and do not have a habit of cancelling last minute,
it is up the Coordinators discretion to waive the fee.
If you are regularly cancelling last minute, we will work with you to see if
there's anything we can help with to reduce that pattern
Bank Holidays: These are charged at 1.5x regular cost, so rather than £14
per hour it will be £21. This is also the cost for out of hours (10pm - 6am)
unless pre-agreed.
Weekends are paid at the standard rate.

Methods of Communication
We offer varying methods of communication. We recommend emailing in for bookings and
other enquiries, but if you prefer other methods of communication:

Facebook Messenger

Emails

Telephone

This is checked throughout the
work day, and can be a quicker
way to drop us a message, but
we recommend email/phone

support@autisticnottingham.org

0115 888 3223

You can email in concerns, complaints,
compliments or any questions

9am-5pm Monday - Friday
We have an answerphone service if no
one can pick up

Skype Instant

Video Calls

In Person

We can set a time via another
method to have a video call

We can set a time via another
method to have a face to face
meeting, usually at our offices but
we could also visit you at home

Messenger
Not constantly monitored, so you may
need to contact us a different way to set
an appointment to communicate this
way
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Thank You!
Thank You for choosing us as your support provider!
Please do get in touch with us with any questions, comments or
complaints, we're ready to work with you to get the most appropriate
support for your needs.
Do check out our social media, as it has many useful resources:
Facebook.com/AutisticNottingham
twitter.com/AutisticNotts
instagram.com/AutisticNottingham

