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Adult Social Care

Direct Payments Policy and Guidelines

This Policy should be read in conjunction with the Council’s Personal Budget Policy and Assessment and Eligibility Policy.  The Policy has been refreshed to ensure compliance with the Care Act (the Act) 2014.
The Policy sets out the processes by which Thurrock Council’s Adult Social Care Directorate (the Service) will meet the duties defined within the Act, and defines the Council’s undertaking to service users and their representatives concerning the service they should expect to receive.
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1. Purpose of this document
Since 8 April 2003, local authorities have had a duty to offer Direct Payments as an alternative to direct service provision for people (including carers) who meet the local authority’s eligibility criteria for care, support or equipment. 

Direct Payments are one way in which people can direct their own support. They allow people to retain their independence and make choices about how their care needs are met so that they can remain active in family and community life. 

This document identifies best practice around Direct Payments and how they are implemented in Thurrock.  This document explains how a Direct Payment can be used and how resources are allocated and to whom the payments can be issued.  This guidance details what information the Service User or their representative will have to record in relation to their Direct Payment.  The law requires Social Services to monitor the Service User’s financial records.  The aim of this guidance is to help everyone understand their responsibilities.
This document sets out the working relationship between the Social Care Practitioner and Customer Finance team.  It also sets out the agreement that will exist between the Council and Direct Payment recipient.

Thurrock Council (“the Council”) must make Direct Payments to all services users who are eligible to receive them and who want to receive them, with the exception of a very limited number of individuals to whom payments must not be made, as guided by legislation. These are listed in section 3 and 4. 
2. Legal Context
This Policy was introduced as a response to S57 of the Health and Social Care Act 2001, section 17A of the Children Act 1989 and by the Community Care, Services for Carers and Children’s Services (Direct Payments England) Regulations 2003.  The 2003 Regulations provide that the duty to make Direct Payments applies to:  

· a community care service within the meaning of section 46 of the National Health Service and Community Care Act 1990; or 

· a service under section 2 of the Carers and Disabled Children Act 2000; or 
· a service which local councils may provide under section 17 of the 1989 Act (provision of services for children in need, their families and others) 

 

The introduction of the Care Act 2014 supersedes the aforementioned Acts and its guidance further embeds Direct Payments in law.  In addition, the legislative context for the Act is set out in Section 117 (2C) of the Mental Health Act 1983 and the Care and Support (Direct Payments) Regulations 2014.
A simple guide is included at the end of this document for care practitioners to use to check the process when setting up a Direct Payment (Appendix 4) 

3. Who can receive a Direct Payment?
The vast majority of people who are eligible for support to meet assessed social care needs from Thurrock Council have a right to Direct Payments. More specifically, they are: 

· Older people who have been assessed as having eligible needs for community care services; 

· Disabled people aged 16 or over, including those with short as well as long term needs; 

· Carers, aged 16 and over, in place of receiving carers’ services

· Families with disabled children for children’s services; 

· Disabled parents for children’s services; 

· An appointed “Suitable Person”, a person appointed to receive and manage Direct Payments on behalf of someone who lacks capacity to consent to the making of the Direct Payments. The suitable person should be either: 

· Someone who was given lasting power of attorney 

· Someone appointed by the Court of Protection to act in the person’s best interest 

· A family member or a close friend who agrees to take on the responsibility to act in a person’s best interest (and either the power of attorney agrees or, where none, the Local Authority). 

Wherever a person is assessed as needing social care support, (including carers) a check should be made whether we have a duty or a power to make Direct Payments in respect of those services. There are only very limited circumstances when direct payments would not be offered. 

4. Restrictions on Who Can Receive a Direct Payment

There are some people to whom the duty to make Direct Payments does not apply.  Examples or the relatively few exceptions to this are detailed below.  

The Department of Health Direct Payments Guidance:  Community Care, Services for Carers and Children’s Services (Direct Payments) Guidance England 2003 (Annex C) states that Direct Payments may not be made to certain people whose liberty to arrange their care is restricted by mental health or criminal justice legislation as follows:

· Patients detained under mental health legislation who are on leave of absence from hospital;

· Conditionally discharged detained patients subject to Home Office restrictions;

· Patients subject to guardianship under mental health legislation and those covered by the new power of supervised discharge;

· People who are receiving any form of after-care or community care which constitutes part of a care programme initiated under a compulsory court order;

· Offenders serving a probation or combination order subject to an additional requirement to undergo treatment for a mental health condition or for drug or alcohol dependency;

· Offenders released on licence subject to an additional requirement to undergo treatment for a mental health condition or for drug or alcohol dependency; 
· People subject to equivalent restrictions in Scottish mental health or criminal justice legislation; and
· In legal proceedings to do with their financial management (such as bankruptcy).

While this list is not exhaustive, consideration must also be given to section 31 and 33 of the Care Act in determining access to Direct Payments. Additionally Thurrock Council will not provide a Direct Payment to a service user who has debts owing to the Council.  Any exception to this rule must be agreed by a Service Manager or Strategic Lead.
5.  Principles of Direct Payments
Direct Payments are a way to encourage innovation and creativity in ways service users can meet their outcomes and this must be encouraged.  The Direct Payment must be used to meet identified outcomes, but how this outcome is met does not need to be prescriptive. However, there needs to be some agreement about what is an appropriate way to spend public money, 
Employees of the Council and recipients of a direct payment have a responsibility to obtain value for money when negotiating solutions to meet eligible needs. Any spending guidelines that apply to directly provided or commissioned services also apply to direct payments i.e. the direct payment must be at least as cost effective as other appropriate services that could otherwise be arranged by the Council to meet the person’s assessed needs. 
In order for the Direct Payment to operate in a more flexible manner service user engagement is vital to its success.  How this works in practice is discussed later in this document.  

6.  Accountability of Direct Payment recipients
Anyone receiving Direct Payments, either for themselves, or on behalf of someone else, is accountable to the Council for the way in which the money is spent.  They are required to indicate their understanding of their duties in relation to Direct Payments, and the fact that they are accountable for them, before they can begin to receive them, and they are required to account for all monies spent in the time frames agreed.

7.  Allocation of funds – costing model

Any service user in Thurrock who receives a Direct Payment must have eligible care needs – as determined by the National Eligibility Threshold (Care Act 2014).  Resources will be allocated according to the Managing our Resources Effectively principles adopted in Thurrock. J:\PERS\SOC\CCARE\ADULTSC\CUSTOMERJOURNEY\References\Managing Our Resources Effectively Version 5.pdf  Where appropriate, an initial allocation of resources will be carried out via Thurrock’s Resource Allocation System (RAS) and confirmed via a full SDS assessment. 
Practitioners must ensure that the LAS is updated.
 

8.  Charging contributions to care 

Direct Payment recipients will be charged for their contribution to their care according to financial guidelines in the same way as if the service was commissioned or provided by the Council.  Refer to section 12.4 for more details.  The Council’s ‘Charging Policy’ should be referred to for more detail.
9. Use of Reablement 

All service users who request a Direct Payment to meet physical care needs are required to receive a service from the Reablement Team for up to six weeks.  This is to ensure each person is being supported to be as independent as possible and has access to the most appropriate equipment and support.  This intervention also provides the Council with a clear assessment of the level of resource required to meet the identified outcomes.  Any exception to this should be discussed with a Service Manager or Strategic Lead.
10. Suspension of Direct Payments 

If there is evidence that Direct Payments are being used inappropriately and not in accordance with the Agreement the matter will be discussed with the service user/nominee/suitable person and the process that will be followed is in Section 14.1.  If returns are not submitted to evidence how the Direct Payment has been spent (in accordance with the Agreement) this matter will also be discussed with the service user/nominee/suitable person and dealt with in accordance with Section 14.1.  If either of the above matters cannot be resolved, suspension of the Direct Payment may occur.  If the service user requires care to meet ongoing needs the Council’s Reablement service will be offered.  
11. Discontinuing Direct Payments
Thurrock Council will only seek to discontinue Direct Payments in the last resort or in instances where clear and serious breaches to the Agreement have taken place.  

Should this situation present itself, alternative services will be offered to meet the identified needs and a review of the Service User’s care assessment will take place.  Thurrock Council will try to ensure that there is no gap in care provision as a result of the ending of this payment.  In these instances, Thurrock Council will complete a care review and seek to balance the needs of the individual, the reasons why these payments were discontinued and look at way to support in the management of the Direct Payment before they could be re-instated.

When discontinuing a Direct Payment is being considered, Thurrock Council will:

Attempt to contact the Service User or Representative to discuss the issues raised or apparent breach of agreement;
· Explore options that may be appropriate to address the concerns or issues (if appropriate);
· Provide notice of the termination (4 weeks) if the situations cannot be resolved; and
· Consider the contractual obligations the Service User may have in the termination of the payment (including redundancy).
12. Employing Relatives 

Direct Payment regulations prevent people from using direct payments to secure services from a spouse (husband or wife), from a partner (the other member of an unmarried couple with whom they live), or from a close relative (or their spouse or partner) who live in the same household as the direct payment recipient. However there are exceptions in certain circumstances but these must be agreed by a Service Manager or Strategic Lead.   
 

13. Resources and how they are applied
13.1    Start up costs 
In some cases when a person opts to have a Direct Payment they will have initial “start up costs” that could include the following:

· Expense of advertising for a Personal Assistant
· Employer Insurance

· DBS check

In order to remove these barriers Thurrock Council will issue a one off payment of £135 for Employer Liability Insurance; £44 for a DBS check and £150 for advertising costs.  Help and advice can be sought from the Direct Payment Support Service (currently PURPLE) on these issues.
13.2 Rates if purchasing home care or personal assistant support 

For a number of areas of support a Home Care (Domiciliary Care) provider may be used.  If the service user wants to purchase care from a recognised agency they will be allocated the Council’s declared hourly rate (£13.00).  If the service user would like to employ a Personal Assistant then the rate is slightly lower (£11.43) than an agency rate. 
13.3 Making Payments
If a Direct Payment is being paid the easiest and safest way for Thurrock Council to issue funds is via a BACS payment directly into the recipient’s account.  The account has to be separate from any other accounts they hold so the income and expenditure can be clearly seen (this will also help  in providing returns which are clear records of what is paid in and out of the account). 
In most cases this payment will be issued every 28 days in advance, taking away any contributions to be made by the service user. A welcome letter will be sent to confirm the Direct Payment arrangements and will be sent to the service user/nominee/suitable person.  Letters 1 and 2 refer.
Payments can be made by cheque, but due to the increased processing time and potential risk to the Service User this should only be used when there is no other alternative. In addition to this, a payment can be made into an account that the Direct Payment Support Service (currently PURPLE) administer on the Service User’s behalf.

13.4 Contributions  

All service users will undergo a means tested assessment to establish if they can contribute towards the cost of their Direct Payment.  This is done in line with the Care Act 2014’s guidance on eligibility and the Council’s own Charging Policy.  The service user’s contribution is assessed by a Financial Assessment and Benefits Officer from the Customer Finance Department. This is usually done through a home visit.  The Direct Payment amount is then established and the contribution from the service user is calculated and this will ensure that the appropriate levels of money are present for the service user in their account to commission care and/or services that would meet the service user’s outcomes as set out within the service user’s care and support plan.  
13.5 What can and can’t a Direct Payment be used for? 

A Direct Payment can be used to purchase innovative and creative solutions to meet identified outcomes.  Direct Payments must be used to meet the outcomes agreed as evidenced through the completion of a support plan.  The care practitioner and direct payment recipient/suitable person will agree in general the ways the direct payment will be used.  Outcomes should be achievable and clear.  They may be time limited as some outcomes are to achieve short term goals. 
Restrictions on what a Direct Payment can be used for (unless written exception agreed by Service Manager or Strategic Lead) 

· Gambling (including lottery tickets, bingo etc)

· Health care needs that should be paid for by Health Services

· Food shopping

· Utility bills, including gas, electric, water and telephone bills

· Mortgage and rent payments

· Maintenance for a property

· Cigarettes and alcohol

· Gifts or presents for others

· The cost of food/eating out for Direct Payment recipients.  

· Any items and services which fall outside of your agreed support plan.
13.6 Agreed rates of subsistence claims 

Many people use their Direct Payment to access the community.  The person in receipt of the Direct Payment should fund their access to the community resource and their own meals and drinks from their own funds.  The Direct Payment can be used to fund the personal assistant (if required).  The suggested amounts that can be claimed in these situations will be in accordance with Thurrock Council subsistence levels.  

· Breakfast: £6.75

· Lunch: £9.25

· Evening Meal: £12.00

· Accommodation Allowance: £77.50 (maximum per night) 
Any exceptions should be agreed with a team manager.
14. Mental Capacity  
The Council must establish if a service user has capacity to consent to receiving Direct Payments before it can provide them.  Obtaining consent might be a process involving continuous discussion. 
If a service user has capacity to consent to Direct Payments but needs additional support in order to manage them, Direct Payments can be paid to a nominee who can help the person manage them, as long as the person who is eligible to receive the Direct Payments is in agreement. Refer to section 15. 

 

If a service user lacks capacity to consent (subject to certain conditions) Direct Payments may be made to another person on behalf of the person needing support.  This must be an appropriate and willing suitable person. 

 

Details on assessing capacity can be found in the “Thurrock Policy on Mental Capacity”.  Capacity is assessed on an individual basis, in relation to the specific decision to be made, and in accordance with the Mental Capacity Act 2005.  This stipulates that there is a presumption of capacity, unless it can be established that a person lacks capacity.  In order to comply with the requirements of the Act, the Council must take all practicable steps to help the service user make the decision before it can treat them as unable to make the decision.  The steps taken to assess capacity will be recorded.  Any decision that a person lacks capacity to consent must be shown to be reasonable.

If capacity is borderline the Council may set up a trial period of Direct Payments, during which capacity can continue to be assessed. 

 

A person might have capacity to consent to receiving a Direct Payment for one service, for example one that involves paying a regular small payment, but not one that involves more complexity, such as employing an assistant.  The latter involves compliance with the tax and national insurance regimes and employment law.  In this situation it may be appropriate that a Trust is developed to enable the service user to employ the assistance. 

The Council will review any decisions about a service user’s capacity at appropriate intervals so that it can be sure that all those in receipt of Direct Payments have as much control as possible. 

 

If the Council is satisfied that regained capacity is only temporary it will continue to make Direct Payments to the suitable person.  In accordance with the Guidance, the suitable person in these circumstances must allow the beneficiary to manage their own Direct Payments during any time when they have gained or regained capacity to consent and are able to manage payments themselves. 

 

The Council may discuss with the person receiving Direct Payments the possibility of making a Lasting Power of Attorney to manage their affairs relating to personal welfare in the event that they lose capacity to consent to Direct Payments in the future. 

14.1 People who lack capacity to consent to Direct Payments

Where an adult service user lacks capacity to consent to receipt of a Direct Payments the Council must:
· Undertake a Best Interest Assessment to test if it is the best interest of the person to receive Direct Payments;
· Consult family and friends as part of the best interest decision-making process;
· Be satisfied that the person’s community care needs can be met by the Direct Payments; 

· Be satisfied that the recipient of the Direct Payments will act in the best interests of the service user; 

· That in all the circumstances, a Direct Payments would be appropriate;  

· If the suitable person is not the spouse, civil partner, partner, close relative (or spouse of a close relative) or friend involved in the provision of care of the person lacking capacity, the Council must obtain an enhanced Disclosure & Barring Service Certificate for them.  

14.2 Where Court of Protection or Lasting Power of Attorney is in place

A surrogate, that is a Deputy appointed by the Court of Protection or a donee of a Lasting Power of Attorney created by them who has been given authority to make “decisions about securing the provision of a community care service” to meet that person’s needs. 

A surrogate has the power to refuse to consent to a Direct Payments. 

If the deputy or donee does not have the power to make “decisions about securing the provision of a community care service” the Council will ask them first if they wish to be the person’s representative.  

15 Responsibility and Accountability

Anyone receiving Direct Payments, either for themselves, or on behalf of someone else, is accountable to the Council for the way in which the money is spent.  They are required to indicate their understanding of their duties in relation to Direct Payments, and the fact that they are accountable for them, before they can begin to receive them, by signing the appropriate agreement It is important that both service users and any person receiving Direct Payments on their behalf understand this and that staff assist them in this understanding.  

If the Direct Payment recipient is going to be in hospital or not in receipt of care for a period of more than 4 weeks they must inform the Council and a decision will be made regarding the continuation of the Direct Payment.
15.1 Financial Monitoring of Direct Payments

At present the main responsibility of monitoring the use of Direct Payment monies is shared between Customer Finance and the Service user’s assessor.  The monitoring takes the form of:

· Returns on client accounts administered by Customer Finance.

· Social Worker Reviews (can be set at 1, 3, 6, or 12 monthly intervals).

· Financial Assessment (per annum).

Returns are required for Direct Payments in order to establish if the money being issued is being used appropriately and to reduce the potential risk of the Service user being exploited. For all new Direct Payments there will be a check after 3 months and thereafter between 3 and 12 months. The period of review will be agreed with assessor and Direct Payment officer. The review period set will be determined by taking into proportionate risk, financial risk, compliance with monitoring to date, level of care needed and ability to manage money. These returns are carried out on a 3 or 6 monthly basis in which all Service user in receipt of a Direct Payment must provide accounts for monies spent in the specified period.   The frequency of these returns can be subject to change at any point by Thurrock Council and will not cause any additional monitoring burden to the Service user as these records will already be kept as a part of their normal record keeping process.

A flow chart to show how Direct Payments are monitored is detailed below.  
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15.2    Non-submitting of Direct Payment returns

Failure to submit a return within 28 days will result in contact by phone from the Direct Payment Finance Officer (DPFO) asking for a reason for this delay and if the service user requires any assistance. The client will also be provided with a letter at the same time giving an additional 14 days notice. (Refer to flow chart above)

If no response is forthcoming the DPFO will inform the appropriate team to undertaking a review. The review must take place within 4 weeks. 
The social care practitioner involved must contact the service user to arrange an urgent review.  After the review the matter is to be discussed with the team manager and a decision to be made.  If ‘No Further Action’ then Letter 4 is to be sent.  If there are still concerns and no engagement then the Service Manager / Strategic Lead will decide whether to suspend and refer the care to the Reablement team for urgent care needs or to stop the Direct Payment.  Letter 7 will be sent if this is the case. If no contact can be made with the service user, the Service Manager / Strategic Lead will make a decision on the best way forward. 
Depending on the circumstances involved it will be decided whether it is appropriate to ask the client to pay the monies back which have not been accounted for which will lead to debt recovery action if the service user is not forthcoming.

At any point the option of having the Direct Payment reinstated but only via PURPLE’s PASS account for a probationary period following a new review and referral can be considered. 
15.3 Potential misuse of Direct Payment monies

If there is a question over the validity of the expenditure in a Direct Payment return, the DPFO will check against the client’s support plan on the Integrated Adult System (IAS) to confirm if this meets their agreed outcomes.  Also on IAS, the new Direct Payment agreement will be uploaded to help confirm this.  If the expenditure does meet the agreed outcomes then the returns are agreed.

If the spending does not appear to correspond with the agreed outcomes between the service user and Thurrock Council, the DPFO will send Letter 6 stating what the concerns are and giving 14 days for information to be supplied.  If concerns remain after 14 days or there is no response the DPFO will inform the appropriate care practitioner/team in order for a worker to be allocated to discuss the matter with the service user/nominee/suitable person within 4 weeks.  

The Council will require repayment of any Direct Payment that has been made that has not been used to secure the provision of the service to which it relates or if certain conditions have not been met.  In these cases if repayment is not made, the Council has a legal duty to recover the monies as a debt due to it.

The Council will also recover any monies it has paid that have been obtained or misappropriated fraudulently via the County Court if necessary, and will ensure that all such cases are referred to its Anti Fraud Team and the Police.  

In consenting to receive Direct Payments, individuals also take on responsibility for obtaining the support they need through their own arrangements, which may involve legal responsibilities.

If after discussion/review the expenditure with the social care practitioner is deemed appropriate, no further action is required. IAS and ContrOCC must be updated to reflect this new information to prevent any future questioning.  In these instances, Letter 8 will be sent.
If the spending is deemed inappropriate then the social worker/DPFO should inform the Service Manager or Strategic Lead.  If a decision is made to suspend or stop the Direct Payment a letter will be sent to the service user/nominee/suitable person with the offer of a Reablement service in the meantime. In these instances, Letter 7 will be sent.
If the Service Manager / Strategic Lead is satisfied that spend meets outcomes then Letter 8 will be sent.

Depending on the circumstances involved it will be decided whether it is appropriate to ask the client to pay the monies back which will lead to debt recovery action if the service user is not forthcoming.

Once the DP monies have been paid the service user can be given the following options if the Direct Payment has been suspended:

· Will go through a reablement process to ascertain the service user’s care needs and which service can best meet these requirements; and
· having the Direct Payment reinstated but only via PURPLE’s PASS account for a probationary period following a new review and referral.
15.4 Under spend of Direct Payment monies

When a return is submitted and the service user is holding more than the permitted 8 weeks tolerance in their account, the DPFO will issue a letter (Letter 5) to request the return of all monies which are above their respective 8 week tolerance in the form of a cheque which can be returned in a freepost envelope within 28 days.

If the under spend is returned within the time allowed then no further action is required. 

If the service user has informed Thurrock Council that they are saving the money for a particular reason this needs to be evidenced in writing which will be checked by the appropriate worker / locality team to assess if this meets their identified needs.

If the service user is unwilling to provide this documentation, the DPFO will be required to notify the Service Manager / Strategic Lead. Thurrock Council can suspend these payments to prevent further monetary build up in a service user’s account and to protect public funds (Letter 7).
In order for the payment to be reinstated the service user will be required to evidence how the money was spent (e.g. invoices and receipts) and provide an up to date statement showing what monies are left in the account.

If the monies are below the 8 weeks tolerance or once the under spend has been received and processed the service user can be given the following options if the Direct Payment has been suspended:

· Will go through a reablement process to ascertain the service user’s care needs and which service can best meet these requirements;
· having the Direct Payment reinstated but only via PURPLE’s PASS account for a probationary period following a new review and referral; and
· have a reduction in hours if under spend is reoccurring.
15.5 Responsibilities as an Employer

Employment – the Direct Payment recipient is responsible for all aspects of employment as an employer – e.g. from advertising to deducting National Insurance from the pay of anyone they employ.  
Payroll – the Direct Payment recipient must make sure all personal assistants are paid and must maintain payroll records – these must be kept for 3 years.

Insurance – adequate public and employers liability insurance must be obtained and this is covered in the start up funds allocated.  The start up costs are found in Section 4.2.  A DBS is recommended for all personal assistants.

Pensions – as an employer, requirements to enrol or offer a pension to employees may be required.  Information on this can be found at http://www.disabilityrightsuk.org/individual-employers-and-workplace-pension-schemes-personal-assistants.

The Direct Payment recipient will be expected to save for these costs in future years from the payments they receive.

All of the above can be explained or managed by the Direct Payment Support Service if required, free of charge.

Evidence that Direct Payment recipients are acting appropriately as an employer will be monitor via the recipient’s Direct Payment returns and failure to act appropriately will be escalated to the appropriate bodies.

15.6 Debt Recovery 

In instances where a Service User/nominee/suitable person owes money to the Council they will be invoiced so these monies can be returned.  Non-payment will result in the debt being pursued via the standard debt recovery process for Adult Social Care which could result in the use of outside agents or Court action.

16.  Direct Payments support service (Currently PURPLE)
PURPLE provide a support and administrative role for the Direct Payment Service User.  The level of involvement they have is dependant on the Service User and is not meant to be compulsory but an optional level of assistance to make Direct Payments more accessible.

Some of the options available to the Service User are as follows:

· Advice and support on returns;
· Advice and support with recruitment of Personal Assistants;
· Process only accounts;
· PASS accounts; and
· Advice on employers insurance.
· PURPLE – Process only accounts

An PURPLE ‘Process only account’ will provide the Service User with support in completing payroll for anybody directly employed by the Service User.  

· PURPLE – PASS Accounts
A PASS account enables PURPLE to receive money from Thurrock Council on behalf of the Service User.  PURPLE can then pay invoices for care services against this allocation of funds and essentially complete the administration and payment process on the Service Users account.

PURPLE will be made aware of what the client’s contribution is towards their care needs and will request this payment be made into the PASS account by the Service User so that the appropriate level of care can be commissioned.  Failure by the Service User to make these payments will result in the PASS facility being withdrawn and a review of the service provision to take place which could result in Direct Payments being suspended or cancelled.  If a Service User leaves a PASS account in deficit, this debt will be pursued by Thurrock Council’s debt recovery policy and may result in Court action.

17. Direct Payments for Respite Care.
If it has been identified that respite stays in residential care is an appropriate way of meeting the identified outcomes then a Service User may use their Direct Payment monies to purchase these types of service providing that:

· The length of any one stay should not exceed 28 days in any 12 month periods; and
· Where the interim period between 2 stays is less than 4 weeks then the 2 stays should be added together.
If the Service User does reach or exceed the 28 day limit then no further stays should be purchased from their Direct Payment until 12 months have elapsed.

18.  Continuing Healthcare (CHC) Funding and Direct Payments
From April 2014, anyone who is eligible for Continuing Health Care will be able to receive a Personal Health Budget and it will be the responsibility of the Health Authority (NHS) to make arrangements with the recipient on how this is managed.  Currently if a person is allocated a Direct Payment and is awarded CHC funding, Thurrock Council will work with the Direct Payment recipient/nominee/suitable person to arrange a transfer of responsibility of funding.

Appendix 1
Thurrock Borough Council

Direct Payments Agreement

Name: 

Address: 

Date of Agreement: 

This agreement confirms that it has been decided a Direct Payment will be paid in order to meet the agreed outcomes as identified in the above person’s  support plan in accordance with the Care Act 2014.  The agreement states Thurrock Borough Council (the “Council”) will provide an agreed amount of money to enable purchase of services to meet the agreed outcomes. You are responsible for arranging these services, making all the necessary payments and complying with all relevant legislation.

It is agreed by the Council to pay a Direct Payment as follows:-

Direct Payment/One-off Direct Payment please delete as appropriate.

1. The Council has agreed the sum of £        gross per week (the “Direct Payment”). This may change due to review.

A financial assessment will be carried out by the Council’s Customer Finance Team to assess if a charge is eligible. Any assessed charge will be deducted from the Direct Payment before it is paid. If an assessment has not been carried out to date, any future charge will be backdated and deducted from all subsequent payments following this assessment.

If an existing assessment has been undertaken, the calculated charge will be £          per week which represents the contribution towards the cost of the social care services.

Following the above deduction The Council has agreed the sum of £………net per week (the “Direct Payment”)

The Direct Payment will be made in advance every 28 days starting on 

The Council has agreed the one-off sum of £…………..

If an allocation of a one-off Direct Payment the assessed charge will be deducted from this amount.

Following the relevant deduction The Council has agreed the one-off sum of £………(the “Direct Payment”).

2. The Council is required to make this Direct Payment into a dedicated Direct Payment account and must only be used for transactions which relate directly to identified outcomes.

Bank Name                        …………………………………

Name of account holder       .…………………………………

Account Number                   ……………………………………      
Sort Code                               ……………………………………
The Direct Payment is only permitted to purchase services and support which meets the agreed outcomes as detailed in the support plan. 
Spending Direct Payments on services not covered in the support plan is not permitted and is a breach of this Agreement. You may be required to pay this money back and the Direct Payment can be suspended or even cancelled as a consequence.

The Direct Payment cannot be used for:

· Gambling (including lottery tickets, bingo etc)

· Health care needs that should be paid for by Health Services

· Food shopping

· Utility bills, including gas, electric, water and telephone bills

· Mortgage and rent payments

· Maintenance for a property

· Cigarettes and alcohol

· Gifts or presents for others

· The cost of food/eating out for the Direct Payment recipient
The Direct Payment may not be used to buy services from the Council.

Employing staff using Direct Payment

· You can use the Direct Payment either to buy care directly from a care agency or to employ your own staff.
· You may not normally employ a close relative living in the Direct Payment recipient’s home without specific approval from the Council; this approval will only be given in exceptional circumstances and will be confirmed in writing.
· The Council’s external support agency can help you with Direct Payment advice and support service as well as all aspects of recruiting a personal assistant. You will receive a start up payment from the Council in your first Direct Payment, to support you in setting up as an employer. This will include recruitment costs, the cost of a Disclosure and Barring Service (DBS) check and payment for Employers Liability insurance cover for the first year. For each subsequent year, you will be expected to save a small amount from each Direct Payment to pay the liability insurance if you want this to continue. The Council strongly advise that you do continue to purchase the insurance. 
· By choosing to employ your own personal assistant to provide care services, you will have legal responsibility as an employer under employment law. The support agency can advise you about this. As an employer by law you must operate Pay as you Earn (PAYE) on the pay of your employees and pay the correct National Insurance contributions to HM Revenue and Customs. If the personal assistant is self-employed they must provide proof from HM Revenue and Customs that they are regarded as self employed for tax purposes.
· You need to be aware that if you choose to employ someone this could affect the benefits or tax credits they are receiving and the Department for Work and Pensions will need to be notified, otherwise there is the possibility they’re committing benefit fraud.
· Your Direct Payment will include sufficient money to cover future insurance costs as well as holiday and sick pay for the staff you employ, and unplanned expenses.

· It is strongly recommended that you ask for appropriate checks on all your prospective employees through the DBS. This can be arranged through our support agency.

I intend to seek DBS checks for my employees* 

I do not intend to seek DBS checks for my employees*

*tick as appropriate

· It is also strongly advised to have contingency plans in place in case there is a problem with your regular arrangements for support, for example your carer is unwell.
Contracting with a care agency

· By choosing to contract with a care agency you will need to ensure this organisation is itself a registered company and also registered with the Care Quality Commission and meets certain minimum standards of delivery.  For your protection it is important you draw up a contract with the agency, setting out what you can expect from the agency and what to do if you are unhappy about their service.
Managing your Direct Payment

· The external support service is available to provide you with a payroll service through their dedicated payroll service to help you manage your Direct Payment if you wish.
· You must have a separate bank account for a Direct Payment and this bank account must only be used for your Direct Payment. Payment will normally be made every 28 days in advance into your nominated bank account.  Where a cheque is issued, you will be expected to pay this into your bank account set out in this Agreement.  
· The Council must check the money is spent correctly in accordance with your support plan in the most appropriate and cost effective way. You must therefore provide evidence of every financial transaction made with Direct Payment monies. You will need to provide bank statements and where appropriate invoices, if employing an agency, or payslips, timesheets, evidence of Income Tax and National Insurance payments if employing a carer or PA every 6 months or upon request. This list is not exhaustive. You will also be required to complete an Income and Spending Record sheet to detail every payment. Failure to do so may result in your Direct Payment being suspended or withdrawn by the Council.

· The Council recommends that you make payments using a cheque book or arrange bank transfers through online banking and telephone banking when paying for support. It is not advisable to use cash. This reduces the risk of people claiming payment which has not been received. Using cheques and bank transfers allows you to track the payments out of your account. This also reduces the risk of exposing yourself to fraud. If you do use cash, these amounts must be clearly accounted for.

· Your Direct Payment will be reviewed annually but if you experience any difficulties or problems you can contact the Community Solutions Team on 01375 652868.

Stopping or Suspending Your Direct Payment

· If you need to make changes to or stop your Direct Payment, or you feel your current Direct Payment is not meeting your needs, please contact the Community Solutions Team on 01375 652868.

· If for any reason the Council has any concerns about your use of Direct Payment, for example that the payments have not been used to obtain services which have been identified in your support plan or you haven’t sent in account returns as required, or the Council suspects’ further payments may be misspent, this will be discussed with you and may result in payments being stopped or suspended. You will be informed of this decision in writing. Misuse of funds, or money not accounted for, may result in a request by the Council for repayment of the payments by you. Debt recovery action may be taken to recover monies in cases of non-compliance.

· Your Direct Payment will be suspended if the total amount of money in your bank account or held by our support agency is more than 8 weeks accumulation of the Direct Payment unless arrangements are made to pay this excess back to the Council in the meantime.

· The Council may end the agreement with immediate effect if it is found that the Direct Payment is being used illegally or not in the person’s best interests

· The Direct Payment can be ended by either the person or the Council by giving 4 weeks’ notice (in writing) to the other party.

· If you go into hospital, respite or abroad for a period of 4 weeks or more you’re required to contact the Council who will stop payments until notified of your return home.

· The bank account is a dedicated Direct Payment account and the public money in it remains the property of the Council. If your Direct Payment should stop for any reason, after all contractual and legally required sums have been paid out; the remaining money in it is subject to return through non-use to the Council. In the event of your death this money should be treated as money that belongs to the Council and will need to be repaid back to the Council. Debt recovery action will be taken if un-spent monies are not returned.

· You’re also responsible for redundancy pay. In the event of your death this responsibility passes to your estate. The Council are not liable to pay redundancy. The Council are only required to pay you up to your date of death.

I agree to receive a Direct Payment from Thurrock Borough Council and understand the terms and conditions set out in this Agreement and agree to be bound by them. Thurrock Borough Council has the right to take action against me if I’m found to be in breach of any of the above terms and conditions, including legal action.

	Name:
	

	Signature:
	

	Date:
	


Witness

	Name of Witness:
	

	Signature of Witness:
	

	Date:
	


Agreed on behalf of Thurrock Borough Council

	Signature of Officer:
	

	Name and position of Officer:
	


Please complete this section only where the Direct Payments are to be managed by another person on your behalf. 

I agree to receive Direct Payments on behalf of   
______________________________________________________________ 
and understand the terms and conditions set out in this Agreement and agree to be bound by them. Thurrock Borough Council has the right to take action against me if I’m found to be in breach of any of the above terms and conditions, including legal action.

	Name:
	

	Official Status Held: (if appropriate – please delete as necessary – proof will be required)
	Appointee / Deputy (Office of the Public Guardian)

Power of Attorney / Lasting Power of Attorney

	Address and Telephone Number:
	

	State Relationship to named person:
	

	Signature:
	

	Date:
	


Contacts

Thurrock Borough Council, Direct Payments Team, email Directpayments@thurrock.gov.uk, 

Thurrock Borough Council, Community Solutions Team, Tel (01375) 652868 or information can be found on the website at www.thurrock.gov.uk 

Thurrock Borough Council’s external support agency for Direct Payments, these details can be obtained by contacting Community Solutions Team, Tel (01375) 652868

HM Revenue and Customs guidance on being an employer and other relevant information is available from their Enquiry Centre or website at www.hmrc.gov.uk
DirectGov (www.direct.gov.uk) is a government site providing information about all aspects of employment

	DIRECT PAYMENTS RETURN INCOME AND SPENDING FORM - 2013/2014
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	Date on Bank Statement
	Details of costs and activities
	Amount Spent £

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 



	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	 
	 
	 

	 
	 
	 

	
	
	

	You are required to sign the below declaration otherwise you return can not be accepted.
	

	
	
	

	The transactions stated above is an accurate record of expenditure incurred in relation to meeting the agreed outcomes as 

	detailed in my support plan and has been spent in accordance with the terms and conditions of the Direct Payment agreement.

	Thurrock Borough Council has the right to take action against me including reclaiming monies spent for any inappropriate

	expenditure.
	
	

	
	
	

	I enclose all bank statements, relevant receipts and where appropriate invoices, carer's payslips and timesheets

	and any other documentation which evidences my expenditure.
	

	
	
	

	Signed:................................................................
	Date......................................


Appendix 3
1. Care Practitioner Requirements for setting up a Direct Payment Service and Reviews

The Care Practitioner will ensure that the following procedures are followed when setting up a new Direct Payment and carrying out reviews of current Service User’s in receipt of Direct Payments.

1. Ensure that the SU meets eligibility threshold. 

2. Establish a support plan following a self directed assessment.  Identify outcomes to be achieved which may be short or long term.  Discuss with the service user/nominee/suitable person in general how the Direct Payment will be spent.

3.  Provide evidence that the service user is eligible for Direct Payments as well as willing and able to manage a Direct Payment.  Mental capacity to be considered.  If there are concerns refer to Section 13.

4. Ensure that funding is agreed through the relevant funding allocation process and any exceptional circumstances are detailed for approval.  See Appendix 1 for costing model.

5. Provide advice and continuous support to make sure the Service User’s outcomes are being achieved and that they are managing the Direct Payment appropriately.  Refer to the Direct Payment support agency where service user agrees.

6. Complete one Direct Payment Agreement (Appendix 2) with the Service User/nominee/suitable person; then scan signed copy onto IAS and save onto the J drive under the All Service Users folder.  Copy to be sent to the SU and the original to be sent to Customer Finance. The Assessor must ensure that the service user is aware of their responsibilities and the scheme is fully understood.  Once this has been done a case note must be added to IAS to confirm this has been done.

7. Once the signed original Direct Payment Agreement (Appendix 2) is with Customer Finance in Adult Social Care the payments can be set up.

8. Prior to any review with the service user, the social care practitioner must consult with Customer Finance to make any adjustments to the amount of the Direct Payment and to check that the Direct Payment is being managed appropriately particularly with Payments and Returns.

9. If the SU has a debt to Thurrock Council a Service Manager / Strategic Lead must decide if a Direct Payment can be offered as a means of commissioning care.

2. Setting up a new Service User on Direct Payments

Before a service user can be set up on the Direct Payment scheme, Customer Finance must have a copy of the service user’s Direct Payment agreement.

The Direct Payment Finance Officer in Customer Finance will then be required to:

1. Check the Direct Payment agreement for accuracy, ensuring it has been signed, reflects the information on the finance system, contains the SU’s bank details or notification of payments to be made via the Council’s DP support provider.

2. Confirm the amount of the service users Contribution to be deducted from the weekly Direct Payment if assessed, otherwise any subsequent deductions will be taken from future payments.

3. Customer Finance should ensure that payments are made in line with the payment schedule and are accurate

Customer Finance will liaise closely with the Care Practitioner to ensure the service user is aware of their responsibilities and that they have support to maintain their financial arrangements.  

Letter 1
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 
	Direct dial: 

Fax: 
E-mail:????@thurrock.gov.uk 


Dear 

RE: DIRECT PAYMENTS 

I am writing to welcome you to the Direct Payment scheme.

The gross weekly Direct Payment amount (before any client contribution is deducted) is £?. Payments are made every 4 weeks to the designated Direct Payments bank account.

Please note that if a financial assessment has not been undertaken to date of your personal circumstances the amount stated above will be the gross amount.  Should you have a contribution to make to your care needs you will receive a net payments after the deduction has been taken. You will be notified of your weekly-assessed charge separately. Any changes to this charge contribution, which is reviewed annually, will be reflected in future in your net payments.  If you have not yet received a financial assessment you will be contacted shortly to arrange an appointment. 

Your first Direct Payment will be made on the ??????? and should reach your designated Direct Payment account within 5 working days. This payment will be an initial one-off backdated payment for the period ? to ? and will be for the sum of £?. There after, all future payments will cover a period of 28 days.
Please be advised that it is the responsibility of the individual to ensure any contribution is accounted for.  Failure to do so may result in insufficient funds being available to make payments from the account
If you have chosen to contract with a care agency you will need to ensure this organisation is itself a registered company and also registered with the Care Quality Commission and meets certain minimum standards of delivery.  For your protection it is important you draw up a contract with the agency, setting out what you can expect from the agency and what to do if you are unhappy about their service.  If you have chosen to employ a personal assistant(s) the start up costs will also be paid to you in the first payment.  Please ensure that they are employed in accordance with current employment legislation.  
Your social care practitioner will have explained to you that all bank statements, relevant receipts, invoices and timesheets are required to be sent in to us periodically for financial monitoring and audit purposes as stated in the signed Direct Payment Agreement.  You will be required to complete an Income and Spending Record sheet to detail every transaction made. Thurrock Council is obliged to protect public funds and this is a mandatory requirement of the Direct Payment agreement. We will advise you at a future date when these are required.  You have a responsibility, under the Care Act 2015, to ensure your Personal Assistant is registered with HM Revenue and Customs for Tax and National Insurance purposes.  You can register them as an employee or they can register themselves as Self Employed. If they choose this option they will be given a ‘UTR’ – Unique Tax Reference which will need to be placed on their invoices.  For further information please visit www.gov.uk/Care Act or www.gov.uk/HMRC .

Thurrock Council Adult Social Care Services reserves the right to withdraw direct payments and provide services as an alternative in the following circumstances should a person receiving a direct payment fail to use the money to meet the needs and outcomes identified on their support plan.  If a person fails to cooperate with the conditions of the direct payment scheme as described in the policy.  

Any circumstances in which there is due cause or necessity, for example a suspected misuse of the money to purchase other than stipulated in your support plan.

Please keep this letter for your records and check your Direct Payment agreement for further terms and conditions of the scheme and of your obligations.

Help and advice can be sought from the PURPLE who provide support and administrative help for Direct Payment Service Users. PURPLE can be contacted on 01245 392312.

Your Direct Payment will be reviewed annually but if you experience any difficulties or problems you can contact the Community Solutions Team on 01375 652868.

Yours Sincerely,

Direct Payments Finance Officer
Letter 2
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 
	Direct dial: 

Fax: 
E-mail:?????@thurrock.gov.uk 


Dear,

RE: DIRECT PAYMENTS 

I am writing to welcome you to the Direct Payment scheme.

You will shortly receive a one off payment of £?.

This one-off payment will made on the ? and should reach you in 5 working days. 

Please note that if a financial assessment has not been undertaken to date of your personal circumstances the amount stated above will be the gross amount.  Should you have a contribution to make to your care needs you will receive a net payments after the deduction has been taken. You will be notified of your weekly-assessed charge separately. Any changes to this charge contribution, which is reviewed annually, will be reflected in future in your net payments.  If you have not yet received a financial assessment you will be contacted shortly to arrange an appointment. 

Your social care practitioner will have explained to you that all bank statements, payslips and relevant receipts and invoices are required to be sent in to us periodically for monitoring and auditing purposes, this is a mandatory requirement of the Direct Payment agreement. We will advise you at a future date when these are required.

This one-off Direct Payment can only be used to purchase services to meet the outcomes identified in the support plan in accordance with the terms of the signed Direct Payment Agreement.

Please keep this letter for your records.

If your circumstances change in a way that might affect the Direct Payment please contact the Community Solutions Team, on 01375 652868.

Yours Sincerely,

Direct Payments Finance Officer
Letter 3
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning


Customer Finance


Direct Dial: 01375 652679


E-mail:  ???????@thurrock.gov.uk

Date

 MERGEFIELD "Care_of" 
Name

Address

Dear Sir/Madam

RE: Financial Return For ‘Service Users Name’ - REMINDER
According to our records we have not as yet received your Direct Payments return for the period …………. to …………….

I enclose a blank returns form and pre-paid envelope in the event that you have misplaced the one sent to you previously. 

As part of the Direct Payment agreement you are required to keep all bank statements and receipts which evidence all income and expenditure which is required to be sent in to us periodically for monitoring for the purpose of financial auditing.

Please send your return to the address above within the next 14 working days, using the Freepost envelope enclosed.

If no response is forthcoming this Direct Payment service may suspended.

If for whatever reason you are unable to produce the requested evidence please contact myself so an alternative arrangement may be made. 

If I can be of any assistance please do not hesitate to contact me on the number or address above or you can also contact your allocated social worker.

Yours sincerely

Direct Payment Officer

Letter 4
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning


Customer Finance


Direct Dial: 01375 652679


E-mail:  ???????@thurrock.gov.uk

Date

Name

Address

Dear Sir/Madam

RE: Direct Payment Returns for ‘Service Users Name’ – 2nd Reminder

Despite my previous reminder I have still not received your returns for …………….. to  ……………

Please send your return to the address above within the next 7 working days, using the Freepost envelope enclosed.

However, if you have recently submitted your return please ignore this letter and accept my apologies for any inconvenience caused.

Please be aware if you do not submit these returns you are in breach of your Direct Payment contract and a review will take place to establish whether you will remain on the scheme and could result in your payments being suspended or terminated.

I must stress that you are accountable for demonstrating how you use your direct payment. The returns also help us to monitor whether you are receiving sufficient funds for your care needs.
If you have any difficulties managing your care please contact your social worker as soon as possible.
Yours sincerely

Michelle Lewington

Direct Payment Officer

Letter 5
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 
	Direct dial: 

Fax: 
E-mail:??????@thurrock.gov.uk 


Dear

RE: DIRECT PAYMENTS 

We wrote to you recently requesting you send in your returns for the above.

I would like to confirm that they have been received and this matter is now resolved.

Yours Sincerely,

Direct Payment Finance Officer

Letter 6
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 
	Direct dial: 

Fax: 
E-mail:??????@thurrock.gov.uk 


Dear

RE:  DIRECT PAYMENT

I have been advised to contact you on behalf of Adult Social Care with regards your Direct Payments returns for the period ……. to ……...

Upon scrutiny of the invoices and bank statements received there was an account balance of £…… as of…………………….

We advise a client should only maintain a tolerance of eight weeks money at any one time in the Direct Payment account, which in this case would equate to £……….

After the deduction of the eight week tolerance the above account balance leaves an under spend of £…………...

In light of this we have been advised by Adult Social Care to request the return of the £………….. underspend to Thurrock Council within the next 28 days.

If you can make a cheque payable to Thurrock Council for the above amount and return in the Freepost envelope provided this would be much appreciated.

If you have any questions or wish to discuss this matter further, please contact your allocated social worker or myself on the above details.

Thank you for your co-operation.

Yours Sincerely,

Direct Payment Finance Officer

Letter 7
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 15 February 2018
	Direct dial: 

Fax: 
E-mail:???@thurrock.gov.uk 


Dear

RE: DIRECT PAYMENTS

The returns you recently submitted indicate funds may have been spent on items that do not appear to be agreed or stipulated in the outcomes of your support plan.  

The items that do not appear to be in accordance with the support plan and Direct Payment Agreement are:-
Please respond by giving the Council more details of these items.  If the Council is not satisfied with the expenditure against the agreed support plan then the Direct Payment may be suspended or cancelled

Please resubmit your returns or contact us within 14 days.  If after this time the Council remain concerned about the returns we will arrange for a social care review 
Yours Sincerely,

Team Manager

Encs.

Letter 8
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 15 February 2018
	Direct dial: 

Fax: 
E-mail:???@thurrock.gov.uk 


Dear

RE: DIRECT PAYMENTS

As you are aware concerns have been raised about your spend against your allocated funds/or you have not submitted your returns/or returned tolerance amounts.
Following a review that was undertaken by  ?????? on  ??????? it has been decided that the following action will be taken:
The Service Manager / Strategic Lead to decide if suspension is appropriate or cancellation necessary, if suspension is applied details of date suspension to commence to be included.  If personal care needs are being met consideration to be given to Reablement provision of care to ensure service user remains safe.  

Consideration to be given to reinstatement of DP.

If you have any queries regarding this letter please do not hesitate to contact me on the number or address above. 

Yours Sincerely,

Service Manager / Strategic Lead
Encs.

Letter 9
Civic Offices, New Road, Grays

Essex RM17 6SL

Adults, Health and Commissioning

	Our ref: 

Your ref:

Date: 15 February 2018
	Direct dial: 

Fax: 
E-mail:???@thurrock.gov.uk 


Dear

RE: DIRECT PAYMENTS

Following previous correspondence regarding your non submission of returns or potential misspend of monies against your Direct Payment, I am writing to confirm that no further action will be taken.  

If you have any queries regarding this letter please do not hesitate to contact me on the number or address above. 

Yours Sincerely,

Service Manager / Strategic Lead
















1

Returns
 received on time
Yes
Are the 
returns satisfactory
No
DPFO to phone, send letter & give 14 days notice
Start
No
DPFO to give further 14 days to resubmit returns (letter 7)
NFA
Yes
Has a 
 response been received & matter resolved?
NO
DPFO to advise Team Manager that a review is required within 4 weeks
DPFO to send
 letter 9
Yes
Following review discussion with Strategic Lead letter 8 or 9 to be send. Strategic Lead to decide way forward
Returns 
Received?
Yes
DPFO to send
 letter 4
DPFO to advise Social Care Team of need to review within 4 weeks (escalate to Strategic Lead if not done)
Review completed – Matter resolved?
Yes
DPFO to send
 letter 5
Close
Strategic Lead to suspend / cancel / refer to re-ablement. Letter 8 issued.



