
Funding has been agreed, 
financial assessment is 

complete or underway and 
account type has been 

chosen.

Is the desired account 
type Council managed?

Social worker to email 
Provider Payments Team 

manager for approval.
Was approval given? Social worker to explore 

alternatives.

Social worker to provide 
service user/their appointee 
with relevant information.

If an employed PA is being 
used, social worker to refer 

the service user/their 
appointee to Independent 

Lives.

Social worker to get Direct 
Payments Agreement 

completed and uploaded to 
LAS.

Is the desired account 
type a Virtual Wallet?

Social worker to create VW 
request providing relevant 
details to Public Consulting 

Group.

Social worker to update 
support plan on LAS to reflect 
the direct payment, including 
a one off for insurance if an 
employed PA is being used.

Social worker to confirm 
financial assessment has been 

completed.

Is the desired account 
type a prepaid card?

Social worker to email the 
Direct Payment Agreement to 

Provider Payments Team.

Direct payment officer to 
open prepaid card and send 

the details to a payment 
officer.

Desired account type is a self 
managed high street account.

Social worker to ensure a 
separate account is being 

used.

Social worker to email the 
Direct Payment Agreement to 
the Provider Payments Team.

Payment officer to add 
account details to ContrOCC.

Direct Payment Setup Process

Responsibility of:

Social worker

Provider Payments Team
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