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During assessment Practitioner identifies a need for additional support for a child.  Discussion with family to consider how this may be met.

Direct Payments: Where someone is directly employed to deliver a service to the child.

Agency: Where an agency can offer staff to meet the needs of the family (This may include direct work, befriending, playscheme).

Resource Panel email for all enquires:  resourcepanel@portsmouthcc.gov.uk
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[bookmark: _Toc172029583]Direct Payment Process
[bookmark: _Toc143189176][bookmark: _Toc172029584]Prepaid Card Set Up Process     
     
The practitioner is responsible for ensuring the needs of the child can be met by a resource funded through the Direct Payment route. The responsibility of the parents in relation to managing this will also need to be explored. Parents should understand the difference between managed account or direct employment: Current rate is £16.00 per hour to include all costs and employers' liability e.g., tax, NI, holiday pay, pension contribution. Thus, should support a National Living wage rate of £12.60 per hour (See handout for parents).
The resource request is endorsed by the line manager and presented at Resource Panel (Service Leads can sign off up to £1000 if needed).
The funding can be used to pay an hourly rate to a personal assistant, or to reimburse expenses generated in the care of the child e.g., TAXI. This will be agreed in advance with the practitioner. 

[bookmark: _Toc172029585]DBS Process

· When funding is approved, and carer(s) have been identified, the practitioner will send a letter to the family confirming budget and timescales.
· The practitioner will send contact details for each carer to the BSO. 
· BSO add contact details to tracker spreadsheet.
· BSO will send all information to HR People Centre requesting DBS. 
Email to include the following information: 
· Request an enhanced DBS.
· Confirm the job role is a 'Personal Assistant' for childcare workforce in regulated activity. 
· Full name 
· Contact telephone number
· Email address 
· Cost code: CF275
· HR People Centre will advise them to supply the appropriate ID.  
Gov. ID checking guidelines 
· At this point the DBS will be progressed, (timescale varies but can take several weeks- Care cannot be provided without a current DBS issued by PCC- If there are significant delays a Risk Assessment can be considered but is signed off by the deputy director 


[bookmark: _Hlk191904132]When DBS check is complete:
		
· Social Worker or Family Support Worker has sight of DBS, notes certificate number and date issued on Mosaic case note and alert BSO.
· BSO updates Mosaic title "DBS details xxxxx"
· BSO records on Direct Payment tracking spreadsheet the number and date.
· Practitioner / Social worker completes 'Direct Payment Referral Form' (File name: 'PA Details' - saved in the CWD teams channel - please see the link at the end of this document), scans onto Mosaic and sends referral by e-mail to Direct Payments Team: directpayments@portsmouthcc.gov.uk 
· Direct Payments Officer (DPO will phone client to complete Direct Payments Intro, collect information for card order & book follow up visit with family (for when card has arrived).
· After the phone call, DPO will send paperwork to client via email/post.
· DPO records Case Note on Mosaic.
· DPOs order cards on Thursday's, card will arrive in 1-2 weeks.
· Direct payments team arrange a visit with the family to collect paperwork, ensure understanding and that card is activated. This is not usually a joint visit with SW or FSW but may involve a discussion between professionals beforehand.
· Following visit, DPO sends referral to Childrens Finance (copies in Practitioner and BSO), and payroll provider if relevant.
· DPO sends final letter/email to client to confirm referral/s sent and reiterate process and responsibilities.
· DPO scans DP Agreement to Mosaic, and DP calculator tool if PA employed.   
· BSO setup purchase order - inform CFL PO number. 
· Children's Finance load cards from E-Wallets and confirms load date to Practitioner and BSO and DPO.
· Prepaid card is then loaded in accordance with pay run dates.
[bookmark: _Toc143189177][bookmark: _Toc172029587]DPO confirms to client by email when card will be loaded. 

Payroll Provider 

It is recommended that parents arrange a payroll provider who will manage all payroll functions, including producing payslips etc. Parents contact Payroll provider directly. 

PCC use David Howard, but parents can choose alternative. Parents use the prepaid card to pay any costs notified to them from payroll provider but must ensure they make provision for any other costs.

[bookmark: _Toc172029588]
Managed Account Set Up

David Howard can offer a "managed account" which means funds are not loaded on to the card but sent to David Howard, who will administer all functions directly. 
The Parent are still the employer and must ensure suitability.

· Practitioner assesses the need for a service, confirms client's eligibility and interest in DP, determines how the care will be delivered and agrees a contingency plan.
· Practitioner must explain to client that overall budget is capped at £16.00* per hour. If the PA is to be employed the gross wage rate is set at £12.60 per hour. If the PA is self-employed, their pay must be less than £16.00  to cover the managed account provider's fees.
· Assessment & funding is authorised by Manager (up to £1k) or with Panel (above £1k).

Upon confirmation of funding:
· Practitioner confirms in writing to client including timescales.
· At this point the DBS will be progressed, (timescale varies but can take several weeks- Care cannot be provided without a current DBS issued by PCC- If there are significant delays a Risk Assessment can be considered but is signed off by the deputy director 


When DBS check is complete:
		
· Social Worker or Family Support Worker has sight of DBS, notes certificate number and date issued on Mosaic case note and alert BSO.
· BSO updates Mosaic title "DBS details xxxxx"
· BSO records on Direct Payment tracking spreadsheet the number and date.
· Practitioner / Social worker completes 'Direct Payment Referral Form' (File name: 'PA Details' - saved in the CWD teams channel - please see the link at the end of this document), scans onto Mosaic and sends referral by e-mail to Direct Payments Team: directpayments@portsmouthcc.gov.uk 
· Direct Payments Officer (DPO will phone client to complete Direct Payments Intro, collect information for card order & book follow up visit with family (for when card has arrived).
· After the phone call, DPO will send paperwork to client via email/post.
· DPO records Case Note on Mosaic.
· Set up fee arranged by DPO 
· DPO visits client and sends referral to Childrens Finance (copies in Practitioner and Resource Panel), and managed account provider
· DPO sends final letter/email to client to confirm referral/s sent and reiterate process and responsibilities..   
· BSO setup purchase order - inform CFL PO number. 
· Children's Finance load funds to managed account following confirmation that purchase order is set-up.
· DPO sends final letter/email to client and confirms account loading date.
· DPO scans DP Agreement to Mosaic and DP calculator tool if PA employed.

[bookmark: _Toc172029589]Self-Employed or Employed Personal Assistant 

[bookmark: _Toc143189178]Workers may choose to be self-employed. Parents must make sure they are satisfied that the worker is self-employed and will be responsible for all Tax etc. from the money paid to them. Suitability checks are still needed.

If Self-Employed 
· DPO forwards confirmation of employment status and PA Details to Practitioner/BSO.

[bookmark: _Toc143189179][bookmark: _Toc172029590]If Employed Personal Assistant

· BSO processes DBS check and alerts Practitioner via Mosaic with a case note that says "DBS check for ………………………. Obtained date".
· BSO updates Direct Payments tracker.
· Practitioner refers to DPO by sending email confirming new DBS checked employed PA ready to start.
· DPO sends paperwork to client along with reminder of responsibilities.
· Or DPO sends SEPA checks to client.
· Client sends new starter form to payroll and provides PA details to Practitioner.
· Practitioner forwards to BSO.


New PA Starting-  Change of PA 

· Client informs Practitioner of new employed PA.
· Practitioner finds out employment status of PA, collects information needed for DBS check, informs DP team by email confirming employment status of new PA and completes DBS check.
· DPO sends reminders to client of their responsibilities and requests relevant information.
· DPO copies the reminder email sent to client to Mosaic.
· Client sends requested information to DP team.
· DPO forwards any PA details received to Resource Panel.
· Resource Panel requests Starter form/Agency registration from David Howard.


[bookmark: _Toc143189181][bookmark: _Toc172029591]Direct Payment - Change to need and  Budget

· Assessment by Practitioner indicates a change in need.
· Assessment and funding are authorised by Manager (up to £1k) or with Panel (above £1k).
· 
Upon confirmation of new budget: 
· Practitioner confirms in writing to client including timescales.
· Practitioner informs DP team of the change and, if PA employed, sends latest tool from Mosaic
· If a PA is employed, DPO amends DP calculator tool, scans to Mosaic and sends to Practitioner.
· Practitioner advises Children's Finance & Resource Panel of changes (includes new tool if PA employed).
· Children's Finance make note of budget change.
· BSO takes to Resource Panel  to confirm and amends Purchase Order and informs Children's Finance when done. If managed account, new funding form is sent to David Howard.
· BSO amends Purchase Order and informs Children's Finance.
· BSO sends client revised copy of Purchase Order.
· Children's Finance make note of budget change.

If managed account - BSO sends new funding form to managed account provider.


[bookmark: _Toc143189182][bookmark: _Toc172029592]PA Leaves
If PA leaves and there is no longer support in place
· Practitioner decides if the DP is to be suspended or closed (if closed, see 'closing DP' process).
· If DP suspended, payments may still be needed for payroll or managed account charges, so refer to 'change in budget' process.
· Practitioner informs Resource Panel.
· Practitioner informs Children's Finance and BSO to update spreadsheet / tracker.
· If the leaving PA is employed, the client is responsible for contacting payroll provider to inform them of closure & any outstanding holiday, notice etc.
· If the departure affects the budget (refer to 'change in budget' process) if it ends the DP (refer to 'closing DP' process).

[bookmark: _Toc143189184][bookmark: _Toc172029594]Family Change of Address 

· Practitioner checks client has informed card company, insurer and/or payroll provider. Practitioner informs Children's Finance and Business Support and ensures Mosaic has correct address.
· Address is updated on the prepaid card portal.



Change of Payment Method

· Practitioner completes 'change of circumstances' referral and sends to DP team (directpayments@portsmouthcc.gov.uk)
· DPO & Practitioner follow steps in either prepaid card or managed account process.

[bookmark: _Toc143189183][bookmark: _Toc172029595]Closing DP

· Practitioner informs Children's Finance and BSO and adds a note on Mosaic. 
· If a Personal Assistant is employed, the client is responsible for contacting Payroll provider to inform them of closure and any outstanding holiday, notice etc.
· BSO Closes Purchase Order on Mosaic.
· If Managed - BSO liaises with provider and starts a final audit when all payments complete, this is passed to the practitioner for completion.
· If Prepaid Card - Direct Payments Audit Business Support or/Children's Finance liaises with client and final audit is completed when all payments complete.
· BSO informs Children's Finance when final audit complete.
· Children's Finance end the Direct Payments.



[bookmark: _Toc172029596]DBS Renewal Process (every 3 years - commence 6 months prior to expiry)

· BSO to email the parent, carer, and Social Worker/Practitioner (cc in the one email) the links below for the DBS renewal application, along with the link for guidance of which documents to submit for identification. 
· BSO to cc the BSTL and provide contact details to the carer to enable verification of identification documents. 


Standard email template to action: 


"Dear XXXXX,


We are contacting you in relation to your carers DBS which is due to expire. 
The DBS process can take a considerable amount of time; therefore, please progress this without delay. 

Parent/Guardian responsibilities:
· It is the responsibility of the account holder for the direct payments to ensure that they have an up-to-date DBS for all carers. 
· Payments will not be made, and no care should be given if there is no current DBS in place.
· Notify the carer that they are to prioritise actioning their DBS renewal following guidance below. 

Carers responsibilities:
· Your DBS expires for XXXXXX on XXXXXX; therefore, please can you progress the online DBS renewal via below link:
https://www.hr-platform.co.uk/individual/application-login/?UsxslyEIABuwDTrdtd44sHsctsLdmn8Q2CGyh2uZhDk%3D
· Once you have completed the online request, please contact Polly Drew polly.drew@portsmouthcc.gov.uk to arrange a suitable time to visit a Family Hub to verify your identification documents and progress your renewal. 
· The link provides details for identification documents required:  Gov. ID checking guidelines 

If you have any questions regarding this request, please reach out to Polly Drew polly.drew@portsmouthcc.gov.uk in the first instance. 

Kind regards"



· BSTL will progress the renewal via UCheck. 
· BSO alerts Practitioner that DBS renewal is in progress via Mosaic.
· BSO updates Direct Payments tracker that renewal is in progress.
· Social Worker, Family Support Worker, BSO has sight of DBS, notes certificate number and date issued on Mosaic case note and alert BSO.
· Mosaic title "DBS details xxxxx"
· BSO records on Direct Payment tracking spreadsheet the number and date.
· If the DBS expires, a risk assessment should be completed to mitigate risk during the renewal process - can remain in place for 3 months. 
· Risk assessment document is saved within the link below for all Direct Payment documents.





Links - CWD Teams Channel - Files for Direct Payments

To open the link below press Ctrl + left hand mouse button - it will take you to the CWD team folder for Direct Payments where all the documents are saved.

Direct Payments


[bookmark: _Toc172029597]Audit Process

3 months after first payment is made.
· BSO should complete the financial elements of the audit tool and add the DBS details as per the tracker.
· The Lead Professional should contact the family to discuss the package and confirm no changes to Personal Assistant.
· The Lead Professional should confirm all employer's liability is in place.  
· Form to be signed off by service lead and presented at Panel for oversight. 
· Form to be saved to Mosaic with a case note titled "Financial Package Audit".

At Annual Package Review - commence 2 months before renewal date 
· BSO should complete the financial elements of the audit tool and add the DBS details as per the tracker.
· The Lead Professional should contact the family to discuss the package and confirm no changes to the Personal Assistant.
· The Lead Professional should confirm all employer's liability is in place. 
· Form to be signed off by Service Lead and presented at Panel for oversight.
· Form to be saved to Mosaic with a case note titled "Financial Package Audit".


Business Support management of Audit process 

· BSO to monitor DBS and start renewal process 3 months in advance of expiry.
· Audit process to be started 2 months before package date renewal to allow it to be presented at panel before expiry.
· Business support use tracker to identify when audit is due.
· 3 months after starting or annually in line with package renewal.
· BSO to access transaction report.
· Sections on audit tool completed and emailed to practitioner to complete and have signed off by service lead.













[bookmark: _Toc172029598]Appendix 1. Audit Checklist Sample 

	Audit Checklist 

Child: 

Parent

Date of Audit: 


	Question
	Answer
	Action

	Has the client evidenced expenditure? 

	
	
BSO check transaction report and note payment types - Salary/Tax/ Insurance/Expenses 
BSO checks that any carers who have been paid are recorded on Mosaic and have appropriate checks in place.
Note here anything that needs checking on visit to family.



	Does all expenditure   meet the   agreed needs in the care and support plan?
	









	BSO check Mosaic order. 
Is it accurate - is it in date- when is end date
 
Payments look accurate?
Practitioner confirms that the payments made are as agreed at Resource Panel and are still meeting need for the family 
Practitioner -Follows any queries raised by BSO.



	Does the expenditure match the personal budget?
	
	BSO notes expenditure accuracy in line with budget.
If there are significant differences in the amount spent and the amount agreed Practitioner discusses with family and if necessary, amends the resource request.



	Is the balance in the account more than 8 weeks personal budget?
	
	Practitioner will discuss with family - if there is a specific reason why funds are being held (e.g. for a planned period of care needed in future ) the Service Lead agrees this - notes on Mosaic and advises cflfinance@portsmouthcc.gov.uk to allow increased budget 


	If client is the employer, are they meeting their employer’s responsibilities?
For example, pension, paid holiday, sick pay, liability insurance, tax, national insurance, minimum wage.
	

	BSO Check DPSW paperwork to find out:
Is an agency paid? 
Is an individual self-employed?
If person is employed by the card holder, is a payroll provider on the transaction report? 
If paperwork suggests is an employee, but no payroll provider is paid, investigations to check this, needs to be made by Practitioner.










Need to track actions. 

	Action needed
	By whom 
	By when 
	Checked By 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Audit completed by:                             	BSO:                                                   Date:
						Practitioner:                                         Date:

Authorised by: 				Service Lead:                                      Date:

Management oversight presented at Resource Panel:				      Date:                   
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