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County Placement Team Process

Part 1 – Referral Process

Request/Exceptions form received
By CPT and triaged (check request 

is completed correctly and no 
duplicate requests have been 

received)

This should be sent to the County Placement Team mailbox, and 
should consist of either:
· Completed Referral Form along with relevant Assessment 

document (completed no more than 3 months prior to referral)
· Completed Exceptions Form
The above should be accompanied by an OP/PD Residential 
Authorisation Form where appropriate.

Coordinator contacts 
Family via telephone 

to introduce 
themselves and get 

any further info 
required

Allocate to ST or 
LT Coordinator as 

appropriate

Create client 
folder in mailbox 
and shared drive

Check In-House 
Vacancy Mapping 

List

Advise families/
SU of options 
available and 

confirm 
preferences

Check Online 
Directory

In-House 
Placement 

found?

It is the responsibility of the 
Providers to ensure that their 
details are up to date

To Part 
2

Exceptions are:
· Out of County placements
· SU’s with special needs
· CHC Improvers where placement is at guide price
· Former Self-Funders where placement is at guide 

price
· Deferred Payment – Agreed with Finance and AD
(SU will usually already be in-situ and AD will already 
have authorised the placement cost)

Coordinator must advise the family of the possible 
need for the following during this discussion:
· 12 Week Disregard 
· Third party Top Up
· Deferred Payments
· Former Self-Funders

CM submits 
Request/

Exceptions form 
to CPT 

Allocate to ST or LT 
Coordinator as 

appropriate

To Part 5

Contact
Reason – CPT Request

Outcome – CPT Process
Questionnaire
Referral Type
Placed From
Needs Level

12 Week Disregard
Exceed to Guide
Waiver Amount
Top Up Amount

Is it an exception?

Start

Yes

Create client folder in 
mailbox and shared 

drive

Is 
this a Short Term 

placement?

Yes

No

No

No

Yes

Confirm Charging 
Booklet received and 
preferred method for 

sending CPT 
Information Pack

Send CPT 
Information Pack 

(along with 
Charging Booklet 

if required)

Has all relevant 
documentation been 

received?

Yes

Reply requesting 
appropriate 

documentation 
No

Provider 
Offerings

Check 
sanctions

Class.
Class. – Section 117

Tick as ‘Main’ 
Start Date – (date 

of referral)

Involvements
Role - County 
Placements 
Coordinator 

Is client
under Section 

117?

Yes

No

Contact
Reason – CPT Request

Outcome – CPT Process
Questionnaire
Referral Type
Placed From
Needs Level

12 Week Disregard

Is client
under Section 

117?

Class.
Class. – Section 117

Tick as ‘Main’ 
Start Date – (date 

of referral)

Involvements
Role - County 
Placements 
Coordinator 

No

Yes

Where the client is being 
referred from hospital, amend 
the Source Org field to show 
the relevant Hospital

Where the client is being 
referred from hospital, 
amend the Source Org field 
to show the relevant Hospital

Run the Provider 
Contract Details 
Report

Save email to 
Incomplete 

Referrals folder 
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County Placement Team Process

Part 2 – Placement Process

SU information is sent 
to provider(s) using 

secure email

Provider 
Accepts SU in principal 
and provides individual 

contract price?

Yes

Yes

Advise referring CM 
that no suitable 

placement is found

Are there 
other Providers to 

approach?
No

No

Confirm planned  
admission date

Provider carries 
out assessment

If appropriate, 
expand search 

criteria and 
repeat search

Is Placement 
found?

Price negotiated 
with Provider

Is Transportation 
or other assistance required, i.e. 
paid carer, in order to facilitate 

the admission?

Refer to CM 

Yes

To Part 3

No

Is a Top Up 
required?

No

Profile Note
CPT Placement Details - 

Record details of 
placement, Auth. from 
AD, planned admission 

date

CM arranges 
required assistance 
and liaises with CPT 

to confirm

No

Yes

Request is 
suspended for up 

to 4 weeks

If no further response 
within 4 weeks, advise 
CM that referral will be 
terminated and a new 

referral will be required

Part 2

End

Archive folders 

Questionnaire
Update Status – 
‘Terminated …’

Agree price with 
family 

To Part 8
Yes

SU information is 
sent to provider(s) 
using secure email

Involvement
End Date 

End Reason

Profile Note
CPT Placement 
Details - Record 

reasons for 
terminating referral

Part 2.1

SU Information should include a copy of 
the relevant Assessment, and SU details 
may need to be anonymised.

SU Information should 
include a copy of the 
relevant Assessment, and 
SU details may need to be 
anonymised.
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County Placement Team Process

Part 3 – Service Details (Referral)

Is the 
required Service already 

recorded on client 
record?

No

Yes

Provision
Contract, Planned 
Start, Planned End, 

Client Informed, 
Term

Service
Units, Frequency, 

Planned Start, 
Planned End

Yes

Select existing 
Service

Send Award Letter 
to Provider and 

copy to CM

Diarise to check all 
planned placements 

take place 
(incl. future respite)

Create a Task in CPT 
mailbox – set reminder 
for date of admission

Have service
details already been

completed?

Yes

No

i.e. Units, 
Frequency, Start 
Dates, etc. 

Provision
Produce Award letter 
and update with the 

agreed price

To Part
4

Part 3

Provision
Is Provider found 

against the 
contract?

Is 
Provider 

contracted to 
KCC?

No

Using standard 
email template

i.e. Respite 

NoYes

A Planned End Date should only 
be recorded for Placements with 
an expected end date i.e. Respite, 
LTC Trial, Assessment, etc.

Check Provider 
details on Swift

To Part
9

Send Individual 
Contract Request  

to Accom. Solutions 
via email

Accom Solutions 
update Provider 

Information List with 
Group Contract 

number

Accom. Solutions 
reply to CPT to 

confirm new Group 
Contract number

Accommodation 
Solutions complete 
process for setting 

up an individual 
contract

Is this an 
Individual Contract 

Request?

Reply to Accom. 
Solutions to get 

contract suspended

Yes

No

This MUST take place on 
all individual contracts

Is 
provider offering 

available?

To Part
9No

Yes

This information is 
available in the Provider 
Contract Details output
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County Placement Team Process

Part 4 – Start of Placement

Email FAN to 
Payments Team and 

CM

More
Send for 

Authorisation

Cost
Description, Start 

Date, Alt Cost, 
Reason

Provision
Produce FAN

Confirm Admission  
via telephone call to 

Provider and/or 
SU’s family

Provision
Actual Start

Service
Actual Start

Where a 12 Week 
Disregard applies, an 
Actual End Date should 
also be input

Check daily Tasks in 
CPT mailbox for 

placements due to 
start that day

Advise 
Coordinator

Did 
placement take 

place?
No

Is 
placement start date 

rescheduled?
Yes

Advise CM & CPT 
Coordinator

To Part 
6

Email should indicate action required by Payments Team, i.e:
· New Placement / Rate Change / End FAN / etc.
And include a prompt to CM re:
· Short Term placements - a break should be applied to 

other services
· Long Term placements - other services will need to be 

ended
· A review needs to be scheduled
· A Finance Referral form will be submitted by CPT
· Update client address if necessary

Part 4

Involvement
End Date 

End Reason

End

Add Profile Note
Record details of 
why placement 

did not take place

Service
Actual End Date 

End Reason
Provision

Actual End Date 
End Reason

Is this a Nursing 
Service?

Add Involvement
Org - Clinical 

Commissioning 
Group

CCG Area should be 
relevant to location 
of the Placement and 
not the Client

Add Care 
Allowance

Care Allowance – 
Single Rate

Yes

Where a 12 Week 
Disregard applies, an 
Actual End Date should 
also be input

Archive folders 

Questionnaire
Update Status – 
‘Terminated ….’

Send Client 
Charging Letter to 

SU/family

No

Amend Planned 
Start (and Planned 

End) Dates on 
Service and 

Provision tabs

Yes

Send revised Award 
Letter to Provider 
and copy to CM

Diarise to check all 
planned placements 

take place 
(incl. future respite)

Produce revised Award 
letter and update with 

the agreed price

Create a Task in CPT 
mailbox – set reminder 
for date of admission

No

Questionnaire
Exceed To Guide 
Waiver Amount
Top Up Amount



Page 8 of 13 
 

County Placement Team Process

Part 5 – Service Details (Exception)

Is the 
required Service already 

recorded on client 
record?

No

Yes

Provision
Contract, Planned 
Start, Actual Start, 
Planned End, Client 

Informed, Term

Service
Units, Frequency, 

Planned Start, 
Actual Start, 
Planned End

Yes

Select existing 
Service

Have service
details already been

completed?

Yes

No

i.e. Units, 
Frequency, Start 
Dates, etc. 

Provision
Is Provider found 

against the 
contract?

Is 
Provider 

contracted to 
KCC?

i.e. Respite. 

No
To Part

9 Yes

Part 5

Where a 12 Week 
Disregard applies, an 
Actual End Date should 
also be input

Where a 12 Week 
Disregard applies, an 

Actual End Date should 
also be input

Is this a Nursing 
Service?

Add Involvement
Org - Clinical 

Commissioning 
Group

CCG Area should be 
relevant to location of 
the Placement and not 
the Client

Add Care 
Allowance

Care Allowance – 
Single Rate

Yes

No

A Planned End Date 
should only be recorded 
for Placements with an 
expected end date i.e. LTC 
Trial, Assessment, etc.

Email FAN(s) to 
Payments Team and 

CM

Provision
Produce FAN and 

Award Letter

To Part 
6

Email should indicate action required by Payments Team, i.e:
· New Placement / Rate Change / End FAN / etc.
And include a prompt to CM re:
· Short Term placements - a break should be applied to 

other services
· Long Term placements - other services will need to be 

ended
· A review needs to be scheduled
· A Finance Referral form will be submitted by CPT
· Update client address if necessary

Send Award Letter 
to Provider and 

copy to CM

Update Award 
letter with the 
agreed price

Where an existing  service is 
being extended to LT, include 
end FAN for previous service

Copies of ALL documents 
produced should be saved 
to the client file 
throughout the process

Using standard email 
template

Send Individual 
Contract Request  

to Accom. Solutions 
via email

Accom Solutions 
update Provider 

Information List with 
Group Contract 

number

Accom. Solutions 
reply to CPT to 

confirm new Group 
Contract number

Accommodation 
Solutions complete 
process for setting 

up an individual 
contract

No

Is this an 
Individual Contract 

Request?

Reply to Accom. 
Solutions to get 

contract suspended

Yes

This MUST take place on 
all contract exceptions

Is 
provider offering 

available?

Yes

To Part
9No

This information is 
available in the Provider 
Contract Details output

No

More
Send for 

Authorisation

Cost
Description, 

Start Date, Alt 
Cost, Reason
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County Placement Team Process

Part 6 – Finance

Send to FAO 
mailbox

Is service chargeable?

Yes

No

Part 6

No

End

Email should include:
· Copy of FAN
· Signed Residential Charging Letter
· TPTU Form if appropriate
· Waiver Form

Is placement 
permanent?

Yes

ST placements will be 
monitored via reporting 
process to ensure that 

End Extend Form is 
received.

Involvement
End Date 

End Reason

Complete Finance 
Referral Form

Archive folders 

Questionnaire
Update Status – 

‘Completed’ 

End
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County Placement Team Process

Part 7 - End of Placement

CM submits End/ 
Extend Form to 

CPT 

End/Extend Form received
By CPT and triaged (check 

request is completed 
correctly)

Part 7

Service
Actual End Date

End Reason
Provision

Actual End Date 

End Reason

Provision
Produce end FAN

Is 
existing  service 

being extended to
LT?

Has relevant 
authorisation been 

recieved?

Existing Service
Actual End Date

End Reason
Existing Provision
Actual End Date 

End Reason

Provision
Produce end FAN

To Part 
5

Involvement
End Date 

End Reason

Email FAN to 
Payments Team and 

CM

Email should indicate action required by Payments 
Team, i.e:
· New Placement / Rate Change / End FAN / 

etc.
And include a reminder to CM that any community 
services that had a break applied will need to be 
re-instated (or ended if no longer required)

YesNo

Reply requesting 
appropriate 

documentation 

No

Archive folders 

End

Yes

Save email to 
Incomplete 

Referrals folder 

Pass to Placement 
Coord.

Pass to Placement 
Coord.

Contact
Reason – CPT Request

Outcome – CPT Process
Questionnaire
Referral Type
Placed From
Needs Level

12 Week Disregard
Exceed to Guide
Waiver Amount
Top Up Amount
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County Placement Team Process

Part 8 - Top Up Process

Is a 
placement available 
at the relevant guide 

price?

Yes

Top Up to be calculated 
as cost between lowest 
priced placement and 

actual cost

No

Top Up is required 
between guide price 
and actual price of 

placement

Request to exceed guide 
required – for costs between 

actual guide and lowest 
priced placement available

Is this the chosen 
placement?

Yes

Is there
 a sustainable Top Up 

available?

No

Yes

Waiver request 
required before 

placement can go 
ahead

No

Is the 
lowest priced 

placement the chosen 
placement?

Yes

No

1st party top up only allowed when the placement is:
· 12 Week Disregard
· Section 117

Part 8

No Top Up 
required

Signed confirmation 
of Top Up is received

Authorisation may be 
required from AD if 
necessary

Letter needs to be returned 
before placement can go 
ahead (except in emergency 
circumstances)

Questionnaire
Update Status 

Send 1st or 3rd Party 
Top Up letter 

Authorisation may be 
required from AD if 
necessary

To Part
2.1

No Top Up 
required
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County Placement Team Process

Part 9 – DPS Exception

Accom. Solutions 
update Provider 

Information List with 
Group Contract number

Pass request to 
Senior to update 
Provider Group 

Contract

Part 9

Is the 
Required care item 

already set up against 
this provider?

Yes

Maintain 
Contracts

Create Variation 
on Group 
Contract

Select contract using the 
Group Contract Ref recorded 
on DPS Provider Information 
List/email request

C. Items
Select required 

Care Item
Unit - Week

Contract
Send for Authorisation

Auth
Authorise Contract

Provider - Offerings
Add Care Item

Available From -1st 
of month

Paid – Via ISP/FCP

Rates
Cost – ‘0.00’

Cost Unit – Weekly 
Nights

Contract – Select 
Group Contract

Advise Placement 
Coord. that care item 

is available

No
Is there a Group 

Contract set up against 
this provider?

Yes

No
Send DPS Exception 
Request to Accom. 
Solutions via email

Unsuspend the care 
item

Run the Provider 
Contract Details 

Report

Provision
Contract, Planned 
Start, Planned End, 

Client Informed, 
Term

Send Award Letter 
to Provider and 
copy to CM And 

Accom. Solutions

Diarise to check 
placement takes 

place 

Create a Task in CPT 
mailbox – set 
reminder for date 
of admission

Provision
Produce Award letter 
and update with the 

agreed price

To Part
4

Suspend the care 
item

Report shows details of all 
contracts set up against a provider 
along with care items attached to 
those contracts

Pass request to Senior 
to update Provider 

Offerings

Accom. Solutions reply 
to CPT to confirm set 

up and new Group 
Contract number

Contract
Provider Group 
Contract set up 

and required Care 
Item added

This MUST take 
place on all contract 
exceptions

Using standard 
email template

Include Individual 
Placement Contract 
Conditions for 
Provider

Run the Provider 
Contract Details 

Report to confirm the 
care item is available

 


