
Children's Social Care direct payment process maps 
v.1 November 2022

Start/end of a process

Decision

Step in process

Abbreviations:
Admin- Children's locality admin assistant
AM- Children's Social Care admin manager
ASC- Adult social care
AP- Accounts Payable
ASW- Allocated social worker
AW- Allocated worker in social care
CCC- Children's continuing care 
CCG- Clinical Commissioning Group (now ICB)
CCSM- Commissioning Team senior manager
CSC- Children's social care
CSM- Children’s social care senior manager
DP- Direct payment
DPFT- Direct payment financial team
DPSW- Direct payment team support worker
DPT Admin- Direct payment team admin assistant
DPTM- Direct payment team manager
DPW- Direct payment worker
LL- LiquidLogic
LoA- Letter of agreement
NFA- No further action
OLA- Other Local Authority
RA- Risk assessment
RP- Resource panel
SP- Service provision
SST- System support team
SWSA- Social work support assistant
TBC- to be confirmed
TM- Social care team manager

Flow of information 

Outgoing link to another process 
(different theme)

Map key:

Incoming link from another process

Outgoing link to another process 
(same theme)

Resource panel 
outcomes

Resource panel 
outcomes

New direct 
Payments set up

New direct 
Payments set up

Payment runsPayment runs

Needs review 
and review of 

direct payment

Needs review 
and review of 

direct payment

Assessment of 
needs

Assessment of 
needs

Changes to direct 
payments

Changes to direct 
payments

Financial 
monitoring and 

review

Financial 
monitoring and 

review

Financial auditFinancial audit

Financial audit 
outcome

Financial audit 
outcome

Transfer of direct 
payments

Transfer of direct 
payments

Closure of direct 
payments

Closure of direct 
payments

Oversight of 
direct payments

Oversight of 
direct payments

Process maps

Including transfers in and out of the local authority, and to 
adult social care. 

Including no payment, incorrect payment, service uplift 
requests, cross referencing, interim payment, backdated 
payment and cancellations and amendments.

Including new or updated requests, and planned 
reviews.

Including day time services, overnight respite, 
recruitment set up of employees, and new service 
provision set up.

Including change requests, increase/decrease in 
employment hours, change from employment hours to 
service provision, and service provision/employment 
hours ending. 

Including social care needs review, and escalation to 
DCT CSM.

Including reclaims, and a write off.

Including preparation, planned audits, and final 
audits.

Including preparation, financial review, and quality 
assurance check.

Including new/re-assessments of social care needs.

Strategic overview.

Information required



Resource panel outcomes- new request

New DP agreed RP.

Follow day time 
services

Follow day time 
services

Follow 
overnight 

respite

Follow 
overnight 

respite

RP:
Review date set

Direct payment panel outcomes- planned reviews

Scheduled review of the DP 
by the RP.

DPP: 
Scrutiny of 

information.

DPP:
DP to 

continue?

Support agreed 
until the child is 18.

DP agreed for a 
further period, with 
future DPP review 

scheduled. 

Alternative support 
available.

DPP:
Further 

information/
evidence required.

ASW:
Gather information 
to present at next 

DPP.

TBC

Close DPClose DP

From 
assessment

From 
assessment

From 
transfer in

From 
transfer in

Escalation 
from CSM
Escalation 
from CSM

Review of 
needs or DP
Review of 

needs or DP

Increase in SP/employment 
hours agreed.

Notify DPT 
and AM of 

changes

Notify DPT 
and AM of 

changes

Reduced, with 
alternative support 

available.

Yes

No

Notify AM/DPT 
of changes

Notify AM/DPT 
of changes

ASW:
CiN review to take 
place to consider 

progress and impact 
of DP.

ASW:
Update presented 

at DPP.

RP:
Review frequency 

agreed and 
scheduled.

Resource panel 
outcomes

Resource panel 
outcomes

Resource panel outcomes- updated request



DP agreed at RP for day 
time services.

ASW: 
Referral form 

shared with DP 
mailbox

ASW:
Account 

managed?
Yes

ASW:
Family 

managed?

No

Yes

Day time services

Overnight respite

DP agreed at RP for 
overnight respite.

ASW: 
Referral form 

shared with DP 
mailbox.

ASW:
Respite in the 

family 
home?

ASW:
Account 

managed?
Yes

ASW:
Family 

managed?

No

Yes

ASW:
Visit to address to 

complete RA of 
home..

No

From RPFrom RP

From RPFrom RP

Follow new 
recruitment

New recruitment set up of employee- DPW identified

Referral received into children's 
DP mailbox from ASW following 

RP.

DPT:
Referral allocated to 

DPSW Tuesday/
Thursday.

DPSW:
Contact family

DPSW:
DPW already 
identified?

DPSW:
Contact potential 
DPW to complete 

DBS and to identify 
training needs.. 

DPSW:
Draft advert with 

family and add it to 
UKcil platform and 
email school SPOC.

Yes

No

DPT Admin:
1st ad refresh.

Employer:
Contact potential 

applicant.

DPSW:
Contact made 

within 1 
week?

DPSW:
Offer employer 

support to establish 
contact.

No

DPSW:
 Arrange interview 
with applicant and 

employer.

DPSW:
Applicant 
suitable?

DPSW: 
Complete DBS and 

identify training 
needs.

Yes

No

Yes
DPSW:

Response to 
ad?

Yes

No

DPSW:
Response within 

4 weeks?

Yes

DPT Admin: 
2nd ad refresh.

DPSW:
Response within 

4 weeks?

DPSW:
Response within 

4 weeks?

DPSW:
Escalate to ASW via 
email, notify DPTM 

and wait for 
feedback.

Set up new service provision

Referral received into 
children's DP mailbox from 

ASW following RP.

DPSW:
Support employer 

with payroll 
company 

registration, set up 
of insurance and 
send contract of 

employment.

DPSW:
Complete DP 

finance paperwork 
and send to 

children's DP admin, 
cc: ASW and DP 

finance.

DPT Admin:
Input information 

onto LIFT, including 
rate chages.

DPSW:
Family 

managed 
account?

DPT Admin:
LoA sent to family 

for signature.. 
Yes

DPT Admin: 
Input onto LIFT and 
letter of agreement 

sent to family.

DPT 
Admin:

returned 
within 

2 weeks?

Yes

No

DPSW end involvement after 4-6 
weeks. Future queries managed 

through DPT duty system.

DPT Admin:
Request bank 
account from 

family. 

LoA 
received 
within 2 
weeks?

DPT Admin:
Follow up request 

of LoA.

LoA 
received 

within
1 week?

DPT Admin:
Notify ASW via 

email and request 
follow up with 

family.

No

Yes

No

ASW:
Follow up family for 

bank account 
details within 1 

week.

ASW:
Confirm bank 

account details with 
DP Admin via email.

Follow new 
recruitment

DPT Admin:
Follow up request 

sent.

No

From change 
in need

From change 
in need

DPT Admin:
Input information 

onto LIFT.

SP to continue until 
notified otherwise. 

Yes

From change 
in need

From change 
in need

Follow set up 
service 

provision

Yes
DPT:
DPW 

required?

No

From day 
time services

From day 
time services

From 
overnight 

respite

ASW:
Follow need 

review

ASW:
Follow need 

review

Escalate to 
CSM

Escalate to 
CSMASW:

to continue?
No

Yes

DPT Admin:
Refresh notify ASW 

and DPTM. 

DPT 
Admin:

Response 
within 4 
weeks? No

Yes

No

Yes
Yes

No
DPT Admin:

3rd ad refresh and 
notify ASW.

No

DPT Admin:
New user form 

created (5), supplier 
site reference 

number requested.

DPT 
Admin:

Interim payment 
required?

DPT Admin:
Inform AM via email 

when new DP 
account is set up as 

well as setting 
review date in LIFT. 

AM:
Add details to DP 

audit tracker. 

DPT Admin:
Inform AM via email 

when new DP 
account is set up as 

well as setting 
review date in LIFT. 

Follow 
payment 

runs

Follow 
payment 

runs

No
Yes

New direct 
payments
New direct 
payments

ASW:
Share outcome of 

RA with DPSW.

DPT Admin:
Complete set up 

form cc: DP Admin 
and ASW

DP Admin:
Bank account 

details received, 
letter of agreement  

sent to family. 

Yes

DPT 
Admin:

Response within 
2 weeks?

DPT Admin:
Escalate request via 

email to ASW to 
chase. Update 
spreadsheet.

No

DPT 
Admin:

Response within 
2 weeks?

DPT Admin:
Escalate to ASW via 
email and their TM. 

Update 
spreadsheet.

No

Yes Yes Yes

End for AM, until review or 
audit is required.

SST:
New provider 

created on LIFT and 
rate, notify DPT 

Admin.

AM: update DP 
tracker.



Issue identified with a payment run- no payment received

Error identified.

Payment run to continue as 
planned.

Service uplift 
request received 
from SP into DP 

mailbox.

DPTM:
Information 

gathered and 
shared with CCSM.

CCSM:
Challenge 

information/make 
recommendation 

based on 
information.

CCSM:
 information 

presented to DCT 
CSM. 

Uplift agreed?
DPT Admin:

Changed rates 
made in LIFT.

No

Service uplift request

DPT Admin:
Escalate to DPTM 

for decision.

DPTM:
Interim 

payment 
required?

DPT Admin:
Interim payment 
made in LIFT to 

bring payment in 
line with 4 weekly 

payments.

Yes

Interim payment required

From new DPFrom new DP

New DP or change made falls 
outside of 4 week payment run. 

Payment run to continue as planned.

Future payments in line with 4 week 
Payment runs.

No

Future payments made in line 
with 4 week payment runs.

Payment run to continue as planned.

Service uplift cross reference

Service uplift request 
received for adult SP.

DPT:
Children's SP?

End for DPT role.

No

DPT Admin/DPTM:
Cross check if SP 
also applies to 

children.

Yes

Payment runsPayment runs

Issue identified with a payment run- incorrect payment made

Issue identified with a payment run- incorrect payment to either family or checkbook account when both exist

DPT Admin:
Check system to 

identify error. 

DPT 
Admin:

Issue 
identified?

DPT Admin:
Issue identified and 

resolved. 

DPT Admin:
LIFT export sent to 

accounts payable to 
process payment. 

AM notified.

DPT Admin:
Unknown issue.

DPT Admin:
Issue identified but 
unable to resolve. 

SST:
Escalate to LL to 
identify solution.

SST:
Notify DPT Admin of 

resolution.

Error identified. 

DPT 
Admin:

Family managed 
account?

DPT Admin:
Contact family to 
advise of error, 
request funds 

returned and bank 
details provided. 

Yes

Payment run to continue as planned.

DPT Admin:
Export sent to 

accounts payable to 
process updated 

payment. AM 
notified. 

DPT Admin:
Request made to 

checkbook to return 
funds. 

No

Error identified. 
DPT Admin:

Check system to 
identify issue. 

DPT 
Admin:

Issue with 
checkbook 
payment?

DPT Admin:
Request transfer is 

made to family. 
Yes

No
DPT Admin:

Contact family and 
request transfer is 

made to checkbook. 

Payment run to continue as planned.

DPT Admin:
LIFT export sent to 

accounts payable to 
process updated 

payment. AM 
notified.

AM:
DP tracker updated. 

AM:
DP tracker updated. 

DPT Admin:
Request sent to 

DPTM.

DPTM:
Decision shared 
with DPT admin.

DPT Admin:
Export sent to 

accounts payable to 
process updated 

payment. AM 
notified.

Yes

DPT 
Admin:

Family managed 
account?

DPT Admin:
Request made to 

checkbook to 
transfer interim 

funds.

No

Follow 
service uplift 

request

Yes

Yes

No

DPT Admin:
Escalate to SST via 
email to resolve.

No

AM:
DP tracker updated. 

Backdated payment required to direct payment that is ending

Request received 
into children's DP 

mailbox.

DPT Admin:
Date of last 

payment added to 
LIFT.

DPT Admin:
Notify AM of 

actions.

AM:
Updated DP tracker. 

Complete 
financial 

audit

Complete 
financial 

audit

Yes

Cancellations/Amendment request

Cancelation/amendment 
form received into DP 

mailbox. 

DPT Admin:
Changes made in 

LIFT.

DPT Admin:
Notify AM via email 

of actions.

AM:
Updated DP tracker. 

Complete 
financial 

audit

Complete 
financial 

audit

Service uplift 
cross 

reference

Complete 
financial 

audit

Complete 
financial 

audit

Complete 
financial 

audit

Complete 
financial 

audit

Complete 
financial 

audit

Complete 
financial 

audit

SST:
Resolved?

Yes

End for DPT Admin role.

End for DPT Admin role.

DPT Admin:
Funds received?

Yes

No

No

What is the request 
How many children does it 
affect? 
What do adults pay? 
What is the budget impact? 



ASW:
Gather views of 

child, family, DPW 
ahead of review.

ASW:
Review 

(3 months then bi-
annually, or when 

required).

DP to continue with ongoing review 
schedule or current actions. 

Close DPClose DP

ASW: 
change in 

needs?

Queried additional/
reduced support 

required. 

New 
assessment 

New 
assessment 

Agreement reduced 
support required.

Transfer to 
OLA

Transfer to 
OLA

Social care needs review of direct payment

Ongoing review of child's needs 
and the use of the direct payment.

From 
financial 
review

From 
financial 
review

Escalation to DCT CSM for advice or a decision

From 
financial 
review

From 
financial 
review

Issue required decision/
oversight from CSM.

Information shared 
with CSM within 24 

hours.

CSM:
Outcome?

Financial audit 
required

Financial audit 
required

Assessment 
required

Assessment 
required

RPRP

End for DPP, advice provided.

Further actions 
identified for ASW/

DPT/AM etc.

From 
financial 

audit

From 
financial 

audit

From 
financial 

audit

From 
financial 

audit

Yes

From RPFrom RP

Review of 
needs/DP

From 
financial 

audit

From 
financial 

audit

From 
financial 
review

From 
financial 
review

Notify DPT 
and AM

Notify DPT 
and AM

Financial write 
off

Financial write 
off

CSM to follow up 
actions with 

identified person.

Review of 
needs/DP

From 
needs/DP 

review

From 
needs/DP 

review

From 
transfer

From 
transfer

From reclaimFrom reclaimFrom reclaimFrom reclaim

From new 
DP

From new 
DP

From new DPFrom new DP

No

Escalate to 
CSM

Needs review and 
review of direct 

payment

Needs review and 
review of direct 

payment

From audit 
outcome

From audit 
outcome

No recruitment in 6 
months



New assessment of 
needs agreed.

TM:
Child open 
to SWSA?

TM: 
child reallocated to 

SW and C+F 
assigned.

New assessment of need

Yes

TM:
C+F assigned to 

ASW.

No

ASW:
C+F completed 

including review of 
needs and DP 
arrangements.

TM:
 QA C+F

No change in needs 
identified, DP 

considered 
appropriate.

Change in needs 
identified, 

additional hours/
support required. 

DP reviewed through CiN/CP 
reviews and annual DP review. 

Progress to RP 
for agreement
Progress to RP 
for agreement

TM disagrees with 
recommendation.

ASW:
CCC or 

education 
assessment 
required?

ASW:
Liaise with CCG or 

education 
colleagues.

Yes

No

Request to accept OLA DP transfer

From 
assessment

From 
assessment

From CSM 
Escalation
From CSM 
Escalation

Change in needs 
identified, reduced 
hours/alternative 
support required.

Notify DPT 
and AM of 

changes

Notify DPT 
and AM of 

changes

Close DPClose DP

From 
review of 

needs

From 
review of 

needs

Assessment of 
need

Assessment of 
need



From 
assessment

From 
assessment

From needs 
review

From needs 
review

From RPFrom RP

Service provision or employment hours ended

Increase in employment hours

Reduction in employment hours

AM:
DP tracker updated.

Complete final 
audit

Complete final 
audit

From RPFrom RP

Changes sent to 
children's DP mailbox 

by ASW. 

Changes sent to 
children's DP mailbox 

by ASW. 

DPT Admin:
Information shared 

with duty DPSW 
Complex cases to be 

allocated. 

DPSW:
Contact employer to 

discuss change.

DPW:
Accommodate 

change?

DPSW:
Amend set up form 

to include new 
hours and send to 

DP Admin.

DPSW:
Send variation 

contract of 
employment and 
variation letter of 

agreement to 
family. 

Future queries managed through duty 
DPSW system. 

Yes

Follow 
recruitment

Follow 
recruitment

No

DPT Admin:
Information shared 

with duty DPSW 
Complex cases to be 

allocated. 

DPSW:
Contact legal for 

advice.

DPSW:
Contact employer to 

discuss reduction. 

DPSW:
Reduction 

of half
 hours?

DPSW:
Start legal 

consultation period.

DPSW:
Outcome?

Reduced hours 
fulfilled by DPW.

Contract ended and 
outstanding child's 

needs.

Contract ended but 
no ongoing need.

Follow close 
DP

Follow close 
DP

DPSW:
Amend set up form 

to include new 
hours and send to 

DP Admin.

DPSW:
send variation 

contract of 
employment and 
variation letter of 

agreement to family 
within 2 weeks.

Future queries managed through 
duty DPSW system. 

Change from employment hours to service provision

Changes sent to 
children's DP 

mailbox by ASW. 

DPT Admin:
Information shared 

with duty DPSW.

DPSW:
Contact legal for 

advice. 

DPSW:
Start/follow legal 

consultation period, 
timescale guided by 

legal. 

DPSW:
Employee/

employer in 
agreement?

Yes
DPSW:

Complete employer 
paperwork.

DPSW:
DPW TUPE’d to 

provider.

DPSW:
Cancellation form 

completed, cc: DPT 
admin and AM.

No

Complete 
escalation 

audit

Complete 
escalation 

audit

Changes sent to 
children's DP mailbox 

by ASW. 

DPSW:
Contact employee 
and employer to 
discuss reason. 

DPSW:
Cancellation form 

completed, cc: DPT 
admin and AM.

DPT Admin:
Information shared 

with duty DPSW.

Follow 
recruitment

Follow 
recruitment

AM:
DP tracker 
updated. 

Complete 
escalation

audit

Complete 
escalation

audit

DPT Admin/DPSW:
Notified AM of 

reduction.

AM:
DP tracker updated.

Changes to direct 
payments 

Changes to direct 
payments 

Change request received from source other than ASW (family, DPW, DPSW etc)

Change request received from 
other source via childrens DP 

mailbox or telephone.

DPT Admin:
Source redirected to  

ASW.
End for DPT Admin role.

Complete 
checks with 

payroll

Required checks with payroll

Payroll:
Sufficient 

funds 
available?

Final payment made. 
End for DPSW.

Yes

DPSW:
Insurance 

cover 
shortfall?

No

Yes

DPSW:
ASW notified of 

outstanding 
payment and 

solution requested.

DPSW:
ASW decision 

within 
1 week?

No
Yes

DPSW:
Escalation to DPTM 
for decision with 1 

week. 

No

Complete checks 
with payroll

DPSW contact payroll to establish if 
sufficient funds to close the account or 

make a payment.



Planned review of new 
DP approaching from DP 

tracker.

Financial review- preparation (all direct payments)

AM:
At 7 months-
information 

requested from 
checkbook.

AM:
Account 

managed?

AM:
Family 

managed?

Yes

No

AM:
At 6 months-

Admin requested to 
prepare client 

letters.

Yes

Admin:
Letter sent to client 

requesting bank 
statements.

AM:
Information 
returned?

Admin: 
Returned 

documents 
uploaded to 
SharePoint.

Yes

GREEN
DP tracker updated and next 8 

month review scheduled. Outcome 
letter sent.

AMBER

RED

Escalation 
audit required

Escalation 
audit required

AM:
Agree 

outcome?
Yes

No

No

Response 
within 2 
weeks?

Admin:
2nd letter/

prompt 
sent?

Admin:
Send 2nd letter/

prompt.

AM:
Escalate to ASW via 
email to follow up 
documents with 

family.

Financial review- Admin assistant

No

Yes

Planned review of DP at 
approx. 8 months.

Admin:
Review form 
completed, 

uploaded to LIFT. 

Admin:
review

grading? 

Financial review- Quality Assurance

Reviews to continue as scheduled.
Start quality assurance 

process.

AM:
Issue 

identified?

Overspend

Inappropriate use of 
DP

Underspend

Admin:
AM notified of 

completion via LIFT.

AM: 
Review completed 

review form.
No concerns

Escalate to 
CSM

Escalate to 
CSM

AM:
DP tracker updated 
to progress financial 

review.

AM:
DP tracker updated.

AM:
DP tracker updated.

Escalation 
audit required

Escalation 
audit required

Financial 
monitoring and 

review

Financial 
monitoring and 

review

AM:
Update DP tracker.

Response 
within 2 
weeks?

Yes

Complete 
financial 
review

Complete 
financial 
review

Yes

No

Complete 
financial audit

Complete 
financial auditNo

RED 
Unexpected transactions on account and no acceptable justification given.  
Personal account being used.  
DP money not being used correctly.  
Major discrepancy(s) identified on account.  
Numerous minor discrepancies identified on account and no acceptable 
justification given.  

AMBER 
Unexpected transactions on account but acceptable justification given, held on 
amber for monitoring to be checked at next review. 
3 or more discrepancies identified on account.  
  
GREEN  
No discrepancies identified.  
1 or 2 discrepancies identified but suitable justification given. 



Planned audit

Financial audit at any point of 
the DP.

AM: 
audit form 

completed and 
uploaded onto LIFT.

AM:
Issues 

identified?
Audits to continue as planned.

AM:
Escalate to ASW via 

email to explore 
with family.

Underspend. 

Recruitment issues 
of DPW.

Overspend.

Inappropriate use of 
DP.

Review of 
needs or DP
Review of 

needs or DPSignificant 
concern?

Escualte to 
CSM (and 

ASW)

Escualte to 
CSM (and 

ASW)

AM:
Escalate 

recruitment issue to 
DPT via email to 

explore.

Yes

AM:
Outcome letter sent 

to family and 
documents 
returned.

Transition to adult audit

Child approaching 18 is 
identified by DPT.

AM:
Child added to DP 
tracker for audit. 

Follow final 
auditDPT:

Notify AM.

Child identified on DP 
tracker as requiring a 

financial audit. 

AM:
Account 

managed?

AM:
Payroll, tax record 

and invoices 
requested from 

checkbook.

AM:
Invoices and any 
other documents 
requested from 

family.

AM:
Family 

managed?

Yes

No

Yes

Audit preparation (for escalation audits documents are requested within 1 week of the audit being identified)

From CSM 
escualtion
From CSM 
escualtion

Documents 
received?

Admin: 
Return documents 

uploaded to 
SharePoint.

Yes

Follow 
financial audit

No

Escalate to 
CSM

Escalate to 
CSM

From change 
in need

From change 
in need

From close 
DP

From close 
DP

From 
financial 
review

From 
financial 
review

From ASC 
transfer

From ASC 
transfer

From review 
QA

From review 
QA

Financial audit when the child 
reaches 18 or when the DP ends.

AM: 
audit form 

completed and 
uploaded onto LIFT.

AM:
Issues 

identified?
End for AM role.

Underspend. 

Overspend.

Inappropriate use of 
DP.

Significant 
concern?

Escualte to 
CSM (and 

ASW)

Escualte to 
CSM (and 

ASW)

Yes

Yes

AM:
Outcome letter sent 

and documents 
returned.

No

Final audit

Follow audit 
outcome

Follow audit 
outcomeNo

No

Financial auditing Financial auditing 

Yes

No
Received 
within 3 
weeks?

No
Received 
within 2 
weeks?

From 
backdated 
payment

From 
backdated 
payment

AM:
Notify ASW of 

outcome. 

From 
incorrect 
payment

From 
incorrect 
payment

From no 
payment 
recieved

From no 
payment 
recieved

From mix-up 
in payment

From mix-up 
in payment

From review 
prep

From review 
prep

Account 
maanged?

2nd request made to 
checkbook.

Family 
maanged?

Yes

No

Yes

2nd request made to 
family.

Yes
3rd request made to 

family.

Received 
within 10 days?

No

Yes
Yes

From review 
of needs

From review 
of needs

From 
reduction in 

hours

From 
reduction in 

hours

From SP or 
employment 

ending

From SP or 
employment 

ending



AM:
Family 

managed?

AM:
Create family on 

oracle.

AM:
Create invoice 

through accounts 
receivable, end to 

family with 
outcome letter.

AM:
Invoice paid 

within 30 
days?

Yes

AM:
ASW notified of 

issue to follow up 
with family. 

No

Reclaim- account and family managed accounts

DP reclaim 
identified.

AM:
Account 

managed?

AM:
Email checkbook to 

return funds and 
notify cashiers.

Yes
Cashier:
Reclaim 

received?

Cashier:
Notify AM of 

reclaim.
Yes

AM:
Update LIFT with 

new service 
provision, and 

amend payment 
run.

AM:
Reminder request 
sent to checkbook.

No

AM:
Update DP tracker.

End for AM 
role.

No

AM:
Notified reclaim 

received.

AM:
Resolution 

within 3 
months?

Yes

Escalate to 
CSM

Escalate to 
CSMNo

Reclaim- from ASC when the child turns 18 years old

Audit completed because child is 
turning 18 or has turned 18. 

DPFT:
Journal transfer 

sent.

From needs 
review

From needs 
review

Financial write off

Agreement from CSM to 
write off money owed.

ASC agree the 
DP?

AM: 
Audit findings 

shared with DPFT 
via email  and 

reclaim requested.

Yes

No

Escalate to 
CSM re: 
write off

Escalate to 
CSM re: 
write off

AM: 
Payment run 

amended in LIFT 
and a case note of 

who is liable for 
write off.

From needs 
review

From needs 
review

Follow 
transition 

reclaim

Follow 
transition 

reclaim

From 
transfer

From 
transfer

AM:
Payment run 
completed. 

OversightOversight

AM:
Update LIFT with 

new service 
provision and  

amend payment 
run.

End for AM 
role.

AM:
Complete audit 

report of write off 
and upload to LIFT.

From final 
audit

From final 
audit

Financial auditing 
outcomes

Financial auditing 
outcomes

Financial audit 
completed by AM.

AM:
Audit outcome

Audit/review schedule to continue as planned.

Progress 
reclaim

Progress ASC 
reclaim

Escalate to 
CSM

AM:
Identify Creditor 

reference from ICS. 
Email AP to check 

for any holds.

AM:
Hold in 
place?

AM:
Inform AP of 

reclaim account, to 
cancel the hold.

Yes

End for AM 
role.

Escalate to 
CSM

Escalate to 
CSM



Child with a direct payment transferring OUT of the local authority

ASW notified a child with a DP is 
moving out of the LA.

ASW:
Transfer request 

made to OLA within 
72 hours.

ASW:
Notification sent to 
DPT to stop service 
and funding within 

72 hours. 

ASW/OLA:
Liaise to agree the 

funding/service 
cross over period.

LA notified of a child 
with a DP moving into 

the LA.

OLA:
Transfer in process 

to be followed.

TM:
C+F allocated to SW.

ASW:
C+F completed 
within 45 days.

ASW:
C+F completed 

including review of 
needs and DP 
arrangements.

Progress to RPProgress to RP

ASW:
CCC or 

education 
assessment 
required?

ASW:
Liaise with CCG or 

education 
colleagues.

Yes

No

TM:
Is other 
support 

required?

TM:
QA C+F.

TM: 
DP agreed?

Yes

No

ASW progress closure to 
children's social care. 

AW to progress CiN/EH plan 
with scheduled reviews.

Yes

Child with direct payment approaching 18 years old and potentially transitioning to ASC

Child with a DP likely to 
required support post 18. 

ASW:
Referral to 

transitional panel 
before the child 

reaches 16.

Transitional panel
ASC: 

support 
agreed?

Set up through ASC 
system from 18th 

birthday. 

DP to end on 18th 
birthday.

Yes

No

Child with a direct payment transferring INTO the local authority

From needs 
review

From needs 
review

From 
assessment

From 
assessment

Complete 
final audit
Complete 
final audit

AM:
DP tracker updated.

AM:
DP tracker updated.

Fro
m 

tran
sfer

Fro
m 

tran
sfer

Close DPClose DP

No

Transfer of direct 
payments

Transfer of direct 
payments

Name 
ICS number 
Date ending 

OLA identified 



From 
transfer

From 
transfer

Direct payment closure

Decision to end DP 
agreed.

ASW:
Notify DP mailbox 
and update child's 

records.

ASW: 
Other support 

needs?

ASW progress to case closure on LCS.

No

Yes

From needs 
review

From needs 
review

From RPFrom RP

From 
financial 

audit

From 
financial 

audit

From 
change in 

need

From 
change in 

need

DPSW:
Contact employer 
and identify any 

support required to 
end DP with 
employee.

AM:
DP tracker updated.

DPSW:
Complete 

cancellation form, 
cc: DPT admin and 

AM.

CiN/EH support to continue with scheduled reviews.

End for DPT admin role. 

Complete 
final audit
Complete 
final audit

From 
assessment

From 
assessment

ASW:
Notify family 
(employer) of 
ending to DP.

Closure of direct 
payments 

Closure of direct 
payments 

DPT 
Admin:

Employment 
DP?

Yes

DPT Admin:
SP end date added 

to LIFT.

No

End for DP Admin role.

DPT Admin:
Information 

updated on LIFT. 

DPT Admin:
Information shared 

with Duty DPSW.



Reporting available via Tableau
- DP refunds
- DP services

- Enablement's

From audit 
outcomes
From audit 
outcomes

OversightOversight

Senior management oversight of direct payments

Self serve reports:
- DCT CSM

- CCSM

Senior management 
meetings 

EndNoAction required?

Action identified 
and progressed by 
relevant person. 

Yes
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