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Recording ‘Council Tax Exemption/Reduction’ for Care Leavers 

[image: Flow chart for in county council tax exemption: young person to submit application to District or Borough, eligibility confirmed with Care Leavers Service, form completed on LCS and Care Leaver informed application is being processed.]
[image: Flow chart for out of county council tax reduction applications: Young person sends the Care Leavers Service a copy of their bill, eligibility confirmed, LCS form completed and reassigned for approval through the scheme of delegation, once approved the young person will be paid/reimbursed.]
*Please note it is due to policy that amounts under £1,200 can go straight to Service Managers and amounts over £1,200 can go straight to the Assistant Director without the need for approval at previous levels. This is specific to the approval of council tax reduction entitlements.
[bookmark: _Hlk103190749]Recording ‘Council Tax Exemption/Reduction’ for Care Leavers
When a practitioner has been notified that a care leaver is eligible for council tax entitlements, the Care Leavers Council Tax Exemption/Reduction Form will need to be completed. This is to ensure accurate and up to date information is available at all times and compliance with statutory regulations.  

To access the Care Leavers Council Tax Exemption/Reduction Form, click on Forms field under the young person’s demographics tab. Please add relevant council tax documentation to Wisdom.


[image: Image showing the LCS screen, arrow pointing to the forms option on the left hand side of the screen, with a red box highlighting the start a new form option towards the top of the page] 

Click on Start New Form to access the Care Leavers Council Tax Exemption/Reduction Form. Practitioners must ensure that all fields in the form are all completed.

· For a young person open to the service – choose Care Leavers Council Tax Exemption/Reduction Form (OS)
· For a young person closed to the service – choose Care Leavers Council Tax Exemption/Reduction Form (CS)

Please note that different sections of the form will populate based on whether the young person is living within Surrey (in county) or outside of Surrey (out of county), as described below.


IN COUNTY – For young people living within Surrey County, fill out the form completely and finalise. In-county council tax exemptions do not need approval and therefore do not need to be reassigned due to no payment needing to take place. See screenshot below:
 [image: Visual representation of the in-county council tax reduction/exemption form. A red arrow highlights the 'in-county' selection and a red box highlights the 'finalise form' button in the upper right hand corner.]
OUT OF COUNTY – For young people living outside of the Surrey County. Fill out the first part of the form, additional tabs will the auto-populate. Complete the Out of County Payments tab, then reassign to either your 
· Team Manager for bill totalling Under £500, 
· Service Manager for bill totalling Under £1,200 or
· Assistant Director for bill totalling Above £1,200

After approval, the form will be reassigned to the Finanace team for payment. The screenshots below are an example of Under £500 payment process.

The Personal Advisor will complete the form, including financial requisition details:

[image: Visual representation of the out-of-county council tax reduction/exemption form. A red box on the left-hand side of the screen highlights that when selecting out-of-county, additional tabs will auto-populate for completion.]


[image: Visual representation of the financial requisition part of the out-of-county council tax reduction/exemption form.]

When completing the financial requisition, preferred practice is for council tax payments to be made in instalments rather than as a lump sum. Please specify the monthly instalments in the notes section of the requisition (as outlined in the image above), alongside any other justification for the payment as you would do in any other financial requisition form. 

*Please ensure that the requisition notes reference care leavers council tax reduction.

When asked for vendor details, where the payment is being made directly to the young person, this will be their details. Where the payment is going to another Council, the information of the Council will need to be provided here.

Once the form is complete, the Personal Advisor reassigns for approval. As the total cost is less than £500, it can be reassigned to the Team Manager:

[image: ]
[image: Visual representation of the financial requisition part of the out-of-county council tax reduction/exemption form. A red box highlights the ReAssign button in the top right hand corner.]




The Team Manager will then approve and reassign to ‘Finance Areas’ for processing:

[image: Visual representation of how the form will appear to a Team Manager once it has been reassigned to them by the PA. A red box highlights the ReAssign button in the upper right hand corner.]

The Finance Team will pick up the form, complete the Finance tab and finalise: 

[image: Visual representation of how the out-of-county council tax reduction/exemption form will appear to finance when they process the financial requisition. A red box highlights the Finalise Assessment button in the upper right hand corner.]
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