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1. 
Introduction
This procedure outlines the interim financial management arrangements for operating the Self Directed Support Individual Budget Scheme.  These procedures will assist you to manage your Individual Budget.  They should be used in conjunction with your Payment Agreement and guidance provided by your Care Manager and/or Support Organisation.
As the Self Directed Support Individual Budget Scheme develops it is likely that these procedures will change.  We will keep you updated of any changes.

2. 
Your Personal Financial Contribution
People using an Individual Budget will be assessed for a financial contribution to their support costs the same as people using traditional services. Your care manager will discuss with you the financial contribution you should make to your support arrangements.
A financial assessment will be part of your assessment for an Individual Budget and will be reassessed each year to ensure you are contributing the correct amount. The amount you are contributing will be deducted from the Individual Budget before the money goes into your account.  You will be notified of this contribution as part of your Payment Agreement.

3. 
Starting the Individual Budget
Once your Care Manager has advised you that your Individual Budget has been approved, further information will be required from you before these payments can be started. These are:

SDS-04
Payment  Agreement. (Appendix A) This details the terms, start date and value of your Individual Budget.  You or your representative must sign this or indicate your consent to show that you are in agreement with the terms and responsibilities of the Individual Budget.

SDS-05
Bank Details. (Appendix B) You need to advise us of the bank account where the funds will be transferred into.  You are required to open a separate bank account for managing your Individual Budget if it is over £2,600 a year.  You must not use this account for any other funding sources or costs (i.e. ILF or DWP benefits or personal monies).  
Individual budgets under £2,600 per year can be paid into your existing bank account.
These forms will be sent to you when your outcome based support plan has been approved.  Your payments can only be started once these forms have been completed and returned to us.  
4. 
When you will be paid
The standard payment cycle is 4 weekly in advance, with any financial contribution already deducted.  Payments are made by credit transfer (known as BACS) directly into your nominated bank account.  

Alternative payment cycles can be requested if this will help the management of your funds. This could for example be annual, quarterly, or to fit in with timescales for meeting the outcomes in your support plan.  You should discuss this with your care manager when you are planning your support arrangements.
For each payment you will receive a remittance advice slip from us, confirming the date the payment was made, how much was paid, and stating the period covered by the payment. 
5. 
General Rules about How to Use the Money
5.1 
Your Bank Account
Individual Budgets which are less than £2,600 per year

Payments with an annual value of less than £2,600 can be paid into any of your nominated bank or building society accounts.

Individual Budgets which are more than £2,600 per year

If your Individual budget is in excess of £2,600 per year you will have to set up a separate bank account for these payments.  No other funds (such as ILF, DWP benefits or personal money) can be managed from this account.  When setting up this account, you should advise the bank or building society that the account contains Local Authority funds. 
Any interest applied by the Bank or Building Society should be kept in the account. Bank/legal/HM Tax Revenue and Customs charges that you incur should be paid by you however we will repay any bank charges incurred as a direct result of an error by us.

5.2
 Making Payments
Your Individual Budget must be spent on meeting the outcomes 
agreed in your support plan, and you are responsible for using 
these funds wisely.  Your support plan will identify:-

· How your money will be spent.
· What the arrangements are for monitoring the money.
· How the money will be managed taking into account any risks which might exist.
If you are unsure about any aspect of this you should speak to your care manager or support organisation. 

Payments from your Individual Budget account should be made by cheques, standing orders or direct debits which provides an easy way to audit your spend on meeting the outcomes in your support plan.  It is important that cash withdrawals are kept to an absolute minimum, with receipts evidencing what the money was spent on.
5.3  
What you can’t spend the money on
Your Individual Budget is Local Authority funding paid directly to you to meet the social care outcomes agreed in your support plan. There are therefore some areas which you cannot use your Individual Budget for:
· Anything which is against the law, including employment law 
· Gambling

· Financial investments

· Healthcare needs that should be met from the NHS

· Paying for things that other sources of income should cover  - alcohol, tobacco, grocery shopping, clothes, personal entertainment (for example the purchase of your own concert ticket or sporting event ticket), paying for you to go on holiday (unless this is to provide respite for a carer), rent, mortgage payments, utility bills, home improvement, repairs and maintenance costs.
· You cannot normally employ your husband, wife or partner, or close relatives or their partner or husband or wife
If you are unsure about any aspect of this you should check with your Care Manager or Support Organisation.

6.
Financial Monitoring Arrangements
6.1 
What Records You Should Keep
You are required to keep appropriate financial records of how your Individual Budget has been used.  You must keep these for a minimum of 5 years. 
· Monthly bank statements

· Agency invoices and receipts where you have purchased support from them

· Cheque book stubs

· Receipts reconciling cash withdrawals

· Records of other significant costs and receipts (i.e. purchase of equipment, annual maintenance records etc.)

Where you are employing staff you must keep employment records of staff details which include:-

· Name

· Address

· National Insurance Numbers

· Date employment started and when it stopped

· Hours worked (timesheets)

· Payments received/made

· Pay as you earn tax (PAYE) and National Insurance contributions paid to the Inland Revenue

· Signed wage receipts

· Staff training provided
Training will be provided for you to help you take on these responsibilities and manage your money effectively. Details of this are attached at the back of this document as Appendix D. 
6.2 
Monitoring Returns and Annual Audits
You are required to complete monitoring returns to let us know that your Individual Budget is meeting your agreed care outcomes (see proforma SDS-07, Appendix C).  

The monitoring return timescales are as follows:

Individual Budgets which are less than £2,600 per year

This requires the annual completion of the SDS-07 financial monitoring form and annual audit.  No other financial monitoring will be required but your care manager needs to confirm that the money has been used to meet the outcomes in your support plan

Individual Budgets which are more than £2,600 per year

· Complete SDS-07 (financial monitoring form) on receipt of first monthly bank statement.  Attach copy of bank statement and return to Community Care Finance
· Complete SDS-07 on receipt of every monthly bank statement thereafter. When you have 3 completed SDS-07 forms, send these together with copies of your bank statements to Community Care Finance

· Complete and return annual financial re-assessment form which assesses your financial contribution towards your Individual Budget 

Recognition will be given to irregular outgoings such as tax being paid quarterly, staff holidays, fluctuating usage, sickness etc.  You should advise us through the SDS -07 monitoring form the reasons for any significant under spend or any commitments that have not yet impacted on your account.

Community Care Finance will undertake an annual audit of your Individual Budget. We will write to you to arrange a suitable date for this to take place, ideally to coincide with your annual review with your care manager to allow finance issues to be discussed and ensure the outcomes are being met as identified in your support plan. 

7. 
Changes to your Individual Budget
7.1 By Us

i.
Amendments
Your payment will be amended if the following situations arise:

· Your assessed needs change and this is reflected in your support plan/agreed outcomes (this includes emergency and one off payments).
· Your SDS-07 shows a surplus balance in excess of 10% after account is taken of irregular outgoings. This will be deducted from your next payment.
· Your annual financial reassessment for charges results in an amended charge. 
· The Council agrees adjustments to be applied to all Individual Budgets (such as inflation or savings).

ii.
Suspensions
Your payment will be suspended if the following situations arise:

· If the financial monitoring forms (SDS-07) are not completed and returned within 15 working days of the due submission date.  
· If you do not give staff access to appropriate financial records to conclude the annual audit.
Your Individual Budget will only be reinstated following a review with your care manager and full compliance with the Financial Guidelines and Payment Agreement.
iii.
Ending the Agreement
At any time during this Agreement the Council may terminate the Agreement by giving one month’s notice in writing if after a review it is believed that your needs are not being met through the provision of an Individual Budget.
Your payment will be terminated without the statutory notice period if it is found that you are in breach of the Payment Agreement/ Financial Procedures.  We will write to you to advise you of this action prior to funding being withdrawn. If your Individual Budget is terminated and you still have assessed needs the Council will meet your assessed needs with alternative provision. 

7.2 By You
i.
Amendments
You must contact your care manager if you feel that your Individual Budget is not meeting your agreed outcomes.

ii.
Suspensions
You may request a temporary suspension of your payments at any time. It is preferable that this is in writing where possible.
iii.
Ending the Agreement
You may terminate the Agreement at any time by giving one month’s notice. It is preferable that this is in writing where possible.
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SELF DIRECTED SERVICES – Individual Budget
PAYMENT AGREEMENT 
(SDS-04)

This document details the main terms of the agreement between you and Social Work Services.  

It is a legally binding contract committing you to all the terms and conditions of the Self Directed Support Individual Budget Scheme.  As such, this Agreement shall be governed by the law of Scotland.

In the case of a conflict between the terms of this agreement and current legislation, the legislation shall prevail.
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Comments, complaints and compliments

1. INFORMATION ABOUT YOU AND SOCIAL SERVICES

This agreement is between:

Glasgow City Council

Social Work Services

Commonwealth House
32 Albion Street
Glasgow G1 1LH
(Referred to in this agreement as ‘we’ or ‘us’)

And

Name and Address of person receiving the Individual Budget (Referred to in this agreement as ‘you’)

ENTER CLIENTS NAME AND ADDRESS

And

Name and address of representative/nominated person

And

Name and address of witness

2. BASIS OF THE AGREEMENT

This agreement is made on the basis that:

· An assessment of your needs for community care services has been completed and that you are eligible to receive support services as identified/shown in your care/support plan.

· You are willing and able to secure the service detailed in your care/support plan yourself or with support (this may be through a representative or nominated person), and we are willing to make your Individual Budget available to you to enable you to buy the support you need.

· The Individual Budget is managed in accordance with the Financial Procedures for Service Users.
3. INDIVIDUAL BUDGET DETAILS

The amount of money you will be paid
Annual award



£ENTER AMOUNT
Less Client contribution

£ENTER AMOUNT
Net annual award to be paid

£ENTER AMOUNT
4 Weekly Payment


£ENTER AMOUNT
When you will be paid

The payments from Social Work Services will be made:

ENTER PAYMENT ARRANGEMENTS IE 4 WEEKLY OR OTHERWISE

Start Date:

ENTER START DATE

First Payment Date

Will normally be 10 days after receipt of bank mandate

4. GENERAL RULES ABOUT HOW TO USE THE MONEY

The Individual Budget is to buy the support services as detailed in your support plan/agreed outcomes.

You will be required to manage your Individual Budget in accordance with the Financial Procedures (SDS-03).

5. IF ARRANGEMENTS BREAK DOWN OR YOUR NEEDS CHANGE

     If things go wrong or your needs change you should contact your care manager.

6. ENDING THE AGREEMENT

Either you or we may terminate this contract by giving four weeks’ notice in writing to the other party.

We may terminate this agreement with immediate effect if, after investigation, it is found you are not using the money in compliance with the Financial Procedures.

Before terminating the agreement, we shall work with you to find a resolution to the issues wherever possible.

7. SIGNATURES

Here, both parties are signing up to the agreement.  This means that all agree to work to the detail in this Agreement and supporting documentation.

	1st Party

Us – Glasgow City Council, Social Work Services

	Signature on behalf of GCC:

Print Name:  ENTER CARE MANAGER’S NAME

	Date:  


	2nd Party

You – the person receiving the Direct Payment

	I agree to manage these payments and to meet my responsibilities.  I understand that the amount of money paid will be reviewed on a regular basis.

Signature:

Print Name

	Date:


	3rd Party

Your nominated person or representative

	I agree to manage these payments and to meet my responsibilities.  I understand that the amount of money will be reviewed on a regular basis.

Signature:

Print Name

	Date:


	Witness

	Signature:

Print Name

	Date:


8. COMMENTS, COMPLAINTS AND COMPLIMENTS

You have the right to comment, complain and compliment under Glasgow City Council’s Social Work Services complaints procedure about the operation of this agreement.  
Appendix B (SDS-05)
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	GLASGOW CITY COUNCIL SOCIAL WORK SERVICES SELF DIRECTED SUPPORT
	
	
	
	
	

	 
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	

	It is part of Council policy to pay Self Directed  Services - Direct Payments by 
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	Glasgow City Council Individual Budget Self
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	Directed Support Monitoring Sheet
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Appendix D 

Training Support

Support is provided for individuals who wish to employ a personal assistant using all or some of their Individual Budget. This is normally provided by the Glasgow Centre for Inclusive Living which is based at:-

Crown Gate Business Centre

115-127 Brook Street

Glasgow 

G40 3AP

Phone  0141-550-4455

Web www.gcil.org.uk
Your care manager will provide you with details of the training they provide, the joining arrangements and where and when these will take place.

Appendix E

Centre Contact Details

All correspondence relating to the financial aspects of your Individual Budget including monitoring forms and bank statements where necessary should be forwarded to:- 

Social Work Services

Finance – Self Directed Support – Individual Budget
Commonwealth House
32 Albion Street
Glasgow G1 1LH
Contact Person – Steve Davies, Senior Officer 0141 276 5502

Contact Person – Elaine Mirrlees, Senior Officer 0141 276 5661        
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