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Purpose

The following guidance provides a step-by-step guide to the process of support planning and related finance tasks, as required for the Outcome Support Plan (L15) and Care Services Module (D11). 

This guidance is informed by the Assessment and Care Management (SDS) Procedures, Scheme of Financial Delegation, D11 Guidance for Recording a Direct Payment and Sourcing Care Guidance.

Assessment and Care Management (SDS) Procedures
Financial Framework for Approving Personal Budget (SDS) 2023/24
D11 Guidance - Recording of a Direct Payment
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Pre-requisites
· A Support Plan can only be created in SWISplus when linked to an approved Living the Life You Choose (LTLYC) assessment, where the conclusion is ‘Outcome Support Plan’. 
It is recommended that the support plan is linked to a current version of the assessment (live from July 2023), as this includes access to the new carer’s support budgets (where applicable) and new Adult Carers Support Plan module (L30).
· For existing cases, it is important that all current services are recorded accurately in D11 and are up to date. The existing services should continue (where appropriate) until the new Plan is approved and ready to start.
Keynotes
· LW = Lead Worker

· LFA = SDS Locality Finance Assistant

· TL = Team Leader
· MGR = Manager

Support Planning Process
	Please follow each step chronologically
	Resp
	✔


	1. Create Outcomes Support Plan (L15)
	LW
	

	· Link plan to the relevant current ‘approved’ LTLYC Assessment.

     Note: please ensure the plan is linked to a current version assessment, where   possible.

	
	

	2. Call-on to FA Team (D11)
	LW
	

	· Check the Support Plan’s ‘Summary of Needs’ (L15) for breakdown of the Indicative Budget. If it includes budget for non-personal care areas i.e. ‘My Satisfying and Fulfilling Life’ and/or ‘My Home and Community’, a call-on instruction must be made to the Financial Assessment Team via D11. This is a mandatory requirement. 

· Provide pertinent details to the FA Team such as who the contact person is if different from supported person (e.g. POA, Financial Guardian, Corporate Appointee) and any other appropriate information such as a DS1500/BASRiS, ILF funding, CTO in place etc. 


	
	

	3. Review ‘Summary of Needs’ (L15)
	LW
	

	· Understand the areas where budget has been apportioned due to the assessment of eligible needs.

Note: if any day care/community-based services are required these are classed as meeting non personal care areas of a person’s life (and chargeable), even though they may indirectly meet personal care needs while they are receiving the service.


	
	

	4. Create ‘Outcomes’ (L15)
	LW
	

	· What do I want to achieve?

Record the person’s outcomes (in their own words, where possible)

· What needs will this meet?
Outcomes must be linked to the assessed eligible need(s) – tick relevant boxes.

· Who Will Support me to achieve these outcomes?

Record:-

 -  Support type eg. ‘Care at Home’

 -  Support provider/person – record name of provider if known. If a personal assistant is required, record ‘PA’. If a Care at Home provider is to be sourced via the Sourcing Care process, record ’Care at Home provider’

-  no of hours/units required, frequency, no of weeks provision required

· How will I know I have achieved this outcome?
Record person’s views

· National Outcomes

Tick all relevant national outcomes (multiple choices permitted) 


	
	

	5. Enter Telecare Services (L15)
	LW
	

	· Record if there are any Telecare services ‘in place’ or ‘required’. If ‘required’ please add requirements.

Note: this does not provide an automated request for Telecare. Please follow standard process for requesting Telecare services.


	
	

	6. Review Risks (L15)
	LW
	

	· Ensure all identified risks are addressed/mitigated and add any relevant comments.


	
	

	7. Call-on to SDS Finance Team to Link Services to D11
	LW
	

	· When support plan is completed to ‘in progress’ status, call-on to the SDS Finance Team by entering a call-on instruction e.g. ‘Link services to support plan’.

· Tick flag ‘SDS Team’ [image: image3.png]v SDS team





	
	

	8. Check Summary of Needs and Risks (L15)
	LFA
	

	· Check apportionment of budget and areas of identified eligible needs

· Outcomes - are they meeting all eligible needs?

· Risk - have all identified risks been addressed/mitigated?

· Complete proforma to identify services/payments to be entered in D11

· Support Plan Costing - D11 Data

	
	

	9. Create Linked Services in D11
	LFA
	

	· Enter the appropriate service type, provider, frequency, number of units (service types noted at the end of this guide). 

· Include the split of units between PC personal care and NPC non-personal care as appropriate.

· Leave the start date blank at this stage. 

Notes

· If the service type is ‘Care at Home’ and is option 3 and needs to be sourced through the Sourcing Care process, the provider should be recorded as follows. There is no need to record tasks as this point.
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· For day care, the days of attendance must be recorded in the tasks screen (check with worker)

· For SDS option 1 – DP only, the direct payment must be called on using service/support type ‘Direct Payment – Adult/Older’ as per direct payment guidance below (see link). If there are any start-up costs agreed, these should be called on under service/support type ‘DPS’ – Direct Payment Start-up (Adult/Older).
SOP - D11 Guidance - Recording of a Direct Payment - September 2023

	
	

	10. Call-on to the Care Management Support Team (CMST) (D11)
	LFA
	

	· Request that the services are rated for SDS purposes.

	
	

	11. Check/Amend the Initial Projected Costs (L15)
	LFA
	

	· Check all services are recorded and are rated correctly.

· Amend the weeks for any services less than 52 weeks (e.g. college support).

Note: do not amend weeks for any SLC day care service (should be 52 weeks)

· If there is any NPC element recorded, check that the LW has called onto the FA Team via D11 for a financial assessment.

	
	

	12. Advise Lead Worker Plan Ready to Submit for Approval
	LFA
	

	· Email worker to advise plan is ready to submit for approval.

· Confirm the Financial Framework requirements.

· Use template email.

	
	

	13. Review Initial Projected Costs Screen (L15)
	LW
	

	· Check all services are recorded and are rated correctly.

	
	

	14. Complete ‘Choice of SDS Options’ in Main Screen (L15)
	LW
	

	· Confirm SDS options were discussed and enter the SDS options chosen in main screen.

· Enter comments to support discussion offering choice and control.

	
	

	15. Submit Plan for Approval (L15)
	LW
	

	· Once submitted the status will change to ‘pending approval’.

     Note: no further changes can be made unless the plan is returned to ‘in progress’   status.

	
	

	16. Review the Full Plan (L15)
	TL
	

	This includes a review/check of all areas of the plan: -

· Summary of Needs – see apportionment of budget and identified eligible needs.

· Outcomes - are they meeting all eligible needs? Golden thread to assessment?

· Risk - have all identified risks been addressed/mitigated?

· Telecare – completed?

· Ensure no conflicting information between assessment and support plan.

· Initial Projected Costs – how do they compare with the Indicative Budget? Who has delegated authority to approve?

	
	

	17. Record Personal Budget in Main Screen (L15)
	TL
	

	· Record Personal Budget, Reason and Comments.
     Note: the Personal Budget figure must be exactly the same as the Initial Projected Costs figure.

	
	

	18. Approve the Plan (L15)
	TL
	

	· The approval of the Outcomes Support Plan and Personal Budget is subject to the delegated authority as determined by the Financial Framework for Approving SDS Budgets.

	
	

	19. Update Case Records (I38)
	MGR
	

	· Enter a ‘Case Oversight’ - ‘Budget Approval’ record to confirm budget approval.

	
	

	20. Source Care for ‘Care at Home’ (option 3) (if applicable) (D11)
	LW
	

	· Update the linked D11 Care at Home record – provider name ‘Care at Home (SDS)’ to the following provider:
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· Enter the related tasks 
· Enter the sourcing care detail within the call-on instruction. Providers will then be contacted and will contact the Lead Worker to offer service.

	
	

	21. Update Details of Sourced ‘Care at Home’ Provider (option 3) (if applicable) (D11)
	LW
	

	· Update the linked D11 Care at Home record with the name of the sourced provider.
 
	
	

	22. Enter Budget Start Date in Plan (L15)
	LW
	

	· Enter the start date of the budget/services. If there is more than 1 service to start, enter the date of the first service to commence.

· Note: the linked services in D11 cannot be started before this date.

	
	

	23. Complete Direct Payment/Individual Service Fund Agreements (if applicable)
	LW
	

	· Complete all details within the agreement(s), including the budget total, start date, frequency, client contribution etc.

Notes

· For a direct payment the client contribution will be deducted at source, so it is important this is recorded in the agreement. Please check status of financial assessment with the FA team.

· The start date of the agreement must agree with the support plan start date i.e., must be the same date or later (if applicable).
· The start date in D11 must be exactly the same start date as recorded in the DP agreement or the payment will not be made by Finance.

· Once fully completed, email to the LFA for checking, before any signatures are requested.

	
	

	24. Check Completed Direct Payment/Individual Service Fund Agreements (if applicable) 
	LFA
	

	· Check all details of the agreement and advise worker if OK to proceed.
· Ensure all pages are present including all monitoring details and appendices.


	
	

	25. Progress Completed Direct Payment/Individual Service Fund Agreements (if applicable)
	
	

	· Agreements to be countersigned by the delegated authority level who approved the Plan.
· Print 2 copies of agreement.

· Explain fully the details of the agreement to the supported person/carer/rep. 

· Both copies to be countersigned. The person must be provided with a signed copy for their own records.  
· Save signed copies of Agreements into Objective and add case record in I38.
Direct Payments only
· It is important to explain the agreement fully to the person, including the purposes of the payments and the monitoring and review arrangements. 

· Email agreement to Finance for Payment and CC email to the LFA so they can record for future monitoring purposes.

· Email basket: Directpayments@southlanarkshire.gov.uk
NOTE: Lead Worker must immediately follow steps from 26 onwards or payment will not be made.

	
	

	26. Enter Service(s) Start Date(s) in D11
	LW
	

	· Enter the start date for each of the linked services.
· Note: the start date cannot be earlier than the support plan start date. 

	
	

	27. End Existing Services not Linked to this Plan (D11)
	LW
	

	· End any existing services not linked to plan to ensure no overlap or double funding (where applicable)
· End (plan end) previous Outcomes Support Plan
· Note: excludes Alert Alarm which is not linked to a Support Plan. Only end this service if appropriate.

	
	

	28. Call-on to CMST (D11)
	LW
	

	· Request new linked services to be called on. 

· If the sourcing care process was used, confirm removal of person from sourcing care list.
· Request old services to be called off (if appropriate).

	
	

	29. Approve/Financially Code Services (D25 or D11)
	TL
	

	· Approve called-on services by entering the correct financial code.
· Note: This is mandatory to ensure direct payments and providers of service can be paid via Finance timeously.

	
	

	30. Advise FA Team of Personal Budget and Start Date
	LW
	

	· Email FA Team to confirm the Personal Budget and Budget Start Date

FinancialAssessmentTeam@southlanarkshire.gov.uk
· Note: this is mandatory to ensure the financial assessment process and calculation of charge can be concluded/actioned.

	
	

	31. Plan Sign-off
	LW
	

	· Print 2 copies of plan and get counter-signed by the supported person/carer/rep and leave a copy with the person for their own records.

· Save signed copy of Plan into Objective.


	
	

	Complete Case
	LFA
	

	· Complete case in D37.

· Ensure the financial approval code has been recorded by manager in D11.
· If DP, add 12-week review date from budget start date in D17
· Call-on in D11 for DP monitoring using SDS Team flag.

· Ensure all relevant documents (plan/agreements) have been saved into Objective.


	
	


Service/Support Types in D11
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[bookmark: _Hlk144712677]Changes to D11 Sourcing Care Processes

Background

Some minor developments are proposed to the souring care process within D11. These will support locality processes that have been strengthened to facilitate the prioritisation of Care at Home packages and manage expenditure.

These changes will enable locality teams to identify care packages on the sourcing care list that are deemed a priority and filter out non-priority cases from the sourcing care list that is circulated to providers twice daily.



[bookmark: _Hlk144715010]What constitutes a priority?

· Care packages required to facilitate a discharge from hospital where services are not available via the Home First service.

· Care packages for service users in the community that have been approved as a priority through locality management structures and processes.



What changes are being made?

· As of 4/9/23, a new priority tick-box has been implemented on the Sourcing Care pop-up in the Call on/off tab of D11

· As of 11/9/23, changes will be made to sourcing care reports to enable only those care packages marked “priority” to be circulated to Care at Home providers.

· Reports that enable all service users on the sourcing care list (those marked priority and those not) will continue to be available.



Changes to the D11 Sourcing Care Process

In line with the above, the following changes have been to the D11 sourcing care process as of 4/9/23 and should be followed by all staff when calling services on.

When calling on Care at Home services, tick the Source Care field and then select the drop down to the left.





















Tick the priority field if the care package is to facilitate a discharge from hospital or has been approved as a community priority.

If not one of the categories listed above – leave the box unticked.



















[bookmark: _Hlk144715039]To facilitate these changes, an exercise to review the list of individuals on the sourcing list requires to be undertaken and completed by no later than close of business on Friday 8th September 2023.

Where individuals on the sourcing care list are identified as a priority. The Call on’s for these service users should be updated individually to mark them as a priority following the process identified above.

From Monday 11th September 2023, the Care Management Support Team will implement a revised process where they only circulate a filtered list of those care packages marked “Priority” list to Care at Home providers.

The Care Management Support Team will continue to circulate copies of the list to staff each day. From the 11th September emails will include two attachments – one listing priority cases and one listing all cases on the souring care list (priority and non-priority).
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