Fife Council

Financial Procedure

Income for Eligible Careleavers
Income Payments

1. The allocated Social Worker (Throughcare Project) will ensure the young person opens a bank account.

2. The allocated Social Worker will then complete Form 1 (New Supplier Form) held on computer and e-mail this to Throughcare clerical staff.  This will be done as soon as bank details are available.

3. Throughcare clerical staff will set up -

a) Electronic Folder for each young person

b) Manual Folder for each young person

4. Throughcare clerical staff will email Form I to One World New Supplier in Accounts Payable. Accounts Payable will set up New Supplier accounts within JDE. Throughcare clerical staff will save forms.
5. Throughcare clerical staff will email the Supplier Number back to the Social Worker who forwarded Form 1. On receipt of the Supplier Number the Social Worker should delete their PC copy of Form 1, for security issues as this holds bank details.

6. Once allocated Social Worker has confirmed eligibility then Social Worker will undertake financial assessment as in Financial Support Assessment Form (1) with the young person. This must be completed two weeks prior to the agreed date of discharge from the Looked After system.

7. The Throughcare worker will ensure that the young person is aware of the amount they will receive and the anticipated start date.  Maintenance Letter 1 should be sent to the young person.
8. The Social Workers will then complete the electronic Form 2 (Payment Entitlement Form). This form must be emailed to Throughcare clerical staff by Weds 10am a week before the first payment into the young person’s bank account required. 

The first payment would go into the Bank Account a week on Monday (Tues if Mon is Bank Holiday). Payments will be weekly thereafter on Mondays into Accounts. (Please note that some banks make payments on Saturdays)

If an interim payment is required due to the young person leaving care before the payment would be in their account then this should be done as a cash payment using a Financial Request Form using cost code 
S 0370. 55125. The payment should relate to the number of days remaining until the first Bank payment is received.

9. CLERICAL STAFF MUST RECEIVE THE ORIGINAL PAYMENT ENTITLEMENT EMAIL FOR NEW YOUNG PEOPLE, CLERICAL STAFF WILL NOT CHASE SOCIAL WORKER’S TO SEND PAYMENT ENTITLEMENT FORMS. RULE WILL BE ~ NO FORM, NO PAYMENT. 

IT WILL BE SOCIAL WORKER’S RESPONSIBILITY TO EMAIL THE FORM. IF CLERICAL STAFF RECEIVE THE FORM THEN THIS WILL BE THE PAYMENT AMOUNT UNTIL FURTHER INFO/CHANGES ARE PROVIDED BY THE SOCIAL WORKER USING RELEVANT CHANGE FORM.

Amendments

If amendments are required to the weekly payment for a young person then the Social Worker should complete the Financial Support Assessment 

Form (1), if required due to the change being particularly complex. Change Notification Form (Form 3) must be completed and must be emailed to clerical staff BY WEDS 10AM for payment to be in the young person’s bank account by week on Monday.

The young person must be informed of the change and when the first payment will be received.  Maintenance Letter 2 should be sent to the young person.
Additional Payments

1. Key additional payments are specified in the Financial Policy. Before these payments can be made the Social Worker should complete Financial Support Assessment Form (2) with the young person. If the young person is not available to sign the Form then a reason for this must be stated.

2. If the amount to be paid is an exception to the list then before payment agreed with the young person agreement must be sought from the Team Leader.

3. The Social Worker will then complete a Financial Request Form specifying payment from Sect 29 budget, Cost Code S0364.55115 and outlining the reason for payment. Payment will be in cash, kind or via cheque depending on circumstances. Current arrangements will continue for large amounts in respect of furnishing a tenancy.

4. The details on the form to be put on the Section 29 spreadsheet by the clerical assistant.

5. The Financial Assessment Form and the Financial Request Form to be held in the young person’s File.

Young People With No Ongoing Contact

1. Where the young person has declined ongoing contact with the Social Worker then the Social Worker must advise the young person, both verbally and in writing that they must be in touch at least every three months to confirm their circumstances. (this is included in both the standard letters) The Social Worker must make every effort to contact the young person and must record in writing these efforts in the case file.

2. If the young person makes no contact then Form 3,Change Notification Form, Allowances Terminated Section must be completed and emailed to clerical staff. 

3. When the young person does get in touch the Financial Support Assessment Form (1) must be completed and any amendments recorded on the Change Notification Form (Form 3).  This Form must then be emailed to clerical staff as per normal timescales. Agreement should be reached with the young person at this meeting as to how any arrears and/or shortfalls due to when payments will reach the bank account will be made. This can be cash/kind or can be paid into bank account by specifying amount on arrears section in Form 3. For cash then a Financial Request Form should be used – cost code S0370.55125. Social Work CANNOT refuse to pay the arrears in a lump sum if this is requested by young person.  If the sum is over £100 then clerical must be notified in advance of when this will be required.
The young person must be informed of the arrangements to pay future allowances and when payments will start.  Maintenance Letter 3 should be sent.
4. If young person is contacted before the 3-month deadline and before payments are stopped, then the Social Worker should complete with the young person Financial Assessment Form 1. Any amendments should be recorded on Change Notification Form (Form 3). This should be forward to clerical staff as per normal timescales. If no amendments are required then no notification forms are necessary, as payments will continue.

Young people should be made aware of future contact requirements should they be stating they do not wish regular contact with the Worker. This should always been done in writing.
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