	
	Financial Procedure

Flow Chart

Income Payments


	

	1.
	Young Person opens bank account 

Social Worker obtains details


	

	
	
	

	2.
	Social Worker completes Form 1

New Supplier Form

E-mail to Throughcare Clerical


	

	
	
	

	
3.
	Clerical creates folders

Clerical e-mails One World New Supplier
Young Person set up as new supplier


	

	
	
	

	
4.
	Social Worker confirms eligibility.

Social Worker completes Financial Assessment

Form 1 two week prior to 

discharge date


	

	
	
	

	5.
	Social Worker informs Young Person of likely start date of bank payment

	

	
	
	

	
6.
	Social Worker completes electronic Form 2

Payment Entitlement Form

E-mail to Clerical Staff by Weds 10am
1½ weeks before payment due


	

	
	
	


	
	Amendments to Income Payments
	

	
	
	

	1.
	Social Worker to complete Financial Support

Assessment Form 1 if required


	

	
	
	

	2.
	Agree Arrears if required and Payment method with Young Person

	

	
	
	

	3.
	Social Worker to complete Change Notification Form 3

E-mail to Clerical staff by Weds 10am

	

	
	
	

	4.
	Social Worker to notify Young Person of new payment and start date


	

	
	
	

	5.
	Payment arrears to Young Person if required


	


	Additional Payments



	
1.
	Social Worker to complete Financial

Assessment Form 2 if required


	
	If exception agree with

Team Leader before agreeing

with Young Person


	
	
	
	

	2.
	Social Worker to complete 

Financial Request Form

Sect 29 S0364.55115


	
	

	
	
	
	

	3.
	Clerical to input on Sect 29 spreadsheet


	
	


	Young People with No Ongoing Contact

	
	
	

	1.
	When setting up payment Social Worker to advise Young Person of three month contact rule.  Social Worker records 3 month date in diary


	

	
	
	

	2.
	Social Worker to make every effort to contact Young Person prior to 3 month date.  These to be recorded in file


	

	
	
	

	3.           


	If Young Person contacts then Financial Assessment

Form 1 completed if required.  If no change payment continues - no action needed by Social Worker.  If amendment needed then electronic Form 3 to be done and e-mailed to Clerical Staff as per normal timescales


	

	
	
	

	4.
	If Young Person makes no contact then Form 3.

Change Notification Form must be completed

Allowance terminated.

Form to be e-mailed to Clerical Staff


	

	
	
	

	5.
	When Young Person contacts Social Worker to complete Financial Assessment Form 1.

Social Worker to complete electronic Form 1

or electronic Form 3 if amendment required.

E-mail to Clerical Staff as per normal timescales.


	

	
	
	

	6.
	Social Worker to agree with Young Person how arrears to be paid.

Cash via Financial Request Form, or

Bank Account via electronic Form 3 - Change notification form.


	

	
	
	

	7.
	Social Worker to ensure Young Person aware of agreed future payments, start date and future expectations re contact
	


	
	Benefit Claims - Exceptions Under 18's


	

	
	
	

	1.
	Pregnant/Parent/Sick/Disabled

Support Young Person to claim


	

	
	
	

	2.
	Social Worker to ensure contact details/information

 re status included in Dept of Work & Pensions  form


	

	
	
	

	3.
	Include Standard Dept of Work & Pensions letter Under 18 sent with claim form to Dept of Work & Pensions

	

	
	
	

	4.
	Start date re benefit known then Social Worker to complete Change Notification Form 3 and 

E-mail to Clerical Staff by Weds 10am prior to start date.


	

	
	
	

	
	If shortfall then pay cash for days between payments.

Financial Request Form

Code S0370.55125


	


	
	Benefit Claims - 18 plus


	

	
	
	

	1.
	Prior to 18th birthday support claim for benefits.  Liase with Housing Provider re rent


	

	
	
	

	2.
	Include Standard Dept of Work & Pensions letter 

18 plus with Dept of Work & Pensions claim form


	

	
	
	

	3.
	Date of first Dept of Work & Pensions payment known.

Complete Change Notification Form 3 to stop payments.  

E-mail to Clerical Staff Weds 10am prior to first  Dept of Work & Pensions payment


	

	
	
	

	
	If shortfall then pay cash for days between payments Financial Request Form

Code S0370.55125
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