Appendix 3























2a. PENDERELS TRUST





If the service user requires support from the 3rd party support service, the Social Worker completes a  Penderels Trust referral form to Penderels Trust and


 arranges a joint visit.





1.Wrexham County Borough Council


SOCIAL WORKER





The Care Plan is agreed and a copy is forwarded to the finance officer (Based at Crown Buildings) for Costing the Care Package this is completed and returned to the Care Manager / Social Worker and the panel application is submitted and agreed.








3a Service User





Set up bank account for the Direct Payment and send details to finance officer with signed, offer letter.





3, Penderels Trust / 


SERVICE USER





Prepare the costing of hours with service users to give an hourly rate of pay for staffing.





2b. Wrexham County Borough Council SOCIAL WORKER





Copy of care plan, panel agreement and costing is sent to the Finance Department











7 PENDERELS TRUST / SERVICE USER





Employee to complete new employee form P46 or provide P45





3b. Wrexham County Borough Council Finance Officer (Based at Crown Buildings)





Finance Officer sends the offer letter and bank pro-forma to the service user for completion, Service Users returns completed offer form and bank details to the finance officer ( Crown Buildings )





4 Penderels Trust





Assists Service user to set up all necessary paperwork including financial recording, payroll, insurance, employer records, staff contracts etc as agreed with the service user.








4b Wrexham County Borough Council


Social Worker / Service User





Complete and sign the Direct Payment service user agreement with service user and provide a copy to the service user with a copy of the terms and conditions of the scheme retain copy of agreement on Care Management File.











4a Service User





Identifies or advertises for staff, with assistance from Penderels if required. Completes safe recruitment procedures 








6a SERVICE USER





Sends employers liability insurance form to insurers with cheque from start up costs





6 PENDERELS TRUST





Employers pack sent to service user with timesheets for payslips and schedule





5 SERVICE USER





Appoint Staff


Define role, terms and conditions


Penderels will support individual to draw up contract using pro-forma





6b Wrexham County Borough Council


Finance Department





Insurance start up costs to service user bank account





8 SERVICE USER





Service user ensures timesheets are forwarded to payroll service and finance records are completed.





Payslips sent to the service user. Service user to pay staff members by cheque.





9a SERVICE USER





To complete financial returns as specified by the Wrexham County Borough Council Direct Payments Policy, including Bank Statements, income / expenditure sheet with support from Penderels as agreed





7b Wrexham County Borough Council


Finance Department





Regular payments to be set up to the service users account on a 4 weekly / monthly basis.





9 PENDERELS TRUST





To provide on-going support for the service users Direct Payment to the service users on an as and when basis








DRAFT DIRECT PAYMENTS - ADULT SOCIAL CARE


This flowchart is purely for processing Direct Payments it begins where an assessment has been undertaken and the service user has stated they would be interested in or would want a Direct Payment








9b Wrexham County Borough Council SOCIAL WORKER





The Social Worker will review the service users care plan as per legislation and detail the individual’s on-going support needs





7a SERVICE USER





Service user informs Penderels and the Finance Officer that staff have being recruited and are ready to start








PENDERELS TRUST





SERVICE USER





WREXHAM COUNTY BOROUGH COUNCIL





FLOWCHART KEY








