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• Further Details 
 

• Create Provision tab as below: 
Provider – Select Care Home name 
Actual Start - Admission or start date of funding from placement confirmation 
Payment Type - Net 
Term - Long 
Save 

 
 

• Further Details and click on Costs tab 
• Create Cost tab as below (if standard rate eg Res or Nurs): 
Desc – Service Costs 
Start - Admission or start date of funding from placement confirmation 
Level – Select the appropriate Res or Nurs rate (from approval) 
Units - 1 
Freq – Weekly(nights) 
Cost Centre – the appropriate one ending with ‘Residential Purchasing’ 
Save 

 
 

• Create Cost tab as below (if non-standard rate): 
Desc – Service Costs 
Start - Admission or start date of funding from placement confirmation 
Units – 1 
Alt Cost – enter the amount (from approval) 
Reason – Other Rate 
Freq – Weekly(nights) 
Cost Centre – the appropriate one ending with ‘Residential Purchasing’ 
Save 
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• Click on More tab and click on Send for Authorisation box 

 
Please note on the More tab, that if the client owns or jointly owns property and this 
is being disregarded the reason should be noted on the Issue Type dropdown filter. 
 
Processing services (12-week property disregard) 
 
** still to add details** 
 
SWF service with end date 
SF service from week 13 
 
Processing initial financial assessment (eg up to 4 weeks, if required) 
An initial up to 4 weeks assessment, is only required if the client is in receipt of 
certain DWP benefits, and if was admitted to the Care Home from home/the 
community or from hospital (if was in hospital for less than 4 weeks before admission 
to the Care Home). 
 
If the client is in receipt of the below benefits, then these are only included in the 
initial assessment, if applicable. 

• DWP Benefits that are only included in this assessment: 
• PADP (previously Attendance Allowance) 
• ADP Care/Living (previously DLA/PIP) 
• SDP (Severe Disability Premium) 

 
If the client was in hospital for more than 4 weeks before being admitted to the Care 
Home, then go straight to the standard assessment, which won’t include the above 
benefits (if client is in receipt of them). 
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If the client was in hospital for less than 4 weeks before being admitted to the Care 
Home, or was admitted to the Care Home from home/the community and is in receipt 
of any of the above DWP benefits, then 2 financial assessments will be required (the 
initial up to 4 weeks assessment including the above benefits, and then the 2nd 
financial assessment not including the above benefits). 
 

• If an initial up to 4 weeks assessment is being processed, this would be from 
the date of admission to Care Home with the appropriate end date, and then 
the standard assessment would be processed from the date after that end 
date. 
 

Processing financial assessment (standard eg not initial 4 weeks) 
Check the Conversation SP/Placement Confirmation to note if client was admitted to 
the Care Home from hospital or home/community. 
 

• Go to Assessments screen’ for client 

 
 

• Create a new record as below: 
Effective From - Admission or start date of funding from placement confirmation 
Assessment Type – Long Term Placement 
Reason – Permanent 
Save 

 
 

• Further Details 
 
Input client’s capital, Income, Benefits, Allowances as appropriate (from Online 
form): 
 
Benefits tab – to record all client’s DWP income (being taken in) 
Eg State Pension, Pension Credit, ADP, PADP etc  

• Benefit Type – Select the appropriate type 
• Amount – Add the weekly amount 
• Save 
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*Add a new line for each DWP benefit type being taken into assessment 
* If there’s any Pension Credit noted, don’t add this yet, as once financial 
assessment has been done with all capital, income, the assessment will calculate 
what we would expect the client to be receiving. 
 
Income tab – to be used to record all client’s income (being taken in) 
Eg Occupational/Private Pension, Annuities, any other income 

• Income Type - Select the appropriate type 
• Amount – Add the weekly amount 
• Frequency – Weekly(nights) 
• Paid By box – type in the provider name 
• Disregard – this should only have a disregarded amount 50% being 

disregarded from Income due to spouse/partner living at home 

 
*Add a new line for each Income being taken into assessment 
 
Capital tab – to be used to record all client’s capital (being taken in) 
Eg Bank and Building Society accounts, Investments, Shares etc 
Capital Type – Select the appropriate type 
Value – Add the weekly amount 
Disregard – Only used for joint account 
Capital With – Bank or capital provider name and last 3 or 4 digits of account no. 
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Allowance tab – to be used to record any additional allowance/disregards 
The Personal Expenses Allowance will already be created, but this tab is to be used 
for any additional outcome eg Life Insurance or any allowed allowances/disregards 
 
Allowance Type - Select the appropriate type 
Amount – select the appropriate amount 
Frequency – Weekly(nights) 
 
Once you have input the figures onto the financial assessment from the Online Form, 
you will need to go through the supporting documents (eg Bank statements etc), to 
check the amounts of the capital and all income are correct. Also check through 
documents to ensure there’s no capital, income etc not entered onto Online form. 
Make any changes/additions as applicable. 
 
Once you are happy that the amounts on the assessment are correct, the 
assessment can be authorised: 
 

• On the Summary tab and click on the Calc button 
• Click on the More tab and click on the Validated box and click on Save 

(please make sure the service type is correct on the Main Provision and 
Provider boxes) 

 
 

• Go back to the Summary tab, click on Comp button, click on Next, and click 
on OK. The ‘Assessed Charge’ is the weekly client contribution. 
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Example of DP Service: 

 
 
Example of ISF Service: 

 
 
 

 
 
 




