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Financial assessment and service procedure
Permanent Care Home placement

When a client has been admitted to a permanent Care Home placement, and we
have funding approval, a placement confirmation and the online form and supporting
documents, we can then go and process the funding service and the financial
assessment.

You should process the service/provision/cost and authorise, before the financial
assessment.

It's good to look at the Conversation Support Plan first to check if the client was
discharged to the Care Home from Hospital or the Community. If from hospital this
should be noted on the SP.

Is the above Financial Contact aware of their financial responsibilities? Yes

Has the person been in hospital and if so from what date?

0504/26

Type of Funding Lecal Authority Funding

Processing service (LA funded)
The service is processed from the date of admission or the start date of funding, as
advised on the Placement Confirmation.

e Go to ‘Assessment Framework’ and go to client’s ‘service tab’

=

Assessment
Framework

e Create a new record

e Create the Service as below:

Description - Select the appropriate Care Item description

Required Units - 7

Purch Wkr and Purch Org — Social Worker name and Team

Planned Start - Admission or start date of funding from placement confirmation
Actual Start - Admission or start date of funding from placement confirmation
Reason - New start - Hospital discharge or New start - Not hospital discharge
Status - Active

Save
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Service Options A )
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Weekly(nights) v
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Purch O |7-cc Se Hub Re!w | PUrWAKE
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v
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Further Details
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e Further Details

e 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

e Further Details and click on Costs tab

e 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

e 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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e 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™™

SWEF service with end date
SF service from week 13

Processing initial financial assessment (eq 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.

e DWP Benefits that are only included in this assessment:

e PADP (previously Attendance Allowance)

e ADP Care/Living (previously DLA/PIP)

e 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 2"
financial assessment not including the above benefits).

e If aninitial 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.

e (Go to Assessments screen’ for client

e 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

e 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

o Benefit Type — Select the appropriate type

e Amount — Add the weekly amount

e 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
e 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.



Updated 12/8/26

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:

e On the Summary tab and click on the Calc button

e 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)

e (o 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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@\] Assess | More | Summaﬁ Income | Benefit: | Allowan | Capital | Propert | Third Pi | Agreemr 4|}
Capital Gross Disreg Mlet Allowances Net Income Gross Disreg Net
T o105 84510565 (IR 2765 [Ny 2700| oooj12roo o
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i Coriy
= = < Copy
Total 211.295105.64 5105.65 Total [ 5765 Toial [233.00[ 0.00[238.00
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e Go back to the Assessment tab, and the assessment status should show as

) LPag | Assess Provsic, Wvonen| TempA . Popert| Ageem | Moble | MobHi A
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- Effective From 12 AUG. 2028 Effective To
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‘ Assessor/Team |iockoday, Corol Mss (816048¢) - Hscp Finencial A1 ~ Swatus
] Visting Oficer g 2""”“
* Comglete
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‘ Agresment v Rejocsd

Calculatsd DataBy {o, 5%2@7

Complated Da/By 120.ALG-2026
Trachng Ref No

Brot Further Detals

Creating the Contract
Once the service and financial assessment have been processed and

approved/authorised, the contract can be created.

e From the Assessment tab click on the financial assessment, click on Print,
click on the appropriate Contract type and click on Go.

e The Contract will appear on the screen as a word document and this should
be saved into the Contracts folder in the G drive (saved as ‘client swift no,
client surname and contract type eg ‘8071414 Wood — F1703’.

¢ Click on the appropriate drop down filters (depending on the contract type
used).

Sending contract and outcome to Care Home provider and financial contact

If private Care Home:
¢ Email the contract to the Care Home
¢ Email the outcome and contract to the financial contact

If CEC Care Home:
¢ Email the outcome and contract to the financial contact and cc the Billing
Team into the email - BankingPaymentsBilling@edinburgh.gov.uk . This
ensures the Billing Team know the client contribution so that they can work on
processing the invoice so send to the financial contact.
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Update financial contact details (if required)
Check the financial contact details on the Online form and make sure the financial
contact details on Swift is correct.

It could be that the financial contact is to be changed eg different person on the
Involvement tab and address lines to be updated, or it may be we have the correct
contact name but the address/contact details need amended/added.

Placement Address
Remember to update the client’s address to show as the Care Home name.

From the client’'s Frontscreen, click Further Details, click on the Adds tab.

If not on already, add a Placement address line, start date is the date of care
home admission and click on Disp Add box. Put an end date on previous
address/es. Please do not overwrite the home address with placement address (the
home address should be ended and placement address created).

Porson's Details | mr Gooffray Jewkes (8388146) 0131 441 3603 Cairdesan House Care Home, 185 Radfc B
Kay Rasponsidilty ian Norman, Cc Se Hub Response Team. KEY WORKER, Cc Sw Cluster Canal Team -

@D | Fshest More Adds ) OthNar  Riships | Lano Hazs Catea P Files >
Address
- Address TYPe [incoment addess (cararc. = Search Address
Fndiay House Seatield Street Firth Of | StetEnd [os. jur- 2026 I~ Conficential
Astiey Cowt Care Home 33 Craighous '~ Disp Add TmdRdd, Reason =

. Bank | gh City Of E - Notes

Telephone Number for Address

Tel Type -
Tel. No. Ext No
Current No.~ yes < No = Unknown
I~ Primary Contact No I Main This Address

Updating/completing FAST Residential Tracking case note on Swift
e Go to the FAST tracking case note and update the Note Details section eg
‘Contract emailed to care provider and outcome and contract emailed to fc.
e Change the Outcome dropdown to FAST-Completed

Note Type |FAST Residential Tracking = |

Due Date Date >0 AUG-2026

Head Line |pormanent Care Home Raquest

Note Details  [20/3/26 CH - Contract emailed to provider and =
outcome and contract emailed to fc =

Start Time i End Time ﬁ
Outcome  |FAST - Completed sl ™ Significant Event
Creator - | Date |31_yuL-2026
Copy Attachments | Eacla SINEXs Save

If any active services for ISF or Direct Payment (DP) funding

If when processing a client’s service, you notice there is an active service (no end
date) for ISF or DP, please send a message to them on the Teams ‘Direct Payments
Escalations’ group.

You want to tell them there is an active service for DP or ISF and let them know that
the client’'s been admitted to a Care Home and let them know the date of admission.
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Example of DP Service:

Example of ISF Service:





