Social Care Payments — Non-Res - Income Max

Entering Financial Assessment on Swift

Background

This guidance notes details the process of entering the financial assessment for
care at home services on Swift along with sending letters/email chasing up any
evidence need and the outcome letter. It also details the process of informing
Health and Social Care billing team where required.

Where a care @home service has been added to swift or a client disagrees with
their current financial assessment and their assessed weekly charge, a Financial
Assessment Form is sent to them by email/post. This is also the case if a Direct

Payment/Community Alarm/ISF wishes to be assessed as well.

Once the form has been received completed with any evidence needed to
confirm income/assets/ bank accounts, etc, the form can be processed to
calculate this charge. On some occasions, clients may tick the alternative
declaration at the end of the form advising that they are not going to disclose their
financial information — they are Willing to Pay.

If they do not return the form — in this case, there is a different process to follow —
please see process Presumed Willing to Pay Assessment.

If a client has a CTO, DS1500 (prognosis of 6/12 months or less to live — double
check)/BASRIS form (Benefits Assessment under Special Rules in Scotland) -
“Do Not Charge” F/A need to be processed on swift and IMT tracking note
updated.

We can do backdated assessments going back five years.



Receipt of the financial assessment form

When the assessment is initially received — it must be recorded on Swift as an
IMT Tracking note and the questionnaire updated.

e Click on New record — enter as below:
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¢ In the questionnaire — click on financial assessment — scroll down to code
60 and enter the date the form was received

This data is used as part of the reminders report process to determine if a
reminder is required or not so must be completed.



Entering the assessment on Swift

¢ Open Swift — enter your username, password, and database = swlive.
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"Making change work”

Swift I

Click on the “Assessments Front Screen” icon
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e Select the “Assessments” tab. Use the ‘Find/New’ button to select the
appropriate client.

e Enter the swift number/information you have and click on ‘Next’ then when
you have the correct client — click on that line and select ‘Finish.’




U8 Ine o D£- +d

ulfilling Fin

]

o ey A e

Then: -

e Click on the “New Record” button or a blank row below any existing
assessments.
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Enter the “Effective From” date (refer to guidance note)

If the assessment is only provisional, this should not be saved and deleted
once the result is calculated.

Enter the “Assess Type” (Non-residential singles or non-residential couples)
Enter the “Reason” — ‘No income maximisation required’

Save Record (The name of the assessor who is logged in will appear in the
“Assessor/Team” field)

Then click on Further Details - the screen will display the following. On the ‘More’ tab
— tick the validated box:
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and go to the “Income” tab and complete the following fields as available: -



Select “Income Type” from the drop-down list.

Enter the “Amount” — is the weekly amount.

Enter the organisation providing the income in “Paid By” if available.

Enter any “Disregard” as a weekly amount (if applicable - this may drop in
automatically if a standard disregard has been set up)

Click on the radio button to indicate whether the income relates to Client or
Spouse/Dependant (this defaults as Client)

Click on the “Checked” box — if checked on NEC Revs/Bens or Searchlight
Enter the “Date”

Enter who this has been checked by in the “By” field.

Enter how this has been evidenced in the “Evidence” field.

If the “Other Income” income type has been selected, then also record the
type of income in the “Notes” field.

Save Record - Example is below:



Repeat as above for all Income Types



Then click on the Benefits tab and complete the following fields as available: -
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» Select the “Benefit Type” from the drop-down list.

» Click on the “Amount” field and the standard amount drops in automatically.
Overwrite this amount if incorrect.

» Enter a “Disregard” if appropriate as a weekly amount, e.g. for Child Benefit
and Child Tax Credit (this may drop in automatically if a standard disregard
has been set up)

» Click on the radio button to indicate whether the benefit relates to Client or
Spouse/Dependant (this defaults as Client)

» Click on the “Checked” box — only if NEC Revs/Bens or Searchlight has been
checked.

» Enter the “Date”

» Enter who this has been checked by in the “By” field.

» Enter how this has been evidenced in the “Evidence” field — i.e. searchlight,
NEC Revs and Bens, bank statements, benefit award letters.

» If the “Other Benefit” benefit type has been selected, then also record the type

of benefit in the “Notes” field.
» Save Record

% NB: If a client has Housing Benefit — there is no need to put this onto Swift. If
on Universal Credit the housing element is disregarded..



Then click on the Allowance tab to record outgoings and complete the following fields
as available: -
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e Ensure that the Personal Allowance for Singles or Couples is on the
assessment — if not add it first.
Select the “Allowance Type” from a drop-down list.

e Enter the “Amount” (this may drop in automatically if a standard amount has
been set up)

¢ Click on the radio button to indicate whether the allowance relates to Client or
Spouse/Dependant (this defaults as Client)

¢ Click on the “Checked” box — only if NEC Revs/Bens or Searchlight has been

checked.

Enter the “Date”

Enter who this has been checked by in the “By” field.

Enter how this has been evidenced in the “Evidence” field.

If the “Other Allowance” allowance type has been selected, then also record

the type of allowance in the “Notes” field.

Save Record

Repeat as above for all Allowance Types

For ILF there is always an allowance entered onto the financial assessment.

If the community alarm started before the Care at Home service, an

allowance is entered.



Then click on the Capital tab to record capital and complete the following fields as
available — this section if for bank accounts, savings, investments, etc: -

Select the “Capital Type” from the drop-down list.

Enter the “No of Units” if applicable.

Enter the “Value”

Enter the “Maturity Date” if applicable.

Enter the organisation in “Capital With” field.

Click on the radio button to indicate whether the capital relates to Client or
Spouse/Dependant

Click on the “Checked” box — if NEC Revs/Bens or Searchlight has been
checked.

Enter the “Date”

Enter who this has been checked by in the “By” field.

Enter how this has been evidenced in the “Evidence” field.

If the “Other Capital” capital type has been selected, then also record the type
of capital in the “Notes” field.

Save Record

Repeat for all Capital Types. If doing assessment for previous years, we
would request bank statements, leave assessment as provisional until these
are returned.



If the details of a second property need to be recorded return to the “Assessments”
tab and click on the “Properties” tab: -

e Enter the “Valuation”
e Save Record



Navigate back to ‘Assessment’ tab and click on ‘Further details.

e Click on the “Calc” button.



o When ‘Calc’ is pressed and the Savings Credit/Guarantee credit is
showing an amount under the Allowances column — check
searchlight/NEC and amend the amount /0.00 as required.

e Return to the Summary tab and click on the “Calc” button again to
calculate the client’s charge. Swift will retain the amounts which have
been overwritten.

You then need to click on the ‘More’ tab to validate the assessment before it
can be completed. Tick the ‘Validated’ box then ‘Save.’ If you are new to the
service — do not complete this step, your work will be checked by another
staff member to ensure that the information is correct.
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Go back to the Summary tab and click on ‘Comp’ — you will get a pop-up box — just
click on ‘Next’ then ‘OK"’

Once the assessment is complete, you need to notify the client, Health, and Social
Care Billing team and Alarms/DP/ISF — depending on what services the client
receives — there is further information on the guidance.

As far as possible use email through D360 to notify of weekly charge and when it is
valid from. The standard template to use is in G\HSC\HSC-HQ\H&SC File
Plan\Business Services\Income Maximisation (Elaine)\Templates and the files are
labelled FA outcome — full charge, etc, depending on the outcome. Ensure the
outcome letter is also copied into the case notes in Swift. If email is unavailable and
there is no support worker named to send the outcome letter to — it can be sent by
post.




To do this navigate back to the assessment tab, click on the ‘N’

Click on ‘Case notes.




You need to scroll down until you see an IMT Tracking note.

e Date [20-MAR-2025
Non Res
S 120.03.25 - emailed Reminder to SW. PZ

28/02/2025 - FA sent toat her

Update the ‘Date’ to today’s date.
Headline — stays the same.
Click on ‘Save.’

If you are entering any financial assessment — the outcome on the case note must be
updated to IMT-Completed.

Also check the front desk screen to ensure that there are no missed contact details,
financial contacts, email address, etc on Swift and update if necessary.

Notes

For the first couple months of the financial year, clients will be in touch because of
the annual reassessment they have just had and have been notified of their new
weekly charge and are not in agreement with it — effective from date will be the start
of the financial year.

If we can’t verify any benefits/capital, etc as they are not on any of our systems,
phone the client or email them requesting the information to allow us to complete the
assessment so that we can advise of the accurate weekly contribution towards their
services. Do not enter the assessment onto swift.





