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PAY 09b - Guidance Notes on completing the Nottinghamshire Care Leavers Service User Change Notification Form
Record Type:
Please complete one of these forms in the following circumstances:
New Tenancy – We need to know when a relevant young person moves into one of your Supporting People funded services

Internal Transfer – We need to know when a relevant young person moves from one Supporting People funded service to another, even if you provide both of these services.

End of Service – We need to know when a relevant young person leaves one of your Supporting People funded services or turns 18 years old.
Organisation Details:
Provider Name, Service Name, Service Reference Number – This information will be referred to in the contract(s) you hold with the Supporting People Partnership. In most cases we can identify this information from the address of the service user, but this can be time consuming so please provide as much information as you can. Please contact us you need further guidance.
Name & Phone Number of person completing form – We may need to contact you to clarify information about the young person, especially if Nottinghamshire is not the Responsible Local Authority (see below).

Please Note: If you are notifying us of an internal transfer, it is essential that you confirm which service the young person is moving from as well as the new service they are receiving. We charge the relevant social services department based on the cost of support defined within your contract with the Supporting People Partnership. We need to keep precise records of which services are accessed in order to make accurate charges.

Service User Details:
Service User Name – This information is used to verify the records sent to us by the Aftercare departments of Nottinghamshire County Council. We will not share this information with anyone other than the relevant Aftercare team. Please note that this may be a Local Authority outside of Nottinghamshire (see Responsible Local Authority).

Address & Post Code – This information is used to verify the records sent to us by the Aftercare departments of Nottinghamshire County Council and to confirm the cost of the service accessed. We will not share this information with anyone other than the relevant Aftercare team. Please note that this may be a Local Authority outside of Nottinghamshire (see Responsible Local Authority).

Date of Birth – We can only charge the relevant Social Services Department for the support costs of a relevant young person until they reach the age of 18 years old when can become eligible for Housing Benefit and Supporting People funding. Please provide this information to help us make accurate charges.
Name & Phone Number of Social Worker – We may need to contact the young persons Social Worker to confirm the Responsible Local Authority (see below).

Responsible Local Authority – If the young person has been looked after by a local authority other than Nottinghamshire, it is possible that the responsibility for supporting and accommodating the young person may lie outside of Nottinghamshire County Council. The Supporting People Partnership needs to charge the Responsible Local Authority in all cases. We will be notified of all relevant young people within Nottinghamshire by the Social Services Aftercare team but they will not be able to tell us about young people who have a different Responsible Local Authority. Please help us to establish if this applies to any of your service users. If you are providing accommodation to the young person, it is likely that you are invoicing the Responsible Local Authority for the cost of any accommodation. 

Other Details:
Effective Start & Cease date:
Please confirm the relevant dates – if you are notifying us of an internal transfer, please make sure that it is clear which dates refer to which service.
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