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PAY 08b - Revision to Supporting People Subsidy application process – guidance for support provider staff
1. Introduction

This guidance document is for providers of housing related support services who hold Block Subsidy contracts with the Nottinghamshire Supporting People Partnership.  It is intended to provide information on how to administer applications for supporting people subsidy following the introduction of the single application form.

PAY08b is an explanation of how the application process will be administered. It includes guidance notes for service provider staff and should be disseminated to all staff who will be managing the submission of applications or helping service users complete the subsidy application form.  

A further document, PAY08a, is also available to provide an explanation of the changes that have been made in the context of the Supporting People Charging and Relief Policy. This document should be read by all support provider staff who are responsible for contracts held with the Supporting People Partnership.

Both documents are available on the Supporting People website, www.nottssupportingpeople.org.uk in the section Documents > Payments
2. Subsidy application process
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3. Guidance for support providers
3.1. Eligibility Criteria
A service user will be passported to full supporting people subsidy if they receive any of the following qualify benefits

· Housing Benefit

· Pension Credit – Guarantee Credit

· Income Support

· Income Based Jobseekers Allowance

A service user may get assistance through a financial assessment if:

· They have savings or capital of less than £22,250
Service users can only qualify through a financial assessment if:

· They started receiving their support service on or after 1 April 2003, or,
· If they already receive a Home Care Service from the Adult Social Care & Health department

3.2. Which service users should be given an application form?

The Supporting People Charging Policy is clear that all service users who access supporting people funded services should be given information about applying for funding.  This information should be provided even if you believe that the service user is unlikely to be entitled.  This will ensure that if their financial circumstances change in the future they will have the information they need to make an application for funding.

3.3. When should service users be given an application form? 

An application form should be given to service users at the earliest opportunity.  This should be when they sign-up for the support service.  This is particularly important given that under most circumstances supporting people subsidy claims will not be backdated for more than three months after the application is received

If you become aware of a change in a service users financial circumstances that could have an impact on their eligibility for supporting people subsidy you should also use this opportunity to advise them on making an application.  This includes:

· When a claim for a qualifying benefit is being made
· If their savings or capital falls below £22,250
3.4. When will a claim be paid from (backdating rules)

· Subsidy paid on the basis of a Qualifying Benefit

Under most circumstances supporting people subsidy claims will not be backdated for more than three months after the application is received.

The only exception is if a qualifying benefit is backdated and this has delayed the service user’s application for supporting people subsidy.

If a supporting people subsidy claim is not backdated, service users are able to request a backdated payment of up to 52 weeks if they can demonstrate good reasons for their claim being late.

There is further guidance on the backdating policy available in the document PAY07 Guidance on subsidy Backdating rules which is available on our website

· Subsidy paid on the basis of a Fairer Charging Assessment

Supporting people subsidy paid on the basis of a Fairer Charging Assessment will only be paid from the date the application is received by the supporting people partnership.

The only exception is if an application for a qualifying benefit has delayed the Fairer Charging assessment.

Please note that on version 3 of the form this restriction on payment of backdated Fairer Charging claims is not made clear in the guidance.  It is important that service users are made aware of this restriction if it may apply to them.

3.5. Changes of financial circumstances

Service users who are receiving subsidy on the basis that they receive a qualifying benefit are obliged to notify the supporting people partnership of the termination of any qualifying benefit that affects their eligibility to supporting people subsidy. 
Service providers are also obliged to notify the supporting people partnership if they become aware of any material changes of circumstances, including the termination of any qualifying benefit, that affects their service users eligibility for supporting people subsidy.

Service users who are being paid subsidy on the basis of a Fairer Charging assessment are also obliged to notify Adult Care Financial Services of any material changes in their circumstances as specified by Adult Care Financial Services.  In practise this means that service users should notify of any changes to their savings or capital and of any changes to the welfare benefits they receive.

3.6. What do we need to explain to our service users?

You need to explain the following:

· What Supporting People Subsidy can pay for (make sure they understand that there is a charge for the service)
· What the eligibility criteria are

· When an application should be made
· The rules about whether a claim will be backdated

· Their obligations in the event of a change in circumstances
4. Completing the form

· Support Provider Details

Enter the name of your organisation, as specified in your contract with the Supporting People Partnership.  
· Service Name and Service Ref

Enter the details of the service being provided, as specified in your contract with the Supporting People Partnership.  
· Form Completed by and Contact phone number

Enter the details of the person who has advised the service user about the application.  We need to contact this person if we have any queries about the information provided.  If there is a central contact in your organisation who is better placed to help us, please enter their details here.
· Your details

All the information marked with an asterisk must be completed.

We will query any of this information that is missing.  Initially we will contact the service provider to obtain this information.  If the information cannot be obtained, we will return the application to the service user.

Date of Birth and National Insurance number 
These pieces of information are essential to ensure that we can identify the service user and obtain information about their benefit entitlements.  You must attempt to provide this information however if it is unavailable, please specify that this is the case on the form; do not leave the fields blank.
Phone Number
This information will be used by ACFS if they need to contact the service user to arrange a financial assessment. You must attempt to provide this information however if it is unavailable, please specify that this is the case on the form; do not leave the fields blank.  ACFS are happy for the support workers contact number to be included in this field if the service user does not have a phone.  If you include this information, please make a note that it is not the service user’s number.
Rent/Account reference

This is the reference number that you would like to be associated with the service user.  This is likely to be the service users rent account reference number, or, if they do not hold a reference number, some other unique identifier that will help you identify the service user associated with the payment.
Start date of support service
This should be the date from which the service user is first charged for their service.  It should not be the date that their entitlement to funding is expected to start.

· Your previous address

This information is only requested on version 3 of the form.  It is not necessary to complete this section.
· Your representative 

This information is passed to ACFS if a financial assessment is required.  The representative can be a friend or relative of the service user, or an employee of the support provider.

· For supporting people internal use only

You should not complete any information in this section, including in the Benefit Status section.

· Special Requirements

Note anything that would be useful to the service user here – e.g. large print text, an interpreter to be present for the financial assessment

· Your circumstances

Benefit details

Make sure that the service user states whether a claim has been made for each of the benefits, do not leave any of these fields blank. 
Please note Pension Credit – Savings Credit is NOT a qualifying benefit.  The service user must be in receipt of the Guarantee Credit element of Pension Credit to be passported to Supporting People subsidy.   Service users who receive both Pension Credit – Guarantee Credit and Savings credit will be eligible for Supporting People subsidy. 

Please note that Contribution based Job Seekers allowance is NOT a qualifying benefit.  The service user must be in receipt of Income Based Job Seekers Allowance to be passported to Supporting People subsidy.  

Savings/capital

The service user must state their best estimate of savings or capital in the available box.  This should be completed even if you expect them to receive a qualifying benefit to ensure that there is no delay if a financial assessment is necessary.  If the service user is unwilling to provide this information then please state “not willing to disclose” in the box and we will not submit the service user for a financial assessment.  If this field is left blank we will contact the service user to request the information.
· Sharing information

You need to ensure that the service user understands that they have a choice about whether we share their information:
Signing Part A means we will share information with other organisations to confirm the service user’s eligibility for supporting people subsidy.

Signing Part B means that the service user will be responsible for providing evidence of their eligibility.  If the service user doesn’t provide this information, they will be liable for the full cost of the service.
5. Submitting the application

When the application form has been completed you should detach it from the information section of the form.  You should give the information section of the form to the service user so that they can refer to it in the future.

Send the application form to the address quoted on the form:

Supporting People Partnership in Nottinghamshire

West Bridgford House

Loughborough Road

West Bridgford

Nottingham 

NG2 7UN
6. Common Scenarios
6.1. Joint claims

Claims for supporting people subsidy should always be made in the name of the service user who is the primary claimant for benefit purposes.  If you do not know who is the primary claimant then both parties should complete AND sign an application form.  

If a single unit of service is being delivered to a household where two people are both receiving a qualifying benefit or jointly receiving a qualifying benefit, please advise them both to complete an application form.  This will ensure that we are able to get information about the claim in payment at this address.  
Please attach any joint applications together before submitting them to the supporting people partnership to help us process them efficiently.
6.2. Unsuccessful Claims

Any claim that is unsuccessful following both a check on qualifying benefits and a financial assessment will be closed.  This claim may not be re-opened in the future.

A service user who has made an unsuccessful claim must make a new claim for supporting people subsidy if their financial circumstances change in the future.[image: image2.png]
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