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PAY 08d – Service Change Guidance
1. Introduction

This guidance document is for providers of housing related support services who hold Block Subsidy contracts with the Nottinghamshire Supporting People Partnership.  
The Supporting People Charging and Relief Policy states that service providers of chargeable services are required to inform the Supporting People Team of any material changes of circumstances of those service users who are entitled to relief from housing-related support charges, of which they are aware.
All changes should be notified on the SPF-SA02 Supporting People Service User Change Notification Form available on the Supporting People website, www.nottssupportingpeople.org.uk in the section Documents > Payments

2. Notifiable changes

	Type of Change
	Section to complete

	· Service User dies
	Service User Deceased

	· Service user stops receiving service due to change of address
	Change of Address

	· Service user stops receiving service for any other reason
	Service Withdrawn

	· Service user stops receiving a Qualifying Benefit
	Qualifying Benefit Ended

	· Service user changes their name
	Change of Name

	· Service user is allocated a new Rent/Account reference
	New Rent/Account Ref

	· Service user begins to receive a different level of service at their current address
	Service Level Change

	· Service user in receipt of subsidy following financial assessment exceeds the applicable limit for savings / capital
	Other

	· Service user in receipt of subsidy following financial assessment applies for a Qualifying Benefit
	Other

	· Service user has any other change to their circumstances that may affect their eligibility for subsidy
	Other


3. Further Guidance
3.1. Benefit claim ends

We must be notified if you are aware that the Qualifying Benefit claim of any service user has ended as they will no longer be entitled to our funding.  
If a service user’s Qualifying Benefit claim has ended, they must make a new claim for supporting people subsidy if they become eligible for a Qualifying Benefit in the future. 
If a service user’s Qualifying Benefit claim ends and they may be entitled to relief following a financial assessment, they must make a new claim for supporting people subsidy.  

In both cases this is because there has been a change to the service user’s financial circumstances which affects their entitlement to subsidy.

3.2. Changes of address

We must be notified if a service user leaves their address.  We will end any current payments of subsidy on this basis and take no further action.  

If you provide the service user with a service at their new address we must receive an application for subsidy at their new address for payments to continue.  This is because we need to confirm that the service user is eligible to receive subsidy at their new address.
3.3. Joint claims – changes

If the main party to a Qualifying Benefit changes, we must be notified of this change, and the new claimant must make a new supporting people subsidy application.  This applies if: 
· One of the parties to a claim leaves a property, 
· One of the parties to a claim dies,

· One of the parties to a claim stops receiving the service for any other reason.

We are aware that when one of the parties to a claim dies it may be unreasonable to expect the surviving service user to submit a new supporting people subsidy claim immediately.  Under the current backdating rules as long as the claim is received within 3 months of the service user taking over the support service the claim will be backdated in full.
3.4. New service users
New service users who receive a Qualifying Benefit or have savings of less than £22,250 should complete an SPF-SA01 Supporting People Subsidy application.

Please do not use the SPF-SA02 form to notify us of new service users.  We cannot take any action on the basis of this kind of notification as we require a service user’s signature to process a new application.

You do not need to notify of new service users who are not intending to make an application for subsidy. [image: image1.png]
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