Guidance on Completing the Non-SP Eligible Service Users Return

Purpose

The purpose of this return is to highlight any service users that are ineligible for Supporting People funding in our services that are funded via a block payment.  This will enable us to charge the relevant statutory agency for their support charge.  It will not affect the payment the SP Team makes to the service provider.

Who needs to complete this form?

This form needs to be completed for all services that are contracted via gross payments.  This includes all short-term services and any long-term services where the support provider does not have a direct relationship with the landlord (sometimes referred to as “Block Gross Chargeable Services”.  If a scheme is paid via subsidy (i.e. you get a schedule each month from the SP team detailing how much subsidy is being paid for each specific service user) then you do not need to complete this form.

Which service users do we need to inform the SP Team about?

· 16 or 17 year old care leavers and any under 16 year olds; they are the funding responsibility of the placing Social Services Department

· Unaccompanied under 18 year old Asylum Seekers; they may be the funding responsibility of the placing Social Services Department 

· Over 18 year old Asylum Seekers; they are the funding responsibility of National Asylum Support (NAS)
· You do not need to inform us if the service user is in receipt of Housing Benefit. This service user would be the responsibility of the Supporting People Team.

When do I need to fill out this form?

This form needs to be completed every quarter on a timely basis to avoid unnecessary delays in payments. Please see the table below for the quarterly returns for 2008-2009.

	2009-2010 Non SP Eligible Returns

	2009-2010
	PI Reporting Period
	Due Date

	
	From
	To
	

	Quarter 1
	06/04/09
	05/07/09
	19/07/09

	Quarter 2
	06/07/09
	04/10/09
	18/10/09

	Quarter 3
	05/10/09
	03/01/10
	17/01/10

	Quarter 4
	04/01/10
	04/04/10
	18/04/10


What if I have a nil return?

Please send a blank return or e-mail the SP team at supportingpeople@nottscc.gov.uk.  This will enable us to mark you off as having returned, so we do not chase you for it.  If you do not have access to e-mail please telephone the team on (0115) 878 3515 to inform us of a nil return.

If you expect your service will never have any 16-17 year old care leavers nor asylum seekers within it please contact the SP Team and we will take you off our list of expected returns.  If the situation changes in the future please let us know so that we can add you back on.

How do I fill out this form?
Please complete the headings at the top and select a reporting period first.  Then complete each row working from left to right.  This is important as many of the boxes (excluding the service users name and date of birth) have choices from drop down menus.  These options can change depending on what is filled out in the boxes before.

If the statutory agency responsible is one in the drop down list - please choose it, otherwise select other and make a note of the statutory agency in the Comments sheet of the workbook.

What format do I need to use for the dates?

Please use the format DD/MM/YYYY.  Other formats may work, but this is the format that has been thoroughly tested.

What do I need to put in as the start and end dates of the service?

The start date should be the later of the date the service user started to receive the support service.  Fill out an end date if the person stopped receiving a service during the reporting period – if the person remained within the service at the end of the reporting period please leave this box blank (even if they have since left).
What if I get errors on the form?
An error message should come up explaining what the problem is, and what the likely reasons are for that error.  If the error message helps explain the problem please alter your data accordingly.  If it does not make sense, please contact the SP Team who will be able to explain in more detail.

Please do not try to change any of the formulae or validation within the sheet.

What if a Social Services Department Places an under 16 at the scheme?
Please record this service user as a ‘Care Leaver’ – the start date should be the later of the first date in the period or the date they were placed.
The end date should be the earlier of the last date in the period, the date they leave the service or the date Social Services stop being responsible for paying their rent (on their sixteenth birthday if they are not a care leaver, or on their eighteenth birthday if they are a care leaver).

How do I know if an under 18 year-old is an asylum seeker or a care leaver?

Please contact the linked Social Care & Health worker for this individual.  They will be able to advise on the status of this individual.  If this is not possible, please record the service user as a ‘Care Leaver’ and make a comment on the second sheet (the comments page) that the status is unknown.

What if a Social Services Department other then Nottinghamshire wants to place a non-SP eligible client in the scheme?

You will need to check that the situation fits with the cross authority statement detailing when clients from outside of the Nottinghamshire area can access one of Nottinghamshire’s SP services.  If they are eligible to access the service you will need to inform the referring Social Services Department that they will be charged for the support costs while they are not SP eligible.  You will then need to take details of the person you spoke to and enter this information on the return to the SP team.  It is helpful to have something in writing from the referring authority to show that they have been advised and have understood this information.  Please be aware that the young person may not be eligible for re-housing through the Council register if they are not from the area.  Further advice on this can be sought from Housing Options.

What if I have any other questions about this form?

Please contact the SP Team by either telephone or e-mail.  If there are any other common questions, then we will update and re-issue this guidance.

