
 
Guidance Notes 

1. SAP/ FACS-Financial 
assessment form & carers 
assessment were applicable. 

2. Visit and give information 
to person and family and 
complete the shared 
assessment questionnaire 
(SAQ) -Previously self 
assessment.  

3. Add up points from 
SAQ and check against 
the RAS to find 
indicative allocation. 
 
Amount to be reduced 
by 60% for those people 
living at home.  
 

4. Submit a panel memo 
detailing person’s needs, 
indicative allocation and 
cost of alternative service 
+ any application for 
Carers Grant/ILF etc 

5. When the 
allocation is agreed 
at panel share 
amount with person 
and supporters. 

6. Support plan to be 
produced detailing 
how £ will be used to 
meet eligible need.  
 

7. Person or their 
‘Agent’ to set up a bank 
account for £ to be paid 
into. Inform Finance 
Officer of bank details- 
ASAP 
 

8 (b). Application for Community 
Care Money to be completed by 
Care Manager, signed by Team 
Manager and sent to Finance 
Officer to raise payment- (up to 
14 working days) 

8 (a). Support plan to be signed off 
by Team Manager (no panel 
needed) to check where the 
money is planned to be spent and 
how it is going to meet eligible 
need.  

9. Person/their 
family 
Start receiving the 
money 

10. Set up plan & 
Life live 

11. Monthly 
Bank Statements 

12. 6 week 
review 

13. 
Outcomes 
Review 

IB Process 



 


