Flowchart for appointing an authorised person for direct payments

Does the individual have capacity to
request a direct payment?
Are they able to understand what their
responsibilities would be?

Set up the direct
Yes payment, with

No

Is there an existing representative?

This would be someone who holds Lasting
Power of Attorney, or is appointed as a
Deputy by the Court of Protection.

No

Explore other options

Is there another person who is willing and
capable of acting as the authorised
person? This could be a family member, a
friend or someone else.

support for the
individual if needed

Check documentation to confirm
representative status

——>  Arepresentative can be for a range of

powers, e.g. health and welfare, property
and financial affairs decisions. There may
be exclusions or restrictions.

Is the representative
No willing and capable of

managing direct
payments?

Yes

No

Do not offer a direct
payment as an option
for meeting the
individual’s needs.

Outcome unsatisfactory

Seek management advice
and discuss how to proceed

Yes

Undergo consultation with
representative, others as appropriate,
carry out a DBS check on the
representative (via the Council’s People
Services — see over page).

)’

Outcome satisfactory

L

Providing any existing representative
agrees, appoint the authorised person
and obtain signatures on the authorised
person terms and conditions and direct
payment agreement.
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Flowchart for appointing an authorised person for direct payments

In order to request a DBS check for a proposed authorised person, please
follow these steps:

DBS Checks for Authorised Person

The information required for a DBS check is personal to the individual and must be transferred

using secure email only.

1. Social Worker will obtain identification documents from the Authorised Person in accordance
with the Government website. Click here.

Social Worker will take copies of the ID obtained and write on the copies:
e “Certified to be a true copy of the original seen by me”
¢ Sign and Date the copies
e Print their name under their signature
e Occupation and contact telephone number

2. Social Worker will ascertain if the Authorised Person has internet access and able to complete
the DBS application online (Note: this is the preferred route). If not, then the Social Worker will
need the suitable person to fully complete an Evidence Gathering form.

3. Social Worker will arrange with the Authorised Person to sign a consent form for his / her
information to be shared with DHI.

4. Social Worker will advise the DP Advisor which route, (link or “paper”) and provide the DP
Advisor of the name and email address of who to send the link to and pass on the certified ID
documents and consent to share. If not completing via the internet, the Evidence Gathering
Form should also be sent.

DP Advisor will email the link to the Authorised Person along with the ‘Remote Applicants
Guide’, or pass the fully completed evidence gathering form to HR to process.

5. Outcomes are received by DHI HR and passed to the DP Advisor who will advise Social
Worker of the result.

6. If the result is positive, the Social Worker will be responsible for obtaining the information from
the Authorised Person (it is not sent to DHI) and undertake any risk assessments necessary.

Note: It has been agreed with the Commissioner that, in line with Safer Recruitment, if the
Authorised Person already has an enhanced DBS which is within three months of the start date of
the agreement then there is no need to get a new DBS done.

This procedure is written under the Agreement between DHI and BANES dated 19th October 2017
which includes but is not limited to the following: It is Virgin Care’s responsibility to ensure that
original documentation, as required to establish identity, is checked and verified.

It is Virgin Care’s responsibility to ensure that all information provided to enable the checks to be
processed is correct.

Results will be forwarded to the requesting individual within Virgin Care who are then responsible

for reviewing and interpreting the results and, if necessary, taking any action relating to those
results.
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https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications

