
The provision of a Community Brokerage service to adults over 18 meeting the National Eligibility Criteria in the Care Act 2014 and eligible to receive a Personal Budget and also the parents of children with Disabilities receiving Direct Payments living in the administrative boundaries of Birmingham City Council.
A Community Brokerage Development would look to provide:

· A Support Planning function.
· Be a vehicle by which Direct Payments are actively promoted / facilitated. 

· Provision of a Direct Payment Support Service.
· Provide a Community Brokerage function. 

· Development of a Community Brokerage model in Birmingham and that model to consist of a managed network of sub-contracted community organisations to deliver Community Brokerage.
· Development and administration of a quality accreditation scheme for community organisations within the network which choose to offer additional chargeable support services directly to Personal Budget Holders.
· Direct provision of support services for Personal Budget Holders.
· Provision of support services for Personal Budget Holders under sub-contracting arrangements with community organisations within the network.
· Be a vehicle by which Personal Health Budgets are facilitated. 

· Be a vehicle by which Direct Payments are facilitated for Carers.

· Develop a register of Personal Assistants. 

· Work with the Birmingham Care Development Agency in order to ensure that a training programme is in place for paid Carers and Personal Assistants.
· Work to develop formal and informal networks of support and look to develop peer support for Citizens who are interested in, who are applying for and who are receiving a Direct Payment. 
· Develop a close working relationship with the Council’s Direct Payments Finance Team and ensure that there is clear segregation of roles and responsibilities between the Council’s Direct Payment Finance Team and the Community Brokerage Service Provider. 
· Where the Service User lacks capacity to make an informed decision about any part of the process refer back to the Council before proceeding.
DEVELOPMENT OF THE COMMUNITY BROKERAGE MODEL AND DEVELOPMENT/MANAGEMENT OF NETWORK OF SUB-CONTRACTED COMMUNITY ORGANISATIONS TO DELIVER COMMUNITY BROKERAGE 
· 1.1 The Service Provider will work in partnership with the Local Authority and other stakeholders to: 
· 1.1.1 Establish and develop a wide network of sub-contracted community organisations across Birmingham to provide support planning and related practical support to Personal Budget Holders to meet agreed targets. 
· 1.1.2 Develop effective governance arrangements, processes, information transfer and management arrangements, and communication interfaces to manage and deliver Community Brokerage services. 
· 1.1.3 Develop an information hub or hubs, to support Personal Budget Holders and professionals throughout the self-directed support process and ensure that the customer journey, choice and options is easy to understand, access and use, with key information in one place. 
· 1.1.4 Actively promote the Community Brokerage model to Personal Budget Holders, their families, friends and the wider community. 
· 1.1.5 Develop and co-produce effective IT e market approaches that enables Personal Budget Holders make informed choices about which community organisation within the network they would wish to choose for the provision of support. 
· 1.1.6 Develop a register of Personal Assistants. 
· 1.1.7 Develop and co-produce customer led 'Personal Assistants' networks and booking options that increase choice and flexibility for Personal Budget Holders and Personal Assistants. 
· 1.1.8 Work with the Birmingham Care Development Agency in order to ensure that a training programme is in place for paid Carers and Personal Assistants.
· 1.1.9 Develop and co-produce local centres for independent living with local user groups, which can support the 'Personalisation' agenda and the Local Authority's commitment to self-directed support. 
· 1.1.10 Develop and co-produce effective governance arrangements for network members and all activity undertaken, including quality standards, measures and best practice guide lines for all key activity within the Community Brokerage model. 
· 1.1.11 Provide support and guidance to community organisations within the network to ensure they understand their role and how it fits within the wider Community Brokerage model. 
· 1.1.12 Provide and deliver training opportunities to community organisations within the network to ensure they have the necessary knowledge, skills and abilities to provide any sub-contracted support to Personal Budget Holders. 
· 1.1.13 Take an active role in recruiting more user-led, voluntary, charity and faith sector organisations to be part of the Community Brokerage network. 

· 1.1.14 Develop peer support networks to support Personal Budget Holders to both undertake their own support planning activity and manage their Personal Budgets.
DIRECT PROVISION OF SUPPORT SERVICES FOR PERSONAL BUDGET HOLDERS 
1) Provide support planning services and related practical support to Personal Budget Holders 
· 1.1 The Provider will assist Citizens assessed by the Local Authority as eligible for a Personal Budget to develop their own Support Plan. The Provider will ensure that the support it provides to citizens to develop support plans: 
· 1.1.1 Is undertaken in a manner that that enables the Citizen to have the maximum degree of choice and control over his or her support arrangements. 
· 1.1.2 Is proportionate to the Citizen's ability to plan their own support, taking into account their assessed needs and the value of their Personal Budget. 
· 1.1.3 Supports Citizens, as far as is possible, to take control of the development of their own support plan. 
· 1.1.4 Supports the Citizen to access information to find out what support options are available and to explore what is possible starting from a clear value base that promotes self-determination and social inclusion. 
· 1.1.5 Results in each Citizen developing a Support Plan which describes in sufficient detail how they have chosen to use their Personal Budget, based on their estimated Personal Budget allocation, to meet their assessed needs. 
· 1.1.6 Identifies the outcomes that will be met and identifies both the formal and informal services and supports the individual has chosen to achieve these outcomes. 
· 1.2 The Provider will offer a range of support functions to assist Citizens to develop their Support plan, though actual support provided will vary and should always be proportionate to the citizen’s ability to plan their own support. The Provider may support Citizens to do some or all of the following: 
· 1.2.1 Develop a vision of how they want to live their life and plan how they intend to use their Personal Budget to take control of their support. 
· 1.2.2 Research the local social care and universal support markets to identify formal and informal supports (including assistive technologies), community resources and universal services that the individual may be interested in accessing. 
· 1.2.3 Support the Citizen to negotiate (or negotiating on their behalf) with support providers and community and universal service providers. 
· 1.2.4 Identify the costs of formal and informal supports and community and universal services, the citizen wants to access to enable them to develop a Support Plan that is financially viable taking into account their estimated Personal Budget. 
· 1.2.5 Understand how and by whom their support arrangements will be managed and monitored. 
· 1.2.6 Ensure that the citizen clearly understands their personal responsibilities and accountabilities they will have in relation their support arrangements in using their Personal Budget to buy services directly, fund informal support arrangements and/or directly employ personal assistants. 
· 1.2.7 Develop a clear, costed Support Plan which can meet their identified assessed needs/outcomes taking into account their estimated Personal Budget. 
· 1.2.8 Include effective support continuity arrangements within their Support Plan (including advice on contingency planning for those employing Personal Assistants). 
· 1.2.9 Submit their Support Plan to the Local Authority for validation. 
· 1.3 The Provider will ensure that Support Plans submitted to the Local Authority for validation: 
· 1.3.1 Are in the format set by the Local Authority. 
· 1.3.2 Demonstrate that the Citizen will be supported to be safe, healthy and well. 
· 1.3.3 Demonstrate how the Citizen will use their Personal Budget to meet planned outcomes and assessed needs in broad terms. 
· 1.3.4 Demonstrate that the Citizen has made informed choices and will be able to exercise high levels of choice and control over their Personal Budget and their support. 
· 1.3.5 Do not include the use of the Citizen's Personal Budget on anything that is illegal. 
· 1.4 The Provider will provide practical support to enable Citizens to put their planned support arrangements in place. Actual support provided will vary and should always be proportionate to the person's ability to plan their own support. The Provider may support Citizens to do some or all of the following: 
· 1.4.1 Find and recruit Personal Assistants. 
· 1.4.2 Put in place contractual arrangements with their chosen service providers. 
· 1.4.3 Understand the Local Authority's preferred method for paying Direct Payments. 
· 1.4.4 Understand how to pay their assessed financial charge to the Local Authority. 
· 1.5 The Provider will provide also: 
· 1.5.1 Provide Citizens with an information starter pack containing appropriate information. 
· 1.5.2 Explain the Local Authority's Direct Payments monitoring requirements and answer any subsequent queries. 
· 1.5.3 Provide initial support to complete the paperwork required by the Local Authority for monitoring purposes (if required). 
· 1.5.4 Ensure that any citizen choosing to take payment of their Personal Budget in the form of a Direct Payment is provided with a copy of the Local Authority's Direct Payments User Guide / User Guides and that they understand their responsibilities.
· 1.5.5 Support and assist Citizens, as appropriate and if required, who may be experiencing difficulties opening a bank account for use in managing their Direct Payments. 
· 1.5.6 Support to Citizens who use the pre-payment card to set up payments.
· 1.5.7 Provide relevant information and necessary support to Citizens on the monitoring requirements of the Local Authority. 
Provide employment information and advice to Personal Budget Holders who choose to employ Personal Assistants 
· 1.6 The Provider will provide timely, useful, accessible and accurate information employment information and advice to Personal Budget Holders who choose to employ Personal Assistant(s) to ensure they understand their responsibilities. This will include, but is not limited to the information set out below: 
· 1.6.1 Providing information and advice on relevant insurances (e.g. Employer's Liability, Public Liability). 
· 1.6.2 Providing Personal Budget Holders with advice on rates of pay for staff ensuring that the Citizen has sufficient funds to meet all their financial commitments as an employer. 
· 1.6.3 Providing information and advice on Inland Revenue rules and regulations. 
· 1.6.4 Staff induction, supervision, training and good employment practices. 
· 1.6.5 All relevant employment legislation & regulations e.g. European Working Time Directive implications, Minimum Wage levels etc. 
· 1.6.6 Disciplinary, dismissal and grievance procedures. 
· 1.6.7 Health and Safety at work including undertaking risk assessments. 
· 1.6.8 Obligations in respect of statutory payments including holiday, maternity/paternity and sick pay. 
· 1.6.9 Anti-discriminatory practice to be observed; Equality Act 2010. 
· 1.6.10 Supply a model contract/handbook of employment; assist to draw up a statement of particulars, including staff hours and rotas and information on pensions. 
· 1.6.11 Offer advice and information regarding changes to employment legislation to all employers. 
· 1.6.12 Provide advice and information relating to the performance, conduct and capability of Personal Assistants. 
· 1.6.13 Support Personal Budget Holders to amend terms and conditions of employment where necessary ensuring the correct legal process is followed.
· 1.6.14 Provision of information and advice on how to ensure that a Personal Assistant is legally employed.
Provide practical support to Personal Budget Holders who choose to employ Personal Assistants to recruit, select and employ Personal Assistants. 
· 1.7 The Provider will provide practical support to Personal Budget Holders who choose to employ Personal Assistants to recruit, select and employ Personal Assistants. This will include, but is not limited to: 
· 1.7.1 Supporting Personal Budget Holders to ensure their Support Plan includes financial planning and contingency arrangements to cover staff absences and holidays. 
· 1.7.2 Provision of information and advice on the recruitment and selection of staff. 
· 1.7.3 Provision of information and advice on Equal Opportunities for advertising and selection. 
· 1.7.4 Assisting Personal Budget Holders in developing job specifications, job descriptions and advertising for staff. 
· 1.7.5 Preserving, where requested, the anonymity of Personal Budget Holders by being the contact point for recruitment enquiries. 
· 1.7.6 Sending out application packs and forwarding the returned applications to the Personal Budget Holder. 

· 1.7.7 Advising and assisting Personal Budget Holders to seek references for selected Personal Assistants. 

· 1.7.8 Supporting Personal Budget Holders in arranging interviews at a safe, accessible, neutral venue. 

· 1.7.9 Attending interviews and offering support to Personal Budget Holders who are selecting their staff. 
· 1.7.10 Supporting Personal Budget Holders to send out written offers of employment. 
· 1.7.11 Supporting Personal Budget Holders in notifying unsuccessful job applicants. 
· 1.7.12 Assisting Personal Budget Holders to access a payroll service available if required. 
Obtain DBS (Disclosure and Barring Service) Clearance on Behalf of Personal Budget Holders 
· 1.8 The Provider will act as a vetting agency under the regulations governing the DBS to access an enhanced disclosure for Personal Budget Holders with regard to any prospective Personal Assistant they are considering employing. 
· 1.9 The Provider is responsible for advising Personal Budget Holders regarding the employment suitability of the applicant. However, under part V, section 124 of the Police Act 1997, the Service Provider cannot pass on any information contained in the Disclosure to the Direct Payment user. 
· 1.10 The payment of any fee for a DBS disclosure is the responsibility of the applicant but the Direct Payment user can reimburse any successful applicant when they commence employment.
PROVISION OF SUPPORT SERVICES FOR PERSONAL BUDGET HOLDERS UNDER SUB-CONTRACTING ARRANGEMENTS WITH COMMUNITY ORGANISATIONS WITHIN THE NETWORK 
· The Service Provider will sub-contract the following components of support to community organisations within the community brokerage network: 
· Provide support planning services and related practical support to Personal Budget Holders (clauses 1.1 to 1.5 inclusive). 
· Provide practical support to Personal Budget Holders who choose to employ Personal Assistants to recruit, select and employ Personal Assistants (clause 1.7). 
· The Service Provider will ensure that citizens can make an informed choice as to which community organisation within the network member they wish receive support from. 
· Where the Service User lacks capacity to make an informed decision about any part of the process refer back to the Council before proceeding.
· The Service Provider will not sub-contract the following components of support as specified in this Specification, to community organisations within the community brokerage, unless formally authorised to do so by the Local Authority in accordance with the terms and conditions of this Agreement: 
· Provide Employment information and advice to Personal Budget Holders who choose to employ Personal Assistants (clause 1.6). 
· Obtain DBS (Disclosure and Barring Service) Clearance on Behalf of Personal Budget recipients (clauses 1.8 to 1.10). 
DEVELOPMENT AND ADMINISTRATION OF A QUALITY ACCREDITATION SCHEME FOR COMMUNITY ORGANISATIONS WITHIN THE NETWORK WHICH CHOOSE TO OFFER ADDITIONAL CHARGEABLE SUPPORT SERVICES DIRECTLY TO PERSONAL BUDGET HOLDERS 
1.1 The Service Provider will work in partnership with the Local Authority and other stakeholders to co-produce a quality accreditation scheme for community organisations within the network which provide paid for services directly to Personal Budget Holders including: 
· 'Managed Accounts' for Personal Budget holders who require administrative support to manage their Personal Budget, which they opt to receive as a Direct Payment. 
· Payroll services for Personal Budget Holders who opt to employ Personal Assistants. 

1.2 The purpose of the scheme will be to ensure that Personal Budget Holders are able to make an informed and safe choice of provider for any support services they choose to buy directly for community organisations within the network. 
MANAGED ACCOUNTS 

The Quality Accreditation Scheme should ensure that community organisations within the network can demonstrate the following basic standards: 
· Appropriate Financial Governance.
· Organisations will have clear written financial governance arrangements in place for Managed Accounts in relation to Direct Payments which demonstrates appropriate safeguarding practices and which promotes customer choice and control. 
· Direct payments monies paid to providers of Managed Accounts will be required to maintain accurate accounts for each individual customer. The organisation will:
· Open an account on behalf of the recipient / operate a direct payment account card on behalf of the recipient, arranging all payments (wages, invoices etc..,) as instructed by the recipient. 

· Provide the recipient with regular bank account / card statements showing all financial transactions. 

· Maintain all the necessary paperwork and provide documentation for Birmingham City Council’s financial review, by the required date. 

· Provide a copy of the financial review documentation to the recipient for their reference. 

· Ensure the recipient retains choice for directing their care / support arrangements. 

MANAGED ACCOUNTS AGREEMENT
· Organisations will have a Managed Account Agreement in place between their organisation and the Personal Budget holder that sets out:
1 Details of the service provided 

2 Charges and payment method 

3 Contractual responsibilities of both parties 
4 Notice period 

5 Information sharing protocol 

6 Complaints procedure 

MONITORING REQUIREMENTS 

· The organisation will maintain all relevant documents and paperwork which will be required by the Local Authority for the recipient's financial review and submit by the required date. 
INFORMATION SHARING
· Organisations must ensure that all information relating to the Managed Account is stored securely following relevant data protection guidelines and is only accessed by authorised staff and shared with relevant Local authority and NHS staff. 
PAYROLL 
The Quality Accreditation Scheme should ensure that community organisations within the network can provide as a minimum following services to an appropriate standard: 
· Registering the Direct Payments recipient as an employer with Her Majesty's Revenue and Customs ("HMRC"). 
· Maintaining and retaining all payroll records in accordance with HMRC regulations. 
· Receiving and responding to Inland Revenue correspondence on behalf of the Direct Payments recipient. 
· Providing a payroll system which facilitates the preparation and completion of staff timesheets, expenses sheets and delivery of payslips. 
· Preparing payslips, from staff timesheets, on behalf of the Direct Payments recipient. 
· Distributing payslips to the Direct Payments recipient using most appropriate communication method for the individual, such as internet, fax, email, post. 

· Preparing monthly and annual HMRC and National Insurance returns within the relevant timescales. 
· Calculating payments due to HMRC and informing the Direct Payments user of same. 
· Calculating and maintaining records of employee holiday, sickness, and maternity/paternity entitlements on behalf of the Direct Payments recipient. 

MONITORING AND REPORTING REQUIREMENTS 

· The Service Provider will co-operate with officers of the Local Authority to maintain service standards and quality, and investigate opportunities for continuous improvement. All parties will share any information that will assist in monitoring the quality of the service or improving the service or service specification. 

· The Service Provider will co-operate in any reasonable monitoring activities undertaken by the Local Authority. At the discretion of the Local Authority, a sample of Personal Budget holders may be interviewed to get direct feedback as part of the monitoring process. Information collected will be shared with the Service Provider. Other forms of service monitoring will take place as deemed appropriate. 

CONTRACT REVIEW MEETINGS 

· The Service Provider will meet with the Local Authority quarterly or at an alternative interval set by the Local Authority to review the contract. For each contract review meeting, the Service Provider will provide agreed quantitative and qualitative data to enable the Local Authority to effectively assess the Service Provider's performance against the contract requirements and a financial summary of running costs against budget, including staff costs, other costs, overheads and any surpluses 

FINANCIAL MONITORING 

· The Service Provider will maintain a record of all costs resulting from this contract subject to best accounting practice. Such records should include payroll, cost, income and expenditure and reserves relating to the contract. Birmingham City Council representatives will be able to inspect the financial records as required, subject to suitable notice. The Service Provider will ensure that subcontractors maintain financial records as above relating to the contract.
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