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FB05		Short Breaks

1. Policy Statement
1.1 Shared Lives South West recognise that due to the variable and transient nature of Short Breaks, clear policies and procedures need to be put in place to handle the unique challenges that might present funding issues or contractual disagreements. 

1.2 Shared Lives South West identify a Short Break as being where a person living or being supported elsewhere, stays with a Shared Lives Carer for a short period of time, typically between a few hours and 28 days, and therefore does not have the same residency or agreements in place as a person supported in a long-term placement.


2. Setting up a Short Break Placement
2.1 All Short Break placements must be setup in line with the organisations’ policy for referral and matching of new placements, including the completion of a referral form, banding agreement, and confirmation of funding form.

2.2 The Shared Lives Carer and person supported (or their family or guardian) are then advised in writing of the package agreed.

2.3 The Finance team are responsible for recording and monitoring the agreed funding package through the Short Break database, ensuring that the package is not exceed, potentially creating bad debt or disagreement. 

2.4 Funding packages will be reviewed on its anniversary or expiry date, and monitored monthly through the Short Break database. Any annual changes in Care and Support rates applied by Local Authority purchasers will also be applied to the Short Break database. 

2.5 If there are any travel costs associated to the Short Break placement, including pick-up or drop-off by the Shared Lives Carers, this should be identified and agreed at the start of the placement, in accordance with the organisations’ policy on mileage. 


3. Booking and Payments of Short Breaks
3.1 Once an ongoing Short Break arrangement has been agreed, the Shared Lives Carer must follow the Short Break booking procedure, using the online booking system to record bookings, confirm the bookings have taken place, and request payment.

3.2 Shared Lives South West will provide all Shared Lives Carers with guidance and training on how to use the Short Break booking system, as required.

3.3 Shared Lives Carers must make claims for Short Breaks that have taken place within 14 days of the Short Break occurring.

3.4 Claims submitted before midday on a Wednesday will be processed for payment on Thursday, with payment clearing the Shared Lives Carers nominated bank account by the following Monday. Any claims made after midday on Wednesday will be included in the payment run for the following week. 

3.5 Where there are any disruptions in the payment schedule, e.g. due to Bank Holidays of staffing shortages, Carers will be notified as soon as possible.

3.6 If the information provided about a Short Break booking is incomplete, or there are other concerns or issues, Shared Lives South West reserve the right to delay payment to the following payment run whilst the matter is investigated.

3.7 Payments for Short Break bookings are made via BACS as part of the weekly payment run process, with remittance issues electronically to the Shared Lives Carer, and invoices sent to the purchasers at the same time.


4. Support Carers
4.1 Where a person supported in a long-term placement has an additional package of Care and Support covered that can be delivered through a Short Break placement, the Shared Lives Carer may use their approved Support Carers to provide this support. 

4.2 It is the responsibility of the main Shared Lives Carer to ensure that the any Support Carers used is aware of the expected outcomes and that Shared Lives South West are aware of the Support Carers involvement. Shared Lives South West will then review progress as part of our monitoring.


5. Cancellations and Extensions
5.1 Shared Lives South West recognise that due to circumstances outside of their control, there may be a need to cancel a Short Break, however, as this is also a source of income for Shared Lives Carers, there may be circumstances where full or part payment is still required. 

5.2 Where a Short Break booking is cancelled with more than 48 hours’ notice, there will be no charge. 

5.3 Where a Short Break booking is cancelled with less than 48 hours’ notice, half of the total cost of the booking will be applicable.

5.4 If the person supported leaves the Short Break placement earlier than planned, for no fault of the Shared Lives Carer, half of the total costs for the remaining booking will be applicable.

5.5 If Shared Lives South West (on behalf of the Shared Lives Carer or the organisation) cancels the Short Break placement, there will be no charge. 

5.6 If Shared Lives South West (on behalf of the Shared Lives Carer or the organisation) ends an ongoing Short Break placement earlier than planned, there will be no charge for the remaining booking.

5.7 If the person supported (or their family or guardian on their behalf) request to extend their stay, and the Shared Lives Carer is in agreement, this may be possible but authorisation must be provided by Shared Lives South West to ensure the additional time is within any existing funding package. 

5.8 If the person supported is not collected when expected, additional costs will become applicable after two hours.


6. Contributions to be Paid by People Supported
6.1 Where the person supported who is receiving a Short Break is assessed as having to contribute towards the costs of the placement, the Shared Lives Carer will be made aware in writing before the start of the service. 

6.2 Due to the variable nature of Short Breaks, it is more efficient and accurate for the person supported (or their family or guardian) to provide payment of their contribution to the Shared Lives Carer at the start of any Short Break, rather than pay Shared Lives South West directly. 

6.3 The Shared Lives Carer should collect the contribution, provide the person supported with a receipt, and notify Shared Lives South West through the Short Break booking system. 

6.4 Where the contribution was not paid by the person supported, the Shared Lives Carer should notify Shared Lives South West through the Short Break booking system. Shared Lives South West will then pay the Shared Lives Carer in full and investigate the matter further. 

6.5 Shared Lives South West may cancel an ongoing Short Break arrangement if there is a concern of bad debt due to contributions not being paid.


7. Review
7.1 This policy will be reviewed every two years, or earlier if required.


8. Responsibilities
8.1 The Funding and Benefit Leader has overall responsibility for the implementation of this policy.
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