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How to use this document

This is an easy read document. But you may still 
need support to read it. Ask someone you know to 
help you.

Words in bold blue writing may be hard to 
understand. You can check what the words in blue 
mean on page 33.

For more information contact:

This document was made into easy read by Easy 
Read Wales using Photosymbols. To tell us what 
you think about this easy read version, click here.

https://forms.office.com/Pages/ResponsePage.aspx?id=aZ9W9jTWYEixHoHk1luPyZw1J1OAxGpFrRmNL9CCXxRUNzZQM1ZQUENKWFNURlVaWEE3VzM4UUhJSi4u
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Introduction

This is an agreement between us and you about 
your Direct Payments.

A Direct Payment is money you get from us instead 
of care services

This an agreement between us:

And you – the person getting Direct Payment 
from us.
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Your name:

 

Your address and postcode:

Your e-mail address:

And the person that supports you with your Direct 
Payment. This is your nominated person.
Your nominated person’s name:
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Your nominated person’s relationship to you:

Your nominated person’s address and postcode:

Your nominated person’s e-mail address:
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This agreement says:

	▪ What we are responsible for doing with your 
Direct Payment.

	▪ And what your responsibilities are with your 
Direct Payment.

We will have supported you and your nominated 
person to help you understand:

	▪ What your Direct Payment is

	▪ And how you can use your Direct Payment.
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The agreement

This agreement is made because:

	▪ We have assessed your needs and outcomes. You 
are eligible to get the support listed in your Care 
and Support Plan. This will be paid for by us.

Assessed means we have formally checked 
your situation, your needs and what you want.

Eligible means you have the right to get 
something because you meet the conditions. 

	▪ We believe that Direct Payments will allow you 
to meet your assessed needs. And give you more 
choice and control over your life.

	▪ You are willing and able to organise the care and 
support you need using your Direct Payments. 
Or you have a nominated person that can do it 
for you.
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	▪ Together we have agreed how you will use your 
Direct Payment. We believe you can manage 
the Direct Payment with the support that is 
available.

	▪ You agree to tell us if your life changes in a way 
that might affect your Direct Payment. Or your 
ability to manage it.

You and/or your nominated person must agree to 
work with us to help make this agreement work. 

If you do not do the things you are responsible for, 
or work with us to sort out any problems you may 
lose your Direct Payments.

If you or your nominated person ever need support 
or advice please contact the direct payments team:
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About your Direct Payment

Your Direct Payment will be paid into:

	▪ A special Direct Payment account that we set up 
with you

	▪ Or if you need more support, into an account that 
is managed for you.

The amount you get is based on how much support 
you have been assessed as needing. 

The amount you get in Direct Payments should 
be enough to cover all the costs of your chosen 
support. 

Your Direct Payment amount may go up or 
down. Or it may end. It depends on your needs 
and any changes.
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We will always talk to you before we make any 
changes. And write to you about the changes 
before they happen.

You are responsible for paying for the support you 
organise using your direct payments. 

If you have a managed account, these costs will be 
paid by:
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What you need to pay

Some people may need to pay towards the cost of 
their support. This is called a Client Contribution. 

If you have to pay towards your support, you will be 
sent a regular bill. You will need to pay this bill with 
your own money. 

If you or your nominated person need to discuss your 
financial contribution please telephone telephone 
the Financial Assessment & Charging Team.
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Using your Direct Payment

You must use your Direct Payment to pay for 
support that:

	▪ meets your assessed needs and outcomes

	▪ that are listed in your Care and Support Plan.

If you want to change your support or how you use 
your Direct Payment, contact:

	▪ your named worker

	▪ Social Services

	▪ Or the Direct Payments Support Team.
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You can get help to use your Direct Payment from:

	▪ your Social Worker

	▪ and the Direct Payments Support Service. 

They can give you information and help you make 
your decision about what is best for you.

Personal Assistants

If you choose to use your direct payments to 
employ Personal Assistants (PA’s), you will become 
their legal employer.
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As such you agree to:

	▪ Recruit your PA’s safely.

	▪ Meet your employment responsibilities.

	▪ Ensure your PA’s have training and opportunities 
for personal development.

	▪ Receive their employment entitlements such as 
annual holidays.

	▪ Work closely with the direct dayments support 
Service who will help you set up and manage 
your arrangements correctly.

	▪ Ask for support whenever you need it.
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The Direct Payment Support Team will support 
you to:

	▪ Set up Payroll.

	▪ Arrange insurance.

	▪ Issue contracts of employment.

	▪ Ensure that your Personal Assistant’s have the 
right to work in the UK.
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	▪ Provide you with the support that you need to be 
a good employer.

	▪ You need to get permission from us before you 
hire a member of your family who lives with you 
as a Personal Assistant.

	▪ The Direct Payments Support Service will help 
ensure you have enough funding to cover all 
your costs. 

They will tell you how much everything costs at 
the start of your Direct Payments. And anytime 
you ask.
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Care and support agencies

If you choose to get support from a care agency, 
you must make sure they are registered with Care 
Inspectorate Wales.

The care agency must give you a contract setting 
out the support they agree to provide you and how 
much their services will cost.

Micro carers

Micro carers are people or small businesses that 
give care and support to people.

If you choose a micro carer, they must give you 
a contract setting out the support they agree to 
provide you and how much their services will cost.
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Other ways to use Direct 
Payments

Your direct payments can be used in any ways that 
help meet your assessed needs and outcomes. 
However, before you spend the money these must 
be agreed with your social worker first.

Please talk to your social care worker, or the Direct 
Payments Support Service if you ever want to 
change the ways you use your direct payments.

If you are unsure about anything, please talk to 
the Direct Payments Support Service, or your 
Social Worker.
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What you cannot use your 
Direct Payment for

	▪ Any service or support that should be provided by 
the NHS.

	▪ Paying for anything with cash. Unless you have 
agreed it first with us.

	▪ Household costs, like food, toiletries, or bills.

	▪ Housing costs – like rent or mortgage payments.

	▪ Tips. Bonuses or special payments to staff made 
when their contract ends.

	▪ Anything illegal, or that does not keep you safe 
and well.

	▪ Gambling, lottery, bingo, raffle tickets, alcohol or 
cigarettes.

	▪ Any daily living costs that we have not agreed to.

	▪ Any other goods or services that we have not 
agreed to. If you are unsure, please call us to talk 
about it.
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Keeping records

We will check every so often how you are spending 
your Direct Payment. We want to make sure you 
are manging them ok.

We will give you extra support when needed. Or 
when you ask for it.

You must keep all Direct Payment receipts and 
invoices or bills for at least 1 year.
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Getting back money you did 
not spend

Direct Payment is not seen as your money. It is 
public money that you are using to have more 
choice and control over the support you need.

To help you have more choice and control over your 
support, we will let you keep any money you have 
not spent for up to 8 weeks.

For example, if you get £100 a week, you can keep 
up to £800 in your Direct Payment account without 
telling us.

Anything over this amount must be paid back to 
us. Unless it is needed to pay support costs. Or it 
has been saved for a certain reason that we have 
agreed to.

We must talk to you before taking back any money 
from your Direct Payment account. This is the law.
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If things go wrong or your 
needs change

If things go wrong with your Direct Payment 
support, contact:

	▪ the Direct Payments Support Team

	▪ your allocated worker

	▪ or Social Services.

Contact them straight away.

They can help you organise different support if 
needed.

If your needs or life changes in some way, tell us as 
soon as you can.

If you go into hospital or emergency respite care, 
please make sure someone tells us as soon as 
possible.

Emergency respite care is when you go into 
care for a short time because something has 
happened to your usual carer. For example, they 
are ill.
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Going into hospital or emergency 
respite care

If you use a care agency, we will pay half of your 
usual Direct Payment for 2 weeks. And then stop 
the payment.

If you use Personal Assistants, we will keep making 
payments to you for up to 4 weeks in a year. This 
is to help you pay your staff to make sure they are 
still available when you come out of hospital or 
respite care.

Your Personal Assistants cannot be asked to provide 
support to you if you have care needs that should 
be met by the NHS.

If you are unsure of anything, please contact Social 
Services, or the Direct Payments Support Service 
for advice. 
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Telling us what you think

We would like to hear what people think about how 
we run the Direct Payment service in your area.

Please contact the Direct Payments Support 
Service to tell us what is working. And how we 
could improve things.

If you want to make a complaint, you can use our 
complaints procedure. We can give you a copy of 
this, please ask us. You can find it on our website 
here:

If you want to tell us about something you are 
happy with, or what we have done well, please 
contact the Direct Payments Support Team.
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Ending your Direct Payment

To end your direct payments, please tell us.

We can end this agreement straight away if we 
think your Direct Payment is being used in way 
that is:

	▪ against the law

	▪ not in your best interest.

If you are struggling to use your Direct Payment, 
we will talk to you and work with you. We will try to 
solve any problems before we end this agreement.

Any left-over money in your Direct Payment 
account will be paid back to us.
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Using your information

Social Services will use your personal information 
so they can give you the best advice, care and 
support.

We will only use your information to pay your Direct 
Payments And check how you are spending your 
Direct Payments.

We may need to share your information with 
organisations like health and care providers to be 
able to provide you with Direct Payments.

We will keep you information for 6 years.

If you have any worries about how we are using 
your personal information, please contact us on:

You can read our Privacy Policy on our website here: 
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Useful contacts

Direct Payments Support Team
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Financial Assessment and Charging Team

To tell us what you think contact our customer 
feedback team:
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Social Services
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Signatures

This agreement should be signed by:

	▪ Us

	▪ You

	▪ Your nominated person

Please sign this if you:

	▪ agree to what is written in this agreement

	▪ have read and understood the Direct Payments 
information given to you by the Direct Payments 
Support Service

	▪ understand your rights and responsibilities in this 
agreement.
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Signature:

Name: 

Date:

You – the person getting Direct Payments

Your signature:

Your name:

Date:

Nominated person

Signature:

Name:

Date:
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Hard words

Assessed 
This means we have formally checked your situation, your needs and 
what you want.

Eligible 

This means you have the right to get something because you meet the 
conditions. 

Emergency respite care 
Thisis when you go into care for a short time because something has 
happened to your usual carer. For example, they are ill.
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