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FAB – A policy and procedural guide 

1. Policy Statement 
 
Central government expects all local authorities in England and Wales to 
“Unleash the power of charging” 1as a way of funding and targeting services to 
vulnerable people. The Financial Assessment and Benefits team (FAB) exists 
not purely to conduct financial assessments for those people who have been 
assessed as having needs which can best be met by local authority provision 
but also to ensure that benefits are claimed in full by those who have an 
entitlement. 

 
2. Purpose 

 
This policy and procedures document seeks to clarify the roles and 
responsibilities of the FAB team in relation to care processes of both Adult 
Social Care and Children’s Services.  

 

3. Scope 
 
The policy applies to all members of the FAB team and seeks to give 
guidance to all social care staff about the processes involved. 

 
4. Definitions 
A.A. – Attendance allowance 
D.L.A. – Disability Living Allowance 
DWP – Department of Work and Pensions 
Legacy – The DWP computer system, which records benefits in payment. 
P.E.A. – Personal Expenses Allowance 
P.I.P. – Personal Independence Payment 

 
5. Legal Context 

 
  This policy reflects the requirements of: 
 

x The Care Act 2014, 
x The Care and Support (Charging and Assessment of Resources) 

Regulations 2014, 
x The Care and Support Statutory Guidance issued under the Care 

Act by the Department of Health in October 2014 
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6. Introduction 
 
Central government anticipates that people will make a contribution to their 
personal budget in order to ensure that their needs are met. There is also a 
desire that Local Authorities will try to maximise the incomes of these 
vulnerable people to ensure that they are not deprived of benefits to which 
they are entitled. 

 
Mandatory Guidance 
7. Basic Principles 

7.1 It is essential that an assessment is completed by Adult Social Care or 
Children’s Services as appropriate before being referred to the FAB team 
since they need to know which financial assessment to complete. 

7.2 Financial Assessments in Adult services are aimed at raising 
contributions towards the cost of service provision whilst those for 
Children’s Services are aimed primarily at assessing the levels of 
allowance people should receive. 

7.3 Out of county visits are not permitted. Occasionally, a person may be 
living out of county but receiving a service from Gloucestershire. In such 
circumstances, a postal assessment should be sent. 

7.4 If capital is held in joint names and only one individual is receiving a 
service, then only half is taken into account. 

 
Stage One – Assessment 
8. Non-Residential Services 
8.1 Savings bonds with a 101% life insurance interest must be disregarded 

for assessment purposes, unless people have direct access to the capital. 
If a person does not have access to the capital but receives an income 
from the policy, this will be treated as income. 

8.2 The value of any other properties owned or part owned by the service user 
will be taken into account.  If the value of any property is in dispute 
Gloucestershire County Council will arrange an independent valuation. 

8.3 The total value of all capital must be totalised and the tariff income 
established based on the calculations in the Fairer Contributions policy for 
Adult Social Care. Only the income and benefits of the individual are taken 
into account. Some benefits are disregarded for assessment purposes: 

DLA & PIP mobility 
DLA and AA are taken into account but if people do not receive night 
care from Adult Social Care and they are receiving the higher rate of 
DLA or AA, only the middle rate will be taken into account. 

   Some elements of the War Pension may be disregarded. Staff need to 
check with the Veterans agency for details and £10 of whatever 
remains is disregarded. 
Pension credit (savings), working tax credit and child tax credit. 
Any ILF payments 
Any earned income. 

 
8.4 If an entitlement to extra benefits is identified, the Visiting officer will help 

the person to complete the appropriate application form. The extra benefit 
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will only be used in the calculation once an entitlement has been 
confirmed. If a person refuses to claim extra benefit entitlement then this 
will be assumed and used in the charge calculation. 

8.5 The assessment must take into account disability related expenses. 
Receipts are only required if claims for disregards are in excess of the 
suggested amounts. 

8.6 The contribution will be backdated to the date on which the service 
began. 

 

9. Residential 
9.1 If the person has capital in excess of the limits set by The Care Act for that 

benefits year, they will be advised how to contact the Adult Help desk 
when their savings fall near the limit. It will be assumed that all people own 
their property unless evidence can be provided which proves otherwise. 
 

9.2 The value of the person’s main or only home will be disregarded for a 
period of 12 weeks in the following circumstances: 

 

x When the person first enters a care home as a permanent resident 
 

x When a property disregard other than the 12 week property 
disregard unexpectedly ends because a qualifying relative (see 
paragraph 9.3 below) has died or moved into a care home.  

 
9.3 Property may be disregarded in the following circumstances: 

There is a partner still living in the property. 
There is a lone parent who is the claimant’s estranged or divorced 
partner. 

   There is a relative as defined in The Care Act 2014 who is: 
   

     -Aged 60 or over or   

 -Aged under 16 and is a child whom the service is liable to maintain or 
 

     -Is incapacitated 
 
9.4 If there is a family member living with the person they must also be offered 

a benefits check to ensure that they will not be disadvantaged by the 
person entering residential care and any applications for benefits will be 
made at the same time. 

 
9.5 The value of any other properties owned or part owned by the service user 

will be taken into account.  If the value of any property is in dispute 
Gloucestershire County Council will arrange an independent valuation. 

 

9.6 In exceptional circumstances the PEA can be increased for people e.g. 
when there are dependents at home. Staff can find further details in the 
Care Act regulations. 

 

9.7 The contribution will be backdated to the date on which the residential 
service began. 
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10. Short breaks 
10.1  The same initial process occurs as in permanent residential care but 

during the assessment household living expenses and disability related 
expenditure must be taken into account. If there is a partner living in the 
house staff must halve the expenses. 

10.2  Any DLA or AA is not taken into account. 
10.3  A weekly amount is allowed to cover any standing charges at home. 
10.4During the assessment, the financial situation of a dependent husband, 

wife or partner will be taken into account to ensure that they do not suffer 
financial hardship whilst the service user is away.  

10.5 The contribution will be backdated to the date that the short break 
began. 

 
11. Financial Representative 
When completing a financial assessment if a visiting officer feels that a person 
is not capable of sharing information about their finances or they request that 
a third party looks after their finances, they can complete a Financial 
Representative Agreement. If the proposed Financial Representative is 
already a DWP benefit appointee then completion of an agreement form is not 
necessary. 

 
12. Postal/Electronic Assessments 
The clerks will send out assessments either electronically or by post but they 
must be returned by post and all applications must be evidenced by original 
documents to substantiate the claim. A reminder is sent after 4 weeks if there 
has been no response and if after a further two weeks there has been no reply 
a letter will be sent explaining that a maximum charge will be instigated until 
details are received. 

 
13. Appeals 
13.1 People have the right to appeal about their assessment. The FAB 

manager will allocate another Visiting Officer to the case who will 
conduct another assessment. 

 
13.2 If somebody wishes to appeal against any decision made by the DWP 

they should be referred to the Citizens Advice Bureau or a relevant 
voluntary body. 

 
14. Deprivation of Capital 
14.1 The Local Authority may feel that a person has deprived themselves of 

capital or property in order to avoid or reduce their contributions. It is the 
responsibility of the person to prove that they no longer have a resource 
and failure to do so will result in the Local Authority treating the person as 
if they still possess the capital or property. 

 
14.2 In the case of property the Deferred Payments Team can check the 

details of ownership and the date when this took place with the Land 
Registry. 

 
14.3 The FAB Team Manager must ultimately decide if deprivation has taken 
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place.   Legal and Democratic services can advise on how intent is 
determined. 

 
15. Friends and Relatives 

 
15.1 Visiting officers must never assess a person who is personally known to 

them in any other than a professional capacity. 
 
16. Income/ Benefit Maximisation Assessments 
The primary function of the FAB team is to raise income to support the 
services that the Local Authority commissions. It is recognised, however, that 
income/benefit maximisation can assist in the process but there may be some 
people who request this service who are not in receipt of a service from Adult 
Social Care for which a charge is made. They will take a lower priority to 
those people who may have to pay a charge to the Local Authority. 

 
17. Disabled Facility Grant Assessments 
17.1 This assessment is intended to calculate the individual’s /  parent’s / carer’s ability to 

finance the amount they have been asked to contribute towards  
an essential adaptation on their home. The application will already have 
been considered by the relevant local council who have been unable to 
fund the entire cost of the adaptations. 

 
17.2 A detailed assessment of income and expenditure is required to calculate 

to what extent the individual/parents/carers can afford to finance a loan to 
fund the works and to advise the occupational therapist in order to prepare 
the figures to take to panel to fund the shortfall. 

 
Stage Two- Review 
18. Adults Residential 
The Strategic Commissioning Section agree an annual uplift of fees to care 
homes each April, which coincides with the annual increase in benefit rates. 
All residents or their nominated Financial Representives are sent letters, 
which detail the new contributions. Residents who have an income in addition 
to their state benefits will be sent a financial assessment form and asked to 
complete and return it. 

 
19. Adults Short Breaks 
People who have regular short breaks should also be reviewed.  

 
20. Adults Non-residential 
It is the responsibility of Visiting Officers to identify people who are due an 
annual review and to check the lists for accuracy. If a person is no longer in 
receipt of a service they must be deleted from the list and the open 
assessment ended. 
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21. Closure 
FAB referrals are filed in date order. A rolling filing system is used and they 
are destroyed after two months. Assessments are archived in accordance 
with the Records Management policy. 

 
Practice Guidance 
22. The Referral Process 
22.1 Referrals can be sent to the FAB team by e-mail to the FAB team 

mailbox, by post or by ERIC. Referrals will be prioritised according to the 
degree of urgency. 

 
22.2 Where there has been an assessment within the last 12 months and there 

is no obvious change in circumstances the referrer will be informed and no 
further action will take place. 

 
22.3 If the interested party on the referral sheet differs from the financial 

representative on FAB/ERIC then the clerk needs to investigate this with 
the referrer. 

 
22.4 Appointments should be made within 5 days of receipt of the referral by 

telephoning the individual or interested party and a mutually agreed time 
reached. Appointments can only take place between 9.30am-4.00pm 
Monday to Friday. It is important that the clerk explains who requested the 
visit and the reason for it and advises on the documentation that needs to 
be made available to the visiting officer to verify income, capital and the 
where appropriate, proof of financial representative status. 

 
22.5 In cases where there is no telephone, a postal appointment must be 

made which gives at least two weeks notice. 
 
Assessment – Adults 
23. Non-residential care 
23.1 If a person chooses not to disclose their income and capital at any stage 

in the process then they will be given a Declaration A form to sign 
confirming that they will be charged the maximum amount. 

 
23.2  Visiting officers need to read the following information on an 

individual before they visit: 
x The referral and any other information on ERIC 
x The FAB system 

 
23.3  Visiting officers must always show their I.D. and explain the process to 

people or their Financial representatives. All income and capital must be 
verified. 
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23.4  Capital should always be checked first to ascertain if the individual has 
savings in excess of the capital savings limit and then only a Declaration 
A needs to be signed confirming that the person agrees that they will be 
subject to the maximum contribution. This can save time for all parties. 

 
23.5  Under expenses, it is important that visiting officers check the actual 

amount of rent paid and not what is due  because housing benefit may be 
in payment. N.A.F.A.O. (the National Association of Financial Assessment 
Officers) gives guidance on average costs for such items as heating 
costs, water etc. 

 
23.6 People who are part of a couple can be offered a ‘better off’ 

calculation when the partner’s income is taken into account and the 
lower charge of the two is used. A benefit check can be offered to a 
partner. 

 
23.7 The Visiting officer will explain the billing process and how a direct 

debit can be set up. 
 

24. Residential care 
24.1 The same initial process as detailed in 23.1 should be followed. 

 
24.2 If DLA or AA are in payment, the Visiting Officer must inform the 

individual that their entitlement will cease four weeks after entering 
residential care. It is the responsibility of the social worker/care manager 
to 
send standard letter 2b2 to the Disability Contact and Processing unit in 
Blackpool to inform them of the person’s  admission to residential care. 

 
25. Short breaks 
25.1 The same initial process occurs as in permanent residential care but 

household living expenses and disability related expenses are taken 
into account. 

 
25.2 A weekly amount is allowed to cover any standing charges in the 

home. 25.3The contribution can be backdated to the date the short break 

began. 

25.4The Visiting officer will explain the billing process and how a direct debit 
can be set up. 
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Children and Young People 
26. Introduction 
26.1 Although specific to services for children and families, these 

procedures  are consistent with the local authority’s approach to 
contributions. 

26.2 Children’s Services is not an income support agency for families where 
there are children for which it has no parental responsibility. Only in very 
exceptional circumstances can the Team assume such a role, and only 
with the agreement of the Head of Service for Children’s Services. 
 
The following categories will receive a service from the FAB team: 

 
 

Type of service FAB team involvement 
1.  Adoption 1) Income maximisation 

2) Assessing entitlement to an 
adoption allowance 

2.  Special Guardianship Orders 1) Income maximisation 
2) Assessing entitlement to a 
Special Guardianship Allowance 

3.  Residence order allowance (by 
people who were fostering before). 

Income maximisation only (full 
allowance always granted in these 
cases no assessment required). 

4.  Residence order allowance (by 
people who were not fostering 
before). 

1) Income maximisation 
2) Assessing entitlement to RO 
allowance (assessment same as 
adoption allowance). 

5.  Family and Friends care 1) Income Maximisation. 
2) Full assessment of income and 
expenditure for consideration of 
discretionary monetary assistance. 

6.  Private Foster Care Income maximisation only 
7.  Disabled Facility Grants 1) Income maximisation 

2) Assessing entitlement to a 
Disabled Facility Grant 

 

27. Adoption Allowances 
 

27.1 Adoption allowances are agreed by the Adoption Panel, which will 
have already decided that adoption by the prospective adopters is in the 
child’s best interests. The FAB role is not to look at contributions but to 
consider the level of allowances prospective adopters might receive. 

 
27.2 The Adoption Panel will need to be satisfied that unless an allowance 

is paid, the prospective adopters would not readily adopt the child, and 
that is the only reason preventing the adoption. The social worker will 
have reached this provisional conclusion before referral to the FAB team 
for a financial assessment, including income/benefit maximisation. The 
FAB team will visit the applicants to carry out the assessment. 
Sometimes a joint visit with the social worker may be appropriate. 
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27.3 The maximum allowance payable will be the basic fostering 
allowance for the age of the child, plus clothing allowance and less 
Child Benefit. 

 
27.4 An adoption allowance will continue for as long as the child remains 

in full time education, up to the age of 21. 
 
27.5 The FAB team will send their calculation of the allowance payable to the 

social worker who will present it to the Adoption Panel for agreement, 
before notifying the Finance Officer (lead role for foster care payments). 

 
27.6 Adoption allowances can be paid from the date of placement. A written 

offer of the agreed allowance must be sent by the social worker to the 
adopters, who must return the agreement in writing. This information must 
be copied to the Finance Officer (lead role for foster care payments) in 
Shire Hall for payments to commence. 

 
27.7 Recipients of adoption allowances will be required to inform Children’s 

Services of any significant changes in their financial circumstances. The 
FAB team will review allowances annually. 

 
27.8 If adopters who are receiving an adoption allowance move outside 

Gloucestershire, the allowance will continue to be paid. Similarly, it will be 
expected that adopters receiving an allowance moving into the county will 
continue to receive their allowance from the authority which originally 
agreed it. 

 
28. Special Guardianship Allowance 

 
28.1 The social worker, supported by the fieldwork team manager, must 

obtain agreement in principle from the Head of Service before asking the 
FAB team to carry out a financial assessment. The FAB team will also 
carry out an income/benefit maximisation review. 

 
28.2 The completed assessment will be returned to the social worker to be 

sent with the final report for the Head of Service, requesting authorisation 
of the allowance. 

 
28.3 The allowance will be paid from the date the Special Guardianship order 

is made. 
 

28.4 The level and duration of the allowance will be decided on the 
circumstances of each individual case. 

 
 
29. Residence Order Allowances (Foster Carers) 

 
29.1 The preferred option for permanence for children who are to remain with 

foster carers will be for the carers to apply for a residence order. This will 
be supported by a residence order allowance which will not be means 
tested. The Children’s Placement Panel will agree the allowance. 
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29.2 The social worker will refer the foster carers to the FAB team for an 
income/benefits maximisation check. An appointment will be set up by the 
team clerk and the Visiting Officer will assist with any benefit claims, which 
seem appropriate.  

 
29.3 Once any claims have been completed, the social worker will inform 

the Panel who will make a decision about the allowance. 
 
29.4. If foster parents who are receiving an allowance move outside 

Gloucestershire, the allowance will continue to be paid. Similarly, it will be 
expected that foster parents receiving an allowance moving into the county 
will continue to receive their allowance from the authority, which originally 
agreed it. 

 
29.5. A residence order allowance will continue for as long as the child 

remains in full time education, up to the age of 21 and be subject to annual 
review. 

 
30. Residence Order Allowances (Non Foster Carers) 

 
30.1 The payment of residence orders by the County Council is discretionary 

and generally non- foster carers will not be entitled to them.  
 

30.2 Financial support will be in the form of one-off “set up” grants, which 
are authorised by the fieldwork team manager. 

 
30.3 In exceptional circumstances a social worker and their line manager can 

request payment of a residence order allowance by obtaining agreement in 
principle from the head of service before contacting the FAB team for an 
income/ benefit maximisation to be carried out in the usual way. 

 
30.4 The allowance will be paid from the date the residence order is made but 

the level and duration of the allowance will be decided on the 
circumstances of each individual case. This is different to adoption and 
residence orders (foster carers) because support for non-foster carers is 
support to families in need, helping them to care for their own children, 
whereas adoption and residence orders (foster carers) allowances are for 
the support of children for whom Children’s Services  has a legal 
responsibility. 

 
31. Family and Friends Care 

 
Social workers will refer Family and Friends carers to the FAB team for 
income/benefit maximisation service. A full, detailed assessment of income 
and expenditure is required to enable the social worker to calculate if a 
discretionary payment is necessary. Payments to support Family and Friends 
Care are at the discretion of the fieldwork team manager.  
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32. Private Foster Care 
 
32.1 Families where there is a Private Foster Care agreement in place can be 

referred to the FAB team for the income/benefit maximisation service. 
 
32.2 For the purposes of this process, families with private foster care 

agreements must be open cases with an allocated field social worker, 
where a core assessment has been completed. 

 
33. Assessing the allowances paid to adoptive parents and 

people with residence orders 
 
33.1 The assessment is to a large extent a mirror image of the contributions 

system. A person on any benefit which would give them a nil charge were 
they the parent of a looked after child will be granted the full allowance. 
Other parents will be assessed as if they were the parent of a looked after 
child and any assessed ‘contribution’ will be deducted from the full 
allowance. 

 
33.2 There is a difficulty with Child Benefit. If the parent is on Income Support 

or income based Job Seekers Allowance any Child Benefit they receive for 
the child will be deducted from their benefit entitlement. If they are claiming 
Child or Working Tax credit the Child Benefit received does not count as 
income. To rectify this, any Child Benefit received is deducted from the 
allowance granted for the child they have the residence order on, except 
where the families are in receipt of Income Support or income based Job 
Seekers Allowance. 

 
33.3 Income 

 
The income, which is taken into account, is the following: 

 
Net salary of both partners (see guidance on charging if natural parents 

are separated). 
Child Benefit 
Other benefits e.g. Incapacity benefit, but not Disability Living Allowance, 

Attendance Allowance, Housing Benefit, or Council Tax benefit. 
Family element of Child Tax Credit (if parent is in receipt of this benefit). 
Maintenance from CSA, Court Order or private agreement. 
Pensions 
Other income such as interest on savings, income from tenants or lodgers 

etc. 
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33.4 Allowances 

 
The allowances are the following: 

An amount equal to the family’s basic Income Support personal allowances 
Housing costs (e.g. mortgage linked endowment policy premiums, rent 

net of any housing benefit, council tax net of any reduction or benefit, water 
rates or payments, buildings and contents insurance premiums). 

20% of net income 
Payments into any private pension scheme 
Home improvement loan repayments 
Travel to work (if excessive) 
Disability related expenses 
Maintenance payments 

 
33.5 Assessment 

 
The assessment of a parental contribution (or the assessment of the 
deduction made from the full allowance) is done as follows: 

 
The total of the allowances are deducted from the total income. The charge is 
¼ of the first £1.00 of the balance plus ½ of the second £1.00 and ¾ of the 
remaining balance. 

 
34. Children and Young People’s review 
34.1 The Finance Officer (lead role for foster care payments) notifies the FAB 

team of the annual reviews. The clerks send out the self - assessment 
forms to foster parents and adoptive parents and these are all returned to 
Gloucester. The forms are then sent to the relevant area offices for 
processing. 

 
34.2 Assessments are made using the standard Excel spreadsheet and a 

copy should be made for the FAB team records before the completed 
assessments are returned to the Payments office.  

 
34.3 Parents may wish to appeal but since there is very little discretion in 

assessments within Children’s Services there is very little success. 
 
35. Implementation 
Since this policy has been built on current practices within the FAB team, it is 
not anticipated that there will be major implementation problems. It is intended 
to be a reference manual for new staff and whenever queries arise. 

 
36. Monitoring and Review 
The effectiveness of this policy will be monitored through staff supervision and 
the complaints procedure. The policy will be reviewed in accordance with the 
current reviewing system. 

 


