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Individualised Funding (IF)

Handbook
Direct payments for disability support and services

Individualised Funding (IF)

Individualised funding is money paid by the Ministry of Health directly to someone assessed by a NASC agency, as needing support or services. The individual can then purchase the required support with this money. A person, or parent/whanau/guardian caring for a child requiring support, can also apply to manage direct payments.

The Ministry of Health contracts with Manawanui InCharge to develop and deliver an IF ‘pilot’ in New Zealand. 

This Handbook provides information to help you to decide if direct payments will benefit you.   

If you do decide to go ahead and apply to receive direct support payments then this Handbook is designed to supplement the support that Manawanui InCharge will provide. 

Frequently Asked Questions about IF

The following is a selection of the most commonly asked questions we receive:

1. How would receiving direct payments be any different from what I have now?

There is no single answer to this as people experience their current services in a variety of ways.  However, the biggest difference is that under IF you direct when, how and by whom your supports will be delivered.  This flexibility does come with some responsibilities; however it is our job to make the tasks and responsibilities as clear and easy to manage as possible.

2. What do you mean by ‘direct when, how and by whom’?

‘Direct when’ means that you will have the control over the time supports are provided. For example, you may want to come home late on a Saturday night.  It can be difficult for providers to find a person who can support you at that time.  With direct funding you could organise for someone to support you at the times you require. 

‘How’ can mean, for example, that one day you may choose to go out for a meal rather than have a support person cook for you.  In this instance the support person may use that time to take you to the restaurant, rather than cook the meal in your home. Of course, support funds could not be used to pay for your meal, just as you are expected to pay for your own groceries when your meals are prepared for you at home. 

‘Whom’ may mean someone you know within your personal networks or community, someone referred to you by someone else, or a person who you employ as a result of placing an ad in a newspaper.   What is important is that you feel you can have a good relationship with them, that they can, or are able to learn how to support you safely, and that you can trust them to be reliable.
3. Can my husband or wife be my support person?

Your paid support workers must not be relatives who live in the same home as you.  This includes: husband, wife, parent, stepparent, brother, sister, child, grandparent, partner etc.  The Government’s current position is that support services funded by the Government are for the purpose of supplementing the support that families naturally provide for each other.

4. What level of support will I get?

NASC services will continue to assess you and your unique situation for the level of support that you need.  Under IF you will continue to receive that level of support that the NASC agency recommends.  Should your needs change, the NASC agency will complete a reassessment of your needs, and inform Manawanui InCharge of any change to your services.

5. What if I am a parent of a child who accesses support services?

Parents or guardians can manage direct payments on behalf of their children. 

6. If a person has an intellectual disability can they receive direct payments?

The eligibility criteria for receiving direct payments are:

· The person needs to meet the Ministry of Health’s definition of disability; 

‘People with a lifelong disability of any age with physical, sensory or intellectual impairment (or a combination of these) who first access disability services before age 65, for whom the impairment(s) is expected to be at least 6 months duration and affect independent functioning to the extent that ongoing support is required’, and 

· The person’s, or child’s, assessed needs must fall within the high or very high range of the MoH SPA Guidelines as assessed by a NASC Service Facilitator and to have been stable over a period of 6 – 12 months.

By these criteria a person who has an intellectual disability can access direct payments, although it may be that a third party will be required to manage the funds on their behalf.  This person may be a family member, a guardian or an advocate.  Importantly, the third parties should be prepared to commit themselves to the role for a significant period of time.

7. How would I know if I was within the high or very high range of the SPA Guidelines?
It may tell you on the Service Plan that you will have received from your NASC agency; otherwise you will be able to find out by phoning your NASC Service Facilitator.

8. Are they the only criteria or is there something else I need to know? 
Because of the responsibilities involved in managing direct payments there are other aspects that you need to be aware of before deciding that IF is for you.

You will also need to comply with the following requirements (Manawanui InCharge will provide support with this):

· Managing the administrative requirements of budget holding, including managing and accounting for the expenditure of the funds allocated to you.

· Be aware of the type of support you require, when it is required, and the ways in which that support should be provided.

· Be capable of scheduling your supports as well as making alternative arrangements to ensure that your requirements are met in case a support worker is not available at a scheduled time.

· Be willing to accept training or support in managing support workers. 

· Be capable of understanding and carrying out the responsibilities of an employer of one or more support workers, including:

1. Recruiting, hiring and supervising support workers.

2. Directing and communicating with support workers, including training them to meet the requirements of Occupation Safety and Health (OSH).

3. Have Employment Agreements and keep time sheets for support workers.

4. Manage and administer payroll functions, IRD deductions and ACC levies, or engage a payroll service to perform these duties on your behalf.
5. Invoice the payroll service for IF payments.

· Be prepared to undertake the functions referred to above and to assume the responsibility and risks in undertaking those functions.

9. Do I have to be an employer or can I treat my support workers as self-employed contractors?

Manawanui InCharge has consulted with IRD and sought a legal decision on this, which you will be provided with. When you have read this material you and your support workers can decide whether or not they meet the IRD's criteria for being self employed contractors rather than employees. This is not a decision that Manawanui InCharge can make on your behalf, and we recommend that you seek advice from an accountant.

 It should be understood that all the experts we have consulted with on this
matter have advised us that the IRD would view the relationship between a
disabled person and their support worker as being one of an employer and
employee. Should you choose to ignore this advice you may be putting
yourself at risk of some form of action from the IRD.
 
10.  Are there any risks with being an employer?

Risk is a subjective term and managing direct payments is only as risky as you are unprepared.  You will have the option of taking out Employer Liability Insurance to insure against an Employee Relations or Health and Safety issue.  We also encourage you to be as informed as possible on what it takes to be a good employer and how to provide a safe workplace.   

It has been our experience that people who have been receiving direct payments find the benefits far outweigh any risks that exist.

11.  I’ve heard that IF is still a ‘pilot’ program, might the option be taken away from me in the future?

Individualised Funding is an international trend in the delivery of support services to disabled people.  There is good international research to demonstrate that it works extremely well, and we are confident that it will continue to be an option here in New Zealand.

12.  What support can I purchase with IF?

Your NASC assessment will have identified your support needs and those needs will have been prioritised by you.  In your Service Plan they will have allocated the number of hours that you will receive. That information will be included on the Referral Form that the NASC will send to Manawanui InCharge.

Direct payments are restricted to those hours assessed for Personal Care (PC) and/or Household Management (HM). All other types of support, such as Carer Support or Respite Care, will continue to be managed by your NASC agency.

The total number of hours available to you will not exceed what you have been assed as requiring to meet your needs.

13.  What do I need to do next if I am interested in IF?

Contact your NASC agency and discuss with them whether you meet the eligibility criteria for a referral to Manawanui InCharge.  If you do, then they will refer you to Manawanui InCharge who will make contact with you.

14.  What happens if I am not happy with the service I receive from   Manawanui InCharge

While we will work with you in a way that we hope meets your expectations, we understand that you have every right to complain if you are not happy with our service.  Manawanui InCharge has a complaints process in place and you will be given a copy of it when you are considering IF as an option.

Applying for IF

A Referral Form needs to be completed with a NASC Service Facilitator for people who have been receiving direct funding previously, or for people who are considering changing from receiving provider services to managing their own supports or services.

The Referral Process

Referral Forms are completed by NASC agencies as a result of a request by a person wishing to consider IF. The information on the Referral From is for Manawanui InCharge’s purposes only and the information on it will be kept confidential.

Manawanui InCharge will acknowledge the receipt of your referral and will respond to you within three working days of receiving Ministry of Health approval.  It may be that Manawanui InCharge has to get more information from you or from the NASC but if there were to be a delay beyond three days you would be notified.

Where possible, one of Manawanui’s representatives will meet with you and explore the various options for managing your payments, assist in the process of finding support staff, and work through the necessary paperwork. Be prepared for the entire set-up process to take several weeks as we are required to fit in with Ministry payments systems.

NOTE:

Be cautious about advising potential support workers what they will be paid as a verbal agreement can be considered a binding agreement in employment matters.

There are several aspects that make up an hourly wage.  These are:

· Net pay

· PAYE (tax)

· ACC levies

· Annual leave loading

· Public holiday pay

· Provision for sick leave etc

· Cover when a support worker is on annual leave

· Administrative fee to a payroll service (if you use one) 

If a mistake is made initially it can be very difficult to correct without hours needing to be reduced to recover and to stay within budget.  Therefore it is important that you discuss pay scales with us prior to having a pay discussion with an employee.

If you are not sure what to pay a person, then Manawanui InCharge can offer some advice.

Managing IF Payments

There are several possible approaches for managing your direct payments:

1. Managing the payroll function yourself Not recommended in most situations).

2. Accessing the services of a professional payroll service to undertake the payment process. 

3. Under certain circumstances, contracting self employed support staff, who would be responsible for paying their own PAYE, ACC etc., or

4. A combination of any of the above.

NOTE:

In some circumstances individuals have chosen to approach various organisations to ‘host’, or manage, their direct payments on their behalf. This might involve the host organisation assuming the role of the employer, performing payroll functions, and providing support in recruitment etc. The Ministry of Health has decided to wait on the outcome of their review into IF before supporting this as an option for those managing direct payments. 

Managing the payroll function yourself

Some individuals will have managed the payroll function before, own a business that payments can be processed through, or be keen to learn how to do it themselves. Those individuals who manage the payroll functions themselves will have the same responsibilities as those described below for the payroll agency.  A person would have to demonstrate an ability to manage these functions independently. We are happy to discuss this with you.

Accessing the Services of a professional Payroll Service

Many small businesses, or self-employed people, subcontract a tax agent, accountant or professional payroll service to undertake the management of their accounting or payroll functions.  This is generally because employment legislation changes, calculating PAYE, annual leave entitlements, sick pay etc have their own specific rules to follow.

What Would a Payroll Service Do? 

The payroll function, whether provided by an accountant or payroll service would undertake the following:  calculate salary payments, deduct PAYE, ACC, KiwiSaver deductions, and student loans, make payments to the IRD and ACC, process sick and holiday pay, annual leave, maintain records, and invoice the MoH etc. 

Roles and Responsibilities 

In regards to payments, individuals are always ultimately responsible for: 

· Being the employer of the support workers

· Giving the payroll service accurate and timely information, including timesheets and bank account details 

· Keeping accurate staff records

· Making all records available for review by Manawanui InCharge

· Signing an agreement with the payroll service for the provision of services

· Ensuring the payroll service is paid for their service

Payroll services have responsibility for ensuring: 

· All wages processing complies with government legislation 

· Salary payments to support workers are paid on time

· Individuals receive accurate information to enable them to meet all their responsibilities 

· Reports are provided showing cash flow, including deductions made for the payroll service fees

· Payments are made to IRD and ACC

· Charges for the payroll service are transparent

Manawanui InCharge has the responsibility to: 

· Monitor IF payments and the paperwork that supports them 

· Ensure the IF payment is used to meet the needs of the person as identified and prioritized within the needs assessment 

· Provide individuals with the option of a payroll service they could use

Paying a Payroll Service 

Any charges for a payroll service will be included in the costing of the IF payment as outlined in the referral from the NASC agency following the needs assessment.   Any payments made to support workers and payroll services cannot exceed the gross hourly amount paid to MoH contracted providers for that service.

Examples of types of charges: 

· A set up charge

· Fixed sum charge per month or per payroll processed 

· Hourly rate for services rendered

Some payroll services may also charge an additional fixed annual charge to cover end of year financial submissions required by the Inland Revenue Department. 

As of January 1st, 2008, the payroll service contracted to Manawanui InCharge combines all charges into a ‘flat hourly deduction rate’. This has been done to provide absolute clarity around payroll fees and to provide a fee structure that is fair to all individuals receiving direct payments through Manawanui InCharge – past structures have significantly disadvantaged some of our clients. We are confident that you will find our fee structure advantageous and competitive.  

It is normal practice for payroll services to review their charges annually. 

As a contractor, taking on ‘self employed’ support staff

Some support workers may want to be self-employed.  However under New Zealand law this is very difficult.  Almost the only situation where it might be possible was if the ‘contractor’ had a Support Provider Company and provided services to more than one individual.  If this isn’t the case then the person will be viewed by the IRD as an employee and possibly face action for incorrect tax payments.

To avoid any issues, please discuss it with Manawanui InCharge before considering contracting for services. 

An individual may choose to purchase some relief staff from an existing Provider Agency and in this situation they would be purchasing a service rather than support and the provider pays the wages to the support worker.



Contact us for more information on:

Phone:  09 444 8440
Fax:  09 444 8439
Free phone: 0508 INCHARGE (0508 462 427)    

Email:  info@incharge.org.nz
Website: www.incharge.org.nz 

IF Handbook Dec/07
Page 8 of 9

