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What is a Direct Payment?  
  

If your child is entitled to Short Break funding, then you can 

choose to receive the money from the Council to arrange the 

short break yourself rather than the Council arranging it for your 

child.  

This is known as receiving a Direct Payment (DP). Direct Payments 

give you greater freedom and control but also place certain 

responsibilities on you. 

However, you don’t have to manage a Direct Payment by yourself, there is 

help. This brochure will explain all the options available to you.  
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What can a Direct Payment be used for?  
  

You can use the short break funding received as a Direct Payment 

to pay for extra support which your child needs to access activities 

and services. Your child’s social worker will discuss your child’s 

needs with you and will carry out an assessment to create a Care 

Plan. It will include information about what your Direct  

Payment can be used for and how much you will receive. Before 

the Direct Payment set up process can begin, the Care Plan will 

need to be agreed by the Care Panel. The panel is made up of social 

care professionals and service managers. You will be notified of the 

Panel’s decision.  

  

How much will I get?  
  

This will depend on the Care Plan agreed by the Panel. 

Example: The current rate for one-to-one support for 

a child is £16.62 per hour.  

   

  

  

  

  

  

Example of one year’s Direct Payment for one-to-one support  

Term Time: 2 hours per week x 38 school weeks x £16.62 per hour = £1,263.12  

Holidays: 12 hours per week x 14 holiday weeks x £16.62 per hour = 2,792.16  
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This totals £4,055.28 which is then divided over 52 weeks, which 

brings the Direct Payment to £77.99 per week.  

Payments are usually paid every two weeks. 

 

Do I have to manage the Direct Payment?  
  

No, you don’t have to manage the Direct Payment if you do not feel 

this is something you wish to do. The Council has a contract with a 

company called Ruils who can provide help and support in 

managing your Direct Payment. You will not be charged for this 

support. Your social worker will talk you through the available 

options.  

  

Direct Payment options  
  

The table below shows the three most common ways in which a 

Direct Payment can be managed.  

  

  

  Self-Managed 

by Parent  

Designated 

Account  

Ruils  

Managed  

Account  

Who holds the 

money?  

  

Parent  

  

Parent  

  

Ruils  

Who provides  

Employer Support  

  

None provided  

  

Ruils  

  

Ruils  
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Who hires the 

Personal 

Assistant (PA)?  

  

  

Parent  

  

Parent or  

Ruils  

  

Parent or  

Ruils  

Who will pay the 

Personal 

Assistant (PA)?  

  

  

Parent  

  

  

Parent  

  

  

Ruils  

Who keeps financial    

  

Parent  

  

  

Parent  

  

  

Ruils  

Records and provides  

them to the Council?  

  

There are other options available, which you can explore with 

your social worker.  

 

Direct Payment managed by parent  

If you decide to manage the Direct Payment yourself, this is called a 

Self-Managed account. This option gives you the freedom to choose 

a short break tailored to your child within the agreed Care Plan.  

This option comes with additional responsibilities, which 

are explained below.  
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If you need to speak to someone about the process, please contact the  

               Business Support Team telephone: 020 8871 7246  

or  

email: csdirectpayments@richmondandwandsworth.gov.uk  

  

To contact the social worker team please call the Duty line on 0208 

871 6622 (option 1, then option 5 for Supporting Disabled Children’s 

Service) or email the Duty worker on: 

supportingdisabledchildrenduty@richmondandwandsworth.gov.uk  

  

Remember: If you choose Ruils to provide you with support they will manage 

all or some of the Direct Payment tasks, depending on what you need, with 

no charge to you. Please discuss this with your social worker.  

  

Q Do I have to hire a Personal Assistant (PA)?  

  

No, you don’t, it is entirely up to you. You can hire a Personal 

Assistant (PA) if you think that’s best for your child, but you can 

also hire an agency to find you a Personal Assistant (PA). However, 

if you do that, you may have less say in who works with your child.  

  

Q Can I hire a member of my family or a friend?  

Generally, you cannot hire a member of your family, or someone 

who lives with you. You may be able to hire a friend/family member 

in exceptional circumstances, but you will need to discuss this with 

your social worker first.  
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Q How do I hire a Personal Assistant (PA)?  

First, work out what experience, skills, and responsibilities you 

want your child’s PA to have, then put together a job description. 

You will also need to create an application form for a prospective 

candidate to complete. You can then advertise for the position.   

 

           Q Where can I advertise for a Personal Assistant?  

There are many places you can advertise for a Personal Assistant 

(PA), some are free, and some may charge you. These include job 

centres, nurseries, schools, libraries, supermarket notice boards, 

and online websites. You can also ask any friends or family if they 

know anyone suitable.  

  

When you advertise you must ensure that your advertisement 

complies with the anti-discrimination laws. This means it does 

not discriminate on the basis of age, gender, religion, disability, 

race, culture, or sexual orientation. You should also not include 

in the advert any personal details like your full home address.  

  

Q Will I have to interview potential Personal 

Assistants?  

Yes, you will need to arrange to interview the applicants to 

find the most suitable person. We would advise that your 

initial meeting is  

in a public place and then if you wish to progress with the 

applicant, you could let them meet your child in your home, but 

it is entirely up to you.  
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These are some examples of questions you may want to ask potential 

applicants:  

• What training and qualifications do you have?  

• How long have you worked with 

children 

• What experience do you have 

working with disabled children?    

• Can you describe some techniques, strategies, and 

processes you use?  

• What are your thoughts about disabled children in 

society?  

• What would you do in an 

emergency?  

  

For more information on hiring staff visit the government 

website www.gov.uk/employing-staff  

  

Q What happens once I have chosen a Personal 

Assistant?  

Once you have decided on the person you want to hire, there are 

several steps you need to take to become their employer. These 

are listed below:  

1. Formally offer them the job, in writing via email or letter, but 

avoid making an offer verbally or by texting.  

2. Confirm their identity using a valid document like a Passport, 

EU ID card or photo driving licence.  

http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
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3. Confirm their address using a valid document like a bank 

statement or utility bill (we recommend that the document is 

not older than 3 months).  

4. Confirm they have the right to work in the UK and keep 

evidence for your records.  

5. Request an Enhanced Disclosure Barring Service (DBS) check 

to ensure they are not banned from working with children. 

More information can be found at www.gov.uk/employing-

staff  

6. Request two references from either previous employer or a 

professional who knows them such as doctor, teacher, lawyer, 

or an official.  

7. Obtain permission to share their details with the Council in 

writing, as this is required under the data protection 

regulations (GDPR).  

8. Obtain their bank details on an official document like bank 

statement or bank letter as required by anti-fraud regulations. 

You need to be able to pay their wages straight into their bank 

account.  

9. Issue an employment contract.  

  

You will need to carry out these steps even if you know the person 

you are hiring and every time you change Personal Assistants (PA) 

otherwise the Direct Payment may be delayed or in some cases 

suspended.  

 

 

 

http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
http://www.gov.uk/employing-staff
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Ruils can provide support at no extra cost which will include 

employing a Personal Assistant (PA), advice on recruiting, hiring, 

DBS checks, employment contracts and paying your Personal 

Assistant (PA). Visit: www.Ruils.org.uk  

  

  

             Q Does my new Personal Assistant need a contract?  

Yes, you should have a written contract of employment with 

your Personal Assistant (PA). The contract sets out the rights 

and responsibilities for you and the Personal Assistant (PA).  

  

Q How do I pay my Personal Assistant?  

You will need to register as an employer with Her Majesty’s 

Revenue and Customs (HMRC) – the authority responsible for Tax 

and National  

Insurance. You will also need to register your employee for PAYE 

(Pay As You Earn). This is required because you will be responsible 

for deducting Income Tax and National Insurance (NI) for your PA. 

HMRC will send you details on how to correctly pay your Personal 

Assistant  

(PA).  

  

Q How much can I pay my Personal Assistant?  

When calculating your Personal Assistant’s (PA) pay you will need 

to bear in mind any deductions that you need to make from their 

pay. These include Income Tax and National Insurance (NI), and 

http://www.vibrance.org.uk/
http://www.vibrance.org.uk/
http://www.vibrance.org.uk/
http://www.vibrance.org.uk/
http://www.vibrance.org.uk/
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any contributions you will need to make, like holiday pay, pension. 

etc. Even though the Council pays £16.62 per hour, after all these 

deductions your Personal Assistant (PA) will receive less than this 

and depending on their personal circumstances it will be around 

£14.00 per hour.  

  

Q What if I want to pay my PA £16.62 per hour or more?  

You can top up the hourly rate with your own money and pay 

your Personal Assistant (PA) £16.62 per hour or more. However, 

you will only receive £16.62 per hour from the Council.  

  

   

For more information on becoming an employer including advice 

on recruiting, hiring, DBS checks, employment contracts and 

paying your employee visit the government’s advice pages:  

www.gov.uk/browse/employing-people  

  

Q Do I need to buy an insurance policy?  

Yes, as an employer you will need Home Employment Liability 

Insurance. This will cover any accidents your Personal Assistant 

(PA) has at work.  

You should also consider Employers’ Indemnity Insurance, which 

will cover any legal costs you may have if you have a dispute with 

your Personal Assistant (PA). You may find some companies cover 

both types of insurance under one plan.  

  

http://www.gov.uk/browse/employing-people
http://www.gov.uk/browse/employing-people
http://www.gov.uk/browse/employing-people
http://www.gov.uk/browse/employing-people
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If your Personal Assistant (PA) will be using your car you may need 

to add them to your car insurance policy.  

  

Q What if my Personal Assistant is Self-Employed?  

If a PA is self-employed, they must provide you with an invoice 

and the timesheet for the hours they have worked, and you will 

simply pay it. You will not be responsible for deducting Income 

Tax or National Insurance (NI) or paying their holiday or sick pay. 

  

However, many Personal Assistants (PA) believe they are 

self- employed when they are not, so you need to verify 

that first, otherwise you may be responsible for back 

payment of any deductions to HMRC and the Personal 

Assistant (PA).   

  

It is recommended that you ask your PA to provide their Unique 

Taxpayer Reference (UTR) which HMRC issued them when they 

registered as a self-employed person for Tax purposes. If they don’t 

have a UTR, you should ask your Personal Assistant (PA) to complete 

an anonymous questionnaire on the HMRC website, the details are 

in the box below.  

  

   

To help workers and potential employers determine if they 

can be considered self-employed for Tax purposes, HMRC 

provides an anonymous questionnaire, which can be found 

by visiting: www.gov.uk/guidance/check-employment-

status-for-tax   

http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
http://www.gov.uk/guidance/check-employment-status-for-tax
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Direct Payment supported by Ruils  

  

You don’t have to manage the Direct Payment yourself. The 

Council have commissioned a company called Ruils to support you 

with your Direct Payment at no cost to you. Ruils can help you 

manage the entire Direct Payment or some parts of it, for example 

recruiting your Personal Assistant (PA) or preparing a Payroll for 

them. Please speak to your child’s social worker if you think you 

may want to use Ruils.  

  

Prepaid Card Account  
  

Direct Payments are paid straight into the Prepaid Card account 

issued to you by the Council.    

  

Once your Direct Payments start, please upload all payments receipts, 

payslips, timesheets etc. to your Prepaid Card account portal. This will 

be monitored regularly by the DP officer.   

  

  

Keeping Track of Spending  
  

If you are managing the Direct Payment, then you will need to keep 

track of your spending.   

  

It is important that you keep track of spending as this will be 

monitored by the Council. If you are unable to account for your 
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spending this may cause your Direct Payment to be suspended. 

If you have difficulties in managing your Direct Payment 

account, you may be asked to switch to a Ruils Managed 

Account. 

 

What happens next?  
 

Once your Direct Payment has been agreed there are several steps that 

need to be completed for you to start receiving payments.  

  

1. You will receive from us a copy of Direct Payment Agreement and  

Care Plan, which you will need to sign and return to us. It will  

also need to be signed by a witness.   

2. You will receive Home Employer Liability Insurance 

information. You can choose a different insurer, but you would 

need to purchase a policy and send us the confirmation before 

we can release money.  

3. If you agree for Ruils to manage your Direct Payment, they will 

contact you and arrange a visit to take you through the set-up 

process.  

4. If you decide to hire a Personal Assistant (PA) yourself, you will 

need to send us a copy of the Enhanced DBS check and two 

references for approval. Ruils can also do that if that’s what 

you prefer. Speak to your social worker about involving Ruils.  
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After above steps have been completed, you should start receiving 

Direct Payments.  

  

  

IMPORTANT - Before a Personal Assistant (PA) can start working 

with your child, and start receiving money, you must provide us 

with a copy of clear enhanced DBS certificate and two 

references which must be approved by us. Without this 

approval your Personal Assistant (PA) will not be eligible to work 

with your child and your Direct Payment application will not 

progress.



 

 

 
   

  


