Understanding and
managing your cash budget
Giving you choice and control
over your care and support
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Welcome to your cash budget handbook
This handbook aims to provide you with all the information necessary to help you successfully manage
your cash budget. It contains step by step information about what needs to be done and things to
consider when purchasing your own care and support services.
A quick look through may leave you raring to go and wanting
to get things started. On the other hand, it may leave you
daunted by the prospect of becoming an employer due to
the amount of information there is to take in or the number
of tasks involved to get you started. This needn’t be the case
as there are many people and organisations that can help
and advise you. Whether you are using your cash budget
to employ a Personal Assistant, or access services from a
care provider, much of the information you need to do this
accurately and safely is available in this information handbook
for you to follow.
Support is on hand to help you every step of the way in
utilising your cash budget, ensuring you receive the most
appropriate support to meet your social care needs. Most
importantly you can decide who will support, help and work
with you and what they will do.

rochdale.gov.uk/mycare
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Understanding personal and cash budgets
A personal budget is money that you will receive following an assessment which has shown that you are
eligible for social care support.
The financial assessment will review all sources of personal
income and capital and will also check that you are receiving
the correct benefits. Once the financial assessment has been
completed, we will tell you how much you need to pay or to
contribute towards your care.
A personal budget puts you in charge of your care needs.
You choose how to spend the money on the services you want
that will meet your eligible needs. You can choose to have a
cash budget which you or your representative can manage to
give you more control and flexibility over your care services
or you can choose to have a managed budget which can be
managed by Adult Care Services.
Cash budget
– you are in charge of managing your care package.
You recruit and pay for carers to fulfil your care needs.
You decide whether to use an agency or a friend/family member
(who does not live with you and who is not your main carer).
Managed budget
– we will work with you to manage your care costs and budget.
This booklet focuses on cash budgets. If you would like to discuss
a managed budget please contact your allocated worker.
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What you can spend your
cash budget on

What you cannot spend
your cash budget on

You can use your cash budget to buy support
that meets your social care needs, such as:

There are some things that you cannot pay for
using your cash budget, such as:

•	
Paying someone to support you – for example a Personal
Assistant (PA); PA can be a family member or a friend, who
does not live in the same household as you.

• Employing someone who lives in the same household as you.

•	
Services or equipment to support you to live as
independently as possible. Support can be provided to
explore the available options.

•	
Costs of everyday living that other sources of income would
normally pay for such as leisure/recreational activities,
household bills, rent/mortgage payments and shopping.
• Alcohol, cigarettes or tobacco.

•	
Paying someone to support you to access local community
activities, such as joining a group or course to help you
learn new skills and meet new people.

• Food and drink.

•	
Respite care to give you and your carers a short break.
This could be in your own home, with support from a PA,
at a care home or anywhere else that meets your needs.

• Gambling.

•	
A carer to support you to go on holiday. Your budget can’t
be used to pay for the holiday, but it can be used for the
additional support you require to enable you to go and
enjoy your choice of holiday.

This is not a definitive list and there may be exceptions as to
what the budget can be spent on. All planned spend has to be
authorised by Rochdale Borough Council.

•	
Health needs (including NHS treatments) and transport to
access healthcare.

• Anything illegal.
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Financial assessment and contributions
You may have to make a financial contribution towards your cash budget.
A financial assessment will be completed which will take
into account your current income and any capital. This will
determine whether you will need to fund all, or part, of your
care and support.

Setting up a bank account
When you have decided to take a cash budget,
you need to open a new bank account to enable
you to receive the money you will be paid.
The bank account must be solely used for transactions regarding
your cash budget. The details of this bank account must be
provided to the council so we can set up a 4-weekly payment of
your cash budget. The bank account will be audited throughout
the year and you will be expected to provide copies of bank
statements, payroll information and receipts of expenditure, such
as invoices, to show that money is being spent as agreed. If you
have been assessed to pay a client contribution towards your
budget, you will need to set up a standing order from your own
bank account to the account that holds your cash budget.
If you are paying for an accountant to manage your cash
budget, they will open a bank account on your behalf and
provide the necessary paperwork for audit purposes when
requested by you, as the employer.

Accountancy services
If you want the flexibility of a cash budget, but do not
wish to manage the budget yourself there is another
option that can be funded out of your budget.
An accountant can open and maintain a separate bank account,
to receive and make payment of all monies, on your behalf in
respect of your cash budget. Your allocated worker can provide
further information on this service.
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Employing a Personal Assistant (PA)
One of the many benefits of taking a cash budget is having the choice and control over who you employ to
provide your support and care. You can employ a PA through an agency or privately.

Employing a PA through
an agency
You may not want to employ a PA directly; instead you can
buy support through an agency. This means you wouldn’t have
the responsibilities of being the employer. The agency will be
the employer.
You will be charged a set hourly rate that will include:
• Staff wages.
• Employer’s national insurance contributions.
• Training.
• Completion of Disclosure and Barring Service (DBS) checks.
• Insurance checks.
You will have less choice over who will provide your support,
but you can suggest qualities that you would like your PA to
have, so the agency can try and match you with someone who
will best suit your needs. You should draw up a contract with the
provider and be able to arrange any support through them.
Always contact more than one agency, and check what they
can offer, before you make a decision.

Buying services and support
This is your opportunity to shop around and
choose who provides your support.
Buying support is no different than buying anything else from
the high street or internet.
To ensure you get value for money and avoid putting yourself
at risk, shop around: ask what the service provider can offer
you before purchasing your service.
Key questions to consider when purchasing services:
• What are they offering as a provider?
• Do staff provide high quality support?
•	If my usual PA is off ill, do they provide back up at short notice?
•	How much involvement do I have in who will provide me
with support?
•	What rates are charged on bank holidays? (Are there any
enhancements for unsociable hours?)
•	What rights do you have if you are not happy with the service?
Getting independent advice from family and friends may help
you with your decision. Take your time; make sure you fully
understand your rights and responsibilities. If the supplier is
reliable they will not try to rush or pressure you.
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Your guidance about the Care Quality Commission (CQC)
When accessing support from an organisation operating as a domiciliary care agency, (for example
home support) the first thing that should be checked is whether they are registered with CQC to provide
personal care.
You should always check that PAs have suitable qualifications
and experience (for example National Vocational
Qualification (NVQ) 4 – at least NVQ 3 and working towards
a Qualifications and Credit Framework (QCF) Level 5
Diploma in Care.
If the PA is only ‘self-employed’ and working entirely on their
own, with no other colleagues, then the PA is able to provide
support without CQC registration.
Please be aware there is very little protection when accepting
care from self-employed PAs claiming to be a business, and
it may be difficult to check whether they are actually trained
and capable to provide a suitable level of care.
Please note at present CQC registration only applies to those
services providing ‘personal care’. Support with shopping,
household tasks, accessing the community, for example,
does not require CQC registration.
You can find further support and guidance at:
www.ukqcs.co.uk
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Employing a PA privately
Please note: A self-employed PA must be registered with Her Ma jesty’s Revenue & Customs (HMRC).
HMRC rarely consider PAs to be self-employed. If your PA claims to be self-employed, you will need
evidence of registration for their employment.
As the employer you are in charge. Although this may seem
daunting, having the extra control and flexibility of employing
a PA privately can be worth the added responsibility.
When employing a PA you need to arrange the following:
• Finding your PA – advertising and interviewing.
• Insurance.
•	Managing your own payroll or using a payroll/accountancy
service.
• Registering with HMRC.
All of the above are covered in this booklet.
The initial set up to become an employer can be
overwhelming as there are many things to consider, but
there is support available to help you with this process to
ensure that your cash budget experience is as successful
as possible. Your insurance company, payroll provider and
some of the organisations listed on page 18 can provide
information and support.

Accountancy services
If you do choose this option you are still classed as the employer
and hold all responsibility over your employees (PAs).
Here are some examples of what an accountancy package
may offer:
• Open and maintain a bank account.
• Make payments to employees and HMRC.
• Record all transactions and support with the audit process.
• Prepare payroll paperwork.
• Provide payslips.
• Submit end of year payroll returns for HMRC.
There are several accountancy providers that may be able
to provide you with this support. The following information is
only intended to give an example of a company available to
provide an accountancy service:
• Moore Stephens Chartered Accountants
Please note: packages/costs may vary depending on which
accountancy provider you choose.
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Finding a private PA
There are many options for finding a suitable PA to provide
you with the support you need, such as:
•	Asking a family member or a friend, as long as they do not
live in the same household as you.
•	Advertising for a PA on the North West Personal Assistant
Register www.nw-pa.org. This site allows you to advertise
for PAs, look at registered applications and make contact
safely whilst remaining anonymous.
•	Advertising through your local Job Centre Plus – they can
assist you to advertise either in the centre or on their
website.
• Advertising in your local newspaper or newsagents.
•	Approaching support staff/carers at school, colleges and
day services.
However you decide to advertise for a PA, your safety must
come first. There is support available to help you with this
and advise on what information you should display when
placing an advert. Your allocated worker will be able to
provide advice and guidance.
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Considerations when becoming an employer
Employment law/employment rights
Employees have certain rights that must be adhered to by their employer. Some of these are statutory,
which are legal rights based on laws passed by Parliament, and some will be outlined in the contract of
employment, which is drawn up by the employer.
Maximum weekly working hours
–	48 hours is the maximum amount of hours an employee
can be made to work in a week, unless they choose to work
more. Under the working time directive, it is possible to opt
out of the 48 hours working week and work longer hours.

Written statement of terms of employment
–	This has to be written up within 2 months of the employee
starting work.
This must include:
• Job title.

National minimum wage
–	It is at the employer’s discretion if they want to pay more,
but by law you must meet the up to date minimum wage
rates. These rates are subject to change. Please refer to:
www.hmrc.gov.uk for these changes.

• Wages.
• Hours of work.
• Holiday entitlement.
• Sick pay.
• Pension schemes.

Itemised pay slip
–	This applies from the day the employee starts work. If you
have an accountant or payroll provider, they can provide
these as part of their service.

• Notice period.
• Grievance, dismissal, disciplinary processes.
Your insurance provider may help you if you take out the
enhanced cover.
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Considerations when becoming an employer (cont’d)
Employment law/employment rights (cont’d)
Sick pay
–	On a cash budget an employee is offered one week sick
pay per year. If someone requires more sick leave they
may be entitled to Statutory Sick Pay (SSP). To qualify
for this they need to have been off sick for more than 4
consecutive days and have average weekly earnings at
or above the lower earnings limit. This information can be
found using the link below. A self-certified fit note would
be required for the first week of absence and a doctor’s fit
note for any subsequent weeks.

Paternity pay
–	The employee has to have been employed for over 26 weeks
at the 15th week before the expected due date to be entitled
to paternity pay. They may be eligible for 1 or 2 weeks
Ordinary Paternity Pay.
Visit www.dwp.gov.uk for further details and relevant forms
on all of the above.

Holiday pay
–	5.6 weeks is the statutory holiday entitlement for an
employee. Bank and public holidays can be included in this
entitlement.
Maternity pay
–	Any female employee is entitled to up to 52 weeks
maternity leave. To be eligible for Statutory Maternity Pay
(SMP), the employee has to have been employed for over
26 weeks at the 15th week before the expected due date.
The first 26 weeks is known as ‘Ordinary Maternity Leave’,
the last 26 weeks as ‘Additional Maternity Leave’. The
earliest leave can be taken is 11 weeks before the expected
week of childbirth. Employees must take at least 2 weeks
after the birth. If an employee is not eligible for SMP, they
may be entitled to a maternity allowance.
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HMRC
When you become an employer you have to
register with HMRC. This is so you can pay tax
and national insurance contributions on behalf
of your employees and your employer’s national
insurance (ENI) contributions.
You can register online, by email, telephone or with the HMRC
office. Once you have registered as a new employer you
have to wait for your unique reference number to come
through: this can take a few weeks. You will not be able to
pay any contributions to HMRC until you have received this
reference number. You will also need to register your PA on
the PAYE scheme.

Tax and national insurance
contributions
It will be the duty of the employer to pay tax and national
insurance contributions on behalf of the employee in
accordance with HMRC’s Pay As You Earn (PAYE) Scheme.
A tool on the HMRC website is available to help calculate
how much is owed: this is called the Real Time Information
(RTI) tool.
If you are using a payroll provider they will calculate these
contributions for you based on the information you provide
to them and tell you how much you will need to pay to HMRC.
If you have an accountant then they will calculate and pay
the amount that is owed, directly from your account that they
hold on your behalf.

Further information can be found at www.hmrc.gov.uk.

Employer’s National Insurance (ENI)
As an employer you may have to pay ENI contributions to
HMRC depending on how much your PA earns on average
per week. If a single PA earns above the weekly threshold,
the employer will be eligible to pay ENI contributions. Further
information can be found at www.hmrc.gov.uk. Calculations
of how much ENI contributions you will need to pay can be
calculated with your allocated worker at the support planning
stage and will be paid out of your personal budget.
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Considerations when becoming an employer (cont’d)
Pensions

Training

By law, all employers have to provide their staff with a
Workplace Pension Scheme.

The level of training that an employee will require depends
on the level of care needs the service user/employer has.
Some training may be done ‘on site’ for example in the home
of the service user, by those that know the needs of the
service user well or by the service user/employer themselves.
Training courses may be offered by the employer such as
‘moving and handling’ if these are felt to be necessary for
the job role. This would need to be arranged by the employer
and may incur costs, depending where the training was to
take place and by whom.

There is a tool available online that can help you decide if you
should be automatically enrolling your employees for a Pension
Scheme - www.gov.uk/auto-enrolled-into-workplace-pension.
When an employer enrols an employee onto the Pension
Scheme, there will be contributions that they will have to
make towards it. If you are unsure whether you have to enrol
your staff you can contact HMRC who will be able to provide
further guidance.
Further information on pensions can be obtained from
The Pensions Regulator at www.pensionsregulator.co.uk.

References

Health and Safety

It is recommended that once you have found a potential
employee that you wish to offer a position to, you inform
them that the job proposal is subject to satisfactory
references and request details to contact their referees.

Employers have a responsibility for the health and safety
of their employees. The main piece of legislation covering
occupational health and safety in the UK is The Health and
Safety at Work Act 1974. This Act sets out the employer’s
responsibilities towards their employees with regards to
health and safety whilst they are at work.
For more information, visit www.hse.gov.uk.
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Disclosure and Barring Service (DBS)
Although a DBS check is not a legal requirement when
employing a PA to work with you in your home, you may
want to consider undertaking a DBS check on your potential
employees. This service accesses criminal record information
and could enable you to make safer decisions by identifying
potential employees that may not be suitable.

rochdale.gov.uk/mycare

Insurance
As an employer you are required by law to have:
Employer’s Liability Insurance: this insures you against your PA having an accident or becoming ill whilst working for you.
Public Liability Insurance: insures you against any damage or injury caused to someone else by you or your PA whilst they are
working for you.
There are a number of specialist insurance companies who
protect people employing their own PAs, including the cover
for independent living insurance, disability insurance and
liability insurance. There is a fee to pay covering you for
up to a 12 month period, which can be funded out of your
cash budget. Your allocated worker can provide details of
reputable insurance providers, some are listed below. You are
free to choose who will provide your insurance policy.
It is essential to take out the enhanced insurance policy to
give you the maximum cover. Some additional benefits/
support provided within your enhanced insurance policy are:
• Drawing up contracts of employment.
•	Employment contract disputes for example disciplinary and
grievance issues.
• Redundancy – concerning your employees.
• Legal expenses.
There are several insurance providers that may be able
to provide you with this support. The information below is
only intended to give you an example of some companies
available to provide an insurance service:

You may also want to inform your household insurance provider
that you have a PA working as an employee within your home,
to cover your property and its contents. Further insurance cover
you may wish to consider when employing a PA:
•	Personal Accident Insurance – in case of accidental injury
by your Personal Assistant.
•	Motor Insurance – this allows your Personal Assistant to be
a passenger in your car or to use their car for business use.

Considerations when employing a PA
•	Rate of pay – minimum wage set by law, how often, how will
they be paid, tax, national insurance contributions, payslips.
•	Holiday entitlement – paid holidays, allowance, when to be
taken.
• Code of conduct.
• Disciplinary and grievance.

• Towergate Insurance.

•	Probationary period – this is optional and allows you to
see what a person is “really like” before making them a
permanent employee.

• Fish Insurance.

• Set hours / flexible working / good work life balance.

• Bluefin Insurance.

• Supervision / appraisals.

• Mark Bates Limited.

• Timetable / action plans.

Please note: packages/costs may vary depending on which
insurance provider you choose.

All of the above should be considered when drawing up a
contract of employment.
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Managing your own payroll

Payroll provider service

Managing your own payroll could save you
the cost of paying an independent company,
allowing more money in your budget to spend on
care and support services.

As an employer you have the legal responsibility
for paying your staff wages based on HMRC Pay
As You Earn (PAYE) scheme.

This can be an easy task once you have registered with HMRC.
There is an online tool to help you with calculating your PA’s
wages, tax and national insurance contributions. It may be
that someone in your circle of support could do this on your
behalf. This wouldn’t take away your responsibilities of being
an employer; only support you in managing your budget.

If you feel you require support to calculate your employees’
wages and contributions to HMRC, there is additional help
available from payroll providers that you can purchase out of
your budget. However the payroll provider would not take over
your employer responsibilities: you will still be responsible for
paying your employees’ wages.
Here are some examples of what a payroll provider may support
you with:
• Registering as an employer with HMRC.
• Setting up PAYE references and accounts.
• Calculating wages, tax and national insurance contributions.
• Producing wage slips.
• Payroll summaries.
There are several payroll providers that may be able to provide
you with this support; the following information is only intended
to give an example of some companies available to provide a
payroll service:
• Enable Limited.
• Moore Stephens.
• Knowsley Disability Concern Limited.
• Paypacket Limited.
Please note: packages/costs may vary depending on which
payroll provider you choose.
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Terminating a
cash budget
You have the right to terminate your
cash budget agreement for any reason,
for example if you feel that it is not
working for you or you are struggling to
manage it.

Audit process
The council has a legal obligation to
audit all expenditure relating to cash
budgets.

In order to do this you must:

The frequency of audits may vary from
case to case. In most cases, audits will
take place every 6-12 months; however,
we have the right to audit your account
at any time.

•	
Allow us to make suitable alternative
arrangements for your care and
support by providing the council with
4 weeks’ notice in writing.

At the time of the audit you will be
asked to produce evidence of what your
personal budget has been spent on.
We may ask you for:

•	
Allow the council to reclaim any
unspent monies from your bank
account and complete a final audit.

•	
Bank statements.

We also have the right to terminate
the agreement when one or more of
the terms of the formal contractual
agreement are breached. In this
instance, we will provide you with
sufficient notice of the termination.
The length of notice will depend on the
individual circumstances.
If employing PAs, you need to consider
your statutory employment obligations
when terminating your cash budget.

•	
Invoices – from care providers.
•	
Wage slips, expenses.
•	
Evidence of payments to HMRC.
If you use the service of an independent
accountant, this responsibility still
remains with you as the employer.
It is important that you request all the
relevant paperwork from them and send
it into our audit team. However, the
audit team can liaise with the
accountant directly on your behalf,
with your consent.
At the end of the year if there is any
money left over in the account that has
not been used towards your care and
support, this must be paid back to
the council.

If the Personal Budget Support Team that
carries out these audits finds that the
budget is being spent inappropriately,
whether this be willingly or
unintentionally, this will be investigated.
Should this issue arise you may have to
be transferred from a cash budget to
a managed budget: this could lead to
current services having to be changed.
Actions will be taken to recover part or all
of the monies, where appropriate. We will
put safeguarding procedures in place in
cases of suspected abuse.
If you are unsure about your
responsibilities with regards to your cash
budget, or you are worried that it may
not have been spent correctly, do not
hesitate to contact the Personal Budget
Support Team for support and advice.

Summary
Things to consider when setting up a
cash budget:
• Finding a Personal Assistant (PA).
• Setting up a bank account.
• Insurance.
• Payroll (optional).
• Accountant (optional).
• Registering with HMRC.
•	
Contract of employment/ statement
of terms and conditions.
• Statements for audit.
• Finding a service provider.
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Useful organisations
There are lots of organisations that will be happy to help and support you with any further information
you may need:
www.nw-pa.org
- leading PA register within the North West.
www.gov.uk
-	government guidelines to support and help you when
becoming an employer.
www.adviceguide.org.uk
-	for free impartial, independent advice. Citizens Advice
Bureau provides information on your rights, including
benefits, housing, family matters and employment.
www.hmrc.gov.uk
-	HMRC is able to provide employers and employees with
Government guidelines for all aspects of employment.
www.carersuk.org
- advice and support for you and your family.

www.acas.org.uk
-	the Advisory, Conciliation & Arbitration Service (ACAS)
aims to help employers and employees with up to date
information and independent advice.
www.skillsforcare.org.uk
-	an employer led authority on training standards and
development. This website contains useful information
regarding NVQs and training opportunities.
www.pensionsregulator.co.uk
-	a Government service to assist employers and employees
with pension information.
www.gov.uk/disclosure-barring-service-check/overview
-	support and advice with regards to disclosure and barring
service checks.
www.cqc.org.uk
-	help and guidance with regards to the Care Quality
commission (CQC) policies and procedure.
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Your cash budget should make you feel in control of
the support you receive.
Within this booklet, we have given you advice to help you handle
your care, including safe recruitment and managing your money.
If you don’t feel in control of your budget or have concerns about
not being allowed to manage your support the way you want, then
please contact us on 0300 303 8886 to discuss your concerns.
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Adult Care Services
Operational Business Support Team
Floor 3
Number One Riverside
Smith Street
Rochdale
OL16 1XU
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