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REVIEW SHEET 

Version: 2 Date Reviewed: 13-11-2024 Next Planned Review: 
3 yearly, or sooner as 
required 

 

Reason for this review: Scheduled review  

Were changes made: Yes  

Summary: 
This policy has undergone a schedule review, and changes have 
been made to the Top-Up Policy. 
 

Responsible Officer / Author(s): Simon Smith / Nathan Meech  

Responsible Senior Manager(s): Phil Green  

Responsible Senior Manager(s) 
Signature: 

 

Service Area: Adult Social Care 

 

Director | Assistant Director 
Signature: 

 

Date Approved: 13.11.2024 

  

Action/s following approval: 

• Encourage sharing the policy through the use of team 
meetings and supervisions 

• Ensure relevant staff are aware of the content of the whole 
policy 

Location of Document: Tri.X 
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DEFINITIONS  
 

1st Party Top-Up 

If the Council help to pay towards the cost of a person’s care, the person will be given at least one suitable 
care home placement choice within their Personal Budget amount. If the person chooses a more expensive 
care home placement, there are specific circumstances they can contribute towards the cost in addition to 
their Assessed Contribution, this is known as a 1st Party Top-Up. A Financial Assessment should be 
completed prior to a 1st Party Top-Up been agreed. 
 
A 1st Party Top-Up is made by the person themselves; this is in addition to their Assessed Contribution; they 
can do this in specific circumstances: 
 

• Where the person is subject to a 12-week property disregard. 

• Where the person has a deferred payment agreement in place with the Council. 

• Where the person is receiving accommodation provided under Section 117 for Mental Health 
Aftercare.  

 

3rd Party Top-Up 

If the Council help to pay towards the cost of a person’s care, the person will be given at least one suitable 
care home placement choice within their Personal Budget amount. If the person chooses a more expensive 
care home placement, they must arrange for someone else to contribute towards the cost. This is known as 
a 3rd Party Top-Up. A 3rd Party Top-Up is made by someone other than the person receiving the care (the 1st 
party), this is often a family member, friend, or charitable organisation.  
 
The person paying the Top-Up may receive contributions from other people e.g., other family members, 
however it is the person paying the Top-Up who is ultimately responsible for ensuring the agreed amount is 
paid. 
 
The Council is responsible for ensuring that the care home placement of choice meets the persons needs 
which will have been identified in the Care and Support Plan.  
 

ROLES AND RESPONSIBILITIES  

Social Care Worker 

• The Social Care Worker must complete a Strength Based Assessment to establish a person’s 
eligibility.  

 
A person will meet the criteria if:  

o Their needs are caused by a physical or mental impairment. 

o As a result of their needs, they are unable to achieve 2 or more of the specified outcomes. 

o As a consequence, there is likely to be a significant impact on the persons wellbeing. 

 

• The Social Care Worker must consider all available options for meeting the persons Eligible Needs. 
The Social Care Worker should use the Community Led Support Resource Wheel to support this 
decision-making process. Only in cases where there is no other way to meet the persons Eligible 
Needs should a care home placement be considered. 
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• If a person lacks the mental capacity to decide how their Eligible Needs should be met, there must be 
a clear record in the case notes of a capacity assessment and a Best Interest Decision on the Case 
Management System (Liquid Logic). If a person lacks capacity and requires a care home placement 
the Social Care Worker should inform the admitting home that a DOLS referral should be made as 
soon as possible.  

• The Social Care Worker must explain to the person and those important to them, that the care home 
placement is chargeable and subject to a Financial Assessment and refer for a Financial Assessment.  

• Legal advice should be sought if there is any dispute about the need for a care home placement 
raised by the person or those important to them. 

• The Social Care Worker must consider Local Authority responsibilities for protection of property if the 
person is leaving an empty home. 

• The Social Care Worker must discuss a 1st (where appropriate) and 3rd Party Top-Up with the person 
at the earliest opportunity once a person has been assessed as eligible for requiring a care home 
placement. The Social Care Worker must make clear that the Top-Up payment is in addition to both 
the Assessed Contribution (with exception to Section 117 cases) that may be required to be paid by 
the person receiving the care and to the amount in the persons Personal Budget. If the person wishes 
to pay a 1st Party Top-Up the Financial Assessment must have been completed. 

• The Social Care Worker must direct the person or those important to them to the Residential and 
Nursing Care page on the Cheshire West and Chester Council website, where they can find out more 
about Top-Ups and care and support payments. Residential and nursing care | Cheshire West and 
Chester Council. If a person is unable to access online resources, the Social Care Worker must 
provide an alternative format which is accessible to the person. 

https://www.cheshirewestandchester.gov.uk/residents/health-and-social-care/adult-social-care/care-and-support-payments/residential-and-nursing-care
https://www.cheshirewestandchester.gov.uk/residents/health-and-social-care/adult-social-care/care-and-support-payments/residential-and-nursing-care
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• The Social Care Worker will send the case to Resource Panel for approval.  

• Once all above actions are complete the Social Care Worker must load the Care Plan onto Liquid 
Logic and send through a brokerage request to the Care Connections Service on the Case 
Management System (Liquid Logic) including any information relating to Top-Ups.  

• The Social Care Worker must document the above actions in the persons case notes on the Case 
Management System (Liquid Logic).  

 

Care Connections Service 

• The Care Connector must discuss a Top-Up with the person at the earliest opportunity, If there is an 
available, more cost-effective option. The Top-Up payment required will be the difference between 
the preferred option and the more cost effective one that is available on the day. The person will be 
supported to understand that the Top-Up payment must be made by someone other than the person 
and is in addition to the financially assessed contribution. 

• If a person/ the person identified to pay the Top-Up agrees, the following steps must be taken by the 
Care Connections Team. 

o Send choice letter. 

o Send relevant Top-Up letter (the person paying the Top-Up will be directed to complete the 
affordability calculator). 

o Send a link to/ copy of the Top-Up information from the Council website - Top-Up Payments | 
Cheshire West and Chester Council. 

• The Care Connector must document the above actions and scan the evidence in the persons case 
notes on the Case Management System (Liquid Logic). 

• Once the person has completed the affordability calculator the Care Connections Service will take 
the following actions depending on the outcome of the affordability calculator: 

o Person will be informed it has been deemed it is affordable for them to pay a Top-Up. 

o A further discussion between the person paying the Top-Up and the Care Connector would 
take place to discuss risks and implications of not paying Top-Up. 

o Person will be informed it has been deemed it is not affordable for them to pay a Top-Up. 

• If it has been deemed it is affordable for a Top-Up to be paid, or if following a further discussion 
regarding risks and implications of not paying Top-Up have been had the Care Connections Service 
must send the 1st or 3rd  Party Top-Up Agreement to be signed and subsequently request the care 
home and Case Manager sign the Agreement.  

• If it has been deemed it is not affordable for a Top-Up to be paid the Care Connector will discuss this 
with the person and aim to find a resolution in the form of an affordable care home placement. If a 
resolution cannot be found the Case Manager will be informed and escalation actions will be agreed. 
Where a resolution cannot be found the complaints policy/ procedure should be followed Adult social 
care complaint | Cheshire West and Chester Council.  

• The Care Connector must document the above actions in the persons case notes on the Case 
Management System (Liquid Logic). 

• The Care Connector must upload/ scan the 1st or 3rd Party Top-Up Agreement to the persons case 
notes on the Case Management System (Liquid Logic) once everyone has signed it. 

• The care home placement will be responsible for agreeing payment processes with the 1st or 3rd Party. 
The Top-Up will be paid directly to the care home placement.  

https://www.cheshirewestandchester.gov.uk/residents/health-and-social-care/adult-social-care/care-and-support-payments/residential-and-nursing-care/top-up-payments
https://www.cheshirewestandchester.gov.uk/residents/health-and-social-care/adult-social-care/care-and-support-payments/residential-and-nursing-care/top-up-payments
https://www.cheshirewestandchester.gov.uk/residents/contact-us/complaints-and-feedback/adult-social-care-complaints
https://www.cheshirewestandchester.gov.uk/residents/contact-us/complaints-and-feedback/adult-social-care-complaints
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• The Top-Up will be reviewed as part of the annual Review process completed by the Review Team.  

• If a person contacts Adult Social Care to advise they cannot afford to pay the Top-Up the Social Care 
Worker will refer to the Care Connections Service to commence a negotiation with the care home 
placement to see if they will agree an amount which the Council would usually expect to pay for 
someone with the persons assessed needs. If the care home placement does not agree this amount 
the Social Care Worker will undertake a Review of the persons Care and Support Needs to decide 
what steps should be taken next. 

• Ultimately this could result in the person being moved to alternative accommodation.  
 

TIMESCALES 

1st Party Top-Up 
 

Priority Level Stages  

Emergency, 
Urgent/ Hospital,  
Routine,  
Low 

• A Financial Assessment must be completed prior to a 1st Party Top-Up being 
agreed. 

• Choice letter, relevant Top-Up letter and Top-Up information must be sent 
prior to care home placement commencing.  

• Person’s care home placement must not commence prior to affordability 
calculator being completed. 

• Person’s care home placement must not commence prior to 1st Party Top-Up 
Agreement being completed. 

 

3rd Party Top-Up 
 

Priority Level Stages  

Emergency  • Choice letter, relevant Top-Up letter and Top-Up information must be sent 
prior to care home placement commencing.  

• Person’s care home placement may commence prior to affordability 
calculator being completed. 

• Person’s care home placement may commence prior to 3rd Party Top-Up 
Agreement being completed. 

Urgent/ Hospital  • Choice letter, relevant Top-Up letter and Top-Up information must be sent 
prior to care home placement commencing.  

• Person’s care home placement must not commence prior to affordability 
calculator being completed. 

• Person’s care home placement may commence prior to 3rd Party Top-Up 
Agreement being completed. 

Routine  • Choice letter, relevant Top-Up letter and Top-Up information must be sent 
prior to care home placement commencing.  

• Person’s care home placement must not commence prior to affordability 
calculator being completed. 

• Person’s care home placement must not commence prior to 3rd Party Top-Up 
Agreement being completed. 

Low • Choice letter, relevant Top-Up letter and Top-Up information must be sent 
prior to care home placement commencing.  

• Person’s care home placement must not commence prior to affordability 
calculator being completed. 

• Person’s care home placement must not commence prior to 3rd Party Top-Up 
Agreement being completed. 
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ESCALATION PROCESS 

Top-Up Affordability Calculator  

A reminder letter will be sent 48 hours after the 1st letter has been sent if the affordability calculator has not 
been completed. 
 
If no response to the reminder letter within 48 hours the following steps should be taken: 

• Emergency – send Top-Up Agreement and No Response Letter. 

• Urgent/ hospital - Discussion between Care Connector and Social Care Worker to agree next steps. 
Escalation may be required to manager. 

• Routine - Discussion between Care Connector and Social Care Worker to agree next steps. 
Escalation may be required to manager. 

• Low - Discussion between Care Connector and Social Care Worker to agree next steps. Escalation 
may be required to manager. 

 

Top-Up Agreement  

The Top-Up Agreement will be sent within 24 hours of the affordability calculator being complete and agreed 
it is affordable.  
 
A reminder letter will be sent 48 hours after the Top-Up Agreement has been sent (for online signature), an 
extended timescale will be required for postal returns, where possible the Care Connector will ask for the 
care home placement to support getting the Top-Up Agreement signed and returned where person is already 
in the care home placement.  
 
If 21 days after reminder letter has been sent and the Top-Up Agreement has not been signed and returned, 
the following steps should be taken: 
 

• Emergency – initiate conversation with Social Care Worker/ Practice Manager, Care Connections 
Service and Markets Manager and Legal Services.  

• Urgent/ Hospital – initiate conversation with Social Care Worker/ Practice Manager, Care Connections 
Service and Markets Manager and Legal Services. 

• Routine - Discussion between Care Connector and Social Care Worker to agree next steps. 
Escalation may be required to manager. 

• Low - Discussion between Care Connector and Social Care Worker to agree next steps. Escalation 
may be required to manager. 

 

RELATED DOCUMENTS / APPENDICES 

There are currently no forms or appendices attached to this practice guidance. 
 
 
See also; 
 

• Top-Up Policy 
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