 Appointeeship and Deputyship for Property and Financial Affairs

This procedure is to be used by internal social care practitioners as a guide on the options available for those who require support to manage their Property and Financial affairs.

This procedure will explain the key terms associated with both Deputyship and Appointeeship and provide a detailed guide on the Council's internal processes for making an application in order to benefit the person, and ultimately help them achieve a better quality of life.

2. Appointeeship
2.1 What is an Appointee?
An appointee is a person or organisation appointed by the Department for Work and Pensions (DWP) to be responsible for making and maintaining any benefit claims on behalf of a person who cannot do so because they either lack capacity, or their physical disability prevents them from being able to do so.

2.2 The Role of an Appointee
The appointee role involves:
Claiming all DWP benefits that the person may be entitled to;
Collecting all benefits into a designated account;
Reporting any changes in circumstances;
Managing and spending benefits in the Best Interests of a person who lacks capacity.
Need to know
Appointeeship does not allow access or authority over any other financial assets or properties the person may have. Appointeeship solely allows you to manage the person's benefit income.
The Deputyship team do not currently accept Appointee cases. From April 2026 we are proposing to accept Appointee cases for clients in Residential settings only. Until then and for clients living in the community cases would need to be signposted to 3rd party providers such as Owl Guardian Services. Owl Guardian Services Ltd.

3. Deputyship
3.1 What is a Deputy?
When a person lacks capacity to make decisions for themselves, a deputy is a person or organisation appointed by the Court of Protection.
There are 2 types of Deputy:
Property and Affairs;
Health and Welfare.
Note - This procedure relates only to Property and Financial Affairs Deputies. For applications relating to Health and Welfare you should refer to the Court of Protection section of the Mental Capacity Act 2005 Resource and Practice Toolkit.
A Deputy (for Property and Financial affairs) is appointed by the Court of Protection to manage the Property and Financial affairs of someone who lacks the mental capacity to manage it themselves and the person has not appointed a Lasting Power of Attorney.
Financial deputyship applies when someone has income and assets other than DWP income that need protecting, for example:
Occupational pension;
Annuities;
Property;
Stock and shares;
Bank account(s).
There may be cases where the council cannot take on, for example, complex investments, selling of property, and management of property including refurbishment. In such cases, the council can signpost to a professional deputy. Cases will be considered on a case-by-case basis.

Deputyship applications are processed through the Court of Protection (COP) and Deputies are overseen by the Office of the Public Guardian (OPG).

3.2 The role of a Deputy
When a person lacks capacity to make decisions for themselves, a Deputy is a person or organisation appointed by the Court of Protection to make specific decisions as set out by the Court and take steps to implement those decisions.
Some examples of things that a Property and Affairs Deputy can be authorised to do as part of their role include but are not limited to:
Managing money;
Claiming benefits and pension;
Managing bank accounts and utilities;
Investment and dividend income management;
Managing debt;
Buying and selling property (a further order must be sought to sell a property);
Holding a tenancy;
Management of property (e.g. carrying out maintenance work).
A Deputy has a legal requirement to act on matters they have been given the authority to act upon unless the Court of Protection has given them permission to delegate this to someone else, or where there are 2 Deputies able to make the decision and authorised to do so severally (independently of each other).
Further information about Deputies can be found in the Mental Capacity Act 2005 Resource and Practice Toolkit. Mental Capacity Act 2005 Resource and Practice Toolkit

4. Power of Attorney
4.1 What is a Power of Attorney?
A power of attorney is a document by which one person ("donor") gives another person ("attorney") the power to act on his or her behalf and in his or her name. A power of attorney may be completely general, entitling the attorney to do almost everything the donor could do. Or it may be limited to certain defined objects. It may be for a specified period or indefinite. The practical purpose of a power of attorney is to invest the attorney with power to act for the donor and also to give the attorney a document defining the extent of the attorney's authority.

4.2 What are the most usual types of powers of attorney?
A general power of attorney allows the attorney to do anything, which the donor could do. However, it ceases to have an effect on the mental incapacity of the donor.
A lasting power of attorney allows the Attorney to do whatever powers are given to the attorney in the document. It survives the mental incapacity of the donor.
A specific power of attorney gives the attorney specified powers. For example: "to sell my Morris Minor registration no xxx" or "to buy and sell stocks and shares in my name".

4.3 How to deal with a Power of Attorney
The following guidelines are for situations in which the Local Authority provides care for the donor. Powers of attorney are legal documents. They are not a complete statement of the law of powers of attorney, which means that in each case you need to exercise careful discretion.
Remember that some powers of attorney are limited in their scope and that all powers of attorney terminate on the death of the donor.
A person who gives a power of attorney must be able to understand the nature and effect of their action. A power of attorney given (for example) by a donor who is mentally incapacitated is generally invalid.
To determine an attorney's authority, you should ask for a copy of the Power of Attorney, certified on each page by a solicitor to be a true and complete copy of it. If there is any question on the authority of the attorney, you should query it with Legal Services. Consider whether the donor has withdrawn his authority to the attorney and whether the donor has given authority to someone else.

4.4 The role of a Lasting Power of Attorney
A Lasting Power of Attorney is somebody appointed by the person to make specific decisions as set out by the person and take steps to implement those decisions when the person lacks capacity to make that decision for themselves.
A Lasting Power of Attorney has a legal requirement to act on matters they have been given the authority to act upon unless the Court of Protection has given them permission to delegate this to someone else.
For further information see: Make, register or end a lasting power of attorney Make, register or end a lasting power of attorney: Overview - GOV.UK


5. Identifying the Need for Support
A person may need support to manage their property or financial affairs because either:
They lack capacity to do so; or
They have a physical disability that prevents them from being able to do so (these cases may only be actioned as a last resort through DWP Appointeeship).
Determinations about mental capacity must be made through a process of mental capacity assessment (made specific to Finances).
A copy of the mental capacity assessment will be required for any application for Deputyship and Appointeeship and therefore it is important that an assessment is carried out and a decision made on the person's capacity prior to approaching the Deputyship team.
Guidance on assessing capacity can be found in the Mental Capacity Act 2005 Resource and Practice Toolkit.

Need to know
If a person has capacity to manage their finances, but does have difficulty doing things like going shopping, withdrawing cash or paying bills, they may be interested in exploring a Carer’s Card account with their bank. This enables them to nominate a person they trust to receive a debit card linked to their account, that they can then use to make purchases, withdraw money or pay bills on the person’s behalf. For further information, see: Carer’s Card Accounts (Money Helpers website) Carer's Card Accounts





6. Identifying Existing Support
Before approaching the Deputyship team you must explore whether the person is already receiving support to manage their Property and Financial affairs. This could be through either of the following:

An appointee;
A Deputy; or
An Attorney.
If appropriate level of support is already in place and there are no Safeguarding concerns, there is no need for the Local Authority to be involved or take any further action.

6.1 Establishing if there is an Appointee
When becoming an Appointee, The Department for Work and Pensions (DWP) will send a BF57 document as proof of the Appointeeship. This document states the Appointees name and contact details as well as the person they are acting for. The BF57 document also outlines the roles and responsibilities associated with being an Appointee.

The Appointee should be able to show you this document as evidence that they have the authority to act. If this is not available, they should be able to contact the DWP and request for this document for their records as proof. 

6.2 Establishing if there is a Deputy or a Lasting Power of Attorney
Sometimes there will be evidence already recorded or available in the person's home that confirms there is a Deputy or Attorney. On occasions you may also find this information on the Mosaic file.
If this cannot be verified either way you should complete form OPG100 to request this information from the Office of the Public Guardian. This is a free service for local authorities and the OPG will usually respond to requests within 2-3 working days.
Once you have established there is a Deputy or an Attorney you must be satisfied that they are authorised to provide the support that the person needs with their property and affairs.
If they are authorised they should make arrangements do so unless the Court of Protection has given them permission to delegate the role to someone else.
If there is a Deputy or Attorney but they are not authorised to act on the matter in hand see Section 8, Exploring all Available Options.

7. Concerns About an Appointee, Deputy or Attorney

7.1 Safeguarding Responsibilities
In all cases where the level of risk to the person, their property or financial affairs warrants it a safeguarding concern should be raised and discussed with your team manager.

7.2 An Appointee
Unless the appointee intends to relinquish the appointeeship you should, wherever practicable try to support them to meet the requirements of the role before taking any other action.
If there are any concerns regarding an existing Appointee you should notify the relevant DWP departments as well as your team manager immediately of any safeguarding concerns.

7.3 A Deputy
If you have any of the following concerns about a Deputy you must raise this with your line manager, and steps should be taken to notify the Office of the Public Guardian (OPG);
Declining to act when they have the authority to do so;
Asking another person to act on their behalf (unless this other person is a jointly appointed Deputy with the authority to make decisions severally); or
Making a decision that is not in line with the Court Order or the principles of the Mental Capacity Act 2005.
The OPG will investigate the concerns and determine whether the Deputyship should be revoked.
If an urgent decision is needed about the matter in hand, legal advice should be sought about the need to take the matter to the Court of Protection for a one-off determination.

Note: A Deputy can make a decision that you do not agree with so long as they are acting within the authority of the Court Order and have applied all of the 5 statutory principles of the Mental Capacity Act 2005, including the Best Interests principle.



Need to know
Although the Office of the Public Guardian is responsible for monitoring existing Deputyships, the Court of Protection can also revoke the appointment of a Deputy.

7.4 An Attorney
If you have any of the following concerns about an Attorney you must raise this with your line manager, and steps should be taken to notify the Office of the Public Guardian;

Declining to act when they have the authority to do so;
Asking another person to act on their behalf(unless this other person is a jointly appointed Attorney with the authority to make decisions severally); or
Making a decision that is not in line with the principles of the Mental Capacity Act 2005.
The OPG will investigate the concerns and determine whether the Lasting Power of Attorney should be revoked.

If the person lacks capacity and an urgent decision is needed about the matter in hand, legal advice should be sought about the need to take the matter to the Court of Protection for a one-off determination.

Note: If the person about whom the decision relates still has mental capacity, they may choose to revoke the Lasting Power of Attorney and are permitted to do at any time.

8. Exploring All Available Options
Need to know
The Council will only apply to become DWP Appointee or Deputy for finances as a last resort. It is normally expected that persons who do not have the mental capacity to manage their financial affairs will be assisted by family/ relatives, solicitors, suitable third parties or organisations. This also applies to where there is a valid Deputy or Lasting Power of Attorney who does not have the authority to act on the matter in hand.
Social Workers/ Care Managers should be satisfied that other parties are not suitable or unable to assist. Where there are relatives/ family, written statements should be obtained that they are not willing or unable to act on behalf of the person. See appendix 1
The Local Authority is permitted to charge the person fixed costs for the services it provides as a Deputy. This includes costs incurred during the initial application, annual management fees and annual fees to prepare any reports for the HMRC. Where appropriate, families and other involved parties should be made of aware of this.
Further information about the fees charged for providing a Deputy service, see Practice Direction 19B - Fixed Costs and Deputy Renumeration in the Court of Protection. Fixed costs and remuneration of professional deputies - GOV.UK

8.1 Already a Deputy for Property and Affairs
If there is already a Deputy for Property and Affairs but they are not authorised to act on the matter in hand you should discuss whether they are able to approach the Court of Protection to seek an addition to the original order of authority that was made.
An application for the Local Authority to act should only be made when the Deputy is not able to approach the Court of Protection (or declines to do so), or where there is likely to be a significant delay in them doing so.
If the Deputy declines to approach the Court, you should raise this with your line manager and take steps to notify the Office of the Public Guardian (OPG). The OPG will investigate the concerns and determine whether the Deputyship should be revoked.
The Local Authority can only make a Deputyship application if the existing Deputyship is revoked. However, if an urgent decision is needed about the matter in hand, legal advice should be sought about the need to take the matter to the Court of Protection for a one-off determination.

Need to know
Although the Office of the Public Guardian is responsible for monitoring existing Deputyships, the Court of Protection can also revoke the appointment of a Deputy.

8.2 Already a Lasting Power of Attorney or Property and Financial Affairs
If the person has capacity
If there is an Attorney but they are not authorised to act on the matter in hand, they should speak with the person to see if they are willing to extend the remit of the Lasting Power of Attorney to include the current matter.
As the person has capacity, this is their choice.
If the person lacks capacity
If the person lacks capacity and there is an Attorney but they are not authorised to act on the matter in hand, discuss with the Attorney whether they are able to apply to the Court of Protection for the Lasting Power of Attorney to be revoked and a Deputyship granted.
If the Attorney declines to approach the Court, you should raise this with your line manager and take steps to notify the Office of the Public Guardian (OPG). The OPG will investigate the concerns and determine whether the Lasting Power of Attorney should be revoked.
The Local Authority can only make a Deputyship application if the existing Lasting Power of Attorney is revoked. However, if an urgent decision is needed about the matter in hand, legal advice should be sought about the need to take the matter to the Court of Protection for a one-off determination.

8.3 If there is already an Appointee
You should discuss with an existing appointee whether they are able to make an application to the Court of Protection for Deputyship when:
The person lacks capacity; and
The nature of the support they need falls outside the remit of the appointee role (for example if the person holds other income, bank accounts).

8.4 A step by step guide for those with no existing support
Step 1
Explore whether there are any family members or friends who may be able to act as an Appointee or Deputy.

Step 2
If so, discuss this possibility with them and establish if they are able to do so. During any discussion you should provide good information about the relevant role. This is set out in sections 2 and 3 above and the person can also look at the government website.

Step 3
If they need or request it, allow the family member or friend some time to think things over or access independent advice before making a decision.

Step 4
If they decide to proceed, consider any support they may need to make the application. For example, this could be provided by an advocate or voluntary organisation. Do not close the case until you know the outcome of their application and are satisfied that the person's finances are safeguarded.

Step 5
If they decide not to proceed find out why, and explore whether there are any barriers that can be overcome. For example, they may not have understood the role and further information could assist, or they may find the process of applying daunting.

Need to know
If you have considered all of the above and conclude that there are no other suitable options, it may be in the person's best interest for the council to make an application to manage their finances through either Appointeeship or Property and Affairs Deputyship. The next section will go through Wokingham’s internal process of applying for either Deputyship or Appointeeship.

9. Before Applying for Deputyship or Appointeeship

9.1 Deputyship and Appointeeship referral form for finances
After having completed a mental capacity assessment (specific for finances) you will be required to gather information and evidence regarding the person's financial affairs in order to complete our internal referral form for Deputyship / Appointeeship. See Appendix 2  The social care practitioner should complete the COP3 (part B only) at same time . We will be creating a new referral form for Appointee clients by April 2026 when we propose to start accepting residential clients only for appointeeship.
You will be expected to complete all sections of the form and provide documentary evidence where required. Accurate answers must be provided to avoid any legal implications and delays in the processing of the application.
Once the form is completed you may then email the signed forms to ascdeputyship@wokingham.gov.uk where the team will review your request before inviting you for a panel discussion where a final decision will be made.
Please note all requests for Appointeeship / Deputyship should be signed off by your line manager on the referral form before submitting the referral form and a final decision on this will be agreed by the Deputyship / Appointeeship panel.

9.2 Wokingham Council Panel for Deputyship and Appointeeship requests
Once the Deputyship team has reviewed the referral forms, you will be asked to attend a panel discussion. The panel is held by a manager from the Deputyship team. A Deputyship officer may also be present.
The purpose of the panel discussion is as follows:
Review the case in further detail with the panel present in order to obtain different viewpoints;
Go through any changes that may have occurred since completion of the referral forms;
Discuss any other potential options or solutions to problems;
Answer any further questions that the panel may have;
Make a final decision on the referral.
A final decision as to whether the Council will apply for Deputyship / Appointeeship will be made at the meeting, and if the case is to be signposted to Professional Deputyship this and any further actions will be made clear to the Social worker and the Deputyship  officer.

10. Applying for Appointeeship
Once a decision has been agreed by panel, all applications for DWP Appointeeship will be processed and managed by the Deputyship Team.

Firstly, the Deputyship officer will request a copy of the mental capacity assessment carried out on behalf of the person in order to send alongside the Appointeeship application.

Need to know
The Deputyship team will NOT download capacity assessments from Mosaic for this purpose and will not send a capacity assessment to the DWP unless it has been sent to them directly by the Social Worker. This is to ensure the correct document is being used.
A BF56 application form will be completed by the Deputyship  team.
An individual Appointee bank account will subsequently be opened for the person in order to expect incoming payments.
Once completed by the Deputyship team, the BF56 form will be sent to the relevant DWP departments (Pension Service, Job Centre Plus) alongside the mental capacity assessment for processing.
Note - Applications can usually take up to 6 weeks for processing. The Deputyship team can track the progress of this by contacting the relevant DWP departments. Applications may take longer to process if the person we are applying for already has an Appointee in place. To avoid delay for these types of applications, the Deputyship team will request for the Social worker to provide a written statement from the previous Appointee stating that they would like to relinquish their role to Wokingham Council. This will be sent alongside the application to the DWP.

If the DWP agrees with the application the Deputyship team will be sent a BF57 form confirming we have been formally appointed to act for the claimant.
The Deputyship team will then expect to start receiving payments into the person's individual bank account
In most cases, the Deputyship  team will recommend that an application for Appointeeship is made pending any Deputyship application in order to safeguard part of the persons finances in the interim until a Deputyship order is received which can take up to 6 months.

11. Making a Property and Affairs Deputyship Application
11.1 Initial forms to be completed
Once an agreement is made to apply for Property and Affairs Deputyship, applications should be made in line with the Council's processes and requirements.

The application process is managed by the Deputyship team. Forms should NOT be downloaded online and sent by anyone other than the Deputyship team. 

COP3 – part B the Capacity Assessment to be completed by the persons Social Worker (qualified practitioner) providing an assessment of the person's capacity in relation to the matter(s) the Court is being asked to decide. 

You should complete the COP3 using the information from the mental capacity assessment that determined that the person lacked capacity in relation to property or affairs.

Note - Mental capacity assessments dated over a year old will not be accepted and an up-to-date assessment will need to be carried out.

11.6 Additional information
In addition to the COP3 you should provide copies of any additional relevant evidence, for example:

A needs assessment;
An OPG100 response from the Office of the Public Guardian;
Details of any person currently supporting the person with their finances, and why they are not making the necessary application;
Any supporting documentation of existing financial assets; and
A copy of any Wills and Funeral Plans.



11.2 Signposting to a Professional Deputy
If a person is identified as having a higher level of assets or some complexity to their circumstances it may be decided at the panel meeting to signpost the case to a Professional Deputy solicitor to manage the finances of the individual rather than Wokingham Council. This decision will be on a case by case basis and may be made for the following reasons:

The person owns property requiring management;
They own property requiring to be sold;
The person has a large investment portfolio;
The person has substantial savings and investments over a certain amount (e.g £100K, however, this will be agreed on a case-by-case basis).
The Council may not have professional expertise to manage these and they are resource intensive so not cost effective for the council to manage. It may be in the best interests of the client and the Local Authority  to signpost to a professional Deputy 


11.3 Notifying interested parties

Before the application is submitted, the Court requires that a minimum of three interested parties are served formal notice of the application as respondents. This could be the person's family member, friend, advocate, GP etc. This will be done by the Deputyship team. Each notified person has 14 days to acknowledge the notification and confirm whether they agree with the proposed order being made, after this time the Court will assume their agreement to it.

11.4 Serving notice of an application
The social worker is responsible for serving all notices to the person as required by the Court of Protection. Notices will need to be served directly to the person on two occasions:
Once the application has been acknowledged by the Court of Protection;
Once an order has been made confirming the Deputyship.
The person has 14 days to acknowledge the notification, provide their wishes and feelings regarding the application, and confirm whether they agree with the order that is going to be asked for. After this time the Court will assume their agreement to it.

11.5 Making the application
This online application form is then completed to start proceedings in the Court and sets out the order the applicant is asking the Court to make. This should be signed by the senior deputyship officer before submission,


[bookmark: _Hlk206591962]11.6 Additional information
In addition to the COP3 you should provide copies of any additional relevant evidence, for example:

A needs assessment;
An OPG100 response from the Office of the Public Guardian;
Details of any person currently supporting the person with their finances, and why they are not making the necessary application;
Any supporting documentation of existing financial assets; and
A copy of any Wills and Funeral Plans.

You may also be required to attend the Court of Protection if there is an objection to the application and the Court orders that an attended hearing takes place.


12. After Making the Application
Note: Property and Affairs Deputyship applications can take up to 6 months (sometimes longer), depending on the capacity of the Court of Protection.
Tracking a Deputyship application will be done by the Deputyship team.
You must notify the team managing the application of any change in the person's circumstances that may affect the outcome (for example if they regain capacity or a family member decides to apply to act).

12.1 If the Deputyship is granted
You must ensure that the right support is in place on the Care and Support Plan to enable the person to manage and use any payments they will be receiving safely. Wherever possible support should be:
Provided from the person's informal networks of support; or
As part of an existing package of support; and
Focus on building the person's skills and ability to manage the monies independently in the future.
12.2 If the Deputyship is declined
If the Court of Protection declines the application you must take steps to support the person to access the support they require through other means.

13. Reviewing the Need for Deputyship

13.1 When and how to review
Social work practitioners should review the on-going need for Deputyship at the same time as any statutory Care and Support Plan review, or whenever there is evidence to suggest that alternative arrangements may be more appropriate.

Some key questions to ask include:

Are the arrangements working from the person's perspective?
Have there been any changes to the person's circumstances that might affect their benefits? (see below)
Have there been any changes in the person's capacity/ability to manage their own money?
Is there another person who would be more appropriate to act?
If the person receives support to manage cash is the current level of support being provided still the least restrictive?
Is the person being supported to make their own decisions and choices about spending their money, wherever this is possible?
If the person receives cash is this being used appropriately?
Are there any new risks to mitigate?
Is Deputyship still required?
As Deputy, the Deputy team are expected to complete an annual report to the Office of the Public Guardian reporting all financial activity and further actions throughout the last year.

A warning note is always placed on the front page of the person's mosaic file stating when Wokingham manages this person's finances through either Deputyship or Appointeeship. Where a social worker is carrying out an annual review of one of these persons it is expected that they first discuss with the Deputyship  team the following:

Update on quality of life;
Level of savings;
Income and expenditure review;
Update on any changes to capacity;
Any other concerns raised by the Deputy.

13.2 Changes in circumstances
The Local Authority is required to report any changes in the person's circumstances that could have an impact on their:

Rate of benefit; or
Overall entitlement to a benefit.
Changes in circumstances include:

The accumulation of funds above permitted thresholds;
Changes in illness or disability; including any overnight hospital stays
Changes in mental capacity;
Change in address;
Change in marital status;
Change in income.
If the review indicates a change in circumstances you should:

Notify the team managing the Deputyship as soon as possible after becoming aware; and
Provide them with any evidence to support this (having regard for confidentiality).

13.3 Agreements from the Deputy / Appointee and Social Worker
Once Wokingham Council hold Deputyship for a person they are expected to carry out their duties under the best interest of the person as mentioned in sections 2 & 3 of this procedure.
The Deputyship  team may require advice / agreement from the Social work team in order to:
Agree any large spends;
Agree holiday plans for a person;
To review their income and expenditure plan and budget.

14. Relinquishing Appointeeship or Deputyship

If you believe that a Deputyship or Appointeeship is no longer appropriate you should:

Discuss this with your line manager; and
If in agreement, discuss with the Deputyship team; and
Identify who will be managing the Appointeeship/Deputyship moving forwards.
An application to the Court of Protection to revoke Deputyship should always be made when:

A person regains capacity; or
Someone from the person's informal network has been identified, agrees to assume the role and is appropriate to do so.
14.1 Relinquishing Appointeeship

All requests to relinquish Appointeeship are processed by the Department for Work and Pensions (DWP). The decision must firstly be agreed by your team manager and will be actioned by the Deputyship team.

A letter will be sent by the Deputyship team to the relevant DWP department requesting for Wokingham Council's role to be relinquished. The name and telephone number of the proposed Appointee will also be provided.

Once the DWP makes a decision on this, they will provide confirmation to the new Appointee in form of a BF57 document and begin to transfer all future benefit payments to the new account.

Please note that the Deputyship team will not relinquish Appointeeship without confirmation and agreement from your team manager.

14.2 Relinquishing Deputyship
Unless a person dies all Deputyships can only be revoked by the Court of Protection.

The decision must be agreed by your team manager and the Welfare manager and actioned by the Deputyship team.

The formal application to relinquish will then be sent to the Courts and processed by the Court of Protection.

All forms completed by social work team must be sent to the Deputyship team to manage this process. Forms should never be sent directly to Wokingham's legal team or directly to the Court of Protection.

Please note that the Deputyship team will not relinquish Deputyship without agreement from your team manager and the Welfare manager.

We are still liable to continue our duties as Deputy until a new order is made by the Courts appointing the new person.

15. When the Person Dies

The Deputyship team should be notified as soon as possible after a person dies so that they can:

Cease making regular expense payments to the person (or their nominated representative); and
Cease making financial contributions to the Local Authority; and
Notify the Court of Protection and all other relevant agencies; and
Notify the DWP; and
Arrange for funeral payment. This entails sending the funeral invoice to bank to ask them to arrange payment and release the funds 
Please note our authority as Appointee/ Deputy ends upon the death of the person. This means that the Deputyship  team are no longer able to action anything further on their account.

15.1 Funerals
Once a person dies, their Funeral has the first call on the Estate, this means no other outstanding liabilities will be settled on behalf of the person other than their Funeral. The funeral invoice should be forwarded to the Deputyship team who will request settlement from Nat West. 


Need to know
The Deputyship team do not arrange Funerals. When a person dies, it is normally the responsibility of their executors, next of kin, family or friends to arrange the funeral and claim the cost back from the deceased person's estate.

Who is responsible for arranging a funeral?
In descending order:

The Executors (if the deceased left a Will);
The husband, wife or civil partner of the deceased;
The parents of a child under 16;
Any other friend or relative who is willing to pay;
The NHS Trust (if a person dies in hospital);
The Local Authority for the area in which the person died.
If the deceased has no or insufficient money to pay for the funeral, the person arranging the funeral may be entitled to apply to the Department for Work & Pensions for a funeral grant.

If a person dies in Wokingham and no one else is prepared to make the arrangements, the Local Authority has a statutory duty to arrange for the funeral under Section 46 (1) Public Health (Control of Disease) Act 1984.


15.2 Closure of accounts
The Appointee or Deputy is required to ensure that any monies held in the person's name are released in line with an executor's request or solicitor's instructions.

If no instruction is held and there is no executor who comes forward, the Council will likely refer the Estate to the Treasury. 

15.3 Releasing funds
Once the next of kin are identified we will contact them to provide information regarding the finances. It is then up to the next of kin to administer the estate.











Appendix 1

I understand that   ------------------------------ ( name of client) has been deemed not to have the capacity to manage their own property and/or financial affairs and there is no LPA in place. As a result, it will be necessary to apply to the court to appoint a deputy. I confirm that I been made aware that it is normally in the client’s best interests to have a family member appointed as their deputy. I have had the process of becoming a deputy explained to me and have been informed of the support that is available to me in making an application. I understand that should the Local Authority take on deputyship for your family member we will charge fees in line with Direction from the Court of Protection. More details in relation to this can be found at PRACTICE DIRECTION 19B – FIXED COSTS AND DEPUTY REMUNERATION IN THE COURT OF PROTECTION
However, at this time I do not wish to apply to the court to act as deputy

	
The reasons for this are:










Signed name                                                      
Relationship to client  
Signed                                                                                              
(Social Care Practitioner)


Appendix 2

Appendix 2
Referral Form for Deputyship Team Services                                  

All questions are mandatory fields. Failure to complete these will result in the form being returned. 

Section 1 - Client Details/Information: 
Has a Mental Capacity Assessment been carried out to determine if the client has capacity to manage finances.   
If Yes, please give details:

Forenames:                                                                Surname:
Prefers to be known as:
Date of Birth:                                                              National Insurance No:
Mosaic Client No:                                                       Gender:
Current address including post code:


What type of accommodation are they living in? (e.g. own home, supported living, residential care home etc.)

Contact Number:
Date moved to present address:                                Temporary/Permanent?
Previous address including post code (if in last 3 years):

Marital status:
Service User’s occupation prior to ceasing work:
Name of spouse (if not deceased):
Occupation of spouse /late spouse:
Religion/Ethnicity                                                              Nationality:          
Interests/Likes/Dislikes (this helps us get to know the client)



Has the client made a will?        
(If yes, please attach a copy)
If you cannot obtain a copy but you know who holds a copy, please give their name and contact details:


Has Client purchased a Funeral Plan?   
If Yes, please give details: 
Has Client granted a Power of Attorney or Enduring Power of Attorney?   
Please give type and date it was granted:
Please give the names and addresses of Clients Attorney:  



	Section 2 - Family/Friends/Interested Parties:

Please give the full name, address and contact details for all family members, friends or other interested parties to the client. 

	Full Name 
	Address
	Tel. No
	Relationship
	If unable to act, please state reason

	



	
	
	
	

	
	
	
	
	

	
	
	
	
	



Does the client have any visitors? If Yes, who and how often.
	


Section 3 – GP Details 

GP Name:

Surgery:

Address including post code:


Contact number: 


Section 4 - Financial Information 

Please give details below of all income, including social security benefits that the client receives or is entitled to. (N.B. The Deputyship Team are not able to liaise with Financial Assessments at this point due to restriction around Data Protection)

	Income
	Weekly/Monthly amount
	Company name & address
	Reference

	Earnings
	£
	
	

	Occupational pension
	£
	
	

	Other pensions
	£
	
	

	Annuities
	£
	
	

	Other income
	£
	
	

	Trust
	£
	
	

	Interest
	£
	
	

	Investment Income
	£
	
	







	DWP Benefits
	Weekly/fortnightly amount
	Who receives payment?

	State retirement pension
	£
	

	Pension Credit
	£
	

	Attendance Allowance
	£
	

	Severe Disablement Allowance
	£
	

	Employment Support Allowance
	£
	

	Universal Credit
	£
	

	Housing Benefit
	£
	

	Job Seekers Allowance
	£
	

	Disability Living Allowance (DLA)
	£
	

	Personal Independence Payment (PIP)
	£
	

	War Pension
	£
	

	Other (please state)…………………….
	£
	




Details of money held in a bank or building society (or similar)? Please attach any bank statements available. In the case of joint accounts, the Deputyship Team will liaise with the other party regarding separation of accounts.

	Name(s) of Account Holder
	Bank Name & Address
	Account number
and Sort Code

	Balance

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Does the client own any investments (shares/bonds/unit trusts/ISA’s etc.)?	
 (If yes, please attach any statements)

	Location of 
Certificates/Documentation
	Company
Name and Address
	Account Number
or Number of Shares
	Value

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Does the client have any interest in the estate of someone who has died?   	 
If Yes, please give details:
Name of deceased

Name of executor/administrator

Approximate value of interest in the estate

Income from Trust Fund?  If Yes, please give details:

Does the client have any Life Assurance Policies?  	 
	Company Name and address
	Policy Number
	Value (if known)

	
	
	

	
	
	

	
	
	



Does Client have any debts?  If Yes, please give details of each Creditor & Amount:




Is any money owed to client? 	If Yes, please give details:
	

Any Standing Orders or Direct Debits/Credits? If Yes, please give details:
e.g. rent, utilities, phone, care charges	
	Company
	Amount
	Frequency paid

	
	£
	

	
	£
	

	
	£
	

	
	£
	




Any Credit Card or Store Card?   	 
If Yes, please give details:


Does client own/ have interest in any business?   	 
If Yes, please give details of the name and nature of the business and the role the client has in it (we may contact you for further information)



Has a claim been made for an award for damages or for compensation from the Criminal Injuries Compensation Authority:   	 
   
If Yes, please give as much detail as possible about who is involved e.g. solicitors, what the present situation is and the likely value of the claim. (We may need to contact you for further information)


Property / Possessions

Does the client own any land or property (including where they currently live)?		
(if more than one, continue on a separate sheet) If Yes, please give details:

	
	Address
	Approximate value
	Freehold/Leasehold?
	Solely owned?

	1
	



	
	
	

	2
	



	
	
	


  	
If any of the property or land stated is not owned solely by the client, please give details of any joint owners and also details of any outstanding mortgage.

	
	Name of Co-owner/s
	Percentage share
	Balance of any mortgage outstanding

	Property 1
	

	
	

	Property 2
	

	
	



Does the client wish to sell any of their property?   	 



Please confirm which property and the location of the deeds: 

……………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………
Name and address of key holder:	
	
	
Does the client rent any Property? (including current address)           
 If Yes, please give details:
	Address
	Landlord
	Rent paid
	Frequency

	

	
	£
	



Does any Tenancy need to be terminated?   
Details of any insurance on the property & contents: 

If you are removing possessions or paperwork held in the property for the purpose of completing this form, please complete our Appendix 4: Items of value removed form. 

Section 5 - Health & Safety / Risk Assessment
Has a Risk Assessment been carried out by the Care Manager?		

The following questions will help us to establish any precautions that need to be taken when visiting the client and/or their property:
Does the cleanliness of the client’s home present a health risk? 		
				
Does the client have any pets? 						
				
							
How will the officer be able to gain access? 
Inside the property – Is the property safe (electricity, gas, fittings etc)? 	
Are there any other risks to WBC staff – other than those identified above? 	
If yes, please give details:



Section 6 - General  Information – please provide us with a short history of the client leading up to this application, along with any other information that you feel would help us in understanding the needs of the client and assist in making a decision in their best interests. 
	


























Has the client expressed any advance wishes in respect of their finances? E.g. a wish to pay for a relatives wedding, to bequeath a sum to a particular person etc. If yes, please give details below.









WE REQUIRE 1 PIECE OF IDENTIFICATON FOR THE CLIENT IN ORDER TO ACCEPT THE REFERRAL AND OPEN A BANK ACCOUNT FOR THEM. PLEASE ATTACH A COPY TO THE REFERRAL

WE ACCEPT DOCUMENTS FROM THE LIST BELOW

                                    
Birth Certificate
Doctors Prescription
Passport
DVLA driving Licence
Recent Bank or Building society statement
Letter from DWP
Utility Bill
HMRC document
Letter from care home manager









 
Signed by Social Care Practioner:


Name: ………………………………………………	Date: ……………………..
Job title/Role: ……………………………………… 	Team: ……………………


Signed by Line Manager:

Name___________________________                    Date ______________

Job Title ___________________

   
Please return the completed form and all attachments to the Deputyship Team including the completed COP3 form PART B ONLY via email to: ascdeputyship@wokingham.gov.uk










