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Section 12 Policy and Procedures
Adult and Learning Disability Social Work Team.
1. Aims and Objectives
Section 12 payments refer to financial assistance provided under Section 12 of the Social Work (Scotland) Act 1968, which allows local authorities to offer advice, guidance, and assistance to people in need. This assistance can be in the form of cash or goods and is intended to promote social welfare and prevent individuals from requiring more intensive care. 
Section 12 empowers local authorities to offer support to individuals and families who need help with basic needs like food, fuel, or housing. The assistance is typically used for emergencies, preventative measures, or to promote social work goals. 
Before giving assistance to a person in cash a local authority shall have regard to the individual’s eligibility for receiving assistance from any other statutory body and, if they are so eligible, to the availability to them of that assistance in their time of need.
2. Procedure
Persons in need should contact the Orkney Health and Care Helpdesk or telephone the Adult and Learning Disability Social Work Team. The Duty Social Worker will follow the process detailed in section 3.
3. Process
3.1. Assessment
The Duty Social Worker assesses if a Section 12 payment is required.
3.2. Criteria
The following criteria must be met:
The person in need lives in the community locally. Section 12 should not be used for anyone living in residential care.
The person in need cannot get money or assistance from family or friends.
A check has been made with the Revenues and Benefits Team to determine if the adult is eligible for a Crisis Loan or Community Care Grant from the Scottish Welfare Fund.
There is no alternative solution to the person in need’s lack of resources, e.g. Foodbank, Emergency food box or Community Fridge.
Section 12 must be for essentials such as electricity, travel, sanitary items. Purchase of cigarettes, vapes and alcohol cannot be approved.
3.3. Section 12 Application Form
The Duty Social Worker asks the service administrator for a Section 12 application form and alerts that a sum of money is required either in cash or by a Purchase Order.
Duty Social Worker needs Team Manager approval to make a payment.
A Team Manager can authorise up to £50 in cash or orders, over this sum, a more senior manager within the Adult and Learning Disability Social Work team needs to authorise it and sign the form. Where a payment over £500 is planned, this should be considered by the Resource Management Meeting.
The Duty Social Worker fills in form with person in need and agrees:
Either a grant or a loan. Consideration should be given as to whether it is realistic for the monies to be repaid. 
Repayment terms for the loan, if agreed, should be fair and realistic.
What the money is to be used for.
The person in need, social worker and administrative worker should sign the form.
Wherever possible, the Duty Social Worker should purchase the goods required with the person in need or on their behalf to ensure that the money is used as intended. Receipts must be provided for all purchases and retained for seven years in line with the Council Retention and Disposal Schedule, and any remaining funds must be returned to the service administrator within two working days to allow for replenishment of the Section 12 float. A Purchase Order can be used to purchase goods, but it must state “No alcohol/tobacco/vapes” on it.
The service administrator will assist where the Section 12 payment relates to travel arrangements or where a Purchase Order is to be used.
Service administrator will retain a copy of the form.
Provision for access to Section 12 funds is made for those unable to attend the Council Offices in Kirkwall or Stromness, in person.
4. Loan Repayment Process
The service administrator will enter details of the Section 12 loan on a spreadsheet.
Applications will be scanned, attached to PARIS and a case note detailing the request for funds added. If the person in need is not on the system a new file must be created and a day duty referral made. If no other assessment is required the action can be closed off.
The service administrator will request an invoice to be raised by emailing Orkney Health and Care Finance Section with details.
4.1. Cash Payments
If the Section 12 payment is agreed as a loan the service administrator will raise an invoice with the Orkney Health and Care Finance administrator who will send the invoice directly to the person in need. The person in need then has a period of 30 days to repay, failure to do so will result in the Council’s Finance Service taking possible legal action. 
Repayment is made by the person in need to the Cash Desk at Customer Services either at the Council Offices in Kirkwall or the Cash Desk in Stromness – not back to the Duty Social Worker or administration staff. A receipt will be issued by the Cash Desk for the repayment. 
Provision for repayment of Section 12 funds is made for those unable to attend the Council offices in Kirkwall or Stromness, in person.
Cash is only provided in exceptional circumstances as assessed by the Social Worker and agreed by the Team Manager (Adult and Learning Disability Social Work).
4.2. Purchase Order Used
If a Purchase Order has been used – the service administrator will be directly invoiced by the retailer for the goods. Once the invoice is received by service administrator, they will then follow the above procedure for the exact amount spent and request an invoice to the service user. 
Please note: if the person in need goes over the agreed amount of the Purchase Order, they are responsible for paying the extra money spent as the order cannot be amended.
5. Review
This document will be reviewed on a three yearly basis.


Appendix 1: Section 12 Application Form
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Orkney Health and  Care

Special Payments Form - Section 12

Social Worker:

Applicant Name:

Address:

Date:

(Please tick appropriate box)

From Which Cost Centre? CC

Reason: AFurnishings EGas

BElectricity FClothing & Footwear

CRent GFood

DTravel HOther:  

If other please explain: 

Total Amount Requested: GRANT LOAN

Please note that an invoice for the full amount will be sent out. Payment is due within 30 day of

the date on the invoice .  
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