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Getting Started with Financial
Functions

In addition to the powerful rota and rostering functions, it is possible to use
CareFree to manage your organisations invoicing and payroll processes.
Invoices and wages can be quickly and efficiently generated, using either
planned or actual call durations, from with CareFree’s Reports module. Data
can also easily be exported for use in numerous commonly used accounting
packages. This training guide is designed to help users set up the rules which
govern rates of pay and charge and to provide guidance on generating invoices
and wages.

Preparing to Implement Invoicing in CareFree

CareFree allows complete flexibility when specifying the rates your
organisation charges for care services. The rates of charge are always linked to
a Client contract, so it’s important to consider how charges are to be applied
when creating contracts. You may find that you need to adjust or alter the
contracts you originally created for your Clients when you begin to set up
invoicing.




How Charge Rates Relate to Contracts
When we create a contract in CareFree, we must include the following
information:

e Contract Type
e (Contract Name
e Customer Details

Remember that the Client is the person for whom you are providing care to,
but the customer is the person who is paying the invoice. These are sometimes
the same people (often for private contracts) but could also be two different
people (for social services/NHS contracts).

As we discovered on day one of training, the process for creating contracts
differs slightly depending on whether the contract in unique to the Client (e.g.
a social services or NHS contract type).

The way in which contracts are created will also depend on how you charge for
the care services you provide. CareFree’s financial rules can be structured so
that blanket charges are applied to all contracts of a specific Contract Type, or
individual charge rates can be applied to each unique contract.




Unique Contracts — Private or Direct Payment

A private contract will usually be unique to one specific Client. Often, the Client
will also be the customer (i.e. person paying the invoice). Clients can be
grouped together under the umbrella of their private contract type, but they
will have a unique contract within that grouping. The structure will look like:

N/
N\

CLIENT 1 WITH A CLIENT 2 WITH A

PRIVATE
CONTRACT

PRIVATE
CONTRACT

CONTRACT TYPE
Private

CONTRACT NAME

CONTRACT NAME
Usually the name

of Client 2

Usually the name
of Client 1

Invoice sent to
Client 2 or NOK

Invoice sent to
Client 1 or NOK

If all of your private Clients are charged the same rates, we can apply blanket
charges at the contract type level. If they are all charged different rates
however, we don’t need to worry because each Client will have their own
unique contract, to which we can attach their own specific rates.

Things become slightly more complex when we need to create contracts and
apply charge rates for Clients who share blanket contracts.




Blanket Contracts — Social Services / NHS

A social services or NHS contract type is likely to have more elements which
are shared by multiple Clients. There are a number of different ways they can
be structured, in order to provide sufficient flexibility when setting charge
rates for your Clients.

If all your Clients under a specific social services contract are charged the same
rates, a contract can be created and structured as follows:

CLIENT 1 WITH A CLIENT 2 WITH A

SOCIAL SERVICES
CONTRACT

SOCIAL SERVICES
CONTRACT

CONTRACT TYPE

Social Services

CONTRACT NAME
Name of Local
Authority

CUSTOMER
Invoice Address or
Local Authority




If, however you have multiple Clients whose care is paid for by the same local
authority, but all are charged different rates. It will be preferable to structure
their contracts as follows, creating unique contracts for them in the Contract
Maintenance screen, but linking them all to the same Customer:

CLIENT 1 WITH A
SOCIAL SERVICES
CONTRACT

CONTRACT NAME
Name of Client 1

10

CONTRACT TYPE
Social Services

CUSTOMER
Invoice Address
or Local Authority

CLIENT 2 WITH A
SOCIAL SERVICES
CONTRACT

CONTRACT NAME
Name of Client 1




Finally, you might have agreed a number of different bandings for charge rates
within your agreement with the local authority. If this is the case, you can
create a contract for each banding, attach all the contracts to the same
customer and then link the Clients to the appropriate contract according to
which banding they fall into.

This agreement will be structured in CareFree as follows:

CLIENT 1 CLIENT 2 CLIENT 3
SOCIAL SERVICES SOCIAL SERVICES SOCIAL SERVICES
STANDARD STANDARD HIGH
CHARGES CHARGES DEPENDENCY

CONTRACT TYPE SOCIAL SERVICES

CONTRACT NAME CONTRACT NAME
Social Services Social Services

Standard High Dependency

CUSTOMER

invoice address of
Local Authority

11




Specifying Charge Rates for Client Invoicing using
Rules

To begin specifying rates for invoicing, you must first decide if you can apply
blanket charge rates for all Clients who have a particular contract type (e.g. all
private Clients, or if the rates will vary for each individual Client and Contract).

To begin entering the charge rates enter the Rules screen:

£

1. Click on Rules Rules

2. Press the drop-down menu at the top of the screen and select Charge

& CareFree- [Pay and charge rules]
£ File View Tools Timesheets Personnel Reports Letters Window Help
B D iw A A ¥ 2 i = £
Rotas Planners  Clients Carers Staff  Contracts Search ltems In box Rules
IEharge LI ISDCiE|SEWiCES LI ~ Conditions
LI Fule name I
Mirirmurn Pay Descrinti
phion
gﬂ&gfﬁ;ﬁ Mommal | Code [ B/Hol| Code [ P/Hol | Code | |
£0.01 £0.02 £0.0z2 1. Use arule for

Weekly Charge

Wwieekly 5 alany the length of call I
Block Charge 2. Use a rule for .
(12 [tems il < - - — the day or date ' Day

3. Select the Contract Type you wish to specify rates for in the second drop

down box
3 CareFree - [Pay and charge rules]
£ File View Tools Timesheets Personnel Reports Letters  Wind
B D i A A W O
Rotas  Planners  Clients Carers Staff  Contracts Search
I Charge ;I Social Services
- - Ccg
I[.-“-‘-.II gocial services) Dirept Payment
D ate range | ﬂg:’ltﬁare
0014201 7- A 242083 |y o
Social Services
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4. If you wish to set blanket rates for all Clients with the selected Contract
Type, leave (All Contract Type) selected in the third drop down box

5. Alternatively, pick an individual contract to specify rates for just that
person (or group of people who are included under the contract)

Charge ;I ISu:u:iaI Services -
- Wwiakefield Social Services -

Al zocial zervices

Wwiakefield Social Services

Wiltzhire Council

<Refresh:

Once the relevant contract type and/or individual contract has been selected,
it is possible to begin specifying the appropriate charge rates.

Default Hourly Rate

Before creating the rules governing the charges you will be asked to specify a
Default Hourly Rate. You will see that the radio button at the bottom left of
the screen will be set to Default Hourly Rate.

 Editmiles & Default hourly rate

1. Click New

Tools... Hew | Edit I Delete Cloze |

£ Add dates and default rate -
2. Enter the relevant date range for the rndse  EETEES] oS
rate using the From Date and To drop- Crage  [ogi Code |
Bank holiday lggz— Code l—
down boxes Puicholidsy [ooz Code [

Unenhanced I

3. Enter 0.01p in the Charge field — | oo |

13




It would seem logical to enter whatever your standard or base charge rate for
providing care under this contract is here. We only recommend doing this if
your rate structure is incredibly simple. Usually we suggest entering a Default
Hourly Rate of one penny (0.01p) as it will help to highlight any problems or
errors in your rules when you generate invoices. Any calls which feed through
to invoicing that are charged at £0.01 will help you to quickly identify errors
made.

When you enter £0.01 in the Charge box, the Bank Holiday and Public Holiday
rate boxes will automatically be populated at £0.02. These would be the
default hourly rates for Bank Holidays
and Public Holidays. The way CareFree
identifies such holidays is explained on

£ Add dates and default rate -

From date |D‘I:’D‘|H2EI‘IEI vl to I31!12:‘2DSE| vl
Charge ||:|_m| Code I

page 90 of this guide. It isn’t necessary ak by [ Cote [
to change these rates back to 0.01. It Pubic holiday 002 Code [

will be just as easy to identify calls which Unerhanced [
feed through to invoices at £0.02. The
unenhanced rate can be left blank. | =i Loncal_|

4. Click OK to save the Default Hourly Rate

Once saved, the Default Hourly Rate will be displayed in the box towards the
top left of the screen just below the drop-down boxes you used to select the
Contract etc.

I Charge ;I I Midlahd S ocial Services ;I
=

IMidIand$ County Council

I Date range | Normall Code | EUHoll Code | F'a‘Holl Code |
0/01/209-3112/2093  £0.01 £0.02 £0.02

The radio button will automatically move over to select Edit Rules once a
Default Hourly Rate is entered.

f* Editrules Default hourly rate

If you make an error when entering the default hourly rate, simply select the Default

Hourly Rate radio button and click Edit to change

14




Creating and Editing Rules

1. Click New to begin entering the rules governing charges under the
selected contract type/contract

L- MHew | Edit I Delete | Cloze |

2. Give the rule an appropriate name in the Rule Name box

3. Further description can be added in the Description box (optional)

Caondition:

I Charge j I Midland Social Services LI

_I Fiule name ||
-

D escription |

IMidIands County Council

B/Hol | Code

P/Hal | Code

D ate ratige Mormal | Code

01./01./20139-31.

1. Use a nule for
r the length of call

l— to l— Appraved l— lﬂ
= Day I ,l o & Date | ¢ /|«

2. Use a e for
r the day or date

Begin creating the individual rules which will build the overall charging
structure for this contract type/contract using the 7 rules available in CareFree.

The next few sections of this guide will cover each rule.

1. Use arule for
r the length af call

I_ to I_ Approved I_ lﬁ
& Day lﬁ o {© Date | 2} -

r 2. Usge arule for

the time ranae

r Z. Usze arule for the I ta I

planned duration

the day or date
r ineU[sglaea rule for I[None] LI
T e ™ [tiore -
r tgﬁeurf:eilru'e for INeed j I[None] LI
r E. Use arule for Ir ta Ir
I—

Once the appropriate rules are selected enter the rate in the first Normal Rate
field. The bank holiday and public holiday figures will multiply by the figure
entered in the shared options (page 91).

Type Mormal Bate |Bank Holiday |Public Holiday | Pro-rata [By
p [Mon-driver £18.75 £25.00 B0
Ciriveer £12.50 £18.75 £2R.00 1]

15




Rule #1 — Use a Rule for the Length of the Call

Rule 1 is used where organisations wish to band their calls because charges are
not calculated as straight hourly pro-rata rates. For example:

e 15-minute calls are charged at a fixed rate of £5.00

e 30-minute calls are charged at a fixed rate of £7.70

e 45-minute calls are charged at a fixed rate of £10.90

e 60-minute calls are charged at a fixed rate of £12.50

e Calls over 60 minutes are charged at a pro rata rate of £12.50

e Calls on bank holidays are to be charged at 1.5 x the standard rates
e Calls on public holidays are to be charged at 2 x the standard rates

To create the structure above, 5 separate rules would need to be input. The
following screenshots show how the rules would be entered into the system:

15-Minute Calls

r~ Conditions
Rule rame {15 Minute Calls

Dezcription |
1. Use a e for -

M the length of call IU 2 |15 Approved |15 IMlnutes vl
2. Use amnle for -

I e day or date & Day I 'I o O Date | s 4 |+

3 Use anle for
r the role I[None] LI
4 Use anle faor
r the: client I[None] ;I
5 Use anle for
e [Meed =] [iNane) =]
B Use amnle for I - to | E
r the time rane — ==
7. Uze a e for the I to I I
r planned duration
Type Mommal Bate |Bank Holiday |Public Holiday | Pro-rata |By
More-driver  [£5.00 £7.650 #£10.00 ] Ei
Ciriver £5.00 £7.50 £10.00 O [=41]
Eodedsl Momal Rate |Bank Holiday |F'uhlic Holiday Export as
atr-driver
Diriver IHours j'

16




30-Minute Calls

— Conditian:

Rule rame |30 Minute Calls

Dezcription |
1. Use a e for
¥ the length of call

2. Use amnile for
the day or date

3. Usze & mile far

the role

4 Use anle for
the client

5. Usze anule for
r the need

E. Usze aule for
r the time range

planned duration

r 7. Usze aule for the

|1E to |3U Approved |3u IMinutes v[
= Day I 'I o 7 Date [ )

L 4

I [Mare]

I [Mare]

INeed ﬂ I[None]
i

45-Minute Calls

Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By

Morediiver  |£7.70 £11.55 £16.40 ] Ei

Ciriver £7.70 £11.55 £15.40 O [=i1]

Codes Mormal Bate |Bank Holiday  |Public Haliday Export as

M on-driver [

Driver IHDL’"S :I'
— Conditions

Rule name |45 Minute Calk

Dezcription |

W 1. Use a mile for

the length of call

2. Use a e for
the day or date

3. Use a mile for

the role

4. Uze a nule for
the client

5. Uze anle for
r the need

E. Uze anule for
r the time range

r 7. Uze anle for the
planned duration

|31 ho |45 Approved |45 IMinutes v[
* Day I ,I o " Date |/

-

I [Mane]

I [Mane]

INeed ;I I[None]
e

Type Momal Bate |Bank Holiday |Public Holiday | Pro-rata |By
MWoredriver  |£10.90 £16.35 £21.80 ] =]

Ciriver £10.90 £16.35 £21.80 O 0

Codes Maormal Bate |Bank Holiday | Public Haliday Export as

M on-driver |

Driver IHDurs :I'

17




60-Minute Calls

— Conditions

Rule name

|60 Minute Calls

Description |

1. Uze arule for
c the length of call

2. Usze arule far

the day or date

E. Use arule for

the time range
I Use arule for the

planned duration

2 Use anle for ~
the rale I (Nae] —I
4 Use a e for ~
the client I (Nae] —I
5 Use amle for . ~
A INeed _I I[None] _I

[a5 to [&n Approved [50 IMinutes -
@ Day I ,l o {~ Date | ¢ / vl

=

N - —

Type Mormnal Rate |Bank Holiday |Public Holiday | Pro-rata |By

MWon-driver  [E12.50 £18.75 £25.00 [H] =]

Cirivver £1250 £18.75 £25.00 O G0

Codes Mormal Fate |Bank Holiday | Public Holida Export as
Won-driver

Driver IHours j‘

Calls Over 60 Minutes

— Condition:

Fiule name

|60 Minute+ Calls

Dezcription |

1. Use a rule for

the length of call
2 Use arule for

the day or date

3. Use arule far

the role
4 Use arule for

the: client
5 Use a rule for

the need
B Use a rule for

the time range
L. Use aule for the

planned duration

I_ to I_ Approved I— Iﬁ
= Day I vl o & Date [ ¢ ¢«

I [More)

I [More)

INeed LI I[None]

e —

Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By

Mor-driver  [£12.50 £18.75 £25.00 [w] [}

Ciriwer #1280 £18.75 £25.00 [w] 50

Caodes Morrmal Fate |Bank Holiday |Public Holiday Export as

M or-driver |

Diriver IHDL’"S :,v

None of the options are used to create this rule as we want it to catch any calls
which aren’t covered by the exception rules we have already created.
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Pro-Rata or Fixed Charge Rates

It is important to note that in the rules used to create the charge rates for the
time banded calls (15 minutes, 30 minutes etc.) the option to create pro-rata
charge rates were unticked.

Type Mommal Bate |Bank Holiday |Public Haoliday | Pro-rata |Bo
p |Mon-diver  [E£12.50 £18.75 £20.00 [l 1]
D riveer £1260 £18.78 £20.00 O 1]

This is because the charges are fixed and it isn’t necessary for CareFree to
perform calculations based on the length of the call.

However, when creating the rule for the 60-minute plus calls it is essential to
leave the option to create pro-rata charge rates ticked. This is because
CareFree will need to calculate the cost of the call based on its duration. So, for
a 90-minute call, CareFree will multiply the rates by 1.5 and for a 2 hour call it
will multiply the rates by 2.

19




Exception Rule List Order

If the rules above were entered in the order in which they appear in this guide,
the list of rules would look like this:

IEhalge ;I IMldIand Social Services ;I - Condition:
IMld\ands County Council - felione h SMinute Calls
Description |
Date range: | Nmmall Code | B#HDII Code | P/HD\I Cade |
O1/os201enM2/2093  £0.01 £0.0z £0.02 1. Use a e tor l— l— l— l—_l
~ the length of call 0 o |15 Appreved [15 Minutes >
2. Use a e for -
r the day or date & Day I LI or " Dale I—/—’/—LI
© | o0l 750 1000 [ 3 Usmamlelor pione) =l
—1 30Mirute Calls 7700 1155 1540 i EU'”E o
- | 45 Mirute Calls 10,90 16.35 21.80 4. Use a e for [Mone] -
B0 Minute Calls 1280 1876 2600 T i clent ! =l
|| B0 Minute+ Call 1250 18.75 25.00
e Lals (m| %grf:;j""ls for INEEd ;I I[Nﬂne] LI
E. Use a e for to
r the time range —— ——
7. Use a e for the to 281
r planned duration
Type Nomal Fate [Bark Holiday |Public Holiday | Prorata By
Mon-driver  |£5.00 £7.50 £10.00 [m] i}
Diriver £6.00 £7.50 £10.00 o
ﬁudej. Nomal Fiate |Bank Holiday | Public Holiday Evport a5
on-driver
Diriver Hours j'
| & Editmles ¢ Default hourly rate | Todks... New | Edit I Delete Close

The order in which the rules appear is significant and it is important to consider
how the order might affect the way in which the rules are applied.

When generating invoices or wages, CareFree gathers data from the rota. It
runs the data through the Verify screen to ensure that what was planned by
the co-ordinators is what has actually happened in reality. It then looks at the
rules screen and applies the rates which have been created for pay and charge.

It is important to realise that when CareFree looks at these rules, it looks at
the list from the top down to the bottom.

This means that the more specific/unique rules need to be positioned higher
up the list than the more general “catch all” rules which can be added towards
the bottom. The order of rules lists will be examined in more detail throughout
this learning guide.

III

Go to page 35 for more information on the rules list order.
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Rule #2 — Use a Rule for the Day or Date

As the name suggests it is possible to use option rule 2 to create rules which
relate to specific days or dates. The options available are listed under the drop-
down menu.

— Conditionz

Rule name |

Dezcription |

1. Usze a mile far -
r the length of call I to I Approrved I IMlnutes LI

P Getmn e © D% [Mondsy <] o ¢ Date [ ]

2 Usze a e for -
|5 I [Mone] | Tuesday . -
the role Wednezday E _I
4 Uze a rule far I Thurzday -
F the client [None] Eriu:l.fn_l,lcI _I
aturday
5 Usze a e for
= INEEd Sunday LI
the need weekday e
E. Usze a e for . ko )
& the time range I_'_ I_'_
i 7. Usze amile for the I ko I I—

planned duration

Any of the options can be used in conjunction with each other to create
complex charge structures. Rule 2 is most commonly used to specify different
rates for weekdays and weekends.

Other significant dates can be specified using this rule also. A specific date can
be specified by using the Date radio button on this rule.

M tzheuu:ls:j.laurruulﬁatfeu r * Day M'Z'f"'ja.'r' v| o Date _ A4
Fri-Sun ~
3 Uze a e for :
I I[N':""E] Chriztmasz eve -
the rale Christrnas day _I
4. Use a nule for I Boxing day -
r the client Mane] Mew Years ev _I
Mew Years da S
B Usze a mile for :
r I Meed  |Bank Hn:nllda_l,lgl: ;I
i3 zeg Public: Holiday
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Rule #3 — Use a Rule for a Role

Option 3 can be used to charge different rates for care which is being provided
by a specific type of Carer. Roles are assigned to Carers in the Payroll tab on
the Carers screen and govern how much a Carer is paid. Rule 3 allows users to
specify different charge rates to Clients based on the type of Carer completing
a call.

For example, if standard domiciliary care is charged at a rate of £12 per hour
pro-rata, but care provided by Registered Nurses is charged at £15 per hour,
using rule 3 would allow this uplifted rate to be specified. Any calls which are
allocated to a Carer with the payroll role as Registered Nurse would be charged
to the Client at the higher rate.

— Conditionz

Rule name |

Descrption |

1. Uze a rule far
5 k A d -
the length of call I ° I PRIovE | IMlnutes vI

2. Usze amile for -
the day or date @ Day I vI or {7 Date _f >

v tEHeUrSn.IEea rule for IHegistered Murse ﬂ

Reqistered Hurse

4. Use arule for Senior Care Worker

the client Senior Management

B. Usze a rule for Social Worker

the need Supervisor
Support Worker #1 |:|

5 U.SE & rule for Support Worker $2

the: lime ranae Support "Worker {3 o

£ Usze arule for the to I I

plannied duration
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Rule #4 — Use a Rule for the Client

Rule 4 can be used to create exception rules for specific charges which must be
applied to a particular Client. It is often used when just one or two Clients must
be charged differently to the majority of Clients who are included under a

particular contract.

An example of this may be where you have a contract to deliver care to many
Clients with your local authority at a standard rate of £12 per hour, but there
are two Clients with more intensive care needs. You have agreed to provide
care to these two Clients at £13 per hour. To specify this, you would create two
rules using rule 4, naming selecting the Clients in turn and entering a rate of

£13.

— Conditions
Rule name ISue Barker Rate
Dezcription ||
1. Usze arule for o Approved -
the length of call I I I IMlnutes ;I
2. Usze arule for -
the day or date & Day I "’I o " Date |_/ /=
3. Use arule for -
the role I (None] J
4. Usze arule for -
I the client IBarker, sue J
5. Use arule for - -
e read INEEd _I I[Nu:une] J
B. Use arule for I . b | -
the time ranoe == ==
7. Usze a il for the I ko I anE
planned duration
Type Mormal Bate |Bank Holiday  |Public Holiday | Pro-rata [By
p |Mon-driver |£13.00 £19.50 £26.00 B0
Driveer £13.00 £19.50 £26.00 B0
Codes Mormal Rate |Bank Holiday | Public Holiday Export as
p | Hoan-driver
Drirver IH':'L"S j‘
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Rule #5 — Use a Rule for the Need

Rule 5 is an incredibly useful way of specifying charges for specific types of care
calls or services. It is most commonly used to apply fixed charges for services
such as live-in care or waking/sleeping nights.

You must ensure that your co-ordinators understand the importance of
adding the appropriate needs to calls on Client rotas, as omitting or
incorrectly entering needs will have implications for Client charges.

If we wanted to apply a fixed charge of £80 for a sleeping night:
e Sleeping Night must be added to the Needs list in the Items screen
e The need Sleeping Night is added to overnight shifts on Client rotas
e Rule 5 can then be used to specify fixed charge of £80

e To ensure the charge is fixed at £80, regardless of the length of the call
on the rota, the pro-rata option must be un-ticked

— Conditions

Rule name ISleepihg Might

Dezcription ||

1. Usze arule for -
the length of call I Ih"llnutes ﬂ

2. Usze arule for -
the day or date @ Day I "I or ' Date _-"'_-"'_j*

to | Approved |

3. Use arule for -
the role I (None] —I
4. Use arule for -
the client I[NDHE] —I
v 3. Use arule for INEEd ;I ISIeeping Might ;I

the need

B. Uze arule for Ir to Ir

the time range

24

7. Uze a e for the I ta I I
planned duration
Type Marmal Bate |Bank Holiday | Public Holiday | Pro-rata |Bo
p [Mon-diver |[£80.00 £120.00 £160.00 [l 1]
Drriver £80.00 £120.00 £160.00 O 1]
Codes Marmal Bate |Bank Holiday | Public Haliday Export as
p | Mon-driver
Diriver IH':'urS j'




Rule #6 — Use a Rule for a Time Range

Rule 6 makes it possible to set different rates of charge at different times of
the day/night. This option is frequently used by organisations who charge a
premium rate for calls at unsocial times of the day.

For example, if your organisation’s standard daytime rate is £12 per hour
between the hours of 8am and 6pm (daytime standard rate) then outside of
those times you charged £13.50 (evening & night rate) you would create two

rules using rule 6 as follows:

Social Hours Rule

 Conditian:
Fiule name ISocwa\ Hourg
Description |
1. Use a e for -
r the length of call I B I laboicied I IM'nL’"ES j'
2 Use a e for <
r the day or date & Day I v| o O Date [ s~
3 Use a e far
r the role I[None] ;I
4 Use a e far
r the clignt I[None] ;I
5 Use a e far
k) |Need x| [iHone) =
E. Use a e far IUB'UD to |1 500
~ the time ranade ) :
7. Use a e far the I to I Igg.g
r platined duration
Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By
Mor-driver  [£12.00 £18.00 iz24.00 [}
Drriver £12.00 £18.00 i24.00 B0
Codes Mormal Rate |Bank Holiday | Public Holida Export as
Maorv-driver
Drriver IHnurs jv

Un-Social Hours Rule

r Condition:

Rule name IUn-SUC\a\ Hours

Description |
1. Use a mile far
r the length of call

2. Use amile far
r the day or date

3. Use a e for
r the role

4 Use a e for
r the client

5. Uze a e for
r the need

E. Uze a e for
i the time range

l— ta l— Approved I— W
i Day -l o " Date [~

I [MNone] ;I
I [MNone] ;I
INeed ;I I[None] ;I

1800 to {0200

7. Use a e for the ta |2g.g
r planned duration
Type Momal Rate |Bank Holiday |Public Holiday | Pro-rata [By
Noredriver  |£13.60 £20.25 £27.00 ED
Diriver £13.50 £20.25 £27.00 1]
Codes Momal Rate |Bank Holiday |Public Holiday Expott as
No-driver
Driver IHDL"S j'
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Rule #7 — Use a Rule for the Planned Duration

Rule 7 is used in quite specific circumstances by organisations who have
implemented Electronic Call Monitoring (ECM). It can be used to create a set of
financial rules where the following criteria apply:

e Calls are banded because charges are not calculated as straight hourly
pro-rata rates

e If the actual duration of the call falls below the planned duration (i.e. call
monitoring data shows that the Carer did not stay for the full duration of
the call) the call is still charged at the full planned duration rate

e Where the actual duration of the call is greater than the planned
duration (i.e. call monitoring data shows that the Carer overstayed on
the call) the call is charged at the actual duration rate

For example:
e An organisation bands the charges for calls as follows:
o 15-minute calls — £8.50 per call
o 30-minute calls — £10.00 per call
o 60-minute calls — £13.00 per call
o Calls over 60 minutes — £13 per hour pro-rata
e A 30-minute call is added to a Client rota

o If the Carer logs in and out and stays for only 25 minutes, the call
will be charged at the full £10 rate

o However, if the Carer logs in and out but stays for 40 minutes, the
call will be charged at £10 pro rata of 30 minutes for the full 40
minutes, meaning the charge will be £13.33

To set up the charge structure described above, rule 7 must be used in
conjunction with rule 1 and two rules must be created for each time banding.
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15-Minute Calls

Firstly, a rule must be created which will be applied when the actual duration
of the call is less than the planned duration of 15 minutes.

1 [ Condiens

T Fule name

|1 A Minute Planhed
Dezcrption I

Y v 1. Usze a il faor ID o |15 Approved |15

IMinutes LI

2 ] the length of call
fedmo doe  © 0 | v] o € Date [~
3. Usze a mile faor
the rale I[N one] ;I
4 Usze arule for -
the client I[NDHE] _I

5 Usze amle for
the need INEEd

;I I [Mare] ;I

E. Use a rule for Ir to Ir

the time ranae

7. Uze amle for the ID to |-| R 253
il planned duration
Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata [Bu
p |Mor-driver—» £3.50 1278 £17.00 [l ]
D riveer £8.50 1278 £17.00 O ]
Codes Mormal Rate |Bank Holiday |Public Holiday Export as
p | Mon-driver
Diriver IH':'L"S j‘

Give the rule an appropriate Name

The time period specified in rule 1 will be the Actual duration of the
call. So, for calls which last for 15 minutes or less the duration here will
be 0 to 15 minutes

el | The time period specified in rule 7 will be the Planned duration of the
call. So again, in the this rule the duration will be 0 to 15 minutes

i The charge for any call of 15 minutes or less (actual duration) will be
£8.50. This charge is fixed, so pro-rata must not be ticked
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Once the first rule has been saved, a second rule must be created to cover the
situations where a 15-minute call is planned, but the Carer stays for longer
than 15 minutes.

1\ — Conditions
*Rule name  [15 Minute Actual
Dezcription |
1. Usze arule for -
2 /"' v the length of call I1 & to IE‘E|E| Approved ID IMmutes ;I
2. Usze arule for :
the day or date @ Day I j' on ' Date| / s =
3. Use arule for -
the role I (None] —I
4. Use arule for -
the client I[N one] J
5. Use arule for - -
e read INEEd _I I[Nu:une] J
B. Use arule for I . b | -
3 \ the: time ranage == ==
A s - Useaile for the ID to |1 5 28-4
e planned duration
4 —_ ] Type |Nn:|rn'|al Rate |Bank Haoliday |Public Haliday | Pro-rata |Bo
b |Mon-driver—HEE.50 £1275 £17.00 15
Drriveer [£2.60 £1275 £17.00 15
Codes Mormal Rate |Bank Holiday | Public Holiday Export as
p | Hoan-driver
Diriver IH':'L"S j‘

‘.| Give the rule an appropriate Name
The time period specified in rule 1 will be the Actual duration of the
call. So, to cover calls which last for more than 15 minutes a duration
of 16 to 999 minutes is specified

el | The time period specified in rule 7 will be the Planned duration of the
call so the duration is specified as 0 to 15 minutes
/| The charge for any call planned for 15 minutes where the Carer

overstays is £8.50 pro-rata of 15 minutes. Pro-rata must be ticked and
15 is entered in the By field
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30-Minute Calls

To set up the same type of structure for 30-minute calls we must again first
specify a rule which will be applied when the actual duration of the call is less
than the planned duration of 30 minutes.

1 \ — Conditions
™ Rulename {30 Minute Planned
Deszcription |
1. Usze a mile for -
2 /"' M the: length of call ID to IEEI Approved |3EI Ir"'ll'r"utES ;I
2 Usze amile for o
the day or date & Day o CDate| s/~
2. Usze a rule for -
the role I (None) —I
4 Usze a rule for -
the client I[NDHE] —I
5 Usze a rule for - -
he ead INEEd _I I[Nu:une] _I
E. Uze a e for | . ko | )
3 \ the: time range — —=
N 7. Uze a mile for the |-| g ko |3|:| IEB-'I'I
4 planned duration
4 Type Mommal Bate |Bank Holiday |Public Holiday | Pro-rata [Bu
p |Mon-drive £10.00 £15.00 £20.00 [l 1]
Drriver £10.00 £15.00 £20.00 [ 1]
Codes Marmal Rate |Bank Holiday | Public Haliday Export as
P | Mon-driver
Diriver IH':'urS j‘

(.| Give the rule an appropriate Name
The time period specified in rule 1 will be the Actual duration of the
call. So, for calls which last for 30 minutes or less the duration here will
be 0 to 30 minutes

2} | The time period specified in rule 7 will be the Planned duration of the
call. This time the duration will be 16 to 30 minutes to ensure that calls
planned for 15 minutes are excluded from the rule

/| The charge for any call of 30 minutes or less (actual duration) will be
£10. This charge is fixed, so pro-rata must not be ticked
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Once the first rule has been saved, a second rule must be created to cover the
situations where a 15-minute call is planned, but the Carer stays for longer
than 15 minutes.

1\ — Conditionz
*Rulename 30 Minute Actual
D' ezcription |
1. Usze arule for -
2 /"' v the length of call I31 to |E!EIE| Approved ID IM"'IutES ;I
2. Usze aule for <
the day or date @ Day I j" on " Date | / / -
3. Usze arule for -
the role I (None] —I
4. Usze arule for -
the client I[NDHE] —I
5. Usze arule for - -
e ead INEEd J I[Nu:une] _I
B. Usze arule for | ; b | -
3 \ the: time range == ==
Ha s 1 Uze arule for the |-| g to |3|:| IEE-'I o
IF planned duration
4 _ | Type |N|:|rma| Fate |Bank Holiday |Public Holiday | Pro-rata |By
b |Mon-driver—H£10.00 £15.00 £20.00 an
Diriver |£10.00 £15.00 £20.00 an
Codes Mormal Rate |Bank Holiday | Public Holiday Export a3
p |Mon-driver
Diriver IH':'UrS jv

(| Give the rule an appropriate Name

7’| The time period specified in rule 1 will be the Actual duration of the
call. So, to cover calls which last for more than 30 minutes a duration
of 31 to 999 minutes is specified

2} | The time period specified in rule 7 will be the Planned duration of the
call so the duration is specified as 16 to 30 minutes to ensure that calls
planned for 15 minutes are excluded from the rule

/= The charge for any call planned for 30 minutes where the Carer
overstays is £10 pro-rata of 30 minutes. Pro-rata must be ticked and 30
is entered in the By field
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60-Minute Calls

The exact same process is followed when creating the two rules required for
60-minute calls. Once the data is entered, the rules will look like this:

— Conditions

Rule name

IEEI Minute Planned

Dezcription |

v 1. Uze a rule far

the length of call
2 sge aule for

the day or date

2. Uze a rule far

the role

4 Uze a rule far

the client

5 Usze a rule far

the need

. Uze a rule far

the time range

ID— ho IE;D— Approved IED

IMinutes ;I

o Day w| o O Date | ¢ 2«
| Nene) |
| Nene) |
|Meed =] |iMone) |

— o[

£ Uze arule far the |3-| ko IED 5.5
v planned duration
Type Marmal Bate |Bank Holiday | Public Holiday | Pra-rata |By
Mon-driver  |£13.00 £19.50 £26.00 ] 1]
Ciriver £13.00 £19.50 £26.00 O 1]
ﬁude; Marmal Rate |Bank Holiday | Public Holiday Export as
on-driver
Diriver IH':'urS j"
— Conditions
Rulename |60 Minute Actual

Deszcriphion |

1. Usze a rule for
W the length of call

the day or date

|51 ta Iggg Approved |51

2. Usze arule for 'Ol [ ] o © Date 7 =

I Minutes ;I

3. Usze arule for
the role

= I [Mone]

the client

4 Usze arule far I[Nune]

the need

E. Use arule for

the time range

v 7. Use arule for the

5. Usze a rule far INeed

;I I [Marne]
|31 to IEEI

planned duration

Ld L L

|28-E

Type Mormal Rate |Bank Holiday |[Public Holiday | Pro-rata |By

Mon-driver  [E£13.00 £19.50 £26.00 G0

Diriver £13.00 £19.50 £26.00 B0

Codes Maormal Rate |Bank Holiday |Public Holiday Evxpot a3
Maon-driver

Diriver IHDurS jv
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Call Over 60 Minutes

To complete the charge structure, a final rule must be created which covers

any call which is planned for a duration greater than 60 minutes.

None of the rules need to be used. £13 is added to the charge rate boxes and
pro-rata is left ticked. This rule is then added to the bottom of the list, so will
only ever be applied to calls which have a planned duration which is greater

than 60 minutes.

Calls with planned durations of less than 60 minutes will be picked up by the
other rules which have been added before they reach this rule at the foot of
the list. The rules list will look like the example below, which also includes two

r— Condition:

Rule name  [£0 Minute+ Pro Rata

Description |
1. Uze a e for
r the length of call

2. Usze a e for
r the day or date

l— ta l— Approved l— W
% Day vl o " Date [/ /  +

the need

E. Use a il far
r the time ranae

'jto

7. Use a e for the

3. Use a mile for
r the rale I[None] ;I
4 Use a mile for
r the clignt I[NDnE] ;I
r 5. Use a e for INeed LI I[Ngne] LI

|

£ to 287
r planned duration

Type Momnal Rate |Bank Holiday | Public Holiday | Prorata |By

Nor-driver  [£13.00 £13.50 £26.00 B0

Diriver £13.00 £19.50 £26.00 k0

ﬁudads. Momnal Rate |Bank Holiday | Public Holida Evport as
orrdriver

Driver Hours j‘

rules at the top of the list to cover fixed charges for sleeping nights:

IEharge LI IM\dIand Social Services j - Condition
Rul
IMidIands County Counci ;I Ho LS IEU Minute+ Pro Rata
Description |
Date range | MNormal I Code I B#Hol | Code | P/Hal I Code I
01/01/2019-31/12/2093  £0.01 £0.02 £0.02 1 Use a e for e[ i I__I
r the length of call B Soasied Minutes _+
2. Use a e for
r the day or date & Day I j or {° Dale I_-"_”_LI
N Exception Rule I Nmmall E/Hnll F‘an\I
‘Weskday Sleeping Might 8000 12000 160.00 r ijﬁ UST andefor finone) |
| weekend Slesping Might 9000 13500 16000 © 1ol
« | 15 Minute Planned 3.50 1275 17.00 4 Use a e for |[Nme] |
15 Mirute Actual 250 1278 17.00 the client
| 30 Minute Planned 10.00 15.00 2000 5. Use a e for
30 Minte Actual o0 1500 2000 T e need [Heed = [one] =]
B0 Mirute Planned 13.00 1950 26.00
50 Minute Achual 1300 1950 2600 it | S
£00 Minute+ Pro Rata
7. Use a e for the ta | |23.9
r planned duration
Type Mormal Fate |Bank Holiday | Public Holiday | Prorata |By
Mor-driver  [£13.00 £19.50 £26.00 [:t1]
Driver £12.00 £19.50 £26.00 B0
ﬁudsds. Normal Fiate [Bank Holiday | Public Holida Evpot as
an-driver
Driver Hours j'
& Edtrules (" Default hourly rate Ttaah,. New Edit Delete T
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Using Multiple Rules to Create Complex Rate

Structures

It is possible to accommodate complex invoicing rate structures by specifying
rules which use multiple options together.

In the example below, a combination of rules has been used to specify rules for
the following charging structure:

Monday to Saturday Social Rates (7am — 7pm)
e 30-minute calls — £12.00

e 60-minute calls —£15.75
e 60-minute+ calls — £15.75 (pro-rata)

e All rates above charged time and a half of bank holidays/public holidays
1 2

IChalge | INorlh Social Services L] - Cendiion
Fiul 3 R
[Herfardshie Coury Courc | ule name - [30 Minute “on to Sal - Social Hours
Description I
Date range | Nolma\l Code | Eﬂ'H0|I Codel P/Hu\l Code |
01/00/20M9-31 12/2089 £0.01 £0.02 £0.02 1 Use arule for l— l— "

~ the length of call 0 Bl Apprgved o Minutes j'
2 Use arule for +

P e dyordue  © 0% [Monsat [ D] 7 o]

Ho T ool [ione) =l 3

4 Use arule for =

T i cliont [ane] = ,/
5 Use arule for = =

T e need [Meed =] [itore) / = 4
Elsankln [ ‘o [500

2 the time ranae :
ZUseanieforthe [ 0 [

(| planned duration /IV/
Type Marmal Rate | Banl Public Holidsy | Pro-rata |B:
Mon-driver  [E12.00 18.00 £18.00 [m]
Diriver £12.00 [£18.00 £18.00 O a ~

[ [Codes Nomal Rate [Bank Holiday |Public Holids S— \ 5

Hon-driver
Drriver Hours j‘

‘(-‘ Editrules ¢ Default hourly rate ‘

Took. | Mew |[ E«k | Deete |  Cios= |

Rule 1 is used to specify the length of the calls. In this example the rule is for 30-minute
calls

Rule 2 is used to specify the day or date of the calls. In this example the rule is set for
Monday to Saturday

Rule 6 is used to specify the time of the calls. In this example the rule is set for 7am to
7pm

Rates are entered in the boxes here. Bank holidays and public holidays are specified at
time and a half

The Pro-rata box is left unticked as these 30-minute calls are charged at a fixed rate. We
do not want CareFree to do any pro-rata calculations
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60-Minute Calls

IChalga d INUth Social Services j
IHerthrdshile County Council LI
Date range | Mormal | Code | B /Hol | Code | P/Hol | Code |
01/01/2015-31412/2099  £0.07 £0.02 £0.02
‘I E xception Rule | Marrnal | B/Hol | P/Hal |
30 Minute - Mon to Sat - Soclal Ho... 12.00 18.00 18.00
G0 Minute - Mon te

 Condition:
Fule name IED Minute - Maon ta Sat - Social Hours
Description |
1. Use a e for "
ke the length of call I:31 = IBU Appraved |31 IMlnutes vl

2 Use a e for
o the day or date

& Dy [Mongat <] o CDae [~
[ircne) |
[tone) |
=] [Mere) =]
[fFo0” o [iso

2 Use a nile for
™4 the role

4 Use a e far
r the client

2 5 Use a nile for

the need I Heed

E. Use a wile for
¥ the time range

7. Use anile for the I to | 292
r planned duratian
Tyoe MNomal Rate |Bank Holiday |Public Holiday | Pro-ata |By
Mon-driver  [£15.75 £23.62 £2362 0
Driver £15.75 E23.62 £2362 0 jo
Codes. Mormal Rate |Bank Holiday | Public Holida: Evport as
Man-driver
Drivver Hours
% Editmles ¢ Default hourly rate Tonls Wew | E it I [elete [Cloze
.o
60-Minute+ Calls :
Rule 1 is not used to create the
pro-rata 60-minute+ rate
ICharge ~| INorth Social Services x| [ Condtions
Rul .
IHertfordshire County Council j e neme on to Sat - Social Hours
Diescription
D ate range | Normall Code | B.-"Holl Code | P!Ho\l Code |
01/01/2019-31/12/2093  £0.01 £0.02 £0.02 1. Use anule for l_ l— l_
r the length of call ® CopsE IM\nutes j'
2. Use anle for
¥ the day or date & Day [MonSat j' o CDate| /-
Ezception Rule | Normall B/Hel | P#Hol |
0 Minute - Mon 1o 5at - SacialHo. 1200 1600 1800 - 3 Hseaniefor fiong) =]
— B0 Minute - Mon to Sat - Social Ho.. 1575 2362 2362 e rele
B0 Minute+ - Mon alH. | 1575 2 2 4 Use ane for -
T o - o r the client I[None] —I
r ?HEU::;;UIE for INeed ;I I[None] LI
E. Use arnle far I 3 to "
l_ the time ranne 07.00 1500
7. Use anle for the I to |25.3
planned duration
r larned d
Type Normal Rate |Bank Holiday |Public Holiday | Pro-rata |By
Mon-driver  [E15.79 £2362 £23E2 [}
Diriver £15.75 £23.62 £23.62 B0
Codes Normal Rate |Bank Holiday | Public Holids,
Mon-driver
Diriver
& Edtnles " Defaul houl rate Tooks. | The pro-rata box is ticked to create
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The Importance of the Order of the Exception Rule
List

In the example above, we end up with a list of 3 rules which looks like this:

IEharge ;I INorth Social Services ;I
IHertfordshire County Council LI
D ate range | Mormal | Code | B/Hoal | Code | FP/Hal | Code |
01/01/2019-3112/2099  £0.01 £0.02 £0.02
. E xception Fule | Normall B.:’Holl F/H oll
30 Minute - Mon to S at - Social Ho... 12.00 18.00 18.00
|| B0 Minute - Mor to S at - Social Ha... 16.75 23.62 2382
,i G0 Minute+ - Mon ta Sat - Social H... 2362 2362

It is essential to understand how the order of the list of rules can have an
impact upon how they will be applied when you generate your invoices. The
most important things to remember when looking at your exception rule lists
are:

e CareFree always looks at the list of rules starting at the top and moving
down

e Exception rules designed to isolate specific circumstances should be
placed higher in the list than more general ‘catch all’ rules

If we look at the example created above, the order of the list is correct. The
more specific rules (where we isolate calls of 30 minutes and 60 minutes in
duration) are placed higher in the list than the general pro-rata rate for any
calls above 60 minutes.

 Conditions

Rule name |SD Minute+ - Mon to 5 at - Social Hours

If we had placed the 60 min+rule Des:‘":ion I| |
at the top of the list, this rate Celmgnorca | O Aewored [ e <

i i ;EUS: ao[ruifg[ & Day [MonSat ~| O " Date m
would have been applied to any the day or dat [ =

. r E.EU[sDeea 1ule for I[None] LI
call which happened between the hours of | . = -
the client e =
7am and 7pm on Monday — Saturday as we £ Use o e for
- . . raasea [Need =] |iMore] =l
specified no particular call duration when @ Blesuein  [E w0 [fEE
Creat”’]g the rule_ I—I. Iz a e for the l— to l— IF

planned duration

What we want to do with the 3 rules above is ensure that the calls lasting 30
and 60 minutes are filtered out first and then apply the pro-rata 60 min+ rate
to all other calls between 7am — 7pm on Monday — Saturday.
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Building the Complexity and Ordering the List Appropriately

We may want to specify two distinct rate structures for one contract based on
the type of care we are providing to the Clients who are linked to it.

For example, we may say that our rates for cleaning and social calls are as
described in the previous example, but our rates for providing personal care
carry a slight premium such as:

e 30-minute calls — £13.00
e 60-minute calls — £16.75
e 60-minute+ calls — £16.75 (pro-rata)

e All rates above charged time and a half of bank holidays/public holidays

To specify these premium rates, we would need to create a need called
Personal Care which could be added to calls on the rota to indicate that they
carry the premium rate.

When the need is created, we can begin to specify premium rates.
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30-Minute Calls

ICharge LI INorth Social Services

=]

IHertfoldshira County Cauncil

=]

The new rule is created in exactly
the same way as the previous

D ate range | Hormal | Code | B/Hal | Code | P/Hal | Code |
/M s20en12/2088  E001 £0.02 £0.02
E xception Rule | Mormal | B/Hol | P#Hal |
30 Minute - Mon to Sat - Social Ho.. 12.00 18.00 18.00
|| B0 Minute - Mon to Sat - Social Ho... 16,75 2362 2362
B0 Minute+ - Mon to S at - Social H 15.75 2362 2362

r Conditian:

Rule name ISD Minute - Mon ta Sat - Social - Personal

Drescription |

1. Usze a rule for
o the length of call

0 to {30 Approved g Mirtes vI

I~ ﬁ]eu‘js:yaor[uéztf;r @ Day [MonSat -l o " Date [ S~
3 Use a rule for -
r the rale I[None] _I
4 Use a rule for -
r the clignt I[None] _I
5 Use a rule for - -
v the noed INeed _I IF‘ersonaI Care _I
W B Use a ule for 07-00 to [1go0

the time range

r . Use a rule for the
planned duration

- Type Momnal Rate |Bank Holiday |Public Haliday | Prorata |By
rule for 30 minute calls except Nordiver [£1200 _ [£1950 £1850 ]
5 - Driver £13.00 £19.50 £13.560 O 1]
this time we also use rule 5 and
Codes Normal Rate |Bank Halidsy | Public Holida Export a5
specify the need as Personal Care Non diver [Hows =]
p y Driver Hours =
i Editrules Default hourly rate Tools... Mew | Edit I Delete Closs
.
-Minute Calls
ICharge | INDrth Social Services x| [ Condtion
Rul . . .
IHertfordshire County Council LI ule name IEI] Minute - Mon bo 5 at - Social - Personal
Description |
D ate range | Normall Code | B.-’Ho\l Code | F'.-"Holl Code |
m/0/209-3141242093 €000 t0.02 £0.02 1. Use a nule for I— -
¥ the length of call |31 B IBD Approved [31 IMlnutes j'
P AEale @ 0w [imsa =] o 00w [
E xception Rule | Mormal | B/Hol | F/Hol |
30Minute -Monto Sat-Social Mo 1200 1800 18,00 FUseandefor  [ipjone ~]
|| 60 Mirwte - Mon to Sat - Social Ho... 15.75 2362 2362
« | B0 Minute+ - Mon ta Sat - Social H... 18.75 2362 2362 4 Use anle far I[None] LI
30 Minute - Mor to Sat - Gocial - P 19.50 the client
2o lilalle 2at ial B = = Ird 5 Use anle for INeed LI IPersonaI Care LI

& Edit ules

" Default haurly rate

the need
v E. Use arule far

ID?.DD to |1 300
the time range
£ Usze anule for the I to I

planned duration

|29-5

Type Normal Rate |Bank Holiday |Public Holiday | Pro-rata |By

Mon-diver  |E16.75 £25.12 £25.12 0

Diriver i16.75 2512 2512 0O o

Codes Naormal Rate |Bank Holiday |Public Holida Export as
Mon-driver

Drrivvar IHDL’"S jv
Tools... Mew I Edit I Delete LCloze
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60-Minute+ Calls

I Charge

LI INnrlh Social Services LI - Condtion.
IHartfnrdsh\re Cotrly Counci LI Fiule name IBU Minute+ - Mon to Sat - Social - Personal
Description |
[ ate range | Mormal | Code | B/Hol | Code | P/Hol | Code |
01/01/2019-3112/2099  £0.01 £0.02 inoz2 1. Use a nule for
r the length of call I B I aborczed I Mirtes j‘
2.u le: fi
W Gedmordte  © D% [Monsa <] o € Date [T
E xception Rule | MNormal | B.."Hnll F/Hol |
30 Minute - Mon ta Sat - Social Ho 12.00 18.00 18.00 r %HUSTE”“'E (e I[None] |
BOMirute -Morto Sat - Social Ho.. 1575 2362 2382 = o
60 Minute+ - Man to Sat - Social H... 15.75 2362 2362 - 4 Use anle far I[None] ;I
30 Minute - bon to Sat - Social - P.. 13.00 19.50 19.50 the clent
|| B0 Minute - Mo to Sat - Social - P 16.75 2512 5. Usze a rule for
B0 hinute+ - Mon 1o Sat - Social - 25.12 M e need Need x| |Persanal Care =
E. Use arule far Igy 0o to |1 500
¥ the time range : :
7. Use arule far the I to I 295
r planned duration
Type Normal Rate |Bank Holiday |Public Holiday | Pro-rata |By
Mon-driver  [E16.75 £25.12 i2512 [H1]
Diriver £16.75 £25.12 i2m12 [51]
ﬁnde; Normal Rate |Bank Holiday | Public Holida Evport as
on-driver
Drrivvar Hours :lv
@ Editrules ¢ Default hourly 1ate Tools... Hew | Edit I Delste Closs

With the new rules created, we must now ensure the exception rule list is

ordered correctly. The rules we created most recently are automatically added

to the bottom of the rule list, so this is what we will now see:

I Charge

j I Marth Social Services

=

IHerthrdshire County Council

=

D ate range | M armal | Code | B/Hal | Code | P/Hal | Code |
0A01/20019-3112/2099 £001 £0.02 £0.02
o |_E=ception Rule | Momal | E/Hal | P/Hol |
A0 Minute - Maon to Sat - Social Ho. . 12.00 18.00 18.00
| B0 Minute - Mon to Sat - Social Ho... 1575 2362 2362
« || B0 Minute+ - Mon ko Sat - SocialH... 1575 2362 2362
A0 Minute - Maon ta Sat - Social - P 13.00 19.50 19.50
|| B0 Minute - Mon o Sat - Social - P 16.75 2812 2512
0 Minute+ - Man to Sat - Social - .

As the rules we created for the need Personal Care are more specific than the

rules we originally created, they need to be moved higher up the list.
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Changing the Order of the List

To move a rule up or down in the list:

1. Click on the rule in the list to select it

2. Use the up or down arrows to alter its position

Exception Fule I Nurmall E.-"HDlI P.-"HD|I
30 Minute - Mor to Sat - Social Ho...
B0 Minute - Mor to Sat - Social Ho...
B0 Minute+ - Mon to Sat - Social H...
30 Minute - Mo to Sat - Social - P...
B0 Minute - Mon to Sat - Social - P...

B0 Minute+ - Mon to Sat - Social - ...

1. Alternatively, click on the rule in the list to select it

2. Right-click to see further options

. |_Exception Rule | Womal| E/Hol | F/Hal |
30 Minute - Mon to Sat - Social Ho.. 12.00 13.00 1800
—| B0 Minute - tMon to Sat - Social Ho... 1575 23E2 23R2
« || BOMinute+ - Mon to Sat - Social H... 15.75 23.62 2362
30 Minute - Mo to Sat - Social - P... 13.00 19.50 19.50

|| B0 Minute - taon ta Sat-S-:iI-P... 16.75 5.1 2512

B0 Minute+ - Mon to S =

Move to top of list

Move to bottem of list

The correct order for the list in the example described above would be as
follows:

. E xception Rule | Marmal | B/Hol | F/Hol |
30 Minute - Mon ta Sat - Sooal - P 13.00 19.50 19.50
|| B0 Minute - Mon ba Sat - Social - P 16.75 2512 212
w || B0 Minute+ - Mon to Sat - Social - .. 16.75 2512 2512
30 Minute - Mo to Sat - Social Ho... 12.00 18.00 18.00
|| B0 Minute - Mon ko Sat - Social Ho... 1675 23 B2 2362
B0 Minute+ - Mon ta Sat - Social H... 1675 2362 2362

The more specific rules are added at the top of the list so that Personal Care
premium rate calls are filtered out first and charged at the correct rate.

All other calls will be picked up by the less specific rules lower down in the list.
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Preparing to Implement
Wages/Payroll in CareFree

CareFree offers the flexibility to create many different wage structures for
individuals and groups of employees. Pay rates are always linked to a Carers
Role which is assigned to them in the Carers screen on their Payroll tab.

INorlh

Name £ | Phone no
@ 557 caer 55.7 Carer 0
@ Claire Baldin

@ George Wiliamsan

@ Helen Mirren

@ Holly*willsrby

@ James Tester

@ JimWardy

@ John Bishop

@ Judy Dench

@ Laura Davis

@ Lynn Greerfield

@ Mickey Mause

@ Mo

@ Mylene Clas

@ Fhilip Schofield

@ Serena wiliams

@ SueSmith

@ Venus wiliams

@ il Ben Ferel

00:00 13

Active | Inactive | Onhald | &l
Find

Guahllcat\onsl Wages

Payrel | Dutcomes

Role [pay) upport Warker #1

YMPRSRRN S iopoit Worker 1
Support Worker #2
Status Support Worker #3

Suppart Warker #4

Secunlyl Branchesl Logl Altachmentsl Exlrasl
Sent box | flanner | History | Continuity |

Standard by hour

Recrulment 440t Care Sector | Local Author =

Full time: Teacher [qualified) Pay period [Mone] hd
) Technician
Enttyinto UK. |yauth Offending Support __hdate 1 staus [5171072078 " =] [Mot apphicable |
-
Startin sector [Frani s areraiicats [z =] [res |

Arrangements |

=

Saleylnt [ =] Rele [0

Bank detail -
l—_l AVREERD Other details
l— WD Opt In/Out
Application form
padlceds Fieference 1 i
00-00-00 Reterence 2 A
Account no Visa Expiry i
Contract of Employment L

EBusiness insurance

Disclosure Risk Assassment

Creating and Editing Payroll Roles in Items

For each unique pay banding or group your organisation has, you will need to
create a new Role. Roles can be created or edited in the Items screen.

|l Religions

i8] Risk areas

il Risk categories
Il Riisk levels

il Risk types

il FoadRiunner reparting
et Fioles

“Midlands Carer

*Midlands Senior

“Marth Carer

*North Probation

*Morth Seiior

*South Carer

*South Senior Carer

Administrative / office staff not care-providing
Advice, Guidance and Advocacy

sllied Health Professional [nat OT)
Ancillary staff not care-providing

Care Worker Fate 1

Care Worker Rate 2

Childcare \worker or Childcare Assistant
Commurity, Support and Dutreach Work
Counsallar

Educational Assistant

Educational Support

Emplayment Support

First Line Manager

Find |

Name  [Midiands Carer E

Code

—

Expected qualifications

Holidey e [Ertement  v]  Defaulentilemert [0 sy

o]

New | Edit | Delete |

Close |

It is also possible to include staff who have monthly or weekly fixed salaries. To
do this you will need to create a unique Role for each person, so they can be
given a unique monthly or weekly salary.
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How Roles Relate to Wages

To illustrate how Roles relate to Wages we will take a look at how a typical
care company might set up CareFree.

Setting up Roles — AA Star Care Example
‘AA Star Care’ wants to set up wages in CareFree with the following different
pay bandings for its employees:

e New employees in their probationary period (Paid by the hour)
e Existing employees who do not have an NVQ (Paid by the hour)
e Existing employees with an NVQ qualification (Paid by the hour)
e Office based and occasionally deliver care (Paid by the hour)

e Office Manager (Sue Smith) (Salaried)

e Care Co-ordinator (Claire Brown) (Salaried)

e Finance Manager (Julie Thomas) (Salaried)

e Owner (Rachel Green)

Seven different Roles would need setting up in the Items screen:
e Carer Probation
e Carer Unqualified
e Carer NVQ
e Office with Care
e Office Manager
e Care Co-ordinator
e Julie Thomas

e Rachel Green
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Assigning Roles to Employees

Once the roles are created in the Items screen, you will need to open the
Carers screen and work down the list of employees, assigning the correct Role
to each person within their Payroll tab.

Open the Carers screen
Open the Payroll tab
Click Edit

H w nNpoE

Use the Role (pay) drop-down box to select a role for the Carer

INUTth LI Generall Other detailsl Qualificationsl Wages Securityl Branchesl Logl Altachments Extrasl

Mame i I Phore ro I Notes I Cortacts I Holidays ~ Payroll | Outcomes | Sent bax I Planner I History I ContinLity I

@ 557 carer 557 Carer

@ Claire Baldin Rale (pay] | ¥ | Nore) |

G will

= H:gﬁ;i”;rmsm Fay scale Pay type IStandald by haur |
@ Haolly willerby Status Support "Worker #3 Recruitment IAduIt Care Sector | Local AUthD'LI
@ James Tester . Support Woarker #4 .

@ Jim Vardy Full time Teacher [qualified) Pay period I[Ngne] LI

B . Technician
= jD:ng'Shoﬁ Entryinto UK |tk Offending Suppart L] date & status |31 IR | INot applicable LI
udy Llenc . <Refresh> hdl 8

@ Lawa Davis Start in sectar [T T8 =] careroetificate |31 Anzng x| IYes LI
= Il:dﬁz:ei[:deon:id Arangements | I Salary Int IAnnuaI LI Fiate I‘I.DD

@ Mo Bank details .

@ Mylene Clas I | Adc name iheidetais

@ Philip Schofield W/TD OptIn/Out

@ Serena'wiliams Application form

@ Sue Smith Soit code Fieference 1 _ s

a \u"e:nus ‘williamz IUU'UU'UU Reference 2 S

@ il Ber Ferrel Account no Yiza Expiry i

| | Contract of Employment _ s
Dizclosure Risk Azsessment
Business insurance

fctive | Inactive | On hold| 4] oon 19
Find I

5. Click OK to save
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Specifying Pay Rates for Staff
Wages using Rules

Specifying the rates for staff pay is very similar to creating the rates for Client
invoicing. Again, the rates which govern the pay for employees are created

using the Rules screen.

1. Click on Rules

£

Rules

2. Press the drop-down menu at the top of the screen and select Pay

x @ L e =
= A & ¥ 2 £
Rotas Planners  Clients Carers Staff  Contracts Search [tems In box Rules
Pay r Conditionz
;I Rule name I

Charge D ezcript I

o ption
',g;”'"“““gpag = | Nomal | Code | B/Hol | Code | P/Hol| Code |
ijf%er?undSS 1. Usze a le taor I—
‘weekly Charge the length of call
Wwieekly 5 alary 2. Use a e for ‘o [y
Block Charge » the day or date

T Y | bl Ll oo ool |
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down box

- o @ s : =
= w A & ¥ | A2
Rotas  Planners  Clients Carers Staff  Contracts Search
Fay d
Care Worker LI

Childcare Worker or Childcare Aszistant
Community, Support and Outreach Wk,
Counzellor
Educational Asziztant
Educational Suppart
Employrnent Support

3. Select the role for which you wish to specify rates in the second drop




Default Hourly Rate

Before creating the rules governing the pay you will be asked to specify a
Default Hourly Rate. You should be able to see that the radio button at the
bottom left of the screen will be set to Default Hourly Rate.

‘f‘ Editrules € Default hourly rate

1. Click New

Toals... MHew | Edit I Delete Cloze

£ Add dates and default rate .
2. Enter the relevant date range for the rate -
rom date [m/onizmg »] o [mAzens x|
using the From Date and To drop-down Pay ool Cote [
Bank holiday Iggz— Code l—
boxes Publicholdey [onz Code [

Unenhanced I

3. Enter 0.01p in the Pay field
P y — [ ] e |

It would seem logical to enter whatever your standard or base pay rate is for
this particular payroll role. We only recommend doing this however, if your
pay structure is incredibly simple. Usually we would suggest entering a Default
Hourly Rate of one penny (0.01p) as it will help to highlight any problems or
errors in your rules when you generate wages. Any calls which feed through to
a wage sheet and pay at £0.01 will help you to quickly identify errors made.

When you enter 0.01 in the Pay box, the bank holiday and public holiday rate

boxes will automatically be populated at

0.02. The way CareFree identifies such ° Add dates and default rate =
holidays will be explained later in this ::: e I—l?ﬁm:‘v :;de I_Immmg:"
guide. It isn’t necessary to change these Bank hoiday |DD2— Code [
rates back to 0.01. It will be just as easy Publicholidey  [00z Code [

to identify calls which feed through to Unenhaneed [~

invoices at £0.02. The box for the o Corel |
unenhanced rate can be left blank. |

4. Click OK to save the Default Hourly Rate
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5. You will be warned that a pay rate of £0.01 falls below the minimum
wage and asked if you wish to change the rate back to whatever the
minimum wage rate is set at in CareFree’s options and settings.

@ This pay rate is below the minimum wage.

Do you want to adjust this to £7.20 per hour 7

Cancel

6. Click No to leave the default hourly rate set at £0.01

Once this is done, the Default Hourly Rate will be displayed in the box towards
the top left of the screen, just below the drop-down boxes you used to select
the payroll role.

Pay - r Conditian:
Rl
I*North Carer ;I HE (=L I
Description I
Diate range | Normall Code | BJHoll Code | Pz’HoIl Code |
01/01/2019-31/12/2093  £0.01 £0.02 £0.02 1. Use a rule for I— l— -
r the length of call I ® abbcved Mirutes
2 Use a rule far
r the day or date & Dy I 'l o (7 Date _/ />
. E=ception Rule | Mormal | B/Hal | F/Hal | al L
3. Use a rule for - -
= r the contract I[NUHE] —I I[NUHE] —I
4. Use a rule for
7 r the client I[None] LI
] 5. Usze a rule far
r e naod INeed j I[None] LI
E. Use a rule far | K to | .
r the time ranae —= —
7. Usge a rule for the I ta I 6l |
r planned duration

Type Mormal Rate |Bank Holiday | Public Holiday | Prorata |By
Mon-diver  [£0.00 £0.00 £0.00 [=]
Ciriver £0.00 £0.00 £0.00 =01}
Eodeds_ Mormal Rate |Bank Holiday | Public Holida Export as
on-diiver
Drrivver IHDl’"S jv
| f* Editrules ¢ Default hourly rate | Todls.. | Edit | Delete | Close |

The radio button will automatically move over to select Edit Rules.

If you make an error when entering the default hourly rate, simply select the Default

Hourly Rate radio button and click Edit to change
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Creating and Editing Rules

1. Click New to begin entering the rules governing pay under the selected
Role

L- MHew | Edit I Delete | Cloze |

2. Give the rule an appropriate name in the Rule Name box

3. Further description can be added if required in the Description box

Pay - Condition:
Rul
I"North Carer | ule name |
D escription |
Date Mormal | Code | BAHol | Code | P/Hol | Code
2093 £0.01 1. Use a e for -
r the length of call I 2 I Approved I IMlnuteS 'l
2. Use anle for
I ; 7 : : r the day or date & Day I 'l o " Date | ;4 'I

Begin creating the individual rules which will build the overall pay structure for
this Role using the 7 rules available in CareFree.

The next few sections of this guide will cover each rule.

1. Use arule for
r the length af call

I_ to I_ Approved I_ lﬁ
& Day lﬁ o {© Date | 2} -

I [Mang]

2. Usge arule for
r the day or date

3. Use arule far
r the role

r 4. Use arule for

the client I (None]

r B Use arule for

the need I He=d

j I[None]
gk [T W [
I—I.Usearuleforthe I_ to I_

planned duration

“ Ll Lef L

Once the appropriate rules are selected enter the rate in the first Normal Rate
field. The Bank Holiday and Public Holiday figures will multiply by the figure
entered in the shared options (see page 91).

Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By
p |Mon-driver | EEERS £18.75 £25.00 &0
Diriveer £12.A80 £18.75 £20.00 1]
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Rule #1 — Use a Rule for the Length of the Call

Rule 1 is used where organisations wish to band their calls because pay is not
calculated as straight hourly pro-rata rates. So, for example:

e 15-minute calls are paid at a fixed rate of £4.20

30-minute calls are charged at a fixed rate of £5.00

e 45-minute calls are charged at a fixed rate of £7.20

e 60-minute calls are charged at a fixed rate of £8.80

e Calls over 60 minutes are charged at a pro rata rate of £8.80

e Calls on bank holidays are to be charged at 1.5 x the standard rates.
e Calls on public holidays are to be charged at 2 x the standard rates.

To create the structure above, 5 separate rules would need to be input. The
following screen shots show how the rules would be entered into the system:

15-Minute Calls

r Condition
Rulename 15 Mirute Calls

Description |
1. Usze a rule for .

¥ the length of call IEI = |15 Approved ID IMInutBS 'l
2 Usze arule for <

r the day or date @ Day I 'l o © Date | /S~

R T e e
AU i e
- ?HEU::E‘ZMB for INeed ;I I[None] ;I
o -1 m L
i - -
Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By
Mon-diver  |£4.20 £6.30 £8.40 ] 0
Crrivver i4.20 £6.30 £8.40 | 0
Codes_ Mormal Rate |Bank Holiday  |Public Holiday Expott as
b s =1
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30-Minute Calls

 Conditions

Fiule name

|30 Minute Calls

Dezcription |

1. Use arule for
v the length of call
r 2 Use a rule for

the day or date

2 Use arule for
the contract
4 Use arule for

the client
5 Use a rule for

the need

B Use a rule for

the time range

r £ Use aule for the

planted duration

5 [ Approved 15 IMinutes -]
f* Day I 'l o " Date [ ; / «

I[None] LI I[N one) LI
I [Maone] ;I
INeed ;I I[None] ;I

Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata [By
Mon-diiver  |£5.00 £7.50 £10.00 [ ]
Diriveer £5.00 £7.50 £10.00 ] i
Codes Mormal Rate |Bank Holiday |Public Holiday Expart as
Mon-driver
Dirivver IHDL"S j'
45-Minute Calls
r Condition:
Rulename |45 Mirute Calls

Dezcription |

M 1. Use a rule for

the length of call

2 Use arule for

the day or date

3. Use arule far

the: contract
4 Use arule for

the: client
5 Use a rule for

the need
B Use a rule for

the time range

[31 to [45 Approved |31 IMinutes -]
i Day I .I o " Date [ 2 2~

I [MHome) ;I I [Mone] j
I[None] j
INeed LI I[None] j

o[

7. Use a e for the I ta I -3
r planned duration

Type Mormal Rate |Bank Holiday |Public Holiday | Pro-rata |By

Mor-driver  |£7.20 £10.80 £14.40 [

Ciriwer £7.20 £10.80 £14.40 ] i

Eodeds. Morrmal Fate |Bank Holiday |Public Holiday Expart as
ab-driver

Crriver IHDL"S :,v
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60-Minute Calls

— Conditions

Rule name

|B0 Mirute Calls

Description |

W 1. Use arule far

the length of call

2 Use arule for
the day or date

3. Use arule for
the contract

4. Usze arule for
the: client

B Use arule for
r the need

E. Usze arule for

the time range
7. Use arule for the

planned duration

|45 to IBD Approved |4B IMinutes 'I
* Day I 'I o " Date [,/ ~

I[None] ;I I[None] LI
I[None] LI
INeed LI I[N ane| LI

N

Type Momal Bate |Bank Holidap |Public Holiday | Pro-rats |Bw

Mon-driver  |£8.80 £13.20 £17.60 a

Cirivver £8.80 £13.20 £17.60 O a

Codes Mormal Rate |Bank Holiday | Public Holiday Expart as
Won-driver

Driver IHours j‘

Calls Over 60 Minutes

 Conditions

Rule name

|E0 Mirwte+ Calls

Dezcription |

1. Use arule for
r the length of call

2. Use arule for
r the day or date
3. Usze a rule far

the contract

4 Use arule for
the: client

5. Use a rule for

the need
E. Use a rule for

the time range

platined duration

r 7. Use arule for the

I— to I— Approved I_ lm
i Day I -I o " Dae [, ; «

I[None] ;I I[None] ;I
I[None] ;I
INeed j I[None] ;I

[

Type Mommal Rate |Bank Holiday |Public Holiday | Pro-rata By

Mar-driver  |[£8.80 £13.20 £17.60 [l G0

Dirivver £8.50 £13.20 £17.60 [l G0

Codes Marmal Fate |Bank Holiday  |Public Haliday Export as
Maon-driver

Drriveer IHDL"S :,v

None of the options are used to create this rule as we want it to catch any calls
which aren’t covered by the exception rules we have already created.
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Pro-Rata or Fixed Charge Rates

It is important to note that in the rules used to create the pay rates for the
time banded calls (15 minutes, 30 minutes etc.) the option to create pro-rata

rates were unticked.

Type Mommal Rate |Bank Holiday |Public Haoliday | Pro-rata |Bo
p |Mon-diver |£8.80 1320 £17.60 O 1]
D rivver £2.a0 £13.20 £17.60 [l 1]

This is because the payments are fixed and it isn’t necessary for CareFree to
perform calculations based on the length of the call.

However, when creating the rule for the 60-minute plus calls it is essential to
leave the option to create pro-rata charge rates ticked. This is because
CareFree will need to calculate the payment of the call based on its duration.
So, for a 90-minute call, CareFree will multiply the rates by 1.5 and for a 2 hour
call it will multiply the rates by 2.
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Exception Rule List Order

If the rules above were entered in the order in which they appear in this guide,
the list of rules would look like this:

Pap - r Conditions
[t Carer = Rule name |15 Mirute Calls
Description |
[ ate range | Mormal | Code | B/Hol | Code | F/Hol | Code |
0/01/2019-31/12/2099  #0.01 £0.02 £0.02 1. Use a rule for l— l— .
W the length of call ID to 15 Approved [p IMlnutes 'I
2 Use arule far
r the day or date & Day I 'l o  Date Sl j'
2. Use arule for
the contract I[None] LI I[N ore] j
~ || 45 Minute Calls 720 10.80 14.40 4. Use arule for Naone -
60 Mirte Calls 8.a0 1220 17.60 ™ the cient [ere =l
| B0 Minute+ Calls 8.a0 13.20 17.60 5. Usze a rule for
— the noed INeed LI I[None] j
B. Uge arule for | . ta | .
r the time range = ——
7. Usge a rule far the I to I |31 4
r planned duration
Type Mormal Rate |Bark Holiday |Public Holiday | Prorata |By
Mon-driver  |£4.20 £6.30 £8.40 O 0
Criver £4.20 £6.30 £8.40 O 0
Codes MNormal Rate |Bank Holidap | Public Holiday Export as
Mon-driver
Driver IHW'S :I'
& Editries  © Default houly rate Taak, | New I E dit I Delete | Clase I

The order in which the rules appear is significant, and it is important to
consider how the order might affect the way in which the rules are applied.

When generating invoices or wages, CareFree gathers data from the rota. It
runs the data through the verify screen to ensure that what was planned by
the coordinators is what has actually happened in reality. It then looks at the
rules screen and applies the rates which have been created for pay and charge.

It is important to realise that when CareFree looks at these rules, it looks at
the list from the top down to the bottom.

This means that the more specific/unique rules need to be positioned higher

up the list than the more genera

|ll

III

catch al

rules which can be added towards

the bottom. The order of rules lists will be examined in more detail throughout

this learning guide.

Go to page 35 for more information on the rules list order.
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Rule #2 — Use a Rule for the Day or Date

As the name suggests it is possible to use option rule 2 to create rules which
relate to specific days or dates. The options available are listed under the drop-

down menu.

— Conditionz

Rule name |

Dezcription |

1. Usze a mile far
the length of call I

2. Usze a mile far
4 the day or date

2 Usze a e for (Mane)

the role
4. Usze arule far

the client I[NDHE]
5 Usze a e for I
the need Heed

tu:ul

& Day IMDnda_u 'I or " Date |_;_,.f vI

Approved I

I kirites LI

E. Usze a e for I :

the time range
7. Usze amile for the I

planned duration

)

Tueszday LI
Wednezday E
Thursday
Friday LI
Saturday
Sunday LI
"Weekday h

ko I_;_

ko I I

Any of the options can be used in conjunction with each other to create
complex pay structures. Rule 2 is most commonly used to specify different

rates for weekdays and weekends.

Other significant dates such as Christmas Eve and New Years Eve can be
specified using this rule also. A specific date can be specified by using the Date

radio button on this rule.

2 Usze a mile far
4 the day or date

bl orday

w| o O Date [ ¢ vI

3 Usze a ile far [

the role None]

4 Usze a mile faor [

the client None]

5. Usze a mile faor

the need Heed

Fri-Sun
Christrnas eve
Christmas day
Bowing day

Mew Years dal S

Mew Years av
B arik Hu:ulidayxi:

fa)

NHEE;

|l { P 4

Public Holiday| >
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Rule #3 — Use a Rule for a Contract

Rule 3 can be used to specify different rates of pay for Carers when they work
for different groups of Clients who are linked by their contract or contract
type.

The rule is used mainly by larger organisations with distinct branches or
geographical regions where their Carers get paid at different rates depending
on which branch/region they are working in.

If your organisation works in this way, it is essential to give some thought to how
Client contracts and contract types are structured from the outset, as this will have an

impact on both Client invoices and Carer wages

Yorkshire Carers Example
e “Yorkshire Carers’ has 2 distinct geographical regions with separate

branch offices:

o Yorkshire Carers Leeds
o Yorkshire Carers Huddersfield

e for the majority of the time, the Carers at Yorkshire Carers Leeds work
for Clients in Leeds and get paid £9.50 per hour pro-rata

e Again, for the majority of the time, the staff at Yorkshire Carers
Huddersfield work for Clients in Huddersfield and get paid £9.00 per hour

pro-rata

e Intimes of peak demand staff may have to travel away from their ‘home’
branch to work for Clients at the other Yorkshire Carers office

o When Leeds based staff work in Huddersfield, they get paid the
Huddersfield rate of £9.00 per hour pro-rata

o When Huddersfield based staff work in Leeds, they get paid the
Leeds rate of £9.50 per hour pro-rata
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It is possible to cover the scenario above by creating Client Contract Types
which are branch or region specific.

If Yorkshire Carers provide care to both private and social services Clients at
each branch, they could create 4 contract types:

e Yorkshire Carers Leeds Private
e Yorkshire Carers Leeds Social Services
e Yorkshire Carers Huddersfield Private

e Yorkshire Carers Huddersfield Social Services

To understand how to create the invoicing rates for the contracts above, please see

page 6

This contract type structure will enable Yorkshire Carers to assign Leeds Clients
one of the Leeds contract types and Huddersfield Clients one of the
Huddersfield contract types, thus dividing the Clients on a geographical basis
and allowing the pay rates to be created according to the description above.

To keep some separation between the payroll for staff at each branch,
Yorkshire Carers create two payroll roles:

e Yorkshire Carers Leeds Care Worker

e Yorkshire Carers Huddersfield Care Worker

The pay rates for each role are then specified as follows:
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Yorkshire Carers Leeds Care Worker Pay Rates

1. After specifying a default hourly rate of £0.01, create a new exception
rule called Leeds Pay Rate as follows:

Pay hd

IYorkshire Carers Leeds Care Worker

=

Date range

| Mormal | Cade | B/Hol| Code | P/Hol| Code |

01/01/2013-3112/2093  £0.00 £11.70 £15.60

Exception Rule

Leave all the options un-ticked to specify
the Leeds Pay Rate. This will be the
general “catch all” rate at the bottom of

|II

the list once the Huddersfield rates have
been specified using exception rules
higher up in the list

15.00

— Condition

Fiule name

|Leeds Pay Rate

Description |

1. Use a ule for

the length of call
2. Usze amule for

I_ ta I— Approved | IMinutes 'l
& Day I ,l o " Date [ 2 2 ~

the day or date
2. Use anle for
the contract I[None] j I[None] LI
4. Uze a rule for
the clisnt I[N onel LI
5 Uze a rule for
e roed INeed ;I I[None] ;I
B Use a nule for | . ta I .
the time range — —
7. Uze a ule for the I ta I 371
planned duration
Type Mormnal Bate |Bank Holiday |Public Holiday | Pro-rata |By
on-diver  |£3.50 £14.25 £19.00 J=i1]
Drivver £8.50 £14.25 £19.00 =]
ﬁodej. Mormnal Bate |Bank Holiday |Public Holiday Export as
on-driver
Drivver IHours j'

2. Next a rule called Huddersfield Private Rate is specified as follows:

Pay A

IYorkshire Carers Leeds Care Warker

=

[ate range | Mormal | Code | B/Hal | Code | FP/Hal | Code |
01/01/2019-31112/2099  £0.00 £11.70 £15.60
E xception Rule | Mormal | B/Hol I P/Hal |

5

Use rule 3 and select the “Yorkshire Carers
Huddersfield Carers’ contract type in the first
drop-down menu. By selecting ‘(All Yorkshire

Carers Huddersfield Private)’ in the second

drop-down box, it ensures that any calls for
any clients with the contract type will be paid
at this rate

19.00
18.00

 Condition:

Fule name

IHuddersfieId Private Rate

Dezcription I

1. Use a rule for

the length of call
2. Use a e for

the day or date

3. Uze a rule for
M the contract

I tol Approved I IMinutes ,l
& Day I ,l or & Date _,n'_,-'_vl

IYorkshire Eanj I[AII “rorkghire Carers Huddersfield P[LI

4 Uze a e for -
r the client I[N one] —I
5. Use a nule for - .
e roed INeed _I I[None] _I
E. Usze anule for | - to I -
the time range — —
F. Uze a ule for the I ta I |32.2
planned duration
Tupe Normal Rate |Bank Holiday |Public Holiday | Pro-rata |By
Naon-driver | £9.00 £13.50 £18.00 [v] 1]
£9.00 £13.50 £18.00 V] &0
Normal Rate | Bark Holiday | Public Holida Export as
IHours vl

Enter the rate of £9.00 and leave the
pro-rata box ticked
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3. Finally, a rule called Huddersfield Social Services Rate must also be
specified:

Pay -  Conditionz
Bl - - -
IYorkshire Carers Leads Care Worker ;l HD =S |Huddersneld Social Services Rate
D escription I
Date range I Normall Code I B.-"HD|I Code I F'.n’HoII Code |
0./01/2019-3112/2093  £0.00 £11.70 £15.60 1. Uze anule far I_ l_ -
r the length of call I ® FETIEEE IMlnutes j'
2 Usze anle for .
Il the dap ar date @ Day I vI o CDate [ ;-
. |_Exception Fule | Normall Ba’HoIl F'a’HoIl
Leeds Pay Rate 950 1425 19.00 rd t% Use ‘? MF for IYDrkshire Canj I[AII “Yarkzshire Carers Huddersfield S‘LI
Huddersfield Private Rate 9.00 1350 = Contas
4 Usze anule for -
the client I[None] —I
5. Use a nule for - .
‘ . r the need INEEd —I I[None] —I
Use rule 3 and select the ‘Yorkshire Carers . "
. . . . . = JEe a e for I : to I :
Huddersfield Social Services’ contract type in the first T the tine rance — —
drop-down menu. By selecting ‘(All Yorkshire Carers ) & Salt | o | [z23
planned duration
Huddersfield Social Services)’ in the second drop- : —
. . Type Normal Rate |Bank Holiday |Public Holiday | Pro-rata |By
down box, it ensures that any calls for any clients Mar-driver _/£9.00 T13.50 £18.00 Rl
. . . . i |
with the contract type will be paid at this rate Driver £3.00 £1350 £18.00 E0
Mormal Bate |Bank Holiday | Public Holiday Export as
IHours vI

Enter the rate of £9.00 and leave the

pro-rata box ticked

The 3 rates will cover Leeds Carers pay at the two distinct rates for the two

geographical regions.

As the exception rules for Huddersfield pay rates are more specific, they must
be placed above the rate for Leeds in the list of rules. Use the arrows next to

the rules or right-click the rule to
move the Leeds Pay Rate rule to
the bottom of the list.

Exception Ruls
Leeds Pay Bate
Huddersfield Private Rate

Marmal
=

Move to top of list

Hudderzsfield Social Services Fat

Mowve to bottom of list

With the Leeds Pay Rate rule at the bottom of the list, any Huddersfield calls
will be picked up by the first two exception rules. Any remaining (Leeds) calls
will skip through the list to be picked up by the final rule which was specified
without using any of the rules (i.e. without any exceptions).

Rule 3 is also used where carers are paid at different rates depending on whether they
are working in predominantly rural or urban areas. Contract types can be created and

prefixed as Rural or Urban
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Rule #4 — Use a Rule for the Client
Rule 4 can be used to create unique pay rates for particular Clients. It may be
used where an individual Client has particularly acute or intensive care needs
and a Carers salary should to be uplifted accordingly.

Pay -

IYorkshire Carers Leeds Care 'Worker

=

Leeds: Pay Rate

[ ate range | MNarmal I Code | B/Hol I Code | F#Hol I Code |
/M /20M39-3112/2093  £0.00 £11.70 £15E0
. || Exception Rule Mormal BHol P/Hal
Sue Barker Hate [ ioo0] 1500 2000 ]
|| Huddersfield Private Rate 9.00 1350 18.00
» | Huddersfield Social Services Rate .00 1250 18.00
950 14.25 18.00

r Condition
Rule name ISue Barker Rate
Dregcription |
1. Use a nule for -
r the length of call I © I RO I IM'”“tES j'
2. Usze a e for
r the day or date & Day I j' o Chate | s 2 -
3. Use a nule for
the contract I[None] LI I[None] j
4. Use a e for
Ird the client IBarker, Sue j
B Use a e for
| [Meed  w| [(More) =]
E. Use a e for | . ta | .
r the time range — —
7. Usze a e for the I to I |32_-|
r planned duration
Type Mommal Bate |Bank Holiday |Public Holiday | Pro-rata |By
Mon-driver  |£70.00 £15.00 £20.00 ] =]
DCriver £10.00 £15.00 £20.00 ] =]
ﬁodedsl Mommal Bate |Bank Holiday | Public Holiday Export as
on-driver
Drivver IH'JL"S j"

As rules relating to individual Clients are very specific exceptions, they will
usually need to be placed at the top of the rules list as in the example above.
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Rule #5 — Use a Rule for the Need

Rule 5 is an incredibly useful way of creating pay rates for specific types of care
calls or services. It is most commonly used to apply fixed payments for services
such as live-in care or sleeping nights.

You must ensure that your co-ordinators understand the importance of
adding the appropriate needs to calls on Client rotas, as omitting or
incorrectly entering needs will have implications for Carer wages where rule
5 has been used.

If we wanted to apply a fixed payment of £25 for a sleeping night:
e Sleeping Night must be added to the Needs list in the Items screen
e The need Sleeping Night is added to overnight shifts on Client rotas
e Rule 5 can then be used to specify fixed charge of £25

e To ensure the charge is fixed at £25, regardless of the length of the call
on the rota, the pro-rata option must be un-ticked
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— Conditiohs
Rule name | Slesping Night
Description |
1. Uze a le for -
the length of call I 2 I Apprerved I IMlnutes ;I
2. Uze amle for <
the day or date & Day I j' on " Date| / s -
3. Use arule for - -
the contract I[NDHE] —I I[Nnne] —I
4 Usze arule far -
the client I[NDHE] —I
5 Usze arule far - P -
v the need INEEd —I ISIeeplng Night 4_
B. Usze a rule far I . to I .
the time ranoe —= —=
7. Uze ale far the I to I |32_5
plannied duration
Type Mormal Rate |Bank Holiday |Public Haoliday | Pro-rata
p [Mon-driver  [£25.00 £37.80 £00.00 O
D riveer £25.00 £37.80 £50.00 Ll
Codez Mormal Rate |Bank Holiday |Public Holiday Export as
p | Mon-driver
D riveer IHDU[S j‘




Rule #6 — Use a Rule for a Time Range

Rule 6 makes it possible to set different rates of pay for calls at different times
of the day/night. This option is frequently used by organisations who pay a
premium rate for calls at unsocial times of the day.

For example, if your organisation’s standard daytime rate was £8 per hour
between the hours of 8am and 6pm (daytime rate), then outside of those
times you paid £8.50 (evening and night rate), you would create two rules

using option 6 as follows:

Social Hours Rule

r Condition;

Rulename  |Daytime Aate

Description |
1. Use arule for "

r the length of call I B I Approved I IMlnutes hd
2 Usze arule for

r the day or date & Day I 'l o Dale .

3 Usze arule for
r the contract I[None] LI I[None] ;I
4 Use arule for -
r the client I[None] —I
5. Use arule for
Ol seee) [heed =] [imone) =]
B Use anle for IDB:DU o [15:00
F the time range
7. Use arule for the I to I g
r planned duration 2
Type Mormal Rate |Bank Holiday | Public Holiday | Prorata |By
Moredriver  |£8.00 £12.00 £16.00 501
Drriver £8.00 £12.00 £16.00 =01
ﬁoda;. Mormal Rate |Bank Holiday | Public: Holida: Export as
arvdriver
Drriver IHDL‘"S jv

Un-Social Hours Rule

r Condition;

Rule name IEvemng and Might B ate

Description |
1. Use a e for "

r the length of call I = I Approved I IMInutBS 'I
2. Use a e for 5

r the dap or date © Day I 'I or ¢ Date /4>

r i ool <] o) El
= =
r tjﬁeurfeee?:lue for INeed d I[None] d
~ :_SHSHS;:[;:ELDI IW ° IW
it - - P
Type Momal Rate |Bank Holiday |Public Holiday | Pro-rata |By
MNon-driver  |£8.50 1275 £17.00 5]
Diriver £8.50 £12.78 £17.00 B0
Codes Momal Rate |Bank Holiday | Public Holids Export as
e s <]
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Rule #7 — Use a Rule for the Planned Duration

Rule 7 is used in quite specific circumstances by organisations who have
implemented electronic call monitoring. It can be used to create a set of
financial rules where the following criteria apply:

Calls are banded because payments are not calculated as straight hourly pro-
rata rates

If the actual duration of the call falls below the planned duration (i.e. call
monitoring data shows that the Carer did not stay for the full duration of the
call) the call is still paid at the full planned duration rate

Where the actual duration of the call is greater than the planned duration (i.e.
call monitoring, data shows that the Carer overstayed on the call) the call is
paid at the actual duration rate. See page 26 for full instructions.

Using Multiple Options to Create Complex Rate

Structures

It is possible to accommodate complex pay rate structures by specifying rules
which use multiple options together. Again, this has been covered in detail in
relation to invoicing and the method is exactly the same when specifying pay
rates. Please see page 33 for further instructions.

The Importance of the Order of the Exception Rules
List

Please see page 35 for further instructions relating to the order of the
exception rules list.
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Generating Invoices in
CareFree

Calculating, previewing, outputting and finalising invoices are all functions
which are performed using CareFree’s reports screen. In this section we
provide step by step instructions for generating invoices once all the invoicing
rates have been created using rules.

Pre-Invoicing Checks

Before attempting to calculate invoicing data in CareFree, it is essential to
check a number of things have been configured and completed correctly.

Checking the Rota

For detailed instructions of how CareFree’s Rota works, please refer to our Day
1 and Day 2 training guides. It is important to confirm that all call data on the
rota has been entered correctly:

e C(Call times and durations must be checked

e Any needs which affect pay or charge rules must have been added to
calls correctly

e Has the correct Carer been allocated to the call?
e Have the calls been created using the correct Client contracts?

e Have all cancellations or Client/Carer absences been added to the rotas
correctly?
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Checking the Verify Screen

For detailed instructions of how the Verify screen works, please refer to our
Day 2 training guide. It is important to confirm that all call data is processed
correctly in Verify, before it is used to calculate invoices:

e If using electronic call monitoring, check actual times & durations are
populated & correct

e Check call statuses & override statuses are correct for invoicing
purposes

e Pay particular attention to NCR calls and ensure an override status has
been applied to any chargeable cancellations

Checking the Rules

Finally, it is worth double checking the rates which have been entered in
CareFree’s Rules screen:

e Check the charge rates have been entered correctly
e Check the correct rules have been ticked and completed correctly
e Check any day/date/time ranges are entered accurately

e Check the list order will correctly isolate exceptions before applying
‘catch all’ rates
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Calculating & Previewing Invoices

To begin generating invoices:

1. Click on Reports

Reports

2. Select the Invoices reports grouping

3. Select the Create and Finalise Invoices report

=)

&7 Service delivery

£F Clients

&7 Carerz / Staff

#F Main Carers

47 |rwaices

7 'wages

#7 Businesz

#F Electranic Monitoring
£F hnalysis and statistics
#F COC L ROIA

7 Others

7 Your custom reparts

Create and finalise invoices

-)

Fieprint finalized invoices
Payment history
Rieturnz & schedules

Choose the dates | Select from the list I Other optionsl Plarned & actual rulesl Status I Branchesl

— Date options

' Last4 weeks [14/01/2019 0 [10/02/2019

" Last 2 weeks [26/01/2019 to [10/02/2019

& Lastweek  [04/02/2013 to [10/02/2019

C Lastmenth [ /01720139 to |31/01/2019

" Thisweek  [11/02/2013 to [17/02/2019

" Custorn [trrzrzms =] o [15/0172019 +]
o

Periods I ;I I
IMonda}l vI

‘Week starts on

= |

Walue by customner Time range |_;_ |_;_ ) ]
W ariations r Refresh print for list when
dates are changed
Frink report for Status Invoice frequency  Type Filter
IEontracts ;I IActive ;I I[AII frequencie;l I[AII types] ;I ISeIect all
I~ Duplex
[V Show repart descriptions Caleulate | Finalize | Preview |V| LClaze |

4. Use the tabs and options on the right-hand side of the screen to specify
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which data should be included in the invoices you generate




DY ; .
/vChDDSE the dates | Select from the list I Other Dphonsl Planned & actual rulesl Status I Branches
— Date optionz

" Last dweeks [14/01/2019 to |10/02/2019

" Last 2 weeks [25/01/2019 to |10/02/2019

@ Lastweek  [04/02/2019 to |10/02/2019

© Lastmonth  [01,01/2019 to|31/01/2019

" This week  [11/02/2019 to |17/02/2019

" Custom [i7aze2me ~| o [15ame2m19 |

" Periods I LI I LI

Wheel startz on IMnnday vI

Time range |_:_ |_:_

r Refrezh print far list when ,/
dates are changed |
\‘ Print report for Statuz |mwoice frequency Type / Filter

'IEustnmers j I.f-\ctive j I[AII frequencie;l I[.t’-'«II tupez] LI ISeIect all j
Customers
Contracts
Clignts
Charge Bands
Eantract Types
Client T Calculate | Finalise | Preview |V| Cloze [I

Select the Invoicing date range using the Choose the Dates tab. Use this in conjunction
with the Select from the List tab if you have different invoicing periods for different
groups of Clients/funders

Use the Select from the List tab to include/exclude individual Clients/groups of
Clients/funders/contract types from the invoices you are generating

Use Other Options to specify an invoice date, payment date, choose the next invoice
number and select a format to output the invoices in

Use the Status tab to include/exclude call statuses

Use the Branches tab to include/exclude companies & branches from the Invoice run. The
Select from the List tab will alter to reflect your choices

Use the Print Report For drop-down to choose what grouping to display in the Select from
the List tab

Drop-down boxes allow further filtering of data depending on the options selected
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Choose the Dates, Select from the List & Branches Tabs
Choosing a date range and selecting a group of people to include in the
invoicing works in exactly the same way it does in all other CareFree reports.
The Create and Finalise Invoices report provides complete flexibility in terms of
invoicing different groups of Clients/funders over different invoicing

cycles/periods.

Use the Print Report For drop down menu and the
Branches tab to filter the data which appears in the
Select from List Tab.

Other Options Tab

Print repaort faor

Cuztomers ;I

Contracts
Clients

Charge Bands
Contract Types
Client Types

Choose the datesl Select from the list  Other options | Planned & actual rulesl Statusl Branchesl
1 ~ Inwaice and due date " 2
[P Invoiced date  [{5/m2/2019 v Today |  Duson [i543/2019 ~
|ty Mextinvoice no I Prefin I \
3 / [ Late timezhests —
— 4
Format I Invoice LI
Invgige Y
Inwoice Actual
Ihwaice Actual - Breakdown
Iwoice Audit
5 Invoice Batch Summarny |:|
Invoice Summary
Ihvoice Summary - Mo Client Narme
Invoice Summary Bolton 55 i
Print report for Status Invoice frequency  Type
ICustomers LI IActive LI I[AII frequencie;l I[AII types) LI ISeIect all LI
[~ Duplex
Calculate | Finalize | Ereview |V| Close |

Select the Invoiced Date here. This date can be output on the invoice and can be used to find and
reprint previously finalised invoices

The payment due date can be entered here and output onto the invoice

here

If you want to follow on from a previous invoice number sequence, enter the next invoice number

An alpha prefix for the invoice number can be entered here

Select the invoice format here. CareFree will create an invoice format for your organisation to use.
Standard formats are available along with the invoice summary and audit reports
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Status Tab

1 [wl«f Completed
s [C17 Missed
1% NCR

I Irnvoice
W wages
A sborted

P Penalty
2 Cancelled
DWaiting
O ? nknown

[T Use actual times for pay
2 P Use actual times for charging
[T lgrore call status when calculating

Pritt repaort far Status [rvoice frequency  Type Filter
IEustn:-mers ;I I.-’-'-.n::tive ;I I[.-’-\-.II frequencie;l I[.-i‘-.ll tupes] ;I ISeIect all ;I
[~ Duplex

Calculate | Einalize | Freview |"| Cloze ||

1 Select the call statuses (from the Verify screen) which you wish to include on your invoice

2 If you use call monitoring and your invoicing is completed using actual call times, ensure
the option to Use Actual Times for Charging is ticked
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To Display the Invoicing Report

1. To view the data you have selected, you must first click the Calculate
button

2. To display the report (in the format you selected on the Other Options
tab) click the Preview button

Calculate | Finalize | Freview |7| Cloze |

Depending on the format selected, either an individual invoice for each Client
will be displayed, or an overall summary document for all Clients will appear.

Standard Invoice Format

Tel
Fax:
INVOICE
‘Customer Client Invoice No 00096
Hertfords hire County Council Mr Thierry Henry Invoice date 18/022019
1 Bushy Mill Lane &0 Cripsey Avenue Due date 18/03/2019
‘W atford Ongar Your reference
Hertfords hire Essex
W D24 TAB CMS 0AR
From 11/02/2018
To 17/02/2018
Date Times Description Carer Hours Net
- 110272015 06:00-07:00 [ Moming Call - Get Up And Ereakiast Reynolds, Ryan 01:00 £0.01
11/02/2019 09:00-10:00 | Personal Care, Shopping Overmars, Marc 01:00 E1B.75
11/02/2019 15:30-18.00 | Personal Care Davis, Laura 00:30 E13.00
11/02/2018 18:00-15.00 | Tea Time Call Marley, Bob 01:00 E1575
11/02/2013 22:00-23:00 | PutTo Bed - Secure Premises Tester, James 01:00 £0.01
12/02/2019 06:00-07.00 | Moming Call - Get Up And Breakfast Reynokds, Ryan 0100 £0.01
12/02/2019 09:00-10:00 | Persenal Care, Shopping Overmars, Marc 0100 E16.75
12/02/2018 15:30-18:00 | Personal Care Dayis, Laura 00:30 £13.00
Invoice Summary Format
18/102/2019 CareF ree CareShow - Invoice Summary Page 1 of 2
11-Feb-2019 to 17-Feb-2019
Client Ref Invoice No Date Hours Net Exp | Mileage Gross
Mis s MabelAble 1000 00081 18/02/2018 00:00 180.00 0.00 £0.00 180.00
Mrs Elizabeth Alexandra-Maj 00082 18022019 28:00 | 1.542.80 0.00 £0.00 1,549.80
Mr Lance Armstrong 00083 1E0Z/2019 00:00 180.00 0.00 £0.00 1E0.00
Miss Sue Barker 00084 18022019 01:00 7250 550 £0.00 78.00
Barry Chuckle 00085 1E0Z/2019 04:00 636.18 0.00 £0.00 E36.18

We are happy to create an invoice format which matches the requirements of your
organisation. Your company logo can be included and data can be output and grouped

to suit the needs of your clients/funders
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Viewing Invoice Formats Previously Created by CareFree

To help with deciding on a suitable invoice format for your organisation, it is
possible to access the formats we have previously created for our customers.

1. Goto the Tools menu

2. Select Reports Setup

Tools | Timesheets Personnel Reports  Letters

Options and settings

Reports setup
Mandatory fields

Change your own password...
Change the branch Ctrl+B

Maintain users 3

The Reports Setup screen will open:

R eport name

¥ & and L Fota

¥ & Grade

¥ A-Best

W7 41 Qulity

¥ &bbey Care Carer Fota
¥ bhotts Care

¥ &ble Care

V¥ AblewellCare

¥ Ablew/ellCarer

¥ seme Care

¥ ACS Care at Home

¥ &ge Concen Calderdale
¥ &ae Concem Corrwal
¥ &ge Concem D oncaster
¥ #ge Concem Footcare 2
¥ &ge Concern S alishug
¥ &ge UK Dover

1 ¥ &ge UK Fota

W fge UK ¥maz

W Airmswinrth

Client rotag
DauTime rotaz
Rur rotas

Site rotas
Imvoices
wiages
Returnz

Use the Type drop-down box menu at the bottom of the screen to select Invoices

With the Invoice list selected, use the tick at the bottom right of the screen to select all
formats and then click OK

You will need to close the Reports screen and go back into it for the list of formats to

refresh
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Now if you try to run the Create and Finalise Invoices report, you should be
able to select the different invoice formats using the Format drop-down menu
within the Other Options tab.

7 Service delivery

7 Clients

7 Carers / Staff

#7 tain Carers

7 |rvnices

7 Wages

#7 Business

#7 Electronic Manitaring
7 Analyzis and statistics
7 COC & ROIA

Choose the dates | Select from the it Other optionsl Planned & actusl les | Status | Branches

Ivoiced date

~ Invoice and due date

[1570272019 =] Todsy |

Mext invoice no I

[~ Late timesheets

DUB°"|18.-"DS.-"2EI19 'l
Prefix I

Format -
7 Others oma IInvolce LI
7 Y our custom reports "l"-"'Z'CE " |
nvoice Actua
Create and finalise invoices Invoice Actual - Breakdown
Reprint finalised invoices :2:2:2: ggtdclth S rmar I:‘
Papment istory Invoice Summary Y
Retums & schedules Irvenice Surnmary - Mo Clisnt N ame
Yalue by customer Invoice Summary Balton 55 v
‘Y arigtiong
Frint report for Status Invoice frequency  Type Filker
ICustomels ;I IActive ;I I[AII flequencie;l I[AII typesz) ;I ISeIect all ;I
¥ Show report descriptions [~ Duplex
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To request an invoice format for your organisation, please contact the
CareFree support team on 0845 862 0405 or email

support@carefreegroup.com and ask for a Report Request form to be sent to
yourself.



mailto:support@carefreegroup.com

Finalising the Invoice

Check the data in the invoices carefully by using the Calculate and Preview
buttons. You can calculate and preview data as many times as is required. This
helps to cross check invoices against calls on the Rota, information in the Verify
screen and the rates created in the Rules. When you have confirmed that all
data is correct, you must click the Finalise button to close off the invoicing
period and lock the data on the Rota/Verify screens.

[

Calculate | Finalize | Preview |"| Cloze

When invoices are finalised, the invoice numbers are assigned and all the
Clients included in the invoice will have an entry added to their record in the
Invoices tab of the Clients screen.
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Generating Wages in
CareFree

Calculating, previewing, outputting and finalising wages are all functions which
are performed using CareFree’s Reports screen. In this section we provide step
by step instructions for generating wages once all pay rates have been created
using Rules.

Pre-Payroll Checks

Before attempting to calculate payroll data in CareFree, it is essential to check
a number of things have been configured and completed correctly.

Checking the Rota

For detailed instructions of how CareFree’s Rota works, please refer to our Day
1 and Day 2 training guides. It is important to confirm that all call data on the
rota has been entered correctly:
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Call times and durations must be checked

Any needs which affect pay or charge rules must have been added to
calls correctly

Has the correct Carer been allocated to the call?
Have the calls been created using the correct Client contracts?

Have all cancellations or Client/Carer absences been added to the rotas
correctly?




Checking the Verify Screen

For detailed instructions of how the Verify screen works, please refer to our
Day 2 training guide. It is important to confirm that all call data is processed
correctly in Verify, before it is used to calculate invoices:

e If using electronic call monitoring, check actual times & durations are
populated & correct

e Check call statuses & override statuses are correct for payroll purposes

e Pay particular attention to NCR calls and ensure an override status has
been applied to any cancellations for which the Carer is still due a
payment

Checking the Rules

Finally, it is worth double checking the rates which have been entered in
CareFree’s Rules screen:

e Check the pay rates have been entered correctly
e Check the correct options have been ticked and completed correctly
e Check any day/date/time ranges are entered accurately

e Check the list order will correctly isolate exceptions before applying
‘catch all’ rates
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To begin generating wages:

1. Click on Reports

Reports

2. Select the Wages reports grouping

Calculating & Previewing Wages

3. Select the Create and Finalise Wages report

7 Service delivery

7 Main Carers
7 Invoices
T Wages

7 Business

Chaose the dates I Select from the list | Other options' Flanned & actual rules' Statuz I Branches

€7 Clierts
&7 Carers / Staff — D ates options
" Lastd weeks [21,/01/203 to J17/02/2019
" Last 2 weeks [p4,02/203 to J17/02/2019
#7 Electionic Monitoring & Lastweek  [11/02/2015 to [17/02/2019
7 Analysis and statistics  Last th t
&7 COC L ROl asgmon ID1;"D1.-"2D‘IS @ I3‘Ia"D1a"2D‘IS
7 Others " This week |18£D2£2D19 to |24HD2£2D19
7 Y our custom reports
" Custom GG N (T E R
Create and finalize wages " Periods
Reprint finalized wages I ;I I ;I
Fayroll summary Wwesk starts on | Manday - I
Start-finizh times )
Holiday enfitlement Time range I_:_ |_:_ ) )
Minimum wage compliance r Refresh print for list when
dates are changed
Frint repart for Pay frequency Group by
I[AII carer roleg] vl I[AII frequenciez) ;I ISeIect all ;I
I~ Duplex
[ Show report descriptions | Dl Calculate | Finalise | Preview | - | Close |
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4. Use the tabs and options on the right-hand side of the screen to specify

which data should be included in the wages you generate




2 3 A

|

: : K
; Choose the dates | Select from the list I Other Dptiu:unsl Flanned & actual rulesl Stahuz I Branchesl

— Date optiohz

1 © Last4 weeks [21/01/2019 to [17/02/2013

i Last 2 wesks Im to m
i+ Last week Im ta m
i Last month Im ta Im
i Thiz week Im ta Im
" Custam [1712/2018 ~| o 15122019 +|
~

Periods I LI I LI

wieek startz an IMDnda_l,l ,I 6
Time range |_;_ |_;_

r Refresh print for list when
dates are changed

\ Frint report far Fap frequency roup by
I[.ﬂ-.ll carer roles) ;I I[.-'l'-.ll frequencies] - ISeIect all ‘_v{
[T Duplex T~ 7
| |:|| Calculate | Finalize | Previev | - | Cloze ||

Select the payroll date range using the Choose the Dates tab. Use this in
conjunction with the Other Options tab if you have different payroll periods for
different groups of staff

Use the Other Options tab to include/exclude individual Carers/groups of Carers
from the wages you are generating

Use the Status tab to include/exclude call statuses

Use the Branches tab to include/exclude companies & branches from the wages
run. The Other Options tab will alter to reflect your choices

Use the Print Report For drop-down to filter the list of Carers in the Other Options
tab by Role

If you have specified Pay Frequencies for staff members in the Payroll tab in the
Carers screen, you can filter the list of staff in the Other Options tab using this
drop-down

The Group By drop-down filters the list of staff to show all those who can be
emailed and those requiring hard copy wages

74




Choose the Dates
Choosing a date range works in exactly the same way it does in all other

CareFree reports. It is possible to specify different date ranges for different
groups of employees if your organisation does not have a universal payroll

period across the workforce.

Other Options Tab

Choose the datesl Select from the lis

I Planned & actual ruIE$| Statusl Branchesl

— Date and mileage options

~A|19.t"|32.f2|319 vI Tcu:layl v Mileage [ Late sheets

I~

¥
Mest no I—

Carer

| Hours | Pay IExpenses. Milzage Salary |GrmP... il

[v 5.5.7 Carer, 5.5.7 carer
[¥] Awis, Sharan
[v! Baldin, Claire

/’V [¥ Bergkamp, Denris
4 [V Bishop, John

¥ Bloom, Odando
¥ Carey, Mariah
¥ Clas, Mylerne
[v! Cricket, Jiminy
¥ Daviz, Laura
¥ Dench. Judw

=l

Ly I\N’agesheet LI
5 P
Print repart for Fay frequency Group by
I[.f-\ll carer roles) vl I[.t'-\ll frequencies] ;I ISeIect all ;I
[~ Duplex
| |:|| Calculate | Finalze | Preview ‘ - | LClose |
1 Set the payroll run date here. This date can be output on the Carer’s wage sheets
2 Tick the Mileage tick box if you use CareFree to calculate mileage and you wish to include mileage
payments as expenses on wage sheets

3 Input the next wage sheet number here if you want CareFree to continue with an existing number

sequence from another payroll system

Select or de-select Carers to include/exclude them from the wages run

5 Select the wage sheet format here
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Status Tab

Choose the datesl Select fram the Iistl Other options | Flanned & actual rules  Status I Branches

7 Completed
17 Mizsed
[ HCR
I Invoice
[v] W v ages

A Aborted

P Penalty
i Cancelled
[CIEED waiting
O ? Idnknovn

Ly [ Use actual times for pay
[T Usze actual times for charging
[~ Ignare call status when calculating

I~

Print repart far

I [&l zarer rales] ;I

[ Duplex

Fay frequency Group by
I[.-'l'-.II frequencies] ;I ISeIect all

B

||:|| Calculate | Einalize | Preview |v|

Cloze
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Select the call statuses (from the Verify screen) which you wish to include on your
invoicing run

If you use call monitoring and your invoicing is completed using actual call times, ensure
the option to Use Actual Times for Charging is ticked




To Display the Wages Report

1. To view the data you have selected, you must first click the Calculate
button

2. To display the report (in the format you selected on the Other Options

tab) click the Preview button

Calculate |

Finalize | Freview | - |

Cloze

Depending on the format selected, either an individual wage sheet for each
Carer will be displayed, or an overall summary document for all Carers will

appear.

Standard Wage Sheet Format

Tel
Fax:
WAGE SHEET
Carer Wage sheetNo oooes
Dr 5.5.7 carer 5.5.7 Carer DO ate 15/02/2019
1233
The Street “Your reference 1122
WF58RT
Frem 11022019
To 17022019
Date Times Client Description Hours Pay
h 11/02/2019 16:00-17:00 Mandy Wiliamson Tea Time Call 1:00 £8.00
13022019 16:00-17:00 Mandy Willia on Tea Time Call 1:00 £8.00
13022019 20:00-21:00 Mandy Will Put To Bed - Secure Premises, Wash Hair 1:00 £880
14022019 16:00-17:00 Mandy W n Tea Time Call 1:00 £8.00
14022019 20:00-21:00 Mandy Williamson Put To Bed - Secure Premises, Wash Hair 1:00 £880
15022019 0§:00-05.00 Dick ie Bird Fersonal I Care 100 £8.00
15022019 05:30-11:00 Sebastian Cos Housework, Lunch Call 130 £12.00
15022019 16:00-17:00 Mandy Williamson Tez Time Call 1:00 £8.00
Invoice Summary Format
19/02/2019 Caref ree CareShow - Wage sheet Summary Page 10of 1
11-Feb-2019 to 17-Feb-2019
Carer Refno Sheetne Date Hours Pay | Expenses | Mileage | Salary Gress
557 Carer, 5.5.7 carer 11zz2 00063 19/02/201% 10:30 EEG.40 £0.00 £2.3T7 £0.00 EBBTT
Avis, Sharon 00064 15/D2/2015 2545 £IT3.12 -E20.00 £1.07 £0.00 EZ54.15
Baldin, Claire 00085 19/02/2019 2415 £200.02 £670.00 £10.74 £0.00 EBBD. 76
Bergkamp, Dennis 00066 15/D2/2015 2400 £200.00 £0.00 E1ZET0 £0.00 E3ZETO
Bishop, John 00087 19/02/2019 13:45 £113.45 £0.00 £7.10 £0.00 E120.55

We are happy to create a wage sheet format which matches the requirements of your
organisation. Your company logo can be included and data can be output and grouped

to suit the needs of your employees
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Finalising the Wages

Check the data in the wages carefully by using the Calculate and Preview
buttons. You can calculate and preview data as many times as is required. This
helps to cross check data against calls on the Rota, information in the Verify
screen and the rates created in the Rules. When you have confirmed that all
data is correct, you must click the Finalise button to close off the payroll period
and lock the data on the Rota/Verify screens.

1

Calculate | Finalize | Preview |"| Cloze

When wages are finalised, the wage sheet numbers are assigned and all the
Carers included in the wages run will have an entry added to their record in the
Wages tab of the Carers screen.
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Using CareFree to Calculate
Mileage Payments/Charges

It is possible for Carefree to interface with mapping software in order to
automatically calculate distances between calls, journey times and to apply
subsequent charges/payments to Client invoices/Carer wages. CareFree
currently works with Google Maps to calculate the necessary data. This section
will describe how to configure CareFree to calculate distances using mapping
software and then how to apply mileage payments to Carer wages. The
process for applying charges to Client invoices is very similar.

Configure the Personal Options for Mileage

An option named Calculate the Distance between Calls must be ticked in order
for CareFree to calculate mileage. This is a personal option and must be
enabled for any user who may need to use this functionality.

1. Gotothe Tools menu
2. Go to Options & Settings

3. Select Personal Options

Tools | Timesheets Personnel Reports  Letters  Window Help

| Options and settings 4 | Personal options Ctrl+0
L Reports setup Shared opticns
H Mandatery fields NMDS Carer setup —

Change your own password... |

4. Ensure Calculate the Distance Between Calls is ticked

B Rostering and Rota screen

Options

Collapse ol [ om
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Configure the Shared Options for Mileage

Numerous shared options can also be set in regards to mileage. Please note, by
changing these options it will affect every CareFree user.

1. Goto Tools

Tools | Timesheets Personnel Reports  Letters Window Help

2_ GO to options & Settings Options and settings » Personal options Ctrl+0O

Reports setup | Shared options |

3. Select Shared OptiOl'IS N'!andatoryfields I MMDS Carer setup H

4. Select Mileage in the menu on the left-hand side of the screen

Help & suppart

Yes

AlzaSyxoBK linenWEyPHOUNIWZBRG 34Wup218 [
322

11001

£0.00
o

=]
=

Collapse al Apply

5. Configure the options on the right-hand side of the screen

a. For an explanation of what each option does, click on each one in
turn

I ILlIU\"u' =T CTITLATaTT T T

B Mileage limits

Limit per day 1]
Dizallowed per day 1]

ﬂLimit on wages
Thiz iz the limit of total mileage paid on each wage sheet
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Calculating Mileage for the First Time

In order to begin displaying mileage/travel time on the rota and using the data
to add travel expenses to Carer wages/Client invoices, a Mileage Report must

be generated.

To run a mileage report:

1. Open the Reports screen

Reports

2. Select the Carers report group

&7 Service delivery
&7 Clients

#F Carers / Staff
47 Main Carers
47 Invoices

#F Wages

#7 Business

#7 Electranic Monitoring
#F finalysis and statistics
47 COC & ROls

#F Others

#7 “our custom reports

Choose the dates | Select from the list | Dther aptions | Planned & 2ctuzl wies| Status | Branches

i Date option:

" Last wesk
€ Last month
& This week
£ Cugtom

Away periods
Bithday list
Closest clients
Contact logs
Contacts

j © Perinds
Week starts on

Time range

© Last 4 weeks |28401 72013 to

[24/02/2m3

 Last 2 weeks [11/02/2013 ®

[z4/02/2ma

[18/02/2019 o

[2a/m2/2m3

(010172019 o

[z1/0172m3

[25/02/2013 ta

|03/03s2m3

[t2A0/2018 =] to

[tzA02me =]

|
[Wordsy =]
|

=fl =]

Refresh print for list when

Contracted hous [ tes are changsd

DBS status

Exclusions and preferences
Ethnicity repart

Extra data

Full details

Holiday fund

Halidays

Issued items

Languages spoken

Litofcamrs ___________
Mileage:

Movements

New and ceased people

Notes

PD forms

Pastcode areas

Prefered carers without calls LI

¥ Show report descriptions

Status

= fective

Print repert for Detall or summary  Grouping

| [summay ~| [Name -

| Carers

[~ Duplex

Select the Mileage report

3

4. Select a date range using the Choose the Dates tab

5. Leave all Carers selected in the Select from the List tab
6

Click the Preview button to calculate the mileage

This will perform mileage calculations for all the journeys your Carers are
scheduled to make between the dates you selected. Once the distances and
travel times for these journeys have been calculated, the information will be
stored in CareFree.

It is good practice to run a mileage report on a weekly basis, once the rotas
have been prepared for sending to Carers.
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Display Distances & Travel Time on Rotas

Once a mileage report has been generated, it is possible to display distances
and travel times on the Carers Rota screen:

1. Open the Rotas i

2. Click on the Carers tab to display the Carers Rotas

3. Tick the Show Travel Time tick box

[25/02/2013 =]+ Mon | [amber HealhCare | ™ Zhow ravel e

27

Tuesday Wednesday

4. Travel times and distances will be displayed in white bubbles between
calls

10%
TE |26 mins, 15.6 miles |26 mins, 15.6 miles |26 mins, 15.6 miles 26 mins, 15.6 miles |26 mins, 15.6 miles |26 mins, 15.6 miles |26 mins, 15.6 miles E
12%

26 mins, 15.6 miles 26 mins, 15.6 miles 26 mins, 15.6 miles 26 mins, 15.6 miles 26 mins, 15.6 miles

l
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Including Mileage on Carer Wages
You can set a global mileage payment rate in the Shared Options for mileage.
(see page 80).

If your Carers are paid different rates for mileage, it is possible to override the
global setting on an individual Carer basis in the Other Details tab of the Carers
screen.

Setting Individual Mileage Rates/Options for Carers

A

1. Open the Carers screen Carers

2. Select the Other Details tab

3. Specify mileage rates and options under Travel Options

Motes I Contacts I Holidays | F'aymlll Dutcomesl Sent boxl F'Iannerl Histary | Continuit_l,ll
General  Other detai|S| Qualificationsl Wagesl Securityl Branchesl Logl Attachmentsl E:-ctlasl

Transport  [Dyun car x| Startdate [zemarant <]
Manager I [None] ;I Estimated end date |31 M2/2099 - I
Coszt Centre | Reazon I[None] ;l
Minimurn guaranteed hours ID Destinatian I[None] ;I
b aximum haours allowed |4g Dizabled IND disability ;I
Kep holder Na -
Travel options I _I
[By Mite ~] Ger [o
MNMDS Stat
IEetween calls anly LI e INEW

Led L«

Mileage rate ID_15| Travel rate ID_-|2 Carer pe Il:are worker

Pasz ID |
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Including Mileage Payments when Calculating Wages

When generating the Carer wages report, it is extremely simple to include
payments for mileage based on the options you have configured:

1. Simply select the Create and Finalise Wages report in the Reports
screen

2. Specify which data is to be included on the wages run (see page 73 for
instructions)

3. Tick the Mileage box on the Other Options tab

Chooze the datesl Select from the list | Flanned & actual ruIesI Statusl Branchesl

—Date and milzage options
|25£D2£2D19 vl Toda_l,ll v Mileage _ Mext no I

Carer I Hours I Pay I E:-tpensesl Mileage | Salary I Gross Pay I
[w! vz, Sharon —
[w! Baldin, Claire

[ Bergkamp, Dennis

¥ Bishop, John

[w! Bloom, Orlando

[w! Carey, Mariah

¥ Claz, Mylere

[W! Cricket, Jimiry

v Dad

v Dench, Judy

¥ Dicaprio, Leonarda

IW’agesheet LI
Frint report for Fay frequency Group by
[&ll carer roles]  w I[AII frequencies) ;I ISeIect all LI
[~ Duplex

Please note that Calculate the Distance Between Calls needs to be enabled for the

mileage to come through on the wage sheet — see page 79 for more information
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Adding Fixed Recurring
Charges to Client Contracts

In certain circumstances it may be necessary to add a fixed recurring charge to

a Client’s contract, rather than

having charges which vary according to the data

on the Client’s rota. This is often a more suitable way of creating charges for
24/7 live-in care, or where a fixed charge has been agreed for a care package
regardless of the number of visits per week/month.

Creating a Fixed Charge

o @y
1. Open the Clients screen Clients
2. Locate the Client in the list on the left-hand side of the screen
3. Select the Contracts tab
4. Click the Edit button
5. Left-click on the Contract to select it, then right-click to view a list of
options
Needs&skil\sl Wamingsl Historyl Budgell Dutcomasl Sent boxl Eonlinuityl Personal \isationl
Genelal' Other details Eﬂntractsl \nvoicesl Contacts' Log' Attachments' Extrasl Notes' Agreement tsl

French, Dawn

Type Narth Private

Dates 24/03/2M7-31112/2089

IP Budget 0.00

DD Payment 000 Include a contract

DD Freguency Monthly

BB Dapho 0 View or edit

Contribution  0.00 Delete

Ref No a New contract

Fized Charge  0.00 -

Charge Type  Daily s

¥ | | Show acti |
4 |+ H
s | Iriu Fiot ‘v| iz oK Dele | (B |

6. Click View Extras
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7. Specify the charge amount in the Fixed Charge box

8. Specify the frequency of the charge (Daily or Weekly) using the Charge
Type drop down menu and click Save to complete

French, Dawn
Start date 240342017
End date 242099
IF Budget £0.00
DO Payment £0.00
DD Frequency kA arthly
DD Monthly Day 1]
Contribution £0.00
Order Mumber
Client Ref 1]
Fixed charge £250.00
W ek -
Charge type Diaily
Chooze the tupe of fixed charge
Save Cancel

9. Click OK on the Client screen to save the changes you have made

This charge will now be applied every time an invoice is generated for this
Client. If for any reason you wish to temporarily vary the amount charge, you
will need to either adjust the charge amount on the contract, or apply a
manual adjustment (see page 92 for more information).
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Options for Weekly Charge

It is possible to specify that the weekly charge should only apply if there are
calls on the Client’s rota (so that if a Client is away and is not requiring care
services, the weekly charge will automatically be de-activated).

To enable this option:

1. Goto Tools

Tools | Timesheets Personnel Reports  Letters Window Help
2_ GO to Options & Settings | Options and settings » Personal options Ctrl+0O
Reports setup Shared options |
H Mandatory fields MNMDS Carer setup
3. Select Shared Options : , ,

4. Select Invoices in the menu on the left-hand side of the screen

{23 Rotas and Rostering B Invoices "
Rotas Lapse lime [weeks) 4 I
Rostering Zero padding of numbers 5
Extemal links Retention days 1]

Invaices, wages & exports Sales Naminal 4000
L |rvoices Payments Norminal 1260
Wages Fiivate prefis
Emplotymenl & holidays Contribution prefi:
uports .

3 i, 54 L Bt
Call monitoring [ Include calls on weekly charg
M5 and alerts E Ma weekly charge if o calls
Email Calculate invoices by charge b
Mileage Dther aptiares I~ Subtract ovelpayme-:ls floi nEw in! 3

{23 Security & flavour [V Group mileage into weekly amounts
Security [ Split daily charge into single lines
Flavou [~ Use today's date as the Posted Date

I Orly use the report dates for expenses
- el suppat Contibulion Cherge Rale £10.3 T
Aborted calls a
M ain sattings -
BT Abarted option Minutes
Carehee Penalty calls 100
Harogate College Penalty option Percent
Pe Cancelled calls 50
Cancelled option Percent
Hospital code 915
Review charge code q10 w
Colepseal | oo i3 Close

5. Tick No weekly charge if no calls and click OK to save
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Creating Fixed Salaries for
Office Based Staff

It is possible to set fixed salaries for any staff members who are not paid
according to the visits they complete. Often this is necessary for office-based
staff who occasionally may provide care in times of peak demand.

Assigning Roles

It is important to remember that the Rules for pay are attached to the Role an
employee is given in the Payroll tab on the Carers screen. Because salaries tend
to be unique to individual employees, it is usually necessary to give all salaried
staff members their own unique Role. It is often easier to create Roles which
are the same as the names of the individual salaried employees.

For help with setting up new Roles, see Creating & Editing Payroll Roles in
Items on page 40 and How Roles Relate to Wages on page 41.

Specifying Salaries
Once your Roles list has been updated and all salaried employees have been
assigned their own unique Role, the salaries can be created in the Rules screen.

1. Go to the Rules screen

2. In the first drop-down menu at the top left of the screen, either Weekly
Salary, or Monthly Salary can be selected, depending on the frequency
of your payroll

Fay ;I

Away Periodz - ;

Weekly Charge

Weekly Salary [

Block Charge

(14, [tems =

Travel Time

R F'ai 1
i F

88




3. In the second drop down menu, select the Role of the staff member for
whom you wish to specify a salary.

IMDnthl_l,l Salary j

“'orkzhire Carers Leeds Care Woarker j
Childcare W arker or Childzare Assistant -
Community, Suppart and Outreach 'Wark,
Educational Asziztant
Educational Suppart
Employment Suppart

First Line Manager
kanagers and staff care-related v
]

The main difference between specifying standard pay rules and specifying
salaries is that the salary should be entered in the Default Hourly Rate boxes.

To specify the salary amount:

4. Click New

Toals... Edit Delete Cloze

5. Enter the employees monthly or weekly salary in all 3 of the Pay, Bank
Holiday and Public Holiday boxes

£ Add dates and default rate -

Fram date IEI'I.-’EI'I.I’EEI'IE vI to I3'I.-"I2.n’2EIE'E| "I
/

Pay 1250.00 Code |

Bank holiday |1§25|:|_|:||:| Code I
\F'ul:-lic holiday |-|§25|:|_|:||:| Code ||

IInenhanced I

I— ok LCancel |

6. Click Ok to save

7. Repeat this process for all salaried employees
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Identifying Bank Holidays &
Public Holidays

CareFree allows users to specify different pay and charge rates for calls which
take place on Bank Holidays and Public Holidays. This means you could create

rates which are structured as follows:

e (Calls on standard days are charged at base rates

e Calls on bank holidays are charged at 1.5 x the base rates

e Calls on Christmas day and New Year’s Day are charged at 2 x the base
rates (and are labelled as Public Holidays in CareFree)

Specifying the Dates for Bank & Public Holidays

Because the dates for Bank Holidays (and Public Holidays) vary from year to
year, the user must update them in the database each year. To specify the

dates:

it

Iterns

1. Open the Items screen

2. Inthe box at the top left of the screen with the blue text, navigate to

and select Bank Holidays
3. Click the Edit button

4. Click on the date you wish to
change to a bank/public
holiday

5. Press the F3 key to change it
to a bank holiday (Green) or
press the F4 key to change it
to a public holiday (Yellow)

6. Click OK to save the changes
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1. GotoTools

2. Go to Options & Settings

3. Select Shared Options I

Shared Options for Bank & Public Holidays

CareFree can work out the rate enhancement for Bank & Public Holidays by
what is entered into the Shared Options.

Tools | Timesheets Personnel Reports  Letters  Window Help

Options and settings

3

Personal opticns Ctrl+0

Reports setup
Mandatory fields

| Shared options |

MNMDS Carer setup H

4. Go to Employment & Holidays on the left of the screen

'~ Rotas and Rastering
Ruotas
Rostering
External links
K29 Invoices, wages k exports
Irevnices
Wages
% Emplopment & holidays
Exparts
K=3 Call monitoring, SMS & Emai
Call monitoring
SMS and alerts
Email
ileage
K= Security & flavour
Security
Flavour
Help & support

E Employment A
Default role Senior M anagement
Holiday pay % .00
Mational Insurance % £.50
Overheads % 0.00
Overtime code 36
Fiespite code
Bank holiday default » 15
Public holiday default 15
Late timeshests 4
b axirurn hours 48
Monthly capped hours 1]
Stat-firish break time 0
B Mini wage
tdinimum pay per hour E7.20
“w'alting time for shift breaks 30
Includs travel time in shift bre W
Automatically add topups [
Top up expenze type
E Holidays
W Show holiday entitlement
I Caleulate annual leave
I Keep holiday call detail
I Exclude sick fiom wages e
Bank holiday default x
Defaul multiplication for bank haliday rates
Collapse all Apply oK Close

5. In the Bank Holiday Default x and Public Holiday Default x options enter
the enhancement rate. For example, time and a half would be set as 1.5
and double time would be set as 2

This will multiple the normal rate entered against the rule by what is entered in
these optionsi.e. £8 x 2 = £16 (see page 15 for more information on entering a
rate).

Please note if you already have rates entered into your rules and the bank/public

holiday rate is changed in the shared options, it will not update the existing rates




Making Manual Adjustments
to Invoices or Wages

CareFree offers complete flexibility in terms of making manual adjustments to
both invoices and wages. Additions & Adjustments are commonly used to
make payments for ad-hoc expenses, or apply deductions for uniforms or DBS
checks for example. Client invoices can be adjusted to include charges for ad-
hoc expenses such as the costs for taxis or parking on excursions.

Preparing to Make Manual Adjustments

Before creating manual adjustments, it is important to think about the reasons
you may need to adjust wages or invoices. Whenever a manual adjustment is
made in CareFree, the user must specify the Expense Reason on the
adjustment. The reason for the adjustment will appear on invoices or wage
sheets.

Creating and Editing Expense Reasons in Items

it

1. Open the Items screen B

2. Select Expense Reasons in the box at the top left with the blue text
entries

3. Click New to add the new expense reasons to the list, or click Edit to
amend existing entries

4. Enter the name for the expense reason in the Category field

[ftl End destinations — Expense reasons

[fl End reazons :

lifl Envelope sizes = Category IM"BBEIE 1
|t Ethnic groupz

[§fl Exclusion reasons Payment |

[tfl Expenze reazons .

|kt Estra fields Deduction I

Dbs Tax Type I v|

Parking

Parking Fines Diefault ate ID

92




Working with Additions & Adjustments

1. GotoTools

2. Go to Invoices & Wages

3. Select Additions & Adjustments in the sub menu

Tools | Timesheets Personnel Reports  Letters Window Help

Options and settings
Reports setup
Mandatory fields

Change your own password...

Change the branch

Maintain users

Pay and charge rules

Holiday calculator

Invoices and wages

Care plan questions

Action plan categories

Risk assessment

2 W 8 £

Search

Items In box Rules ‘

Browse invoices

Browse wage sheets

Additions and adjustments

The Additions and Adjustments screen will display any adjustments which have

Setup periods

previously been created and saved. The list displayed can be filtered by
specifying a date range.

The adjustments displayed in the list can be further filtered by selecting an
individual Client or Carer.

Exp type | Description

To go thopping
To go shopping
Outside the client's ...
To go zhopping
To go shopping
To go shopping
To go zhopping
To go shopping
To go shopping
To go zhopping

[mraszome <]t [17n122m =] Cllent [inone)
Date “ | Reason
10M12/2018 | Paiking Fines Call
02/11/2018 | Tadis Call
26A10/2018 | Tasis Call
26M0/2018 | Paiking Expenze
1941042018 | Tadiz Call
1210/2018 | Tasis Call
05/10/2018 | Tasis Call
28/09/2018 | Tadiz Call
2140942018 | Tazis Call
14/09/2018 | Tasis Call
07/03/2018 | Tais Call

I
[~ Show oulstanding items onls

Type

Irvenice

EBath
Bath
EBoth
Eath
Bath
Eath
Eath
Bath
Eath
EBath

LI Carer I[None]
Amount Qty Total | Tax VAT Clien

£2.50 1.00 £2.80 Grozz  nfa Ferg
£15.00 1.00 £15.00 Net ni/a Barks
£15.00)  1.00 £165.00 Net  nfa  Bark
£5.50 1.00 £6.50 Net  Zero.. Bak
#£15.00 1.00 #£15.00 Net n/a Baiks
£15.00  1.00 £16.00 Net  nfa  Bak
£15.000  1.00 £15.00 Net  nfa  Bak
#15.00 1.00 #16.00 Net n/a Baiks
£15.00 1.00 £16.00 Net nia Bark
£15.00  1.00 £15.00 Net  nfa  Bak
i15.000  1.00 £15.00 Net  nfa  (Bak
| Edt |  Debte | Clse

4. An existing adjustment can be edited by selecting it in the list and

clicking Edit
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Creating a New Addition & Adjustment

Click on the New button to add a new adjustment.

1\ £ Addition or adjustment item e

[ Date [27/02/2019 > Today| |

> Type |Eh:.th [charge and pay) ;I

3 /,y Feaszon IF'arking ;I /

D escription

/ Amount IE.Ed Lty |-|_|:||:| Total |25|:|— / 6
4 VAT IZern:n rated vI /
=]
=]

Outzide clients harme

Client | Bates, Richard

Contract ILeeds City Courcil

Carer IWiIIiamsu:un, Lyndzay / | — 7

Save <4 Carncel |

-
-
-

Specify a Date for the adjustment. This is the date upon which the adjustment will be
itemised on an invoice/wage sheet

Choose to create an adjustment to either a Client Invoice, Carer Wage sheet or Both
using the Type drop-down menu

Select the Expense Reason — this list be added to using the Items screen

Add an additional Description if required. This can be output on invoices/wage sheets
Specify the adjustment Amount. If creating a deduction ensure a negative value is used
i.e.-30

Select the Client or Carer for whom the adjustment applies to

Click Save to complete

Once the adjustment has been saved, it will automatically be picked up in the
next invoice/wages run.
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