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Introduction

Within our SPOCC system we request details of clients that are scheduled (or have
been scheduled) in the service. Long-term accommodation (block subsidy) and

floating support services are required to submit client schedules.

Providers of block subsidy (long term accommodation) services must ensure to
include all clients in the client schedules, including those who self-fund their support.
In general, accommodation and floating support services (Domestic violence services

may use initials) are required to submit:

e Ful First name and Surname

e Ful address

e D.O.B

e National Insurance Number (NINO)

e Start date

e HB Ref (i one &5 avaiable - not required for floating support. Choose “"not HB

Passported” in SPOCC)
e Advise ff client is awatting HB or if they are Seff-funder.
Having this information helps prevent duplicates and unnecessary emails to
providers. If you are waiting on a HB reference for a client please note this in the

comments box.

Client schedules should be updated when a client departs the service with the
correct “"End reason”. This end reason lets SP know why the client is no longer being
supported. Through the use of client schedules SP should be able to gage the

number of occupied vs unoccupied units over the course of the quarter.

It is important that all client schedules are up to date and accurate. This is essential
for payment in Block Subsidy services and for monitoring the performance of the
service going forward. Please refer to the following guidance on how to create and

make changes to a client schedule.
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Navigate to Managing Services

The first step to managing client schedules is to navigate to the service you wish to

view.

PV

SPOCC.Net » Secure

Weleome te SPOCC.Net, Mr R.G. Bhaji

Messages from your LA

u Submit your Pl workbooks by the end of the week [t4mmo07

Baad mora..

performance workbooks and much maore!

i‘_jl Manags Saivicss
'llb & Manage Performance [ndicalors

Usz the features below o manage the service and client information you share with the Local Authority, run reparts. upload

l".a-"'d Parfarmance Workbooks

Click on the Manage Services link on the welcome page.

{ J Manage Services

Use this form to pick @ service to manage.

senvce: | ITTEIE N ~ |
1 Indude decommisioned services | Reload Services

CHanage ) [Goner

Select the Service you wish to manage from the drop down list and click the Manage

button. Only the services accessible by the user logged in wil be avaiable for

selection.
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PO

SPOCE Nt = Secune © Services © RS Aids - Chatham St

g2 RS Aids - Chatham 5t
T D: 10801

Client Sohadliles | Properties || Service Details | Manage anofhes S8vios =
Chient Schedule:

Request Mew Schede (1 pending)

| Inchude Man-Curnent Iterns |

Lz the sungest changes ink rext 1o & schedule o submit an updsts ot

Cgpar ol Filtar

a Client SPOCC ID Reference  Service Level Units Start Date
Manaoe clint: schedules  Booth, Mr Barr 10342 4 - Chatham St- Temporary 100 D4/04/2007
Manage clisnt hedule Mosmann, Mr Zer plicic =] 1 - Chatham 5t - Adapted 1.00 CHy 02007
MErage clignts schedube Sharp, b [y 10a0e 2 = Chatham 51 - Mor-adapted  1.00 Ohd /012007

Totl nurber of current schedules: 3

Pt 1 SECUNE S8 iNEs.

Once a service has been selected a tabbed view of information wil be displayed

about the service allowing additions and amendments to be made:

e Client Schedules
The client schedules tab is the default tab displayed after selecting a service to

manage. It shows details of clients that are scheduled (or have been scheduled) on

this service.

e Properties

If your service has properties attached to the contract then they will be listed here.
You may request to amend any of them here.

e Service Details

This is where you can inform us of any changes to your service. Click “Request

Update” to update your service description or send us a message.
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Client Schedules Tab
Aside from showing details of each schedule there are a number of other useful links

and pieces of information.

1. A link showing the number of pending requests for new schedules. Clicking
the link will take you to the requests page showing you the details of all the
new schedule requests for the service you are viewing.

2. Include/Exclude Non-Current Items fiter button. Clicking the button wil
switch between including client schedules that have ended or excluding them.
The label on the button indicates what action will occur when you next click
it. When non-current tems are included the date and reason the schedule
ended will be displayed in the list.

3. Alink to Manage Clients area where a change to schedule can be requested.

4. Alink to provide quick access to the Manage Clients area for the client the

schedule is for.

Request New Schedule Link

UL

SPO0C et = Seoure © Servioes © RS Aids - Rattham Road

¢ 1 RS Aids - Rattham Road
I0: 10655

Cliera Sonadulke | Propertics | Servics Dotaik  Manage andiher sarvice

Chant Schedulas

[ Include Mor-Cumrent Hema J

U tha suggast changes link nast 1o & scheduls o submit an update o 1t

et I’l‘ll(—l.

& Chenk SPOCE I Beferemoe  Sorwecs | ewel Lmts  Start Date
(1 o] 1 - Rattham Rosd - adapied 1,00 LA 00

Total mumber of curmant schisdllas: 1

To schedule the Service to a new client or a client that has used one of your services
before click on the ‘Request New Schedule’ link.
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Request New Schedule Form

The form that is displayed allows you to enter details of the client and their service
requirements. Fields that have a bold label are mandatory. E

h ] gl L

SPOCC Net = Sscure = Services = B.0. Servicd

:}.-" Reguest Hew Schedule

Clicking the ‘Add Client Schedule’ button will send the request to Supporting People

for approval. This new request will be reflected on the client schedules tab.

The Pending Item appears

When following the “(1 pending)” link that
appears beside the Request New Schedule link
the details of your new request wil be shown.

Client Schedules  Properties  Service Details

Client Schedules

Reguest New Schedu ~:-! 1 pending) I

You'l be able to view the request via this link

[ Include Mon-Current ltems ] . . . .
whilst it remains pending.
a Clienit BPOCC 1D Beference  Service Lewel Units Start Date
Manage clients schedules  Dasiardly, Dick 10345 1= Ratham Road - adapted 100 31,408,003

ts schedules  Eligt Mr Zachsry 10359 1 - Ratfham Road - adapied 100 02/13/2011 I
Tatal number of ourment schedules: 2

If the new schedule is accepted it will appear on the list. If Supporting People rejects
the new schedule the ‘1 pending’ figure beside the Request New Schedule text will
disappear but the new Client’s schedule will not appear in the list. There will be a
message displayed as to why it was rejected.
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How to Search for a Client

SFUC L

SPOCC.Net = Secure

Welcome to SPOCC.Net, Mr R.G. Bhaji

Messages from your LA

G Submit your Pl workbooks by the end of the wesk (14922017) Resd mors.,
Uss the features below to manage the service and clent imformation you ghare with the Local Authority, run reports, upload
performance workboolks and much more!
-
¥} Manage Sarvices & Manages Chenls

Open the manage Clients area by clickihng on the link on the welcome page.

SPOCCNel = Secure = Clisnls
Find Client
Samamae:
Forename:
M1 Mumbser:
HE Mumber;
|_SBarch | | Clear |
There are 4 chanks Bl mabch your criferia, Use the manage link nest 1o & cliest bo admisater them
L im
Forename  Somame Dote of Birth NI Number HB Bumber  Postoode
Manage Banry Besotch 127091942 LE2IEF a5 GUESE 215
Manage Pickard Haad 31,708/ 1043 WA g PR RE Y Qe ETH
Manage ITens Mosmann 21,/04/1928 D 2033459 H

You can search for any clients that are currently receiving or who have previously

received services from you in the past by entering their Surname, Forename, NI

Number or HB Number and pressing the search button. If no entries are made in the

search parameters fields and the Search button is pressed then *al* clients

currently receiving or who have previously received services from you wil be found.

Click on the Manage link beside a client’s name to open their Manage Client page.
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FULCC

SPOCC.Net » Secure = Clients » Mr Barry Booth {Do8: 12/09/...

A8 Mr Barry Booth (DeB: 12/09/1942)

ID: 10342
78 Friday Street, Abinger, Guildford, GU3S 215

Details || Schedules | Find a differant cient =

Use this form to update this chent. Mandatory fields appear in bold.

Date of Birth: 12_ September = | 1042

n.ml of Death: EI

il e i The form has two tabs, one where
::n"_’”:"::m“ e 1 Details of the client can be managed

and the other for their Schedules.

Modile Number:

Email Address:

Updating this address will not affect any property selacted far any schedule for this dient

Address 1: T8 Friday Street
Address 2: Abinger
Address 3:
Address 4
Tawn: Guildford
Pastode: GU3s 248
UPRN:
(Save ] [_cancel |

O

SPOCC N « Secure « Clents « Mr Basry Booth (Dol 12799/ ..,

B8 #Mr Barry Booth (DoB: 12/09/1942)

1040

ay Street, Abinger, Geddlare, QIS 215
Detad heddes Fmd 2 Mlfsrest chent
| houde Non-Carrend Rer
Use toe suggest changes Bnk vevt 33 4 schedals to suSeel sy update 5 2

Hrferveen Servioe Nasos Service Luwel Uaits  Start Date  Punding Reguests?

Voo RS Bds - Ovman S 4 -00ham Ll O M UMW)

Click on the Schedules tab to view existing Schedules for the selected

client.

Previously ended schedules can be seen by clicking on the ‘Include Non-Current
Items’ button.
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DT et = Tanues = Clapis o M Dowy Sharg (Do @ 38004 E_.

g wr tzy sharp (DoB: 28/04r1934)

T L
bt Bactharn Foad, Fillu, (808 5TH

T el
| Emcheds Mor-Cuneel Bams |
gl ¢ & bl i drhedods o

o Seryei Naman Sy Lirewl Units S Dals Emal Dl [ Mo
m Feh Aidn - Foxham Fosd  § - Astihen Roed - ddugted 158 SRS BT [Cherge of Senvsn
Ry Cranen

FE5 iy - Ewfham Fosd 7 - Astthen Brad - Hor-adagtd 100 THTACTES  1SIATHT [[herge o Seem
aceari Chass Fih Al - Chatham 2 - Tuthen 5t - Aered e 108 eI

el raankaa ol ravent achadolae |

Changes to any of these schedules can be submitted by clicking on the Suggest

Change link which will open the Update Schedule page.
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Ending a Client Schedule

You can either go into your service to view the clients or search for clients using the

“Manage clients” as explined.

Tenancy Aefersace Mo

End Durte

Rzasen Far Erd Dute

Extimated Units Per Week: | (]

REguest Commant:

SPOCCNet » Secure - Chenls = Mr Issy Sharp (Do8: 28704]1... - Update Schedule
%
& Update Schedule
Use the Maim e reguest a8 up=late o this dient schedule. Mardatory fields azpesr m ald
Clet sharg, Mr 1ssy
SPOCE 10: 10397
Sereca; RE Aids - Chatham &
Serece Lovel I - Chatham 5t - Non-adapted
Progacty Thenel =]

Start Date: 4 Agnl

Plaase solact a vaue [=]

Save | | Cancel

The end date and reason for

end date must be entered.

=] 27

Reason For End Date:

Estimated Units Per Week:

Request Comment:

| Please select a value

Please select a value

Change - Address in scheme changed

Change - Ceased as a self-funder

Change - Number of units of support to client changed
HB - Cancelled capital over 16k

HB - Cancelled change in income

HB - Cancelled not eligible

HB - Reinstated

Left Service - Change of service under same organisation
Left Service - Deceased

Left Service - Deceased - Committed suicide

Left Service - Entered long-stay at a hospital, hospice or psychiatric hospital
Left Service - Evicted

Left Service - Moved into residential care home

Left Service - Moved to (other) long-term support/sheltered accommodation

Left Service - Taken into custody
UC - Moved onto Universal Credit

Left Service - Moved to short-term supported housing
Left Service - Support complete/no longer required
Left Service - Support withdrawn/lost contact

Select and add a value from the drop down list.

Make sure to include an end date as this is required for performance indicators.

Make any changes that you require and submit them for acceptance/rejection by

Supporting People by clickihng on the Save button.
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