	
	
	







Hampshire Shared Lives operational guidance

Invoicing
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[bookmark: _Toc1272762952]Guidance
Please note that photographs of invoices will not be accepted. Only digitally filled in copies of this form will be accepted. Please fill in the form below and, once completed, send to AdultsInvoices@hants.gov.uk and SharedLivesTeam@hants.gov.uk, where we will check your invoice and ensure a provision is in place. Invoices cannot be sent in advance of a stay. 
Carers may use the invoice provided in Appendix 1 to this guidance. If another version is used carers must ensure all relevant information is included. Failure to provide the necessary information may result in a delay in payment. 
You must always enter a new invoice number or the invoice will be rejected. This is a unique number that you hold for your own records.
CDir No. (Service User): Please ask your Shared Lives worker if you do not know this. This is a number that uniquely identifies the service user.
For respite/initial placement invoicing – you must include the day that the service user arrives and then the day that the service user leaves your care. For example, if a service user arrives on 3 January and leaves on 6 January, this would be a three-night invoice as respite payments are paid per night. 
[bookmark: _Toc39029426]Payment terms
Payment is made in arrears. Invoices cannot be submitted in advance and must only be submitted once care has been provided. 
Respite invoices: Payment will be made within 28 days of the County Council’s receipt of a valid invoice
Day care invoices: Payment will be made within 21 days of the County Council’s receipt of a valid invoice. 
Long-stay initial placement: Payment will be made within 28 days of the County Council’s receipt of a valid invoice. 
After the initial 28 days of a long-term placement, payment will be made by automated payment and invoices will not be required. It is usually paid between the 15th and the 19th monthly, two weeks in arrears and two weeks in advance.  
Concerns regarding non-payment should be raised by the carer to their Shared Lives officer in the first instance, or the Shared Lives line, but not before the 20th of the month, allowing time for any payment difficulties to have been rectified by the last payment date. 


[bookmark: _Toc1319704589]Appendix 1 – Invoice form
Hampshire Shared Lives – Carers Invoice

FAO: Adults Invoices, Adults’ Health and Care, The Castle, Winchester, SO23 8UQ.
Please send the completed invoice to adultsinvoices@hants.gov.uk and CC in sharedlivesteam@hants.gov.uk.

1. Carer information
	Name
	

	Address
	



2. Carer’s Invoice Number  (Max 16 digits) Please use a different invoice number for each invoice.

	



3. Service User Details
	Name
	

	CDIR Number 
This number will uniquely identify a service user on the HCC system. Please ask a member of Shared Lives for this number, if you do not already have it.
	



4. Period to which the invoice relates

	Start date
	End date

	[insert date the service user arrived]

	[insert the date the service user left] 





5. Invoice details
	Please highlight the type of service
	Number of Days/Hours/nights*
	Rate (£)
	Total (£)

	Initial long stay placement (Days) ☐
Respite/ Emergency stay (Nights) ☐
Day care (Hrs p/w)  ☐

	


	



	


	Total cost
	
	
	



6. Declaration: 
I confirm that the service specified above has been provided.
	Carer’s Name (BLOCK CAPITALS)
	

	Date 
	

























	Date: 
	 
	Invoicing 

	Effective date: 
	 
	02/07/2025

	Review date: 
	 
	28/02/2026 

	Author: 
	 
	Helen Bradshaw

	Authority to vary: 
	 
	HCC Care SMT 

	Policies/procedures cancelled or amended: 
	 
	

	Amendment: updated invoice added to appendix 
	Date: 03.06.2026
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