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Care and Urgent Needs Support Scheme- Guidance Notes for Organisations 
 
Home Page: 
 

 
 
 
On the home page there will be 4 options to choose from: 
 
Check eligibility: - An eligibility check will need to be completed before an 
application is made. This will involve taking the customers details and 
completing the questions as part of the eligibility check.  
 
Make an application: - If you select the "Make an application" option this will 
take you to the eligibility check as all applications must have first completed an 
eligibility check. 
 
Return to partially completed application: - This enables the organisation to 
enter the tracking reference number and surname of the customer then being 
able to return to a partly filled application. 
 
Track the progress of an application: - The organisation can track the 
application progress on behalf of the customer using this option. The tracking 
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reference needs to be known along with the customer's surname. The 
application status will be shown when these details have been entered.   
 
Check eligibility/Make an application 
 
Step 1- Organisational Details 
 
Please Note: There is no need to complete "In what capacity are you 
applying?"  
 
Move straight to the approved partner section and tick approved partner box. 
 
Select your organisation name from the drop down menu and enter the unique 
code for your organisation (this is six characters, case sensitive).  
 

To continue select "Next" 
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Step 2- Customer Address 

Select from drop down "how the customer found out about the scheme".  

Select Yes or No to "Does the applicant have an address?" If selected YES the 

address can be searched by entering the post code.  

If there is NO address for the customer the address search will be blanked out 

and will provide an error at the top of the page. If the customer is homeless 

please include these details in the notes area in the application and use your 

organisations address postcode to progress onwards. 

Once the postcode is entered into the search, select the "find" button to 

search. 

Once the address search has completed, the address can be selected from the 

list. Once selected, the address will be imported to Page 2 of the application. 
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Step 3 – Eligibility Questions 

Complete all the customer detail fields.  

In the free text box *Please explain the reason for your application* add as 

much detail as possible about the reasons for the application.  

You are asked to respond to the questions as if you are the applicant. There is 

reference to "calling" rather than "applying on-line" in these questions as this 

application form is also used for applications by phone. Please answer as 

though the question refers to calling or applying on-line.  

 

 

The second stage to this page of the application is the completion of eligibility 

questions. A tick indicates the answer to the question is YES and no tick 

indicates the answer to the question is NO. 
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To continue select "Next" 
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Step 4- Results from Eligibility Checker 

This concludes the eligibility check. There is a statement indicating if the 

customer MAY or MAY NOT qualify for a Care and Urgent Needs grant. If the 

response is "MAY" then there will be 3 options that can be selected to 

continue: I would like to apply online, I would like to apply but I do not wish to 

apply online and I do not want to apply.  The option to continue the 

application online is "I would like to apply online" then selecting NEXT. 

 

 

If the statement displays "MAY NOT" the website will not open the option to 

continue with the application. 
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Please ensure that the privacy statement has been ticked. 
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Step 5- Approved Partner's details 

 

 

 

Complete all the required fields  for you as a representative of an Approved 

Partner organisation, your Title, Forename, Other names, Surname, Phone 

number, Mobile Number (if applicable) and Email Address. 

When the details have been completed select "Next" 
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Application Details 

Step 1- Personal Details 

This part of the application will display the customer details that have already 

been completed as part of the eligibility checker i.e. name, address and phone 

number.  The blank fields will need to be completed. 

 

Throughout the application you can select: 

Previous- Enables you to go back the whole way through the application if 

needed. 

Cancel- This will cancel the application and delete all details entered. 

Save and Exit- Enables you to exit the application and continue later. Please 

take note of the reference number which is case sensitive and the surname of 

the customer as keyed (again case sensitive). 
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Once the statements have been read, understood and ticked you can then 

submit the application on the customer's behalf.  

Complete diversity questions if the customer agrees. 

 

When the questions have been answered select "Next" 
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Step 2- Household Details 

 

When answering the questions on the household details and YES is selected, 

further information will be requested i.e. personal details. If any of the 

questions require more than one row of information For Example: "Does the 

applicant have any children who live with them under the age of 20?" If there 

is more than one child, you can select the button "Add Another" and a new line 

to add the further child/children will be displayed. 

 

  

When the questions have been answered, select "Next" 
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Step 3- Financial Details 

 

When answering the questions on the financial details and YES is selected 

further information will be requested i.e. benefit details. For Example: If the 

customer receives more than one benefit the "Add Another" button should be 

selected to list the other benefits for the customer. The person can also be 

selected i.e. if the partner receives the benefit. 

 

When the questions have been answered, select "Next" 
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Step 4- Application Reasons  

 

These questions help to understand the nature of the person’s circumstances.  

Please select all the options that apply to the applicant.   

You can include a full account of the applicant's reasons for accessing the 

Scheme in the text box presented later in the application process under 'Grant 

and Loan Details'. 

A planned resettlement scheme refers to a situation when the applicant has 

been moved to the area by another local authority. 

'Section17'  is a term used to refer to financial support in terms of goods or 
services that can be offered to children, young people and parents / carers 
under Section 17 of the Children Act 1989 to address identified needs to;  

a) Safeguard and promote the welfare of children within their area who are 
in need, or to prevent the child suffering significant harm or significant 
needs or to remove the need for the child to be looked after by the local 
authorities  
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b) So far as is consistent with that duty, to promote the upbringing of such 
children by their families by providing 'assistance in kind, 
accommodation, or in exceptional circumstances, in cash'. 

 

Step 5- Grant and Loan Details  

 

Lancashire County Council only provide grants,  not loans. 

On the first line, enter the following information: 

• Item: Select 'Other (Please specify in notes section)' 

• Person: name of applicant should already be selected 

• Cost: Enter 0.01 

• Quantity: Enter 1 

Details of all items requested must be listed in the notes box below.  Please 

add as much information as possible on the applicants circumstances and a list 

of the individual items being requested in the free text box. 

Once completed,  select "Next". 
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 Step 6- Declaration and Privacy Statement 

 

This is the end of that application and you will need to read as well as agree 

with the declaration and privacy statement. 
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Step 7- Confirmation 

 

 

Once the application has been submitted the tracking reference will appear. 

Please make a note of the tracking reference number which is case sensitive. 

Signposting information across Lancashire which might be useful to the 

customer is listed below the confirmation.  

Once this screen is displayed the browser can be closed. 
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Return to a partially completed application 

Step 1- Return to a partially completed application 

 

 

Select the option "Return to partially completed application". This will navigate 

you through to step 2 "Return to or cancel an application" 
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Step 2- Searching for an application 

 

 

To search, two criteria are needed, firstly the surname and secondly the 

tracking reference number. These 2 search fields must be entered exactly the 

way the original application displayed them i.e. Capitals or lowercase. 

Then select "Next" at the bottom of the page. This will allow you to access the 

application and amend or cancel.  
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Track the progress of an application  

Step 1- Track the progress of an application 

 

 

Select the option "Track the progress of an application". This will navigate you 

through to step 2. 
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Step 2-Searching 

 

Once you have entered the application tracking reference and surname of the 

customer, (the fields are case sensitive) it will display the status of the 

application. Application status can be as follows: 

 

Application has been received but is awaiting process. 

 

Application has been refused and customer has been informed of the refusal 

reasons. 

 

Application has been granted and customer has been informed of the grant. 


