
WCFPPP Guidance – One-Off Claims 
 

Worcestershire Children First Placements 

Provider Portal Guidance 

One Off Claims 
 

It is expected that claims are submitted monthly with all claim items submitted as one claim. 

One Off Claims 
When logged into the WCFPPP you can submit one off claims, such as Travel Expenses and Mileage. 

Click on link One Off Claims 

 

You can submit new claims by clicking on New Claim or view existing claims by clicking on their date 

links. Below the existing claims link is their status, this will be either: 

Unsubmitted: a claim that is in progress and yet to be submitted by yourself. 

Pending: Not yet reviewed or being reviewed 

Accepted: Claim has been partially or totally accepted 

Rejected: whole claim has been rejected. 
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Submitting a New Claim 
Click on the New Claim button 

 

 

Add any notes, for example “January 2020 Claim” These are notes for the whole claim, not linked 

direct to each claim item 

 

 

  

This is a claim item for a 

Child or Children 

E.g. Mileage or travel 

Claims 

This is a claim item for the 

Foster Carer 

E.g. Foster Carer Training 

Mileage or travel 
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Client Items 
NOTE:  If you are claiming for Travel or Mileage, please add for one day and then “Add New Client 

Item” for the following day the journey that took place that day, repeat for all days when travel or 

mileage occurred. A claim will likely have several Client items for each travel occurrence.  

 

Click on Add New Client Item 

Add a relevant Description, see screenshot for an example mileage claim 

(please ensure that the Date Travelled is added, along with starting postcode, finishing postcode 

and reason for journey) 

Service Level: This is what the claim is for. 

• Mileage: all journeys in your car 

• Travel: all other travel expenses such as, train/bus ticket, car park ticket etc. 

Client: Who the claim relates to. You can add additional client to the claim item by clicking on Add 

Client and choosing them from the pick list 

Attachments: This is used for you to upload receipts.  

*Note, if accessing the ContrOCC Provider Portal from a mobile device with a camera you will be able to go direct to the 

device camera or photo library to upload. * 

 

When everything is completed, click on Create 

 

 

 

You will be returned to the claim page, you can either leave and continue the claim another day, this 

will be saved under an “Unsubmitted” claim. Or continue and add additional Claim Items. 

A claim can have multiple claims items. 

 

  

Date travelled: 

From Postcode to Postcode 

Reason for trip 
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Provider Items (Foster Carer) 
(Carers claims made not linked to a child, e.g. Training Course Allowance or Training Mileage) 

Click on Add New Provider Item  

 

 

Add Description relevant to the claim item 

Service Level: This is what the claim is for. 

• Mileage: all journeys in your car 

• Travel: all other travel expenses such as, train/bus ticket, car park ticket etc. 

Attachments: This is used for your to upload receipts.  

*Note, if accessing the ContrOCC Provider Portal from a mobile device with a camera you will be able to go direct to the 

device camera or photo library to upload. * 

When everything is completed, click on Create 
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Submitting Claim 
When all items of the claim are added click on Submit Claim 

 

 

Once Submitted it will save as a Pending claim. 

Claim lines can be deleted off the claim by clicking on Remove 
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Viewing Accepted Claims 
Click on the Claim Item on the left hand side. This opens up the details of the claim.  

If you hover over the HAS LA Notes you will see the notes added by WCF, otherwise you can click on 

View to open up the claim line’s details. 

 

 

 

Has the Claim been Included or Excluded ? 
If the Claim has been excluded it will show “No” under the Included column, included claims will 

show as “Yes”. 

 

Payment of Accepted Claims 
Once the claim has been accepted it will appear within the next scheduled payment run. 


