
Request for Placement Change 

 

 
 

 

Move your mouse over Start 

Click on New… 

Click on Request for 
placement change 



 
 

 
 
 

Click on and fill in sections 1- 2 (Resources/Fostering 
fill in section 3. Placement and matching details) 

Click on 4. 
Actions taken 

Click on Add 



 
 

Further forms can be filled in by clicking on the Forms and Letters button  

• Pathway Referral form 

• Young Person Pathway Risk Assessment 
 

 
 

Select Placement 
Arrangement Meeting 

Click in Send Immediately? 

Click on 
Assign To Me 

Click on Add 
and Close 

Click on 
Requests 



 
 

 
 

Click on 
Requests 

Select REQUIRED Send Referral 
to Resources (SW to send) 

Select Duty Worker 
CSSW Resources (or 
Kim Abou Obida for 
pathways placements) 

Click 
on Ok 



 
 

 
 

Click on Send request 

Select REQUIRED Team Manager 
Authorisation – Approve Referral 
(SW to send) 

Click on Find 



 
 

 
 

Enter your 
manager’s name 

Click on Find 

Click on your 
manager’s name 



 
 

 
 

Click 
on Ok 

Click on 
the X 



 
 
 
 
 
 
 
 
 
 

Click 
on Yes 


