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Children Looked After Workflow

A Decision to seek accommodation can be initiated from the start menu by a worker, or an outcome of from the MASH Contact and
Referral, C & F Assessment, Initial CIN & Reviews, Section 47 Enquiry, Initial CP Conference and Review’s, Legal Planning Referral and
Recommendations, Initial CYPDS Short Breaks/Preparing for Adulthood Assessment and Plan (CSSW) this can be assigned to a worker

Within the Decision to seek accommodation workflow step — The SW
and Resources will need to complete the optional form ‘Request for

Placement and Matching (CSSW)' if placement is approved Review
health
D Health assessment assessment
Decision to seek - (cssw)
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Children Looked After Process Social Worker Action List

Decision to seek accommodation

1.
2.

3.

4,

5.
6.

Initiate Decision to seek accommodation (CS)

Complete sections 1-3 of form and section 4 Next actions, adding the next actions (note that
some can be sent early, use check box)

Send the Request ‘Request Team Manager Authorisation — Approve Referral’ to your team
manager

Once approved resume the Decision to seek accommodation (CS) work step and complete
the optional form Request for placement and matching (CSSW)

Send the Request ‘Send Referral to resources’ to the Duty Worker CSSW Resources

Once approved the Duty Worker CSSW Resources will Finish the work step

Health assessment (CSSW)

1.
2.
3.
4,

Pick up work step from your incoming work folder and start

Complete optional IHA form

Send the Request ‘Pass to LAC Health Team’ Request to the LAC Health Team
Once approved the LAC Health Team will Finish the work step

Placement Arrangement Meeting (CSSW)

1.
2.
3.

4.

Pick up work step from your incoming work folder and start

Complete optional Placement Plan form

Add the Next action Record of Life Story

Send the Request ‘Team Manager Authorisation’ to your team manager

Note: Your manager should authorise your report, however there may be times when your
report may need further work. Continually check that the work icon has not changed with a

red arrow “# and is present in your work folder. If this is the case Resume the work and view

the comments in the Request that was originally sent and make amendments/additions as
instructed. You will then need to resend the Team Manager Authorisation Request.
Once approved the manager will Finish the work step

Social worker’s report 1st CLA Review (CS)

1.

2
3.
4,
5

Pick up work step from your incoming work folder and start

Complete invite list

Send the Request sending the Send Invitations (CLA) Request

Finish the remainder of the report and add the next action Report Complete

Send Request ‘Team Manager Authorisation’ to your team manager

Note: Your manager should authorise your report, however there may be times when your
report may need further work. Continually check that the work icon has not changed with a

red arrow “® and is present in your work folder. If this is the case Resume the work and view
the comments in the Request that was originally sent and make amendments/additions as
instructed. You will then need to resend the Team Manager Authorisation Request.

Once approved the manager will send notification Requests “‘Team manager to notify CLA
admin to send out social work report’ and ‘Team manager to notify IRO social work report
complete’ to Business Support and IRO respectively then Finish the work step

Child’s care plan (CS)

1.
2.
3.

Pick up work step from your incoming work folder and start

Update the care plan

Send Request ‘Team Manager Authorisation’ to your team manager

Note: Your manager should authorise your report, however there may be times when your
report may need further work. Continually check that the work icon has not changed with a

3]

red arrow and is present in your work folder. If this is the case Resume the work and view



the comments in the Request that was originally sent and make amendments/additions as
instructed. You will then need to resend the Team Manager Authorisation Request.

Once approved the manager will send a Notification Request ‘Admin to distribute care plan to
child’ to CLA Business Support then Finish the work step

Social worker’s report for subsequent CLA Review (CS)

1.

2
3.
4,
5

Pick up work step from your incoming work folder and start

Complete invite list

Send the Request sending the Send Invitations (CLA) Request

Finish the remainder of the report and add the next action Report Complete

Send Request ‘Team Manager Authorisation’ to your team manager

Note: Your manager should authorise your report, however there may be times when your
report may need further work. Continually check that the work icon has not changed with a

red arrow " and is present in your work folder. If this is the case Resume the work and view
the comments in the Request that was originally sent and make amendments/additions as
instructed. You will then need to resend the Team Manager Authorisation Request.

Once approved the manager will send notification Requests ‘Team manager to notify CLA
admin to send out social work report’ and ‘Team manager to notify IRO social work report
complete’ to Business Support and IRO respectively then Finish the work step



Decision to seek accommodation (CS)

The ‘Decision to seek accommodation (CS)’ work step records the decision to accommodate
the child(ren) and the management approval for it, without this step the CLA process cannot
begin.

The ‘Decision to seek accommodation (CS)’ is a ‘Next Action’ available from the following
workflow Steps

o Child and family assessment (CSSW)

e Child or young person in need review (CSSW)

o Initial child protection conference (CSSW)

o Initial CYPDS Short Breaks/Preparing for Adulthood Assessment and Plan (CSSW)
e MASH contact and referral (CSSW)

¢ Review child protection conference (CSSW)

e Section 47 enquiry (CSSW)

o Care Pathways Referral & Panel Recommendations

Please note Only complete as a sibling group piece of work if
all siblings are to be placed together.

The Decision to seek accommodation is available as a group workflow step and you can
start step from the group summary screen

&  Group Icon workflow added to multiple children

3 Workflow added to one child

nmm {0 Loretta Williams Home People* Organisations~ Workers~ Contracts~ Finance~ Reports~ Tools* Help~

~ Allocations (4 Group Summary - Family - New CLA (181871) #

Mary, Rachel. Joseph
~  Recently viewed

R T T .
T—E
““““““ gveonic(z) Pronouns Date of birth Start date % Actions
2 i 207656 10 Jan 2015 (9 years old) 8 Mar 2024 [
(181849) 207654 23 Nov 2018 (5 years old) 8 Mar 2024 [~}
20765 7 Apr 2011 (12 years old) 8 Mar 2024 I
& & New CLA Degisin
 startwork -
s ]| %
Update assignment . c 't work Start kIN Kfl IHl l
«{ Left click onto and then start [ R e
. ® Work from the Incomlng Work or B2 & Decision to seek ion (CSSW) Assigned to: Loretta Williams
re—p St
Group Screen

Clus

mis): No teams serve this addre
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Decision to seek accommodation (CSSW) : = New CLA -
HEoB3 B oS [ X

| Record of accommodation decision (CSSW)

% b raniy } Complete Sections 1 — 3 and please note that Section

© 3. Decisions
4. Nextactions

© indicates completed section

e modnton 1 Details and history and Section 3 Decisions are
group enabled complete the history and decisions for
each child

Date of protection plan [)
commencing

Has this child previously been looked after?
Ves No
Ifthe child has been in care before have they been subject to any of the following orders?

Type of order Date of order Local authority involved with arrangements

3 Add

Rachel New CLA

Is the child / young person subject to any legal orders?

Oves ®nNo
Type of order

Date of commencement B

Once the form has been completed send the Team Manager Authorisation —
Approve Referral (SW to send) Request to your Team Manager

Decision to seek accommodation (CSSW): &

FIENE] E Exzk.

| A Record of accommodation decision (CSSW)

N

Click onto the request icon and
then click onto request

New request

1. Details and history SEED G
2. Reasons for Mary New CL/ Select Request type ~ (date) to
accommodation Has this placement | O Required Notify LAC Admin to update placement codes (Resources to @
© 3. Decisions send)
. ® ves
A 4. Nextactions Q Required Send Referral to Resources (SW to send) [i1]

i Pl it Stat 5 .
pindicalosleompls tectisection acemen atus I ® Required Team Manager Authorisation - Approve Referral (SW to send) @ I

Select the Request — Required Team
Manager Authorisation

Decision to seek accommodation (CSSW) : 22 New CLA

CIENEIEEIEYY a

| A Record of (CSSW)
New request
3. Decisions S

m _ O Passto Fostering Team (Resources (o sen) @ - _
© 1. Details and history O Pass to PO far out of borough authorisation (Resources to send) @
oo e Mary New CL#

. Reasons for Resources Team Manager Authorisaton (Resources to send) m

accommodation Has this

© 3. Decisions

A 4. Nextactions @ Yes Note

© indicates completed section Placement Status

p Use the scroll bar if
| Fina you are unable to
view the Pass to

Find the appropriate Manager/SP and A : worker field

Fu

the select OK \




Select B3 to Save and Close workflow step

Decision to seek accommodation (CSSW) : £ New CLA
E .'_="J {1 ﬁ “ t:"g(os

| & Record of accommadation decision (CSSW)

m $ Decisions n Y o M changes made to the Decision to _
coomme

© 1. Details and history

n (CSSW)?

Mary New CLA

Has this placement been agreed?”

®ves Ono

Placement Status

And the following message will appear and click
on Yes to indicate that you wish to save and exit

~ Current work C ]
You will be able to keep track of the progress
Type ™  Subject Title of the Request by viewing the work in your
: incomplete work folder and keeping an eye on
= Incomplete work (1) the work icon. Once the Request has been
& P Decicion to cock authorised you will see.tha.t the work icon has
(165595) accommodation changed with a green tick icon
(Cs)

At this point you will need to resume the Decision to seek accommodation (CS) to
complete the ‘Request for placement and matching (CSSW)’ form by clicking on the
document and envelope icon found on the toolbar.

Decision to seek accommodation (CSSW) : £2 New CLA

= Click onto the optional form and letters
B E ¥ 33 |2E

icon 5

A Record of accommodation decision (CSSW) _

B EUBLAEEIS

| A Record of accommodation decision (CSSW)
Forms |

@ 1. Details and history This form should only be used as a groy
2. Reasons for

arcammadatinon ‘

Select the Request for
placement and matching
(CSsSW)

I Request for placement and matching (CSSW) I




The ‘Request for placement and matching’ form will now be available within the work step as
a second tab

Decision to seek accommodation (CSSW) : =2 New CLA A
AE fBPEEIS X

This'

1. Child/ young person's
details

should only be used as a group form when the children are to be placed together.

2. All about the child /

Personal details
young person

3. Child/ young person's Nami Th H I k d I H 1 5
needs e Social worker needs to complete Sections 1 —
4. Family and social = =
Fitiosentie Josefih New CLA V4
5. Placement and NWwW17RB
matching details
@ indicates completed section Mary New CLA 23/1/2018 Female 42 Momnington Crescent White 7
London
NW17RB
Rachel New CLA 07/04/20Mm Female 42 Mornington Crescent White ’
London
NW17RB
Reason placement is required
BI U= @ =5 === -+ Normal
commodation needed for this / these child(gen) / young person(s)? DTSA

Once all sections have been completed, a ‘Send Referral to Resources (SW to send)’
Request should be sent to the Resource team

Click onto the request icon
H 2 4 3“0 € FT& | and then click onto request

I £ Record of accommodation decision (CSSW) | A Request

-~

1. Child / young person's Select Request type + | Status (date) Assigned to

gl O Required Notify LAC Admin to update placement codes i1
2. Allabout the child /

T D Subjects (Resources to send)
3. Child / young person’s I @® Required Send Referral to Resources (SW to send) EJ I

il O Required Team Manager Authdsation - Approve Referral (SW to 5] Jenni
@ 4. Family and social send) (12/03/2024)  Spencer

Select — Send Referral to
resources (SW to Send)

Decision to seek accommodation (CSSW) : £3 New CLA

CIENEE Go®
| T —————— | —— o P —

m 4. Family and social r¢ @] Pass to Adoption Team (Resources to Send) @ - |
1. Child / young person's O Pass to Fostering Team (Resources to send) El

details

A -

2. All about the child / } O Pass to PO for out of borough authorisation (Resources to send) @

young person Subjects @] Resources Team Manager Authorisaton (Resources to send) E]
3. Child / young person's -

needs H

4 : Note Use the scroll bar if

@ 4. Family and social

relationships you are unable to
A 5. Placement and . h P

matching details Subjects view t e ass to }
@ indicates completed section 1

Pass to worker* { Duty Worker CSSW Resources v I Worker fleld
A
D This request will be sent when yol next save.
Section completed N
B—
From the drop-down menu — select g O3 G

Duty Worker CSSW Resources and
click OK




It is good practice to add the ‘Next Actions’ in Section 4 of the Record of accommodation
decision (CSSW) form to enable some of the work to be started (send immediately)

Decision to seek accommodation (CSSW) : £2 New CLA
HE 463 & & © -

| & Record of accommodation decision (CSSW) I Request for placement and matching (Cssw) (1

Sections 4_Next actions

© 1. Details and history
© 2. Reasonsfor

Next Actions

. A A next action and recipient must be selected before this form can be finished
3. Decisions

@ indicates completed section Next actions.

Next action Status

Section 4 Next Actions Select Add —_

Decision to seek accommodation (CSSW) : © New CLA

HEEBBEBEIS

(cssw) I Request for plac e
Next actions

Select action | Social worker's report for initial CLA feview (CSSW) v
© 1. Details and history NaxtActions Appliesto: . .
82 Ressonsfor Joseph New CLA Mary New CLA Rachel New CLA Conslder Where a neXt aCtlon

3. Decisions & Anext action and recipient v

o ks “—————| can be group enabled, A
Passtoworkr Lot wilams____] Find | Clear | AssignTome Social worker's report for 1st
CLA review (Send to SW)
cannot be group worked and
+ | must be sent individually

e )

| A Record of accommodation

Next action

Note

Priority

O B Urgent ®B Normal

Once you click on Add you may see warning messages appear indicating that there are
missing next actions that are still required to be added

Decision to seek accommodation (CSSW) : I New CLA

HEUBEEIIS

| A Record of accommodation decision (CSSW)

— . I

Request for plac
m 4. Next actions The selected next action is not available for multiple
Select action

subjects. A separate action will be created for each
1. Details and history (e e hnS Appliesto: person selected.

» I

2. Reasons for
accommodation

Joseph New CLA

.
Cancel
Select all A

Pass to worker | | gretta Williams :I Find clef Assign To Me
Nextraak

If a Social worker's report for 1st CLA review has
been selected against a sibling group you will
receive a note that the selected next action is not
available for multiple subjects. A separate action
will be created for each person selected. Click OK

3. Decisions ‘ A Anext action and recipient m

A 4. Nextactions ‘

@ indicates completed section

10



Decision to seek accommodation (CSSW) : =2 New CLA o

E‘-?lz"@?‘;'gto‘ [X]

m 4 Next actions

© 1. Details and history
© 2. Reasons for

Next Actions

= e fol
3. Decisions Start f

A 4. Nextactions

© indicates completed section

m) is a required action because ‘Placement Status' question was answered ‘New Placement’ and is not yet added for Joseph New CLA. Mary New

CLA, Rachel New CLA

nitial health assessment is a required action because ‘New Placement' and is not yet added for Joseph New CLA. Mary New CLA, Rache

CLA

Placement Status’ question was answered

If you have not added all the appropriate next :Z
... actions, a warning note will appear, advising of P
the workflows steps that need to be added Baca
Next actions required for CLA process
Next Actions Send Immediately Group Enabled Assigned
Social worker's report | No No - you will have Social Worker
for 1st CLA review social work report for
(Send to SW) each child
Start first child looked | No No, you will have IRO
after review looked after review for
each child
Complete first PEP (on | No N/A N/A
ePEP system)
Placement Yes No, you will have Social Worker
Arrangement Meeting Placement
(Cssw arrangement meeting
for each child
Initial health Yes No, you will have Social Worker
assessment Health Assessment for
each child
CLA visit (CSSW) Yes Yes, please note Social Worker
ONLY if Children are
placed together

Next actions required for a Change of Placement

Next Actions

Send Immediately

Group Enabled

Assigned

NFA - Placement
change only for
current CLA

No

Yes

N/A

Placement
Arrangement
Meeting

Yes

No, you will have
Placement
arrangement meeting
for each child

Social Worker

11



Select B3 to Save and Close the work step

Decision to seek accommodation (CSSW) : £ New CLA -

BEEBREEI.S [%]

m S Decisions I _
seek accommadation (CSSW)?

© 1. Details and history

Mary New CLA —
{ Yes | No  Ganocel

Has this placement been agreed?"

®ves OnNo
Placement Status

And the following message will appear and click
on Yes to indicate that you wish to save and exit

Note the following:

The Resource Team will complete the Send Referral to Resources Request once the
placement has started.

The Resource Team will notify LAC Admin to update the Placement codes on Mosaic by
sending the Mandatory Notify LAC Admin to update placement codes (Resources to send)
Request once the placement has been agreed.

The Resource Team will Finish the Decision to seek accommodation (CS) work step

12



Health assessment (CSSW)

The initial Health assessment can be picked up from your incoming work folder

Home People- Organisations~ Workers~ Contracts® Finance~ Report: Sign ouf
~  Allocations (4 3
@ C Person summary - Joseph New CLA (2207656) born 10 Jan 2015 (9 years old) 3
~ Re i e
cantly viewsd & [Person details > -
Summary | Case history
~ Current work C | |[Start
&  Sumet Cueenm DaruorEhic pXermticn
(181849)  perseninneed Cheonologies
review (CSSW) Documents Address Change Open 8 Mar 2024
Events
) & Joseph Placement P~ Main addres 42 Mornington Cre:
isits
SR NW17RB (View map)
2 Authority: Camden
Health > Cluster team(s): No teams serve this address DB $ First CLAreview (CSSW)
CLA Assigned to: Tina Bailey.
(2207654)  Meeting (CSSW)
Looked after Basic details Change B BS cLavisit(cSsw)
2 & Rachel Placement Assigned to: Loretta Williams
NewCLA  Arrangement Lagal status Registered Joseph New CLA ;
Meeting (CSSW) @& B & Social worker's report for initial CLA review (CSSW)
Herlng (LS8K Offences B Assigned to: Loretta Williams
Registrations Context Child @ B & Health assessment (CSSW)
Start work Cssw) Start work kAo
— Alerts history Date of birth Born 10 Jan 2015 (9 years old) i -
Update assignment Update assignment Mﬂim—’
. Will
dealth Child protection Gender Male e
Cancel work W history
Sex (as per Male 5
Financial - % ervice user groups
L & Rachel Health assessEnt Hesith syatem)
New CLA assessment Tosults
(2207655)  (CSSW) o First language English Abuse or Neglect
F >
8 & Joseph ‘Social worker's "‘1‘1“”“ et Ethnicity White / British Neglect (primary) From 7 Mar 2024
NewCLA  report for initial nas
(2207656)  CLAreview w I Eaal ssiain
fssw) administration i isati ionshi X
Professional and organisational relationships

In the Health assessment, use the forms and letters icon =1 select the appropriate form

Health assessment (CSSW) : Joseph New CLA 22222

N Click onto the Optional forms and letters icon

| Child Looked After health assessment (CSSW)

outcome, actions

Sections « Their health plan reviewed.

- This should all be done in accordance with the relevant regulations and best practice to ensure that it is possible to comply with these requirements in every child's case.
© 1. Child Health
Assessment

The purpose of Health Assessments is to promote children’s physical and mental health and to inform the child’s Health Plan.
2. Nextactions

@ indicates completed section Frequency of Health Assessments

Each Child Looked After must have a Health Assessment at specified intervals as set out below.
« The first assessment should be conducted before the first placement or, if not reasonably practicable, before the child's first Child Care Review (unless one has been done within the
previous 3 months);

« For children aged up to and including five years, further Health Assessments should occur at least once every six months:
« For children aged over five years. further Health Assessments should occur at least annually.

These are a statutory requirement for all Children Looked After and young people up to the age of 18 years.

Who carries out Health Assessments?

The first Health must be bya medical p Subsequent assessments may be carried out by a suitable professional who is deemed most
appropriate, which may be either the child's health visitor or school nurse.
sment (RHA) and on the child or

The relevant pro-forma should be chosen based on whether it is the child or young person’s first Health Assessment (IHA) or a Review Health Asse:
young person’s age (up to and including 10 years, or over 10 years).

Section completed

Health assessment (CSSW) : Joseph New CLA 2207656 -~

MmBe 1 do & [X]

ECErrer——  ——————— |
Forms

1. Child Health
Assessment

2. Nextactions

Duties to Children Looked After {CLA placement and health consent form (CSSW)
CoramBAAF - Carers' report YP - CR-YP
Local authorities have a duty to safeguard CoramBAAE - Carers' report child - CR-C

@ indicates completed section looked after has:
CoramBAAF - IHA - Children 0-9

ngements to ensure that every child who is

« Their health needs fully assessed:

CoramBAAE - IHA - Young person 10-18
+ A health plan which clearly sets out how o BARF - Naooatal - o + the child, measurable objectives to achieve the
outcome, actions needed to meet the obje
+ Their health plan reviewed,
" Cancel

This should all be done in accordance with equirements in every child's case.

The purpose of Health Assessments is to promote children's physical and mental fleaith and to inform the child's Health Plan.

Frequency of Health Assessments

o] Select the appropriate IHA form SRR

previous 3 months):

 For children aged up to and i

« For children aged over five years, further Health Assessments should occur at least annually.

These are a statutory requirement for all Children Looked After and young people up to the age of 18 years.

Who carries out Health Assessments?

practitioner. Subsequent assessments may be carried out by a suitable professional who is deemed most

The first Health Assessments must be conducted by a registered medic:
appropriate, which may be either the child's health visitor or school nurse.

The relevant pro-forma should be chosen based on whether it is the child or young person's first Health Assessment (IHA) or a Review Heaith Assessment (RHA) and on the child or
vouna nersan’s aae (un ta and including 10 vears. ar over 10 vears)

13



On completion of the form, send the ‘Pass to LAC Health Team’ Request to the LAC
Health Team

Health assessment (CSSW) : Joseph New CLA -
. . A ]
Once completed Click onto the request icon &
| A Child Looked After health (cssw)

m 1. Guidelines for completing form IHA Children
s Complete Section 2 Part A COCOMBAAF)

2. PartA YOPTION FOS
AD TION & FOS |
et OPTI ( G

Lol ds Recommended for children from birth to 9 years
5. PartD

@ indicates completed section
BAAF children’s health form:

This form is part of an integrated system of forms. including:
Consent Form (consent for obtaining and sharing health information)

Form M (mother’s health)

Form B (baby's health)

Form PH (parental health)

Form IHA-C (initial health assessment for child from birth to 9 years)

Form IHA-YP (initial health assessment for young person 10 years and older)

Form RHA-C (review health assessment for child from birth to 9 years)

Form RHA-YP (review health assessment for young person 10 years and older)

Form CR-C (carers' report - profile of behavioural and emotional wellbeing of child from birth to 9 years)

Form CR-YP (carers' report - profile of behavioural and emotional wellbeing of young person aged 10-16 years)

Guidelines for completing Form IHA-C

Who should complete the form?

Part A - to be completed by the agency/social worker

Part B - to be completed by the examining health professional, either a doctor or a nurse

Part C - to be completed by the examining health professional

Part D - may be used for data collection if desired by the responsible Looked After health team

Purpose of the form

« Tohelp health practitioners fulfil the regulatory requirements that exist throughout the UK for each looked after child to have a holistic, comprehensive health assessment and a

Health assessment (CSSW) : Joseph New CLA 2207656

HE 406 Eido &
-~

| A Child Looked After health assessment (CSSW) | [ = T e st
m 1. GUideIines for e -

1. Guidelines for

Z‘:.;T:,I::"gfmm HA I @ Required Pass to LAC Health Team I =

Select Request type

Select Pass to LAC
Team

LAC Admin - Distribute Health Assessment

PartA
PartB

Note

poaN

PartC
5. PartD

Recommended for child

@ indicates completed section

CoramBAAF children’s | From the drOp-dOWﬂ
This form is part of an int Select LAC Health Team

5 E ( Pass to worker* Find
onsen orm (consel -
Form M (mother's hea And then C“Ck Ok
Form B (baby's health I + | LAC Health T - I‘—

Form PH (parental he: FEEUNE = o -
Form IHA-C (initial he: *

Form IHA-YP (initial h

Form RHA-C (review b 0K Cancel
Form RHA-YP (review

It is good practice to add the next actions prior to saving and closing the work step

Health assessment (CSSW) : Joseph New CLA 2207656
CEERIEY ]
Select the appropriate next action

[soctoos | I p— e.g. Review health assessment

1. Child Health =
e Next Actions Scheduled Date | 0o/09/2024 =]

&2 Nextactions T
A A next action and recipient Pass togrker [ | oratta williams Find  Clear | AssignToMe |

© indicates completed section

The Schedule Date \ Pass to appropriate worker and
will pre-populate, then Add and close

this can be updated |~

O B Urgent @ B Normal O frLow

| & Child Looked After health assessment (CSSW) I CoramBAAF - cop

Add Add and close Close

14



Health assessment (CSSW) : Joseph New CLA 2207656

CIENEIEEIE

[ Child Looked After health assessment (CSSW) I CoramBAAF - IHA - Children 0-9 (3

Soetions m

1. Child Health
Adinsanant Next Actions o ;

2. Nextactions

indicates completed secti i
© indicates completed section Nercmns

= { And the following message will appear and click on Yes | 2o

Select B3 to Save and Close workflow step

wishiosaue changes mada to the fealth _
?

ment (CSSWY

Note that the Health assessment work step will appear within your incomplete work folder
until the LAC Health Team have finished with the assessment/request

15



Placement Arrangement Meeting (CSSW)

The Placement Arrangement Meeting can be picked up from your incoming work
folder

retta Williams Home People~ Organisations~ Workers~ Contracts* Finance~ Reports* Tools* Help~ Sign out
~  Allocations (4 ¢
@ Person y - Joseph New CLA born 10 Jan 2015 (9 years old) @
A ntly vi o
Recently vidye ~ [ Person details 3
Summary | Case history
~ Current work C Start
e e e
Type Subject Title A 8l Chronologies
Documents Address Change Open 8 Mar 2024
=] Incoming work (10)
Events
Main address 42 Mornington C
& & Support Child or young Visits London N
(181849) orson in need o . Current work Workflow map
CSSW) Education NW17RB (View map)

B & First CLA review (CSSW)
Assigned to: Tina Bailey,

[ & Joseph Placen

v 4—=u | eft click on the work icon & and . ARS camum

Update assignment Assigned to: Loretta Williams
iz then start work, you can start the work 984 s s
s  1mee s from your Incoming work folder or on

ws v the person summary screen N

8 & MaryNew  Health
CLA assess|
[2207654)  (CSS

Cancel work
Social worker's report for initial CLA review (CSSW)
Assigned to: Loretta Williams

Placement Arrangement Meeting (CSSW)
a Williams

Start work

Update assignment

Service user groups

Financial Health system)
assessment

2 2 Dachal Haalth

In the Placement Arrangement Meeting, use the forms and letters icon =1 to select the
Placement plan

Next actions form

1. Actions Taken “indicates required field

@ indicates completed section Subject Details
Find Subject
First Names® | Joseph @
Last Names New CLA @
Next actions
Next action Assigned to Reason Note Priority Status

Sradd

(section completed

Placement Arrangement Meeting (CSSW) : Joseph New CLA 2207656

HE =06 8

Next actions form
Optional forms and letters
m Actions faken _
Forms

1. Actions Taken “indicates required field

@ indicates completed section Subject Details
Placement Plas
Find Subject Placemeflt Plan: Placed with Parents
First Names® | Jog¢
Last Names | New
Cancel
Next actions
Next action Assigned o Reason Note Priority Status

Fradd

Select the Placement Plan

Section completed

16



Placement Arrangement Meeting (CSSW) : Joseph New CLA 2207656 -

FIENEIEEIEYAD

EEEE  em—

©1. Child/young will t)is be used as the detention placement plan? &
person's details
@ 2. Details of involved — Ono
professionals
3. Placement details 1D | 2207656 @
© 4. All about the Name | Joseph New CLA

child/young person

© 5. Contact Date of birth | 10/01/2015 @
arrangements.

& 6. Emotional and Address 42 Mornington Crescent
behavioural London

development and
self-care skills

© 7. Health
@ 8. Education
@ 9. Visits

Complete all sections 1 - 14

© 10.Financial support
© 1. Placement duration

Ethnicity | white

and ending Religion &
© 12, Additional
ey commuhication needs (including language)

placements made
under section 20

1 13.Additional
information for
detention plans

© 14.Additional
information -
recording and
sharing

Current legal status - Please Select -

@

—
| | Any information regarding legal status/immigration status/remand status

[x]

Placement Arrangement Meeting (CSSW) : Joseph New CLA 2207656
HE®M0BEEEI s
| A Next actions form I PlacementPlan O
|

A 1. Actions Taken

© indicates completed section Subject Details

Find Subject
First Names* | Josephy &
Last Names New CLA @

m -Actions Taken

“indicates required field

& A next action and recipient must be selected before this form can be finished

Ensure that you are on the Next
Actions tab and select Add

Next actions

Reason

Note

Priority Status

Placement Arrangement Meeting (CSSW) : Joseph New CLA 2207656

CIEN EEIEEIEY D

| & Nextatiors form | Placement Plan

1. Actions Taken

A 1. Actions Taken

Send Imm

Select action | Record of Lite Story Work

—

—

@ indicates completed section ‘Subject Details

Find St
First Ne
Note
LastN
& Anext action and recipient v
Priority
O B urgent

Next action

Section completed

Pass to worker | | oretta Williams

\

iately? <«

Find

® B Normal

Clear | AssignToMe |

O WrLow

Add Add and :Inl; Close

»
=P Zadd

Section 1 Next actions, Select
Record of Life Story Work from
the drop- down menu, please
note this can be sent immediately
by clicking into the check box,
pass to worker (find the social
worker) and then Add and close

Sradd

17




On completion you will need to send a Team Manager Authorisation Request to your
team manager

Placement Arrangement Meeting (CSSW

EEl bl
-

Click onto the request icon ‘8
| Next actians form | Placement Plan (|

m -Actions Token
“indicates required field

© 1. Actions Taken

© indicates completed section Subject Details

Find Subject

First Names® Joseph &
Last Names New CLA &
Next actions
Next action Assigned to Reason Not Priority stat
Record of Life Story Work Loretta Williams B Proposed (Send on Save) Z0
Srada

@ Section completed

And you will be brought into the Request screen

Placement Arrangement Meeting (CSSW): Joseph New CLA 2207656

CIEIEIEEIEYN
| Next actians form | Plac;\enlﬁan a
o |
“ e Select Team Manager

© 1. Actions Taken Select Request type
Authorisation

Subject Details ® Required Team Manager Authorisation ‘_ﬂ_

Nate

) Pass to worker — Find
[ 7o oz | o | o appropriate SP/Manager/And
then click ok

© indicates completed section

£ This request will be sent when you next save.

Next action

oK Cancel

Record of Life Story

Select B3 to Save and Close workflow
step

Placement Arrangement Meeting (CSSW) : Joseph New CLA 2207456

CIEIEIEEIEYAD

| Mext actions farm | Placement Plan 0

m - Actions Taken Do you wish o save changes mada to the Placement _
Arran

gement Meeting (CSSW)?
*indicates required field

© 1. Actions Taken

- jectDetails e ]
@ indicates completed section Subject Details { Yes | No Cancel
Find Subject
First Names* ' Joseph @
Last Names N ) -]

And the following message will appear and click on
Yes

Next action

Record of Life Story Wark Loretta Williams

The manager will finish the work step upon approval

18



Social worker’s report 1st CLA Review (CS)

The Social Worker's report will be sitting within your Incoming Work Folder.

Please note As soon as the report work step is Finished (manager has
authorised and finished the work step) you will need to notify the IRO via
email/teams or telephone

The social worker’s report MUST be completed before the IRO starts the First CLA
Review and should be completed at least 5 days before the Review

E m E @ Loretta Williams Home People* Organisations* Workers~ Contracts* Finance~ Reports* Tools¥ Help~ Sign out
~  Allocations (4] c
@ Person summary - Joseph New CLA (2207656) born 10 Jan 2015 (9 years old) 4
~ Recently viewed C B
Person details E
Summary | Case history
v Current work C i stet
Case notes Demographic information Case status
Type? Subject Title “ | chronologies
@ . R Documents Address Change Open 8 Mar 2024
Incoming woi
Events
&] &8s + it Visit Main address 42 Mornington Crescent
Support Child or young isits
(181849)  person.in need :mdfgs( S Current work
review (CSSW) Education > ¥
Authority: @ 5a
Clustet a E First CLA review (CSSW)
et Health
L] & tary New Btngt o Assigned to: Tina Bailey,
(2207654)  Meeting (CSSW) Looked after Basic details Change B DS CclavisitCssw)
Assigned to: Loretta Williams
& Rachel Placement Legal status iste sej «C c
@ et - = | Registered Joseph New CLA $ B & Record of Life Story Work
(2207656) Offences |  name p Assigned to: Loretta Williams
i ) Registrations Context Child B & Health assessment (CSSW)
& & !f;y New !mcm;mc Assigned to: Loretta Williams

(2207654)  (CSSW] @B & Social worker's report for initial CLA review (CSSW)

& amee e | Left click onto @ and then start work N

= ™ | From the Incoming work folder or on
& Joseph Social wor
B o 2| the person summary screen e

Update assignment cssw) Neglect (primary) From 7 Mar 2024

v | External system
: e . . v
administration Professional and organisational relationships

ta Williams

Cancel work

In the Social Worker’s Report 1st CLA Review complete the invitation list

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656
HE O3 EdJ.48

| Social Workers report for 1st CLA review (CSSW)

m Complete Section 1 Chic's |
4—

& Mowling imiteer Details and Section 2
a :::illﬂ'uﬂ(pr's feme Meet|ng |nV|teeS Email address

L Select Find to attend, > P
* ::'i'l't::"n‘r::’.l‘:"" (O section completed atte n d eeS

views

6. Propused new Care
Plan

7. Nextactions

© indicates completed section

The Find party window will allow you to search for parties

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

|2 86 . s

| Social Workers report for 1st CLA review (CSSW)

I Find person Find worker Find organisation Manual input

1. Child's details
2. Meeting invitees ‘ At least one field marked with a # is required
3. Information on the T CFTN io Dack Oad U affnos b i

asccaworers | Select Find Person to Add e.g. Family member/Foster carer
simaves | Find Worker —to Add e.g. IRO/Social Worker
Organisation —to Add School
Manual input if not on Mosaic
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You will then need to inform business support to send invites to the Review by sending the
Send Invitations (CLA) Request. Use the Request icon

Social worker's report for initial CLA revie\ g

CIEIEEE)EE '-" Once you have added the attendees, Click onto the
[eemmmeed requesticon “Bl and then click onto request

© 1. Child's details
© 2. Meeting invitees People invited to the review meeting

A 3. Information on the
plan Name Agency Telephone Email address.

4. Social Worker's
assessment and views

Foster Mum New CLA

of invelved
professionals .
A 5. Child, family and Tina Balley CSSW AU Switchboard 020 7974 5022 Tina.Bailey@camden.gov.uk 20
connected person’s Mobile 07500607879
views
A 6. Proposed new Care St Marks Academy Switchboard 020 8648 6627 20
A7. Nextactions Loretta Williams CSSW Children and Families Division Loretta Willams@camden.gov.uk 0

@ indicates completed section

P Find

This will bring up a list of Request which can be sent

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

| A social Workers report for 1st CLA review (CSSW) -

Sections . Child" i
© 1. Child's details Required Admin - Send Invitations (CLA) @ I

2. Meeting invitees This form should be used t 3] |

Sraius masigiTu

Required Team Manager Authorisation

A 3. Information on the ‘ N N -
plan o] Required Team manager to notify CLA admin to send
4. Sncialworkter‘sd . - report SeleCt the Send |nV|tat|0nS
UL GG D O Required Team manager to notify IR0 social work repd
e e O e ] (CLA) request and Pass to
45 chid. familyand De Note worker — drop down select
connected person's - .
views EE N LAC Admin Crowndale and

A 6. Proposed new Care
Plan

then click onto ok

Information on documer

A 7. Nextactions

|

I Pass to worker* { LAC Admin Crowndale v !

@ indicates completed section Is the child a British ci i e
O Yes
OK Cancel

S LSO L Ll E R | you click onto the Save H icon, this will

EI = =) ‘ﬁ_ send the Request, and you may continue to
= (9 complete the rest of the social workers report

| A Social Workers report for 1st CLA review (CSSW) -

20



Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656
HE E 63 ~E 4 © - [x]

m o

1. Child's details “indicates required field
2. Meeting invitees

3 Informationonthe || Do of s oot pecenery Section 3. Information on the plan
ST ae® Click on Find to search for the Carer

of involved

el oot e st How LA <«—2- and the carer’s name will pre-populate

connected person's

Type of placement” | placement with other foster carer - not longderm or FI 4 .
. #=—— to the Name of Carer field. Type of

& 6. Proposed now Care Date current placement started | 18/03/2024

e Placement will pre-populate from the
Looked after episodes on the person

summary screen (If blank, note that
this is recorded by LAC Admin and
you may need to send a gentle

What is the overall care plan for this Return to birth family within six months remlnder to them)

chile?*

)

Has the child been seen alone since the last review?*

® ves ONo

Has the child’s bedroom been seen since the last review?" |

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

B E ®BeE 4. s

4. Social Worker's assessment and views of involved professionals

© 1. Child's details Please provide an updated assessment on:
2. Meeting invitees « How the child is presenting and their views, wishes and feelings
© 3. Information on the ¢ The child’s needs and developmental progress in relation to milestones

plan * How things g

T A Sacial Werkers ~reenee Complete Sections 4 Social Worker’s

assessment and views « How resilien

of invalved Lcas] @SSESSMent and view of involved

..Pprofessionals ..

55, chid, family and ’ professionals and Section 5 Child,

connected person’'s

SOz — family and connected person’s views
A 6. Proposed new Care CFA - Famil
Plan

A 7. Nextactions

ild enjoys

indicates completed section

Views of other professional(s) / guardian(s)
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Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656
=z 906G 2Eb. &

1

. Child's details *indicates required field
Needs to be completed for every review

© 2. Meeting invitees

© 3. Information on the Proposed care plan 2

plan

© 4. Social Worker's . . N o
aesessmont and views Subjects What are the child's care needs and how will theybe ~ What actions needtobe  Who will be responsible When does it need to be
of involved met taken done
professionals

© 5. Child, family and Joseph New Changes to meet the child/ young person’s needs Action to be taken Responsible person When it needs to be done 20
connected person's CLA (outcome)
views

4 6. Proposed new Care JosephNew  School attendange needs improvement As soon as possible Social Worker/Parent/Foster As soon as possible 270
Plan N Carer

A 7. Nextactions

. :
Section 6 — The Proposed new Care Plan — details should pre-populate from

the information recorded on the child and family assessment or the UASC
Assessment.
Click on Add to add further proposed details onto the Care Plan

Click on the delete icon @ to remove details

Click on the pencil icon # to edit details and you will be brought into the
following screen

Using the Add button will allow you to add an additional entry to the table

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

CIEENIEZIEEIE

| A social Workers report for 1st CLA review (CSSW)

Select the subject and complete the
following.

Proposed care plan

What are the child's care needs and how will
they be met?

. Child's details

26 Ll N . , What actions need to be taken?
© 3. Information on the What are the child's  Joseph's physical health neel A N

plan care needs and how | gare according to his individi Who Wl” be reSpOnS|b|e’)

will they be met *

© 4. Social Worker's H

assessmentandviews || Stbiects  Wnataretr <“—| When does it need to be done?

of involved met .

professionals What actions need to | Foster Carer to book welfare-

be taken i
5. Child, family and Joseph New Changes tc (GP, Hearing, Dentist and OpY

connected persorrs oA . Select Add if you wish to add more details
R or Add and close if you have finished
Plan CLA responsible — H
7. Nextactions adding to the proposed care plan.

4 6. Proposed new Care Joseph New School atte Who will be

@ indicates completed section
When does it need to i ag soon as possible —
be done I
Add Add and close Close

What are the child's care needs and how will they be met What actions will be taken Who will be responsible Wher

22



Proposed Health plan

Within Section 6 click on Add to add

What actions will be taken Who will be responsible

When does it need to be done

the proposed health plan. And
proposed Education Plan (PEP) —
follow guidance as above

Please note The Health Plan and
Education Plan will not prepopulate

.
i EXY

from the child and family assessment

Proposed Education plan (PEP)

Or the UASC Assessment e Who will be When does it need to be How will the pupil premium be used to support

responsible done this action

Please ensure that Proposed Care Plan, Proposed Health Plan and Proposed

e Education Plan (PEP) are updated, as this information will pre-populate into the
CLA Chairs Report and record of Review for the chair to review and update the
progress on the Plan

Please note: If you have answered yes to the Is exploitation a concern? The
Proposed Exploitation Plan will be displayed, with information pre-populated
from the Exploitation Response Meetings

Proposed Exploitation plan

What needs to change to reduce risk and increase What actions will be taken Who will be responsible When does it need to be done
support

What needs to change to reduce risk and increase What actions will be taken? Initial Who will be responsible? Initial When does it need to be done? Initial
support? Initial Exploitation Response Meeting Exploitation Response Meeting Exploitation Response Meeting Exploitation Response Meeting

Upon completion of the report please add the outcome Report completed

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

HE MBE4. s

m 7- Next actions

©1. Child's details
© 2. Meeting invitees
© 3. Information on the

Next Actions

| A A next action and recipient must be selected before this form can be finished ‘

© 4. Social Worker's
assessment and views
peatecsanais Section 7 Next Actions and select

N
© 5. Child, family and CXELET

?.r:;:cud person's Ad d \>

© 6. Proposed new Care
Plan

A 7. Nextactions

© indicates completed section

Status
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HE ®0BAE 4. e

| A Social Workers report for 1st CLA review (CSSW)

m 7. NEXt aCtiDns
Select action | -- Please select -- v

Section 7 Next actions, there is
only one option from the drop-

e i Next Actions down menu — select report
2. Meeting invitees eport Completes . .
© 3. Information on the [ st ston narecment Note complete, and this next action
lan .
4. SociaiWorker's cannot be assigned and then Add
T - and close
professionals Rriorty
5. Child, family and ezt et O B Urgent ® [ Normal O B Low
I:Pnnel:ted person's

6. Proposed new Care
Plan

A 7. Nextactions

indicates completed section

v

Add | Add and close I Close

You will need to gain authorisation from your team manager by sending the Team Manager
Authorisation Request

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 22074RA

Click onto the request icon and then click onto
send request

Social Workers report fc & admin - Send Invitations (CLA) (Required) - 18/03

Ml [B send request | e

© 1. Child's details

© 2. Meeting invitees

© 3. Information on the
plan

© 4. Social Worker's
assessment and views )
i Next action Assigned to Reason Note Priority Status
professionals

© 5. Child, family and Report Completed E] Proposed 20
connected person's
views

© 6. Proposed new Care
Plan

Next Actions

Next actions

Fradd

7. Nextactions

@ indicates completed section

Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

Select Team Manager
Authorisation.
(This request should be

New request

b f fy Q Required Admin - Send Invitations (CLA) 4 LAC Admin " |
sent before you noti (21/03/2024)  Crowndale

. _ﬂ @ equired Team Manager Authorisation 5]
the IRO) as It needs Q :e:uire: :eam :anagger: ;:th‘y (tlLAadmmtu send out @ I
Managers authorisation Social Work report
fir‘St ] Required Team manager to notify IRO social work report @

complete
professionals
G5. S:'illg.egl:‘:lr‘:?;“'s Report Completed Note Pa.SS tO WOfker _ Flnd
6. Propused new Care appropriate SP/Manager/And
wh :el)a:actiuns then CIICk Ok

@ indicates completed section I Pass toworker® ’W‘ AT I

v

0K Cancel
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Social worker's report for initial CLA review (CSSW) : Joseph New CLA 2207656

CIEEITTTD

I Social Workers report for 1st CLA review (CSSW)

step

Select B3 to Save and Close workflow

B

- - report for initial CLA review (CSSW)?
© 1. Child's details Next Actions
© 2. Meetinginvitees
| Yes | No  Cancel
© 3. Information on the | E—
Next agtions
© 4. Social Worker's
assessment and views o i
[5F i hiel Next action Assigned to Reasoff Note Priority Status
professionals
© 5. Child, family and Report Completed B Proposed
connected person's

views

C G And the following message will appear and click on
7. Nextactions YeS

@ indicates completed section

m # Hextactions Do you wish {0 save changes made lo the Social workar's _

70

Sradd

Once approved the manager will send notification Requests ‘Team manager to notify CLA

admin to send out social work report’ and “Team manager to notify IRO social work report
complete’ to Business Support and IRO respectively then Finish the work step, however

there may be times when your report may need further work. Continually check that the
report is no longer in your incomplete work folder and that the work icon has not changed to

& \ith a red arrow. If this is the case resume the work and view the comments in the

Request that was originally sent and make amendments/additions as instructed. You will

then need to resend the Team Manager Authorisation Request.

25



Child’s care plan (CS)

Once the Review workflow step has been finished by the IRO, they will have assigned you
the Child's care plan (CS) for update.

Based on the recommendations and views of the IRO the social worker/personal advisor will
update the child or young person’s care plan.

Please note: The Child’s care plan (CS) workflow step must be finished before
you start the Social workers Report Subsequent CLA Review, as this will affect
the pre-population

The Child’s care plan will be available to start from your incoming work folder or from the
person summary screen

(=] E [0 B8 B Loretta Williams Home People* Organisations~ Workers® Contracts* Finance~ Reports® Tools® Help Sign out
~  Allocations (4]
cations (4) Person summary - Joseph New CLA (2207656) born 10 Jan 2015 (9 years old) %
~  Recently viewed &) EareceTTeTs
summary | case history
~  Current wark C | |Start
® * m;m M_L:M S e _
New CLA Story Work “ | chronolagies
(2207656) Documents Address Change Open 21Mar 2024
Events
L SnewCls  CLAvSH(CSSH) Mainaddress 42 Morington Crescent
n181871) Visits L
r——
2 3 e ) Ee—— NW1 7RB (View map)
Kerina report for initial QUL AT ©2: Full care order
s CLA review Health > Cluster team(s): No teams serve this address
(2072747)  (CSSW) From 18 Mar 2024

& & Germia Placement

Kerina Arrangement . &
o ouames| | eft click onto and then start cument work
& & Joseph Update child or Work BB & Second CLAreview (CSSH)

1ung person's Assigned to: Tina Bailey

Start work R — From the |ncoming Work folder or BB & Socialworkers report for subsequent CLA review (CSSW)

Update assignment Assigned to: Loretta Williams

on the person Summary screen #® & Undate child or young persons care plan (CSSW)
whsequent CLA § ta Williams

review (CSSW) = Stertworc

Update assignment

rker's

Cancel work

ta Williams

=] Incoming requests (2) T FIrSTTaTgUag =0y

In the Child’s care plan

Update child or young person's care plan (CSSW) : Joseph New CLA 2207656 -

HE B E 4 & a

1.Child's details ¥

“indicates required field

e = N E——— Complete Sectlons l Chlld’s Deta,ls bs such as schaol, health and home life.
3. Nextactions This plan ai i
© indicates completed section This plan wi
Child's details
1D | 2207656 @
Name | Joseph New CLA @
Date of birth | 10/01/2015 @
Gender | Male @
Ethnicity | white L
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Update child or young person's care plan (CSSW) : Joseph New CLA 2207656 -

HEEEB E 4. s %]

Child's care plan (CSSW)

@ 1. Child's details ‘indicates required field

2. Agreed Care Plan
3. Next actions

@ indicates completed section #

IRO views and recommendations

IR0 views and vULul-mmn(]alwur{)—wﬁ( CLA Raview

Complete Sections 2 Agreed Care Plan
- The IRO views and recommendations
will prepopulate from the Review, in this
example First CLA Review

Click on the delete icon @ to remove details

3. Nextactions
@ indicates completed section Does the IRO endorse the plan?* C|IC|( on the penCI| Icon j to edlt detaI|S and
Yes . . .
you will be brought into the following screen
What are the childs care needs and how will theybe met  What actions will be taken Who will b6 responsible When does it
need to be done

Changes to meet the child/ young person’s needs Action to be taken Responsible person When it needs to
(outcome) be done
School attendance needs improvement As soon as possible Social As soon as 270

Worker/Parent/Foster possible

Carer
Joseph’s physical health needs to be met. Joseph to Foster Carer to book welfare-check due health Foster carer As soon as 270
receive regular health care according to his individual appointments for Joseph (GP, Hearing, Dentist and possible
needs. Optician).

% Add
Permanence planning

What are the child’s care needs and how will they be met What actions will be taken Who will be responsible When does it need to be done

Update child or young person's care plan (CSS Joseph New CLA 2207656

B2 UB0E 48

| Child's care plan (CSSW)

1. Child's details
2. Agreed Care Plan

= IR0 views and recommendatic
3. Nextactions Agreed care plan
& indicates completed section IR0 views and recommenda
-
Select Subject:*
Joseph New CLA U select all

What are the child’s | Changes to meet the child/ young person's needs (outcome) Update
Does the IRO endorse the p care needs and how
will they be met

Yes
7
What actions will be | Action to be taken - Update
taken
Subjects What are the ct “
7
met
Who WiHV be | Responsible person - Update
Joseph Changes to me IS
New CLA (outcome)
#

vewiia| Select the subject and Amend the details, [ 1 -
and click onto Save Changes

Joseoh - . s

Cancel
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Worker/Parent/Foster
Carer

Joseph's physical health needs to be met. Joseph to Foster Carer to book welfare-check due health Foster carer As soon as possible E #’ 0

receive regular health care according to his individual
needs Click on Add, to add new details the care

plan. And you will be brought into the —>
following screen

B U6 40a

m IRO views and recommendations* First CLA Review

1. Child's details

2. Agreed Care Plan Agreed care plan
-

3. Nextactions

@ indicates completed section Does the IR0 endorse the Select Subject:*

Yes Joseph New CLA O select all

What are the child’s | what are the child's care needs and how will they be met - New Issues
care needs and how | added at update child of young person's care Plan
will they be met
Subjects What are the ¢

4
met
What actions willbe | what actions will be taken - New Issues added at update child of young
Joseph Changes tom taken person's care Plan
New CLA (outcome) Up
4

Joseph School attend : .
New CLA Who willbe ' who will be responsible - New Issues added at update child of young

responsible  person's care Plan

Select the subject and add 2
details, Click on Add if you wish e nereme sewiece smvisto ciici ot oo oo

to Add more details and Add .
Close, if you finished

Close

Update child or young person's care plan (CSSW) : Joseph New CLA 2207656

HE ®@B 8 §. &

Child's care plan (CSSW)

m 3. Next actions

© 1. Child's details
© 2. Agreed Care Plan
3. Next actions

Next Actions

@ indicates completed section Next actions

Next action Status

Complete Section 3 Next actions
—

Click Add
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Update child or young person's care plan (CSSW): Joseph New CLA 2207656

HE ®U06 Ed &

Child's care plan (CSSW)

1. Child’s details Next Actions
2. Agreed Care Plan

Next actions

Select action I Care / Pathway plan updated (terminates) VI

= Note
3. Nextactions

indicates completed section

Nex{]

From the drop-down menu — the only next
action is Care/Pathway updated (terminates)
And then Add and close

Add Add and close Close

You will also need to gain authorisation from your team manager by sending the Team
Manager Authorisation Request

B = o6BFEd. s

Child's care plan (CSSW)

1. Child's details Ne: Select Request type
2. Agreed Care Plan
3. Nextactions

Use the Request icon then select the
New request Team Manager Authorisation
| Request and send this to your team

Required Admin to distribute care plan to child o

® Required Team Manager Authorisation 5]

© indicates completed section

Note
us

Pass to worker — Find appropriate
- SP/Manager/and then click ok
£ This request will be sent when you next save. *
0K Cancel

HEUB 8408
Child's care plan (CSSW)

m = Nextactions = _

- - plan [CS)?
1. Child's details
2. Agreed Care Plan

Select E3 to Save and Close workflow step

Next Actions

| Yes | No Cancel
3. Nextactions
@ indicates completed section &xt actions
Next action Absigned to Reason Note Priority Status
e sy - AN the following message will appear and /0
click on Yes Sadd

Your manager will authorise your report and finish the work step, however there may be
times when your Plan may need further work. Continually check that the Plan is no longer in
your incomplete work folder and that the work icon has not changed & with a red arrow. If
this is the case resume the work and view the comments in the Request that was originally
sent and make amendments/additions as instructed. You will then need to resend the Team
Manager Authorisation Request. Once approved the manager will send a Notification

Request ‘Admin to distribute care plan to child’ to CLA Business Support then Finish the
work step
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Social worker’s report subsequent CLA review (CS)

The IRO will assign the Social worker's report for subsequent CLA review (CS) to the social
worker. This will be ready for you to start in your incoming work folder.

Please note: The updated child or young person’s care plan workflow step must
@ be finished before you start the Social workers Report Subsequent CLA Review,
as this will affect the pre-population

e Please note As soon as the report work step is Finished (manager has
authorised and finished the work step) you will need to notify the IRO via
email/teams or telephone

[ Access Mosaic Case Management - Work - Microsoft Edge - o X
)  https:/Ibc-dev-app.accessacloud.com/mosdev/frameset jsp?mainFrameHref=/mosdev/controller/subject/PER2207656%3FnoWorkViewRefresh%3Dtrue&leftFrameHref=/mosdev/con... & A
B m ) & @ Loretta williams Home People Organisations~ Workers~ Contracts~ Finance~ Reports® Tools® Help~
~  Allocations (4] (¢]
@ Person summary - Joseph New CLA (2207656) born 10 Jan 2015 (9 years old) "3
~ R i c
Scontly viewsd . Person details > =
Summary | Case history
v Current work Cc |start
e pemovspie onmation
“ | chronologies
& & Joseph Record of Life 9
NewCLA  Story Work Documents Address Change Open 21 Mar 2024
(2207656) Events
Main address 42 Mornington C o
R . WY Visits by
@ S NewClA  CLAvisit (CSSW) ondon Looked after legal status
(181871) — NW17RB (Vi
’ C2:Full care order

& & Germia

Kerina

s weme | Left click onto ® and then start
& dsems  poumen work ——
( From the Incoming work folder or z=

(2072749)

& & Josgoy Social worker's on the person Summary screen ® B & Ssocial worker's report for subsequent CLA review (CSSW)

eport for
Start work iubsequent CLA ~~ i ta Williams

Second CLA review (CSSW)
Assigned to: Tina Bailey,

Update assignment  eview (CSSW)

Update assignment
Sex (3 per Male ta Williams
4ealth Financial
JR—— Health systes
Cancel work \zsasiineii ey alth system) & B & Record of Life Story Work
(2207658)  (CSSw! Assigned to: Loretta Williams
A I 1esults Firstlanguage  English 9 -
8 & LukeCLA = B & Healthassessment (CSSW)
e Ethnicity White / British Assigned to: Loretta Willams
Vi) management
(2207658)
v | External system
] pemesm = B

When ready start the work to update the invitee list, then send the Admin — Send Invitations
(CLA) Request to inform Business Support to send off the invites to the invitee list

Social worker's report for subsequent CLA review (CSSW) : Joseph New CLA 2207656
HE EG E 4. s

| SW report for subsequent CLA review (CSSW)

1. Child's details

{8 2. Meeting invitees . People invited to the review meeting
3. Information on the
Name Agency Telephone Email address
. . . o
Complete Section 1 Child’s Details and | =
‘Switchboard 020 7974 5022 Tina.Bailey@camden.gov.uk = G

Section 2 Meeting invitees, last invitees  |wwomwores
will pre-populate or Click on the delete 5 | ®°

. . Lorettawillams@camden.govak | 20
icon @ to remove details

Click on the pencil icon # to edit details’
Select Find to attend, attendees
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Status Assigned
Select Request type “  [date) to

Q Required Admin - Send Invitations (CLA) @

Complete the remainder of the Report and update the plan

Social worker's report for subsequent CLA review (CSSW) : Joseph New CLA 2207656 =
HE ®0BcE . s a

© 1. Child's details *indicates required field

o3 msionenie Complete Section 3 Information
« on the plan and Section 4 Review |-

e | the child’s current care plan. s0
Frere ‘| The plan will pre-populate from e
connected person's S . t/Foster Carer As soon as possible =
srrm=—| | th€ updated child or young

S istastons 3l person’s care plan

@ indicates completed section

=

« Click on the pencil icon # to edit [ e e e RN

iid of young done New Issues update

o child of young person's care
Plan
% Add
Permanence plan
What are the child's care needs and how will they be met What actions will be taken Who will be responsible  When does it need to be done Progress
2. B, _ Doadd kel

e
HEEBcE . 8 [x]

m _ e ofthe ch -
What actions will be

Action to be taken - Update
© 1. Child's details taken “indicates required field
Only complete when there is a

© 2. Meeting invitees
© 3. Information on the Z

_ Who will be | Responsible person - Update
A 4. Review of the child's T —— responsible :dtobe Progress
current care plan

— will they be met
5. Social Worker's

i “
assessment and views 20
of involved Changes to meet the child/ 1be done -
professionals person's needs foutzome) U "en doesit ":;:r"‘; ‘When it needs to be done - update
A6 Child familvand .
ble 870
Update th .
p ate e p rog ress on Progress | Update progress on the Subsequent CLA Review] ble 270

the progress and the
Save changes 5/0

s update
Cancel  31Son’s care

% Add
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Follow the same process as the first review and update the progress for the Health Plan,
Education Plan or permanence plan if required.

What are the child’s care needs
how will they be met

The child's care needs and how
they be met (SW Report Initial)

What are the child's care
needs and how will they be
met

The child’s care needs and
how will they be met (SW
Report Initial)

and What actions will be taken

The actions will be taken
(SW Report Initial)

will

What actions will be
taken

The actions to be Record the
taken (SW Report

Initial) Initial)

Who will be responsible

Record the responsible people
(SW Report Initial)

Who will be responsible

Health plan

Education plan (PEP)

When does it need to be
done

Timeframe when it needs to

responsible (SW Report  be done (SW Report Initial)

When does it need to be done

Timeframe when it needs to be
done (SW Report Initial)

How will the pupil premium be
used to support this action

The pupil premium be used to
support this action (SW Report
Initial)

Update progress on the
Subseguent CLA Review

Progress

70

=
=F Add

Progress

70

Update progress on the
Subsequent CLA Review

S Add

Social worker's report for subsequent CLA review (CSSW) : Joseph New CLA 2207656 o

CIENIEIEEIEAD

© 1. Child's details
wi
the

1 2. Meeting invitees
@ 3. Information on the
plan

4. Review of the child's
current care plan

© 5. Social Worker's
assessment and views
of involved
professionals

6. Child, family and

connected person's
views

A 7. Proposed new care an
plan
8. Nextactions
e

@ indicates completed section

What|
theirl
achi

hal

Complete section 5
Social worker’s
assessment and
views of involved
professional and
section 6 Child,
Family and
connected person’s
views

jce and the support they are receiving? 2

ing their overall Gare plan experience and
2Show guidance

Section completed

7~

[%]

Sections

‘indicates required field
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Social worker’s report for subsequent CLA review (CSSW) : Joseph New CLA 2207656 .

FIENIEIEEIEAE [x]

m o e ——

©1. Child's details “indicates required field
Needs to be completed for every review

© 2. Mesting invitees
@ 3. Information on the Date of this plan* | 02/04/2024 ]
plan

@ 4. Review of the child's Proposed Care plan
current care plan
©5. Social Worker's Subject  What are the child's care needs and how will they be met What actions will be taken Who will be responsible When does it need to be done
assessment and views
of involved
professionals  Add

a

. Child, family and

St o Section 7 The proposed care plan, proposed

views

Health Plan and Proposed PEP and Permanence
Plan

What are
© indicates completed section

e done

% Add

Proposed Health plan

What are the child's care needs and how will they be met What actions will be taken Wha will be responsible When does it need to be done

3 Add

*indicates required field

Joseph Now CLA 2207656 Select the subject and complete

CEEIT I the following.

Proposed Care plan

m Seiectsupject What are the child's care needs

oseph N .
1. Child's details - and how will they be met?

©2. Mesting invitees Needs to be completed for eve

3. inormationn the Dot ot e naass amahon ropart o s menn PP seivernege | \What actions need to be taken?
will they be met

va. :‘;w"lz:te::::lpﬂl,l:d's 7 Who will be reSpOI”ISib|e?
©s. Socialworkers Subject  Wnatare thechilc  Whatactions il be_ Wnat actions willbe taken... (proposed care plan) social workers ggort for When does it need to be done?

A
ofkroived CLA Reviews
professionals
a
© 6. Child, family and
connected person's Who will be  who will be res; i i
: 10w ponsible.......(proposed care plan) social workers regort for S
| Select Add if you wish to a

A 7. Proposed new care

p more details or Add and close if

e What are the child's Gare ness  when does ftnesd o Mhen doss  ncd to b Gano..(5raposec are plan) S0ial WOTKE ommmne yo u h ave fl n |S hed add | ng to th e
Add  Addand close[ 8 Closd p ro posed care plal’l .
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Social worker's report for subsequent CLA review (CSSW) : Joseph New CLA 2207656

HE ¥BEd. s

| N —

Select action ]ISut:laI worker’s report for CLA review completed v !

© 1. Child's details Next Actions N

© 2. Meeting invitees

Note
@ 3. Information on the

plan
& 4. Review of the child's

‘ A Anext action and recipient m

current care plan From the drop-down menu — the only next
e e S action is Social worker’s report for CLA review
profusiomts completed
@ 6. Child, family and
cfmnecled person's
© 7. Proposed new care
plan
A 8. Nextactions
& indicates completed section L
N

Add | Add and close I Close

Once you have completed the Social workers Report Subsequent CLA Review send the
following request.

J Required Team Manager Authorisation @

Your manager will authorise your report and send notification Requests ‘Team manager to
notify CLA admin to send out social work report’ and ‘Team manager to notify IRO social
work report complete’ to Business Support and IRO’s respectively then Finish the work step,
however there may be times when your report may need further work. Continually check that
the report is no longer in your incomplete work folder and that the work icon has not changed

to 8 with a red arrow. If this is the case resume the work and view the comments in the
Request that was originally sent and make amendments/additions as instructed. You will
then need to resend the Team Manager Authorisation Request.
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