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Children Looked After Process

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 alth assessment assessment
Decision to seek - (cssw)
m{;’z‘fgx; accommodation (CS) I:‘wmhm days m::vn: No Further Health
becomes Looked after Assessment
(terminating step)
r:j::t vf;.:s) CLA visit (CS) T Refer to Care S Social worl;el’a Placement Arrangement
CLaVistwit continue | PEP(on epeP system Pathways —No longer required report for 1% CLA Meeting (CSSW)
|Assigned to IRO| s Panel (cs) Lol eyl
Assigned to SW
Record of Piacement
Second CLA life Story et
Review (CS) work (terminating step
Tobe held no more than3 subsequent CLA Childe’s Care 5 e aikn
1RO Alert g”"::“ i e ey review Plan (Cs) ety ———
om Lare e hehe e:‘v“«:::m Assigned to SW Assumed to SW. Meeting (terminating step)
Subsequent Updated Childs’s
Review Care Plan




Children Looked After Process IRO Action List

Decision to seek accommodation
1. Initiate Decision to seek accommodation (CS)
2. 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)
3. Send the Request ‘Request Team Manager Authorisation — Approve Referral’ to your team
manager
4. 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
6. Once approved the Duty Worker CSSW Resources will Finish the work step

o

Health assessment (CSSW)
1. Pick up work step from your incoming work folder and start
2. Complete optional IHA form
3. Send the Request ‘Pass to LAC Health Team’ Request to the LAC Health Team
4. Once approved the LAC Health Team will Finish the work step

Placement Arrangement Meeting (CSSW)
1. Pick up work step from your incoming work folder and start
2. Complete optional Placement Plan form
3. 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
4. Once approved the manager will Finish the work step

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

1. Pick up work step from your incoming work folder and start

2. Complete invite list

3. Send the Request sending the Send Invitations (CLA) Request

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

5. 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
6. Once approved the manager will Finish the work step

Child’s care plan (CS)
1. Pick up work step from your incoming work folder and start
2. Update the care plan
3. 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

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



Starting the CLA Process

The Social Worker will initiate the ‘Decision to Seek Accommodation’ work step as part of
starting the Looked After process. This step records the decision to accommodate the
child(ren) and the management approval as well as the placement and matching information.
The Duty Worker CSSW Resources will Finish this work step.

The Social worker will then be assigned the Health Assessment, Placement Arrangement
Meeting and the Social workers report for completion. The Social workers report should be
completed at least 5 days before the 1%t Review. As the IRO you will be assigned the First
CLA Review (CS) work step.

Note that the proposed care plan, health plan and PEP within the Social workers
report will pre-populate through to the CLA Chairs report and record of review
(CSSW). You will be sent a Notification Request ‘Team manager to notify IRO social
work report complete notification’ to inform you when the social workers report has
been completed. This will appear in your Incoming requests folder with the following

icon “m

To acknowledge the Notification Request you will need to go to the work step summary
screen. Do this by selecting the work Link in your Incoming request folder

il & Child 1Test | Team manager to

(2197271) notify IR0 social
work report
complete:Social
worker's report for
1st CLA review
(Cs)

You will be brought to the work step summary screen and under the Requests heading, you
will find the Request that was sent to you with a Link to Acknowledge the Notification
Request. This will only be available when the work step has been finished by the Manager

= m m B Garon Pang Home People” Organisations¥ Workers~ Contracts~ Finance Reports“ Tools* Help ¥ Sign out
~  Allocations (4) c Social worker's report for 1st CLA review (CS): Child 1Test (2197271)
Reopen
: Documents
~ Recently viewed ( Person summary
Work history # completed Social

~ Current work c M
Next actions
oot Subect e : L

& B social worker's repart for CLA review completed
) 15621247
Incoming work (5)

5 Requests
= Incoming requests (3) Previous
2 & ChiiTest  Bass'th o fer st on (CS). for Child 1 Test ® Admin - Send Invitations (CLA) (Required) - SENT |1
Ehild 1 Test s9.10 FA) for out Assigned on 24/12/2024 16:40 to C uRS
(2197277 of borough
authorisation T
(Re s to Assignment details ® Team manage fy CLA admin to send out social work report (Required)
ser sion t - SENT | History wledge

gt Assigned to: Garon Pang | History Assigned on 24,
accommodation

2024 16:36 to CLA ess Support by Garon Pang

(©s) = Gaiiina i a e ired) -
Progress detaile ?Ir 71!7 ma ‘HVOHy IRO social work report complete (Required) - SENT
&) 5! ‘eam M d 57 to Garon Pang by Garon Pani
8 3 lecHT: t  Team «magmp Started on: 19/12/2024 14:55 Assigne; 024 15:57 to Garon Pang by Pang
(2197277) /\u(hmwu‘lmrv Chi Completed on: 24/12/2024 17:11
d's care plan (CS) Last updated by: Garon Pang on 24/12/2024 17:11 & Team Manager Authori smow(kequ-red) COMPLETED | History

24/12/2024 15:57 by G ang
b & Chid1Test [ Te:

(2197277)

work report
complete:Social
worker's report for

1st CLA review
(CS)

Incomplete work (6)




First CLA Review (CS)

The IRO will be assigned the First CLA Review from the Decision to accommodate and will
find the workflow step within their future work or Incoming work folder. It is also possible to
start the work from the subject’s person summary screen under the Current work heading

n E m B Tina Bailey Home People” Organisations~ Workers~ Help~ Sign out

~  Allocations (53) = Person summary - Joseph New CLA (2207656) born 10 Jan 2015 (9 years old)

~ Recently viewed C rosnas . .
Demographic information Case status

~  Current work Start

Case notes Open 21 Mar 2024

Type™  Subject Title Docurnents Drag and drop image here or
= Incoming work (3) Looked after legal status
Education
# & JosephNew  EirstCLA review C2:Fullcare order
(cssw) — ) Address Change
Start work —

From 18 Mar 2024
vod afiar > Main address 42 Mornington Crescent rom 18 Mar 202

Update assign
First
Cancel work (csS

Left click onto &) and then start work | S

L] & BachelNew  Eil . E First CLA review (55!
% . | From the Incoming work folder oron }. “2%* e
s | tE PEFSON SUMMAry screen

@ B & Record of Life Story Work
Assigned to: Loretta Williams

B & Health assessment (CSSW)
Date of birth Born 10 Jan 2015 (9 years old) ¢ 2 :
Assigned to: Loretta Williams

This will open the First CLA review (CS) work step and the CLA chair monitoring form will be
the primary form. The CLA Chairs report and record of review (CSSW) is an optional form
that should Only be created once confirmation of the Social worker’s report has been
completed (this is to ensure that the plan pulls through to the Chair’s report). The CLA chairs
monitoring form will be available for completion when you are ready or where the Review
has been held and the Social worker’s report is still incomplete.

To create the CLA Chairs report and record of review (CSSW) select the Option forms and
letter icon &1 then click on the link for the form

First CLA review (CS) : Child 1Test 2197271

B EEMBEEI S

1. Child's details This questionnaire is designed to be completed by all Chairs immediately following every statutory Child Care Review.

2. Review details
@

3. Next review Child’s name | Child 1 Test

4. Nextactions Date of birth | 01/01/2015 @
Q indicates completed section Current key stage | -- Please Select -- v
Social worker | Garon Pang &

Chair of CLA review

O section completed

Then select the CLA Chairs report and record of review (CSSW) form

Optional forms and letters

Forms

CLA Chairs report and record of review (CSSW)




Complete Sections 1 — 2, Please note Section 3 Review of the Childs current care plan — will

not be i re-ioi ulated, as this is the initial CLA Review
First CLA review (CS) : Child 1Test 2197271

HEEBEEEIS

CLA chairs monitoring form I A CLA Chairs report and record of review (CSSW

m 3. Review of the child's current Care Plan

1. Informati h
= chitd e Child's plan

A 2. Information on the

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
3. Review of the child's
current Care Plan 2 Add

A 4. Record of meeting

A 5. Proposed new Care
Pla Permanence plan

A 6. Permanence plan
CYT T 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

© indicates completed section
Health 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

Education plan (PEP)

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  How will the pupil premium be used to support this action Progress

Exploitation plan

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

Record the details of the meeting within Section 4 and in Section 5, the proposed Care Plan,
Health Plan and PEP will pre-populate from the Social Worker's Report 1st CLA Review,
note that this must be completed for the information to pre-populate. If you find that this is
blank and has not prepopulated then it is likely the report was not finished. You can use the
trash icon to delete the form or exit the work step without saving and wait for the Social
Workers report to be completed before resuming.

To complete the form Section 6 Permanence Plan and Section 7 Outcomes will need to be
completed

HEEUBEE s 8

EEprossiiencae R

lnformatlon on the *indicates required field
hild Date of this plan® | 24/12/2024 =

Information on the
plan Proposed care plan
. Review of the child's
current Care Plan

o

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

»

. Record of meeting

Proposed new Care child's needs Actions Who When 70
Plan

o

6. Permanence plan §> Add
7. Outcomes

© indicates completed section
Proposed 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

Proposed Health 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

Proposed Education plan (PEP)

What are the child's care needs and how What actions will be Who will be When does it need to How will the pupil premium be used to
will they be met taken responsible be done support this action



On completion of both the CLA Chairs report and record of review (CSSW) and CLA chairs
monitoring form you will need to add the Next actions. These will appear in the final section
of the primary form (section 4 of the CLA chairs monitoring form). Go to the section and

select Add
HE E6EEIs
[EEIETmmm—— ey—— ]

1. Child's details
2. Review dotails

Next Actians

3. Next roview

Mext actions

Select the appropriate next actions from the drop-down list. As you add each next action you
may need to find the worker it is assigned to. Then use the Add button to add the outcome.

First CLA review (CS): Child 1Test 2197271

CIENIEIEEIERDE

) _ Select action I -- Please select - "l
Sections 4. Next actions |
-- Please select --
1. Child's details Next Actions Note Start 2nd CLA review (Send to IRO)
2. Review details Social worker's report for subsequent CLA review (Send to SW)
3. Nextreview ‘ A A next action and recipient must be selected before this form can Child's care plan (Send to SW)
A 4. Next actions Discharge from Care
@ indicates completed section Priority End workflaw (Change of placement / Care leaver)
A Initial CIN Review Meetin,
O B urgent 9

Next action Initial under 18 Pathway Plan Review (Send to IRO)
IRO Alert
Repeat Assessment

SW report for initial under 18 pathway plan review (Send to SW)

Add Add and close Close

For example where a child continues to be looked after, from the drop-down list select Start
2" CLA review (Send to IRO) and pass this to yourself (select Assign To Me) and click on
Add, then select Social worker’s report for subsequent CLA review (Send to SW), find the
social worker and select Add, next select Child’s care plan (Send to SW), find the social
worker and select Add and close.

The following is a list of next actions required for each scenario

Next actions for Child remaining CLA Assign

2" CLA review (Send to IRO IRO

Social worker’s report for subsequent CLA review (Send to SW) | Social Worker
Child’s care plan (Send to SW) Social Worker
Next actions for Child stepping down to CIN Assign
Discharge from Care IRO

Initial CIN Review Meeting Social Worker
Child in need visit (CSSW) Social Worker
Next actions for CYP turning 18 Assign

Initial under 18 Pathway Plan Review (Send to IRO) IRO

SW report for initial under 18 pathway plan review (Send to SW) | Social Worker
Child’s care plan (Send to SW) Social Worker




Note that the IRO Alert next action is for highlighting a specific concern with regards to social
work practice or a dispute at this Review, this should be assigned to yourself and completed
accordingly with a Request sent to the appropriate level of management for response and
action.

If appropriate a Repeat Assessment can also be assigned to the social worker for updating.
Once the First CLA review (CS) is ready for completion you will then need to inform the CLA
admin to distribute the report and minutes by sending a Request.

Use the Request icon il = ) bring up the Request, select the IRO to notify admin to
distribute chair’s report Request and select the option to send to the CLA Business Support
then OK.

HE 49384

e tactions
[ERCh s datalls Next Actions . ____________________________________________|
2. Review details Select Request type “  Status (date) Assigned to

& LI A A next action and re O Required IRO to notify admin to distribute chair's report @
A 4. Next actions |

@ indicates completed section

Note

Next action

D This request will be sent when you next save.

0K Cancel

Double check the Next actions are correct before finishing the work step. Use the Finish

button &4 to Finish and complete the work step.

First CLA review (CS) : Child 1Test 2197271

= M 6B Go & [X]
CLA chairs monitoring form | CLA Chairs report and record of review (CSSW) a _

1. Child's details
2. Review details

Next Actions

3. Nextreview

4. Next actions Next actions

indicates completed section

Next action Assigned Reason Note Priority Status
to
Child's care plan (Send to SW) Garon Pang & Proposed Z0
B start 2nd CLA review (Send to IR0) Garon Pang [E] Proposed f G
Smsial worker's report for subsequent CLA review (Send to Garon Pang B Proposed 20
SW.
ﬂndd ......



Continuing the CLA Process

The social worker will be expected to update care plan and complete the social worker’s
report prior to the subsequent CLA Review. Note that the care plan fields will populate from
the CLA Chairs report and record of review (CSSW) at the previous First CLA Review step.

Following the completion of the Care Plan the social worker should then complete the social
worker’s report for subsequent CLA review (CSSW) this will ensure the information
prepopulates through correctly.

Like the SW report for 1st CLA review work step, the social worker’s report for subsequent
CLA review must be finished before you begin the CLA Chairs report and record of review
(CSSW) for the information to pre-populate through.

You will be sent a ‘Team manager to notify IRO social work report complete notification’
Notification Request to inform you when the social workers report has been completed. This

will appear in your Incoming requests folder with the following icon

To acknowledge the Notification Request you will need to go to the work step summary
screen. Do this by selecting the work Link in your Incoming request folder

:E] & Child 1 Test Team manager to
(2197271) notify IRO social
work report
complete:Social
worker's report for
subsequent CLA
review (CS)

You will be brought to the work step summary screen and under the Requests heading, you
will find the Request that was sent to you with a Link to Acknowledge the Notification
Request. This will only be available when the work step has been finished by the Manager

10



Second CLA Review

The IRO will assign themselves the Second CLA Review from the First CLA Review and will
find the workflow step within the Future work or Incoming work folder, use the work step icon
to start work. It is also possible to start the work from the subject’'s person summary screen

under the Current work heading

= m E aﬁamn Pang Home People~ Organisations~ Workers~ Contracts© Finance* Reports~ Tools¥ Help ~ ikt
A~ Allocations (4 C
ocations (4) C Person summary - Child 1Test (2197271) born 1Jan 2015 (2 years old) 2] =
~ Recently viewed & [ Person details » |
~ Current work c start

Casa e Demographic information Looked after legal status m
Type ™ Subject Title Chronologies

R Documents V2 : Single period of accommodation under section 20
= Incoming work (6)

Events Drag and drop image here or
. From 24 Dec 2024
=] Incoming requests (3) Visits
Education
E Incomplete work (5
- plete work 5) [ Current work Workflow map
Health Address Change
& Future work (2) |
= Second CLA review |
Looked after Main 210-214 Eversholt Street g (Cs)
B & Child 1Test Elav Placement address  London Start work 1Pang
eview Legal status fiew map)
Start work I N1 180 (View map) Update assignment  MEw
Authority: Camden . Pang

o fenc
Update assignment Second CLA review Offences Ward: Regent's Park

oo e -

This will open the Second CLA review (CS) work step and the CLA chair monitoring form will
be the primary form. The CLA Chairs report and record of review (CSSW) is an optional form
that should Only be created once confirmation of the Social worker’s report has been
completed (this is to ensure that the plan pulls through to the Chair’s report). The CLA chairs
monitoring form will be available for completion when you are ready or where the Review
has been held and the Social worker’s report is still incomplete.

To create the CLA Chairs report and record of review (CSSW) select the Option forms and

letter icon then click on the link for the form
Second CLA review (CS) : Child 1Test 2197271

= VI o &

1. Child's details

This questionnaire is designed to be completed by all Chairs immediately following every statutory Child Care Review.
2. Review details

3. Nextreview Child’s name [{GhildpTest b
4. Nextactions Date of birth 01/01/2015 ﬁ
@ indicates completed section Current key stage  -- Please Select - v
Social worker Garon Pang 2]

Chair of CLA review

O section completed

Then select the CLA Chairs report and record of review (CSSW) form

Optional forms and letters

Forms

CLA Chairs report and record of review (CSSW)
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Note that Section 3 Review of the child's current Care Plan and Section 5 Proposed new
Care Plan is prepopulate with information from the SW report for subsequent CLA review
(CSSW). If this is appearing blank it may be because the report is still incomplete. You can
use the trash icon to delete the form or exit the work step without saving and wait for the
Social Workers report to be completed before resuming.

On completion of both the CLA Chairs report and record of review (CSSW) and CLA chairs
monitoring form you will need to add the Next actions. These will appear in the final section
of the primary form (section 4 of the CLA chairs monitoring form). Go to the section and
select Add

HEHUB2BE~I. 4

m 4. NeXt actions

1. Child's details

Next Actions
2. Review details

3. Nextreview

| 4. Nextactions 1 Next actions

@ indicates completed section
Next action Assigned to Reason Note Priority Status

Select the appropriate next actions from the drop-down list. As you add each next action you

mai need to find the worker it is assii ned to. Then use the Add button to add the outcome.
Second CLA review (CS) : Child 1Test 2197271
= @63 a Go &

CLA chairs monitoring form | CLA Chairs report and LR

Select action I -- Please select -- ~|

1. Child's details Next Actions -- Please select --

R Noto | Child's care plan (Send to SW)
Start subsequent CLA review (Send to IRO)

3. Nextreview
4. Next actions

Social worker's report for subsequent CLA review (Send to SW)

i “
© indicates completed section ) Discharge from Care
Next action

Priority End workflow (Change of placement / Care leaver)
O By urgent Initial CIN Review Meeting

Initial under 18 Pathway Plan Review (Send to IRQ)

IRO Alert

Pathway needs assessment

Refer to Leaving Care

Repeat Assessment

SDQ assessment (CSSW)

SW report for initial under 18 pathway plan review (Send to SW)

Add Add and close Close

For example where a child continues to be looked after, from the drop-down list select Start
subsequent CLA review (Send to IRO) and pass this to yourself (select Assign To Me) and
click on Add, then select Social worker’s report for subsequent CLA review (Send to SW),
find the social worker and select Add, next select Child’s care plan (Send to SW), find the
social worker and select Add and close.

The following is a list of next actions required for each scenario

Next actions for Child remaining CLA Assign

2" CLA review (Send to IRO IRO

Social worker’s report for subsequent CLA review (Send to SW) | Social Worker
Child’s care plan (Send to SW) Social Worker

12



Next actions for Child stepping down to CIN Assign
Discharge from Care IRO

Initial CIN Review Meeting Social Worker
Child in need visit (CSSW) Social Worker
Next actions for CYP turning 18 Assign

Initial under 18 Pathway Plan Review (Send to IRO) IRO

SW report for initial under 18 pathway plan review (Send to SW) | Social Worker
Child’s care plan (Send to SW) Social Worker

Note that the IRO Alert next action is for highlighting a specific concern with regards to social
work practice or a dispute at this Review, this should be assigned to yourself and completed
accordingly with a Request sent to the appropriate level of management for response and
action.

If appropriate a Repeat Assessment can also be assigned to the social worker for updating.
Once the First CLA review (CS) is ready for completion you will then need to inform the CLA
admin to distribute the report and minutes by sending a Request.

Use the Request icon A8+ bring up the Request, select the IRO to notify admin to
distribute chair’s report Request and select the option to send to the CLA Business Support
then OK.

Second CLA review (CS) : Child 1Test 2197271

HE B E Ed s

CLA chairs monitoring form | CLA Chairs repori .

New request

1. Child's details ) Select Request type + Status (date) Assigned to
. Next Actions -
2. Review details O] Required IRO to notify admin to distribute chair's report @
3. Next review 1 —

4. Next actions Note

© indicates completed section
Next act

Pass to worker* | CLA Business Support v

£ This request will be sent when you next save.

0K Cancel

Double check the Next actions are correct before finishing the work step. Use the Finish

button &4 to Finish and comi lete the work stei.
Second CLA review (CS) : Child 1Test 2197271
HE EBE Ed s

CLA chairs monitoring form | CLA Chairs report and record of review (CSSW) 1]

1. Child's details
2. Review details
3. Nextreview

|EB

Next Actions

4. Nextactions Next actions

@ indicates completed section
Next action Assigned to Reason Note  Priority Status

Child's care plan (Send to SW) Garon Pang B Proposed  # 0
B  start subsequent CLA review (Send to IRO) Garon Pang B Proposed Z0
Social worker's report for subsequent CLA review (Send to SW) Garon Pang B Proposed P’G

| Badd |



