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Children Looked After Process Team Manager Action List 
 

Decision to seek accommodation 

1. Pick up Request ‘Request Team Manager Authorisation – Approve Referral’ in your incoming 

request folder 

2. Review the Decision to seek accommodation (CS) work step 

3. If placement to proceed Authorise the Request (Completed) and exit the work step 

4. If placement is no longer required Authorise the Request (Completed) and add next action 

‘NFA - Accommodation no longer required’, then finish the work step 

 

Placement Arrangement Meeting (CSSW) 

1. Pick up the Request ‘Team Manager Authorisation’ in your incoming request folder  

2. Review the Placement Plan 

3. Authorise the Request, select ‘Completed’ if happy to proceed, select ‘Returned’, add a Note 

if there is need for further work by the social worker, then save and exit. If ‘Completed’ ensure 

the next action has been added e.g. Placement Arrangement Meeting Completed, Record of 

Life Story Work or Care leaver 18+ annual offer of support 

4. Finish the work step 

 

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

1. Pick up Request ‘Team Manager Authorisation’ in your incoming request folder 

2. Review the Social worker’s report 

3. Authorise the Request, select ‘Completed’ if happy to proceed, select ‘Returned’, add a Note 

if there is need for further work by the social worker, then save and exit.  

4. If ‘Completed’ ensure that you send the following required notification Requests 

a. Team manager to notify CLA admin to send out Social Work report 

b. Team manager to notify IRO social work report complete 

5. Add next action ‘Social worker’s report for CLA review completed’ and Finish the work step 

 

Child’s Care Plan (CS) 

1. Pick up Request ‘Team Manager Authorisation’ to your team manager 

2. Review the Care Plan 

3. Authorise the Request, select ‘Completed’ if happy to proceed, select ‘Returned’, add a Note 

if there is need for further work by the social worker, then save and exit. If ‘Completed’ ensure 

the next action ‘Care/Pathway updated (terminates)’ has been added 

4. Finish the work step 

 

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

1. Pick up Request ‘Team Manager Authorisation’ in your incoming request folder 

2. Review the Social worker’s report 

3. Authorise the Request, select ‘Completed’ if happy to proceed, select ‘Returned’, add a Note 

if there is need for further work by the social worker, then save and exit.  

4. If ‘Completed’ ensure that you send the following required notification Requests 

a. Team manager to notify CLA admin to send out Social Work report 

b. Team manager to notify IRO social work report complete 

5. Add next action ‘Social worker’s report for CLA review completed’ and Finish the work step 

 

Discharge from Care 

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

2. Complete the Discharge from Care form and indicate reason for child no longer in care 

3. Add appropriate Next actions 

4. Send the Resources/Fostering – Close Placement (TM/SP to send) Request and assign this 

to the Duty Worker CSSW resources/Duty Worker Fostering or Kim Abou Obida 

5. Once approved the Duty Worker CSSW resources/Duty Worker Fostering or Kim Abou Obida 

will finish the work step 
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Decision to Seek Accommodation 
 
 
The ‘Decision to Seek Accommodation’ Step should be started by a CSSW Social Worker. 
This step records the decision to accommodate the child(ren) and the management approval 
for it. Without this step the CLA process cannot be started. 

 

Please note This should only be completed as a sibling group 
if all siblings are to be placed together. 

 
The Decision to Seek Accommodation is available as an outcome from the following work 
steps:  
 

• Child and family assessment (CSSW) 

• Child or young person in need review (CSSW) 

• Initial child protection conference (CSSW) 

• Initial CYPDS Short Breaks/Preparing for Adulthood Assessment and Plan (CSSW) 

• MASH contact and referral (CSSW) 

• Review child protection conference (CSSW) 

• Section 47 enquiry (CSSW) 

• Care Pathways Referral & Panel Recommendations 

Once the Decision to Seek Accommodation has been started by the social worker 
they will eventually send a Team Manager Authorisation Request. This will be in your 
Incoming requests folder 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

Left click onto  and then 
resume work from the 
Incoming Request folder 
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Within the Decision to seek accommodation work step, review the form and confirm 

decisions then click on the Request icon  

 
Next click on the highlighted Team Manager Authorisation 

 
Click on the ‘Completed’ radio button. The social worker will then complete the Request for 
Placement and matching (CSSW) form and send a further request to the Duty Worker 
CSSW Resources before finishing the work item. Note that if the placement doesn’t go 
ahead, you will still need to select ‘Completed’, this will allow for you to finish the work 
step with the outcome ‘NFA - Accommodation no longer required’ 

 
 

The SP/TM and will read and 
click Decision confirmed by 

Click onto the request icon  
and then click onto request 

Click onto the Team Manager 
Authorisation 

Click into completed and 
then ok 
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FOR REFERENCE 
 
The following next actions are required for a Child Looked After 
 

 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
  

Next Actions Send Immediately Group Enabled Assigned  
Social worker's report 
for initial CLA review 
(CSSW) 

No No - you will have 
social work report for 
each child 

Social Worker 

Start first child looked 
after review 

No No, you will have 
looked after review for 
each child 

IRO 

Complete first PEP (on 
ePEP system) 

No  N/A  N/A 

Placement 
Arrangement Meeting 
(CSSW 

Yes No, you will have 
Placement 
arrangement meeting 
for each child 

Social Worker 

Initial health 
assessment 

Yes No, you will have 
Health Assessment for 
each child 

Social Worker 

CLA visit (CSSW) 
 

Yes Yes, please note 
ONLY if Children are 
placed together 

Social Worker 
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Placement Arrangement Meeting 
 
The social worker will complete the Placement Arrangement Meeting and complete a 
Placement Plan.  
 
On completion, they will send a Manager Authorisation Request, you will find this in 
your Incoming request folder. Click on the work icon and select Resume work. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 

 
 

Review the Placement Plan then select the Requests icon  to pick up the Management 
Authorisation Request  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Left click onto  and then resume 
work from the Incoming request folder 

 

Once the SP/TM have read the placement plan. Click 

onto the Request icon  and then click onto request 
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Click on the Team Manager Authorisation and then, if you are happy with the 
Placement Plan, select ‘Completed’. Alternatively, you may select Returned and add 
a Note if there is need for further work, the social worker should then follow this up 
and then send a further Team Manager Authorisation request. If ‘Completed’ ensure 
a next action has been added e.g. Placement Arrangement Meeting Completed, 
Record of Life Story Work or Care leaver 18+ annual offer of support 
 

 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Click onto the Team Manager 
Authorisation 

Click into completed and then ok 

Select  to FINISH workflow step 
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Social worker’s report for 1st CLA review 

 
Please note The Social worker report MUST be completed before the IRO starts the 
Initial CLA Review and should be completed at least 5 days before the review as 

the team manager, you will be responsible for authorising the report and then sending 
Notification Requests to the CLA admin to send out the social worker’s report and the IRO to 
inform them that the report has been completed prior to finishing the work step  
 
Click on the work icon next to the Team Manager Authorisation: Social worker’s report for 
1st CLA review (CS) and select Resume work. 
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Review the Social workers report then select the Requests icon  to pick up the Team 
Manager Authorisation Request and the Request will be highlighted in red 

 
 
Select the Request, Team Manager Authorisation and then, if you are happy with the Social 
Workers report, select ‘Completed’. Alternatively, you may select Returned and add a Note  
if there is need for further work then save and exit the work step. The social worker should 
then follow this up and then send a further Team Manager Authorisation request. 

 
 
If ‘Completed’. You will need to notify CLA Admin and the IRO by sending 2 separate 

Requests. Use the Request icon  and select Send request. To avoid any delay, it is 
important to send these Requests and to finish the work step to ensure the Report is 
distributed and for the IRO to know that they may start their report. 
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Each of the following required notification Requests will need to be sent separately 
a. Team manager to notify CLA admin to send out Social Work report 
b. Team manager to notify IRO social work report complete  

 
 
To finish the work step, ensure the next action ‘Social worker’s report for CLA review 

completed’ has been added and use the Finish button  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

Once all appropriate requests have been completed and 

sent. Select  to FINISH workflow step 
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Updated Child’s Care Plan 
 

Once the Initial CLA Review workflow step has been finished by the IRO, the ‘update child or 
young person’s care plan’ work step will be assigned the social worker for completion. 
 
Following the Review, based on the recommendations and views of the IRO, the social 
worker will be expected to update the child or young person’s care plan. 
 
Once the social worker has completed the Care Plan they will send you a Team Manager 
Authorisation Request, you will find this in your Incoming request folder. Click on the work 
icon and select Resume work. 
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Review the Care Plan then select the Requests icon  to pick up the Team Manager 
Authorisation Request and the Request will be highlighted in red 

 
 
Select the Request, Team Manager Authorisation and then, if you are happy with the Social 
Workers report, select ‘Completed’. Alternatively, you may select Returned and add a Note if 
there is need for further work then save and exit the work step. The social worker should 
then follow this up and then send a further Team Manager Authorisation request.  

 
 
If ‘Completed’ ensure the next action ‘Care/Pathway updated (terminates)’ has been added 

and use the Finish button  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

From the drop-down menu – the only next 
action is Care/Pathway updated (terminates) 

And then use the Finish button  
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Social worker’s report for Subsequent CLA review 
 

Reminder: The updated child or young person’s care plan work step must be 
finished before the Social workers Report for Subsequent CLA Review, as this 
will affect the pre-population 

 
Please note The Social worker report MUST be completed before the IRO starts the 
Subsequent CLA Review and should be completed at least 5 days before the 

review as the team manager, you will be responsible for authorising the report and then 
sending Notification Requests to the CLA admin to send out the social worker’s report and 
the IRO to inform them that the report has been completed prior to finishing the work step  
 
Click on the work icon next to the Team Manager Authorisation: Social worker’s report for 
Subsequent CLA review (CS) and select Resume work. 

 
 

Review the Social workers report then select the Requests icon  to pick up the Team 
Manager Authorisation Request and the Request will be highlighted in red 
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Select the Request, Team Manager Authorisation and then, if you are happy with the Social 
Workers report, select ‘Completed’. Alternatively, you may select Returned and add a Note if 
there is need for further work then save and exit the work step. The social worker should 
then follow this up and then send a further Team Manager Authorisation request.  

 
 
If ‘Completed’. You will need to notify CLA Admin and the IRO by sending 2 separate 

Requests. Use the Request icon  and select Send request. To avoid any delay, it is 
important to send these Requests and to finish the work step to ensure the Report is 
distributed and for the IRO to know that they may start their report. 

 
 
Each of the following required notification Requests will need to be sent separately 
a. Team manager to notify CLA admin to send out Social Work report 
b. Team manager to notify IRO social work report complete  
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Once the Requests have been sent ensure the next action ‘Social worker’s report for CLA 
review completed’ has been added  

 
 

Use the Finish button to complete the work step 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

Once all appropriate requests have been completed and 

sent. Select  to FINISH workflow step 
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Discharge from Care 
 
If the decision is to Discharge from care, they IRO will assign the ‘Discharge from Care’ work 
step to the Team Manager to complete. You will need to pick this work up from your 

Incoming work folder by selecting the work icon  and choosing the start work option 
 

 
 
Within the Discharge from Care work step indicate the reason why the CYP ceased to be 
looked after 

 
 
 

Left click onto and then start 
work  
From the Incoming work folder or 
on the person summary screen  

 

Select the appropriate reason 
that child/young person ceased to 
be looked after  
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Then choose the Resources/Fostering – Close Placement (TM/SP to send) Request and 
assign this to the Duty Worker CSSW resources/Duty Worker Fostering or Kim Abou Obida 

 
 
Resources/Fostering/Kim will: 

• End the placement 

• Liaise with LAC Admin to end the LAC placement codes 

• Finish the work step 
 
 
 

From the drop-down menu Select 
the appropriate next actions and 
assign to the appropriate worker 
and Add and close 

 

Once you have added the next actions, Click 

onto the Request icon   

 


