CHILDREN LOOKED AFTER REVIEW CHECKLIST

1st CLA REVIEW REQUIREMENTS – within 28 day timescale
	TASK
	Y/N
	COMMENTS

	CLA Request for Child to be Looked After
	
	Request goes to Manager who will authorise or dismiss request. 

	If CLA request is approved by Manager, LL will indicate BLA flag. 
Social Worker then needs to complete a Placement Plan and reassign to Duty CPS  (Do not finalise plan at this stage)
Duty CPS will put carers details onto LL and reassign back to Social Worker. Social Worker can then finalise this to make CLA status live.
NB:  If BLA alert is not going to proceed to CLA, please could the alert be removed asap.
	
	CLA Admin will need to be notified during this process as soon as Child/YP is in placement. 
[bookmark: _GoBack]1st CLA Review needs to be held within 28 days of being placed.
NB if CLA status has not been made live a weekly report of all cases that have not been finalised on LL to reflect appropriate status, called the Exceptions list, is sent to HoS as well as Policy and Performance teams for statutory timescales. It is essential you complete this work ASAP to avoid being on this list.  (SW to contact Lesley Tabrett or Theo Tay for guidance if having difficulties adding CLA status)

	Once CLA Admin have received a Movement form from Duty CPS they alert the Service Manager (via email) who will then allocate an IRO. 
Social Worker and IRO then to agree a date/time/venue (within 3 working days of IRO allocation)
	
	Social Worker will be copied into the email sent to Service Manager, with blank invite list attached, as well as parent exclusion letter (to complete if appropriate).  
Please read the invite list and fully complete within the timescales requested.  
NB at least 7 working days is needed between the date CLA Admin receive the invite list (by a.m.) and the date of the review so invites can be sent out. This is to allow for letters to reach recipient so forms can be completed for the review, and also for postal delays.

	Social Worker to complete and return invite list to CLA Admin asap/within the requested date.
	
	CLA Admin will send out formal invitations and relevant forms by post (consultation forms for FC/child/parent, and education/health forms as appropriate) as well as parent exclusion letter, if appropriate. 
NB if CLA Admin do not receive a response by the deadline date given it will be the Social Worker’s responsibility to confirm to CLA Admin where the meeting is to be held and notify all invitees of the date, time and venue for the review.



2nd AND SUBSEQUENT CLA REVIEWS – (2nd review held within 3 months of 1st Review, 6 months thereafter) 
	TASK
	Y/N
	COMMENTS

	File copy of previous invite letter will be sent to Social Worker. 
NB if CLA Admin did not receive an invite list for the 1st Looked After Review the process will be the same as above (Blank invite list will be sent to Social Worker to complete).
	
	CLA Admin will email Social Worker the previous file copy of invite letter (to confirm or update any changes), approximately one month in advance of CLA Review. 
NB if CLA Admin do not receive a response by the deadline date given, it will be the social worker’s responsibility to confirm to CLA Admin the venue and notify all invitees of the date, time and venue for the review.



If a child moves placement and it is an unplanned move, the process has to start again as a 1st Review - to be held 
within 28 days of the move, the 2nd Review within 3 months and 6 months thereafter.
