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Short Stay Request Form - Part 1 
To be completed in full by foster carers and submitted to Sarah.Maynard@channelsandchoices.co.uk
Please complete all details in Part 1 before submitting form. 
	
This form is to be completed by Foster Carers when requesting short stay.  

Please send this completed form together with the following documents (please ensure these documents are up-to-date):
· Young Person Information Sheet
· Safe Care Plan – Child
· Risk Assessment


	
Name of Foster Carers:

Name of Child:

	
	
Date Request Submitted to Agency

	

	
Name of SSW

	
	
Name and contact details of Social Worker of child 

	

	
Short Stay Start Date

	
	
Short Stay 
Start Time
	


	
Short Stay Finish Date

	
	
Short Stay
Finish Time
	


	Total Number of Days/Hours 
	 

	
Total Number of Respite Days Remaining after this booking

	

	
Risk Assessment included in request?
	


	
Young Person Information Sheet included in request?

	

	
Safe Care Plan – Child included in request?
	




For Office Use Only
Short Stay Request Form - Part 2 
	Name of Person completing Form
	

	Date Form Completed
	


	Name of Short Stay Carers 

	

	Have Risk Assessment, safer care and child information form been shared with Respite Family? 
	


	
	
	Please provide date
	

	Does the child know the Short Stay carers and how was introduction explored/facilitated
	

	Is there another child in placement with short stay carers? 
If Yes provide details of child, LASW, and SSW
	


	Does ‘All About Me’ need to be sent to the child?
Date Sent:
	
	Date Email sent to LA of other children in placement with short stay carers:


	


	Date Email sent to LA of child having short break:
	

	
	

	Matching considerations (please consider matching of children and matching with Carers) 
Please include any outstanding matching issues or actions required. 
Please include conversations with short stay carers around risk/needs of child. 
	
Name of SSW/SSW’s included in matching considerations:
Report:





	Please indicate the reasons for the request.
	




	

Actions


	QA Checked by:
	
Erin Thomas

	Date and Signature:
	

	Administrator to update Respite Calendar on Outlook
	
	Administrator updated CHARMS with start & end date of respite placement
	

	Administrator updated YP respite spreadsheet entitlement
	
	
Date Payroll Informed
	



	Form uploaded to Respite Placement Action in CHARMS
	
	Send Short Stay Summary form
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