Short Stay Policy
Foster Carers are entitled to 22 nights respite care per annum for each child in their care. This renews on the anniversary of the child’s placement date. 
Submitting a request
To request a short stay, carer(s) must submit the short stay request form (Appendix 1) and an updated child information sheet (Appendix 2) at the earliest opportunity, and no less than 4 weeks prior to the start of the requested short stay.  In the case of requesting a short stay during school holidays, 6 weeks notice is required. If required, forms are available electronically via TriX. If requests are not submitted within these timescales we are unable to guarantee we will be able to facilitate this. 
Short stay periods longer than 14 nights require discussion with your SSW and at least 6 weeks notice. 
A separate form for each child, and each short stay period is required. 
Your request may be delayed if the form is incomplete or without the child information sheet attached. 
We understand that occasionally short stays are required with less notice, or in exceptional circumstances requiring emergency care. Whilst every endeavour will be made to facilitate these requests, it should be noted that it may, on occasion, not be possible.
Confirmation
Upon receipt of a request, the short stay team will identify available carers, who match the needs of the child. The SSW(s) of the families will consider the matching requirements and complete the necessary report at least a week prior to the short stay period commencing. Erin Thomas or Hayley Goodfellow will review and quality assure the entire request form. The short stay team will support the administration of the process and will collate and distribute the documentation related to the request.
Communication between carers and the short stay team will be by telephone and email. All parties should aim to respond as soon as practicable.
Details will be confirmed to all parties, including Local Authority Social Worker at least 2 weeks prior to the start of the stay. Both carers will be sent each other’s contact details.  The short stay carer will be sent the child’s risk assessment, safe care plan and child information sheet.  The foster carer(s) requesting the short stay will be sent the ‘All About Us’ document of the short stay carer, to share with the child. Introductions need to be arranged between the carers prior to commencement of the short stay. Carers should confirm the details of the introduction to Erin Thomas and Hayley Goodfellow. 
Short stay carers must read documentation sent. Daily logs will be completed by the short stay carer on CHARMS.  A short stay summary form (Appendix 3 with example attached) will be completed by the short stay carer within a 24 hour period which is now completed via CHARMS through a progress item ‘’short stay summary’’.
Please contact your supervising social worker if you have any concerns.
Appendix 4 illustrates the short stay process.
Transport/Arrangements
Our expectation is that transport requirements will be supported between the short stay carer and main carer, i.e. foster carer to transport the child/young person one way and the short stay carer will transport the other way. These arrangements can be arranged between the carers themselves once Erin or Hayley share both parties details when the short stay has been agreed.




Appendix 1
Short Stay Request Form - Part 1 
To be completed in full by foster carers and submitted to shortstay@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/Hayley Goodfellow

	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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Child Information Sheet – Additional Short Stay Information


	Name(s) of foster carer(s):
	

	Name of Child/Young Person:
	

	Child’s/Young Person’s health needs:
(disability, medical condition, allergies)

	

	

	Education and leisure

	Name of school/college: 

	

	Start and finish times:

	

	Travel arrangements:

	

	After school clubs/leisure activities:
(day, venue, time, travel arrangements, payments, equipment)
	

	Child’s/Young Person’s needs

	Describe the daily routine and any support they need:
	

	Individual preferences:
(e.g. Does the child need a night light, 
what foods do they like/dislike etc?)

	

	Please describe behaviours the child may display and how you manage this:
	

	Please attach copies of the child’s:
	· Safe Care Plan.
· Risk Assessment 






Appendix 3
Short Stay Summary Form
In order to provide feedback to the child’s main carers, please complete the form below and return to the relevant Supervising Social Worker and to shortstay@channelsandchoices.co.uk

	
This form is to be completed by Carers following a young person staying with them for a short stay.  

Please send this completed form to shortstay@channelsandchoices.co.uk together with any supporting documents.


	
Name of Person completing Form
	

	
Date Form Completed:
	


	
Name of Foster Carers:

Name of Child:

	
	
Short Stay 
Start Date:

	


	
Name of SSW:

	

	
Short Stay 
Finish Date:

	


	Please provide a summary of the short stay.  
Please include information such as the child’s behaviour, activities undertaken, routine etc. 
Please include any medication administered during short stay period.
	





For Office Use Only

	
Name of Person reviewing summary
	

	
Date 
	


	
Any further action required?
	




	Additional Comments/feedback:
	

	

CHARMS Actions


	Administrator to upload to CHARMS
	
	
	






Short Stay Summary Form
In order to provide feedback to the child’s main carers, please complete the form below and return to the relevant Supervising Social Worker and to shortstay@channelsandchoices.co.uk
	
This form is to be completed by Carers following a young person staying with them for a short break.  

Please send this completed form to shortstay@channelsandchoices.co.uk together with any supporting documents.


	
Name of Person completing Form
	
[Short Stay Carer] 
	
Date Form Completed:
	


	
Name of Foster Carers:

Name of Child:

	
 [Foster Carers] 
 [YP]
	
Short Stay
Start Date:

	


	
Name of SSW:

	

	
Short Stay
Finish Date:

	


	Please provide a summary of the short stay.  
Please include information such as the child’s behaviour, activities undertaken, routine etc. 
Please include any medication administered during short stay period.
	It was the first time we have had YP to stay. They arrived on Thursday evening and seemed a bit quiet and anxious for the rest of the evening. We followed the routine of a shower before bed and they settled down well at night time.
YP generally seemed to settle down as the days went on and seemed happy. They would have times where they were very talkative, happy and playful. And times where they were a little more quiet. 
YP had a few things already planned, going to her aunties after school, Dancing on Friday & Saturday but YP didn’t want to go on Friday.
Their sister came and took them out on Saturday afternoon with the cousin. Sunday they went down to the cricket club just up the road to watch their cousin. YP met up with us afterwards and we headed for a dog walk and to the park. In the afternoon YP came out with us to Minnis Bay and we had an ice cream and run about. On Monday YP came with me to drop my child at nursery. They came with me for a dog walk and we headed to the bakery. 
YP liked being in Westgate near their friends. They wanted to head down the park on her own but this was something I wasn’t sure if they could. 
YP’s Medication was given daily, in the morning and evening which they took very well. We stuck to their normal bedtime routine with a shower before bed which they were fine about. 
YP would use their electronic downstairs and not up in their room. 
They liked playing with the toys we have in the house and played very well with my child. They helped me set up the sand pit and water table which they really liked playing outside. YP was very kind and caring with my daughter and seemed to like being the oldest.
It was lovely to have YP and get to know them more. 


Appendix 4
Fostering Short Stay Process

During the stay, short stay carer to complete daily logs on CHARMS.
Erin or Hayley may make a support/courtesy contact with the short stay carers.


When all tasks complete, Admin to upload completed Respite Request Form to CHARMS/Child’s record
 Once carers are identified, and confirmed for the short stay, Erin or Hayley will make contact to confirm timings and arrangements, where necessary.
Erin or Hayley will email Safe Care Plan, Risk Assessment, Child Information Sheet to carers. 
Short Stay Summary Sheet will also be sent in preparation for completion.

Foster carer to complete Part 1 of the Short Stay Request Form and send to SSW and shortstay@channelsandchoices.co.uk  with a copy of the updated Child Info Sheet
If form is not sufficiently completed, request will be returned to FC to complete missing information and re-submit
Updated 03/11/22

Once the child has returned home, short stay carer to complete Short Stay Summary Sheet and return to SSW and shortstay@channelsandchoices.co.uk  This will be uploaded to CHARMS and made visible to the foster carer.
SSW to identify appropriate carers, and complete Part 2 of the Short Stay Request Form. 
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