





Index checklist of LAC documents


	
ESSENTIAL DOCUMENTS TO BE COMPLETED ON DAY OF PLACEMENT

	
	Completed (yes/no)

	Section 20 Agreement
	

	Placement Information Record
	

	LAC Medical Consent - share completed document with admin
	

	If emergency placement - complete LA Checks
	

	If emergency placement  - complete Police checks 
	

	Date for viability screening to follow on from above arranged
	





	ADDITIONAL DOCUMENTS TO BE COMPLETED FOLLOWING PLACEMENT

	
	Completed (yes/no)

	WITHIN 24 HOURS
	

	LAC Review is arranged
	

	Confirmation letter to professionals that child is now Looked After
	

	WITHIN 72 HOURS
	

	Designated Authority Support Tool
	

	Risk Assessment
	

	Complete genogram
	










Checklist of LAC tasks to be completed

	TASKS TO BE COMPLETED FOLLOWING PLACEMENT

	Admin
	Date Completed

	On receipt of completed Medical Consent Form from SW (24 hours):
· Upload medical consent form on to ICS
· Email copy of medical consent form to LAC Health 
· Send out parents invite to LAC Medical Review if appropriate (social worker to advise)
	

	SW to provide information to admin within 24 hours so they can update ICS: 
· Record CLA Data - Start request for placement 
· Update legal status and upload Legal Order (if applicable)
· Add foster carer details in placement plan
	

	Advise IRO of child BLA
	

	Check if birth certificates are to be ordered and upload on to ICS
	

	Diarise for CH193 to be sent to HMRC after 4 week Stat LAC Review if child to be looked after for more than 8 weeks
	

	Social Worker
	

	Complete Initial Health Assessment ) on ICS which will be reassigned to you by LAC Health Team
	

	Advise admin of date and time of LAC Medical Review and if parents are to be invited.
	

	Within 72 hours hold placement planning meeting.
	

	Start Care Plan
	

	Initiate PEP as part of above - prior to child BLA or if emergency placement within 10 working days
	

	Arrange contact with family members
	

	Arrange transport to school and/or contact - complete Transport Referral Form
	

	Arrange for possessions to be collected/delivered
	

	Arrange for any financial assistance if necessary
	




Date checklist uploaded on to ICS:	…………………………………….

