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[image: ]CHILDREN WE CARE FOR- CHECKLIST

Child's Name:      

	
	ACTION

	TIMESCALE
	WHO IS RESPONSIBLE
TL to add
	INITIAL WHEN COMNPLETED

	For All
	Agreement to accommodate to be sort through PDP/LGM or in emergency from Head of Service (Deputy Director must agree all accommodations
	MUST complete before placing
	
	

	
	Access to recourses referral form, signed by Service Leader.
	MUST complete before placing ere possible
	
	

	For Section 20
	For Sec 20-Parent to sign Section 20 paperwork, pink and blue card and consent to medical assessment.
	MUST complete before placing.

	
	

	For placement with parent.
	Reg 18 assessment, signed by HoS and Dep Director.
	Planned- Must be complete before placing.
Unplanned- to be with HoS with 7 days of placement.

	
	

	For planned placement with Family member. 
	Reg 24 assessment with Police information signed by HoS
	Planned-Must be completed before placing.
Unplanned- to be with HoS within 24hrs.

	
	

	For all requiring supervised contact.
	MOSAIC referral to Battenberg
	Where possible prior to placing, in emergency with 24hrs.
	
	

	For All
	MOSAIC Record of accommodation decision (open from sig info) add actions to SW Start LAC planning, LAC visit and Social Worker report for first LAC review. Add action to SQT Start First LAC review. Send to HoS to authorise. 
	Where possible day before placing, or on day of placing. 
	Team Leader
	

	For All
	Update legal status on MOSAIC- will show CLA in top righthand corner.
	On day of placing.
	
	

	For All
	Update care address on MOSAIC and add carers phone number. 
	On day of placing. 
	
	

	For All
	Child must be placed by a Social Worker, give carer pink and blue cards. For sec 20 signed by parent, where we share PR signed by SL and is possible parent.
	On day of placing.
	
	

	For All
	Hold placement planning meeting and record in placement planning form on MOSAIC
	For planned placement- prior to placing or on day.
For unplanned- on day or with a maximum of 72hours
	
	

	For unregulated placements
	Risk assessment with risk management plan to be completed and sent to HoS
	For planned placements prior or on day.
For unplanned- on day or with 48 hrs.
	
	

	For All
	Complete referral for a statutory medical (Part A) and send to CLATeam@Solent.nhs.uk    
Where we hold PR to be signed by SL and where possible parents but do not delay sending if getting parents signature is difficult. 
For Sec 20 parents must sign but you should ask them to sign at point of signing section 20.

	Within a maximum of 5 working days
	
	

	For All 
	Complete referral for PEP and send to virtual school.
Virtual School For Looked After Children virtualschoolforlookedafterchildren@portsmouthcc.gov.uk

	Within a maximum of 5 working days
	
	

	For All
	Complete child's LAC plan on mosaic and inform IRO it is completed. (LAC plan is opened from placement plan tab)
	Within 10 working days
	
	

	For All
	Visits to the child should be a minimum of weekly up to the first review and recorded as LAC stat visits. Placement must be seen, so seeing child in school does not count. 
	Weekly until first LAC review. 
	
	

	For All
	Agree date, time and location of first LAC review with IRO and send out invites.
	Within 12 days
	
	

	For All
	Complete on MOSAIC SW report for first LAC review and send to IRO
	Send to IRO at least 72 hrs prior to date of LAC review. 
	
	

	For All
	Attend the Child's first LAC review
	Within 21 days
	
	

	For All
	Delegated authority form- extended version
	By 1st LAC review. 
	
	

	For All 
	Visits to the child should be a minimum of weekly up to the first review and recorded as LAC stat visits. Placement must be seen, so seeing child in school does not count as a LAC stat. 
	Minimum of 6 weekly but good practice is monthly. 
	
	

	For out of LA
	Complete out of area notification to Deputy Director
	With 48 hrs
	ATR
	

	For out of LA
	Inform Authority in area child is placed when not Portsmouth.
	Within 24hrs
	ATR
	

	For unregulated placements.
	Inform Ofsted- Child placed in Unregulated children's home. (not required for post 16 - supported accommodation)
	Within 24hrs. 
	ATR
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