
Health Assessments Process Map (Initial and Review HAs)

Placement of the child
-Child Becomes Looked After

-CLA Auto Alert Sent

Preparing for IHA
Record due date for IHA

• Placement Plan sent to Health (LAC 
Nurse) within 24 hours of placement to 
email (lac..sandwell@nhs.net)

• Notification sent to Other Local 
Authority (OLA) (If out of borough)

• HA to be completed 20 working days 
after placement

Resp: BSO

IHA Arranged
Resp: LAC Health BSO

(SWBH NHS Trust)

• IHA- Downloaded from Tri-X
-C (0-9years) or
-YP(10+) or
-UASC (UASC)

• Complete Part A
• Send Health Assessments via 2x Email 

(lac.sandwell@nhs.net and 
health_asses@sandwellchildrenstrust.
org)

• Within 10 days of placement
Resp: SW

Practice Note
1. Consent for IHA must be evidenced in 
Placement Plan Part 1
2. It is good practice to get the parents to consent 
and sign Part A of the IHA
3. Where children ‘refuse’ their HA, we must 
encourage them to do so and advise them of the 
benefits. 
4. Remember to ascertain who is taking the child 
to the IHA, who is bringing the parent. 
5. Remember children 0-4yrs have a HA 2x 
annually. Children 5yrs and over have a HA 1x 
yearly.
6. It is good practice for SW to attend Review HA 
or see child/ carer after the appointment. 
7. If the SW changes and the case needs to 
transfer it is essential that all forthcoming 
appointments are known and recorded within the 
Transfer document/ Case Summary

IHA Appointment received 
• Check involvements on LCS for 

current SW/TM
• Appointment letter put in 

‘Documents’ 
• Appt put in SW diary
• Case Note ‘IHA Appointment’ 

workflow to SW/TM
• Timescale: within 1 working day

Resp: BSO

IHA Notifications 
• Advise foster carer/ connected 

carer/ carer of IHA appt.
• Advise parents of appt (where it is 

not appropriate there is a recorded 
rationale)

• Advise the child (if age appropriate)
• Encourage children who refuse 
• Within 1 working day of receipt of 

workflow
Resp: SW 

Clinic Check list received
• Ensure outstanding IHA forms Part 

A have been completed and sent
• Timescale: same day

Resp: BSO

IHA appointment 
• SW attends
• Child & Carer attends
• Parents where appropriate 
• Any immediate health needs are 

discussed
Resp: Consultant Paediatrician

IHA Report received
• Update Health Tab on LCS
• Load IHA into Documents
• Record case note under ‘Health’ workflow to 

SW/ TM
• Record on LCS next planned approx. RHA Due 

Date 
• Record any Dental or Optician appts noted on 

IHA
• Timescale: Within 5 working days

Resp: BSO

IHA Record
• Read IHA
• Incorporate findings into Child’s updated Care 

Plan
• Talk to Child, Carer, Parents at next home visit
• Ensure any health appointments for the child 

are followed through
Resp: SW

LAC Health Team receive 
notification from Trust of a 

New Placement into the LAC 
e-mail inbox

Start an IHA checklist 

• Register the child to SystmOne, including 

adding:  LAC icon (flag) requesting health 
summaries from GP, CAMHS (if over 5yrs) & 
HV/School Health Nurse tick off on checklist 
as these tasks are actioned.

Resp: LAC Health BSO

Look at LAC clinic appointment sheet(s) to see 
what slots are available, choose appt within 

the 20 day timescale (if possible) and enter child’s 
and SW details etc. onto the appt sheet  

Complete an offer of IHA appt letter
Resp: LAC Health BSO

Email the appointment details to appropriate LA admin 
team(s) generic email account (for admin to fwd details onto 

SW).
Attach to email OFFER OF APPT Letter and age appropriate 

blank BAAF FORM.
Send to Sandwell CT 

(Health_Asses@sandwellchildrenstrust.org)

Save sent email to child’s file in S drive (as proof it was sent 
to Trust)

Resp: LAC Health BSO

BOOKING THE APPOINTMENT on IPM (hospital booking 
system):

Open IPM and populate with appointment details
Resp: LAC Health BSO

On Wed/Thurs prior to the clinic:  type up clinic appt 
sheet(s) & email to Health_Asses generic email account for 

SCT LAC BSO to check & chase outstanding Baaf forms 

Friday prior to the clinic: 
Collate/attach relevant clinic paperwork for the 

Consultant as specified in last column on 
IHA Checklist.  

Complete the paper IHA Log Book
   IMPORTANT!!  Enter the clinic details onto the IHA 

database

If not Part A not 
completed alert SW

Initial Health 
Assessment

• Following IHA appointment consultant paediatrician gives LAC Health 
BSO completed IHA assessment (BAAF form)

• Timescale: within 24 hours
Resp: Consultant Paediatrician

IHA typed
Resp: LAC Health BSO

IHA finalised
Resp: Consultant Paediatrician

IHA sent to GP/ School Nurse/ HV/ SW/ Paediatric Secretary
• Sent to Health_asses generic email

Resp: LAC Health BSO



Review Health 
Assessment

Review HA list received of due HAs
• Check involvements on LCS for SW/ TM
• Send list via email to SCA/SW/TM/OM
• Timescale: 2 working days of receipt of list

Resp: BSO

RHA- download from Tri-X
• -C (0-9yrs) or
• -YP (10+)
• Complete Part A
• Send Review HA via e-mail to LAC_asses 

generic email
• Timescale: within 5 working days of receipt 

of emailed list
Resp: SW

RHA checked
• RHA checked for accuracy + 100% completion
• Return to SW if not fully complete
• Send QA RHA to e-mail 

lac..sandwell@nhs.net
Resp: BSO

Note: Review HA appt
At present the SW is not required to attend the 
RHA. However it is good practice to know when 
the RHA is due and to attend or to see child/ carer 
shortly after the RHA to understand if there are 
any changes to the child’s care plan

RHA report received
• Update Health tab on LCS
• Load RHA into ‘Documents’ 
• Case note under ‘Health’ workflow to SW/ 

TM/ IRO
• Record on LCS next planned RHA due date
• Record any dental or opticians appts noted 

on RHA
• Timescale: within 5 working days

Resp: BSO

RHA Record
• Record RHA
• Incorporate findings into Child’s updated 

Care Plan
• Talk to the child/ carer/ parent at next home 

visit
• Ensure any health appointments for the child 

are followed through
Resp: SW

Child remains 
Looked After

Child no longer 
Looked After

Review HA required
No further HA 

required

6 weeks prior to Review HA
List sent to Health_asses generic email

Request SDQ scores to csc_datarequests
Request health summary from GP

Resp: LAC Health BSO

Review HA (BAAF) form received with completed 
Part A from SCT

Send Review HA form to 
• HV or
• School Nurse or
• Out of borough LAC Health Team or
• LAC Nurse Clinic
• Good Practice Note: to invite and advise SW 

of RHA
Resp: LAC Health BSO

HV or School Nurse or Out of Borough LAC Health 
Team or LAC Nurse Clinic arrange appt and invites 
sent for home appt or attend clinic  (usually just 

child & carer)

• Review HA completed and sent to LAC Health 
BSO

• Review HA- quality assured
• Review HA- sent to GP/ School Nurse/ HV/ 

SW
Resp: LAC Health BSO

Lac.sandwell@nhs.n
et notified child no 

longer 
Resp: BSO

Practice Note
• Where young person refuses HA 
• LAC Health BSO sends an e-mail box to 

generic e-mail box in SCT advising that young 
person is refusing a HA

• SCT BSO will up date Health tab and upload 
document and forward to SW

• SWs must encourage the YP to attend as 
much as possible/ as creatively as possible 
and record their attempts to do so on LCS
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