
Adoption Process Map (including links with the Regional Adoption Service Agency (RAA)) (Adoption@heart)- Map 1 – Best 
Interest Decision (BID)

Child Pathway

Adopter (Adoption@heart) Pathway

• This needs to be read in conjunction with (See LAC Review and permanency process 

map (Journey through care))

• Review agrees single track plan of adoption

• May or may not be a Placement Order in place at this time

• Referral to birth counselling for parents

• Alert family finder (if there is no family finder then refer through to Adoption@heart)

• Complete Adoption@heart notification stage 2 (See Practice Note)

(Resp: SW)

Preparing for Best Interest Decision (BID)

• Update CPR (send to TM)

• Check adoption medical is in date (if not must be updated)

• Include expert assessments

• Obtain legal view (legal form)

• IRO LAC Review minutes with decision for single track plan of adoption

• Open adoption file on LCS

• Timescale: within 4 weeks of LAC review decision

(Resp: SW)

QA of CPR

• QA of the CPR with any suggested amendments

• Case note with rationale for recommendation as a‘Management Decision’

• Send CPR for final QA of CPR to duty senior manager (see duty rota)

• Timescale: within 3 days of receipt of CPR

(Resp: TM)

Preparation of BID Bundle

• CPR amended (and send to family finder)

• BID Bundle collated (see checklist)

• ADM decision sheet at the front of the bundle

• Send BID Bundle to Panel Business Support

• Timescale: 5 working days

(Resp: SW)

QA of BID Bundle

• QA of the BID Bundle

• Check everything in place and in order

• Send to ADM for Adoption

• Timescale: within 2 working days of receipt of bundle

(Resp: Panel BSO)

ADM Approval of BID

• Read BID Bundle

• Record ADM decision on the ADM decision sheet

• Record of decision on LCS

• Return approved bundle back to Panel BSO

• Timescale: within 5 working days of receipt of bundle

(Resp: ADM)

Not Agreed Agreed

Decision Update

• Discuss decision and inform parents 

(including letter)

• Inform all parties

• Address action points raised by ADM

• Case record on LCS to reflect work 

done

• If appropriate – amend care plan / 

reconvene LAC Review

• Timescale: within 5 working days of 

receipt of decision
(Resp: SW/TM)

Decision Update

• Advise parents of BID decision within 24 hours

• Update family finder and request family finding meeting

• Case record on LCS to reflect work done

• Timescale: within 5 working days of decision (except 

advising parents which must be done in 24 hours)
(Resp: SW)

Attend Family Finding Meeting

• Attend Family Finding Meeting

• Bring up to date information regarding the child and any 

actions from previous meetings

• Timescale: attend every 4-6 weeks

(Resp: SW)

Family Finding Meeting

• Consider family finding paperwork

• Finalise paperwork re child’s needs and what 

adopters may need to care for child

• Clear actions for each role identified

• Frequency of family finding meetings are 4-6 

weekly
(Resp: Family Finder (Adoption@heart))

Practice Note
• Adoption medical must be 

updated annually when 
family finding. There should 
be 6 months left in order to 
family find

• When updating the CPR SW 
must be 3 years plus 
qualified

• CPR guidance by BAAF is 
available for completing/
updating CPR’s

• Ensure BID and CPR 
completed within court 
timescales

• A referral to the 
Adoption@heart for a 
family finder must be done 
at the earliest opportunity

• A locked down adoption file 
must be opened on LCS 
when preparing for the BID 
and single track plan of 
adoption is agreed.

Adoption at Heart - Child 
Notification Procedure

Adoption at Heart - Child 
Notification Form 
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Adopters recruited and assessed by Adoption@heart

Family Finding

• Adoption@heart notification received stage 1 & 2 

received

• Adoption@heart allocated family finder

• Arrange family finding meeting in conjunction with SW 

and carer

• Consider CPR

• Complete family finding paperwork for family for family 

finding meeting
(Resp:-Adoption@heart  Family Finder)
Search Adoption@heart database for suitable adopters

See Adoption Process Maps 2-5 

Final QA of CPR

• Final QA of CPR

• Send to SW with any suggested amendments

• Case note on LCS with Comments

• Send CPR to Panel Admin and SW

• Timescale: within 3days of receipt of CPR

(Resp: OM on duty)

• ADM Decision

• Email SW informing of decision 

• Write letter to parents to give to SW

• Memo with decision- agreed/ not agreed sent to SW/ Legal/ Adoption@heart

• Load documents into Adoption File

• Timescale: within 24 hours of receipt

(Resp: Panel BSO)

Practice Note

• Adoption@heart is our adoption service 
and allocation of Allocated Family Finder 
from Adoption@heart will  only happen if 
the Adoption@heart notification form 
Stage 1 & 2 have both been completed. 
Stage 1 should be completed on as early 
as possibly to ensure Adoption@heart 
Service are aware that adoption is likely 
to be the plan. Stage 2 must be 
completed when adoption is being 
considered as the single track plan. Both 
stages must be completed in order for 
the allocation to occur. 

• It is essential the the child’s SW and 
Adoption@heart SW (family finder) work 
closely together to secure permanent 

adopters for the children
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https://www.sandwellchildrenstrust.org/intranet/raa/A@H-Child-notification-procedure-10.7.19.docx
https://www.sandwellchildrenstrust.org/intranet/raa/A@H-Child-notification-procedure-10.7.19.docx
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