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STEP DOWN FROM LONG-TERM TEAM FOLLOWING CHILD IN NEED PLAN

EARLY HELP: STEP DOWN PROCEDURE

Child in Need Review Meeting.

A\ 4

Subsequent Child and Family Assessment.

A\ 4

Recommendation to close or step
down the case.

Child in Need Review Meeting held within

10 working days of assessment completion.

\ 4

Case Closure workflow completed
and tasked to a Manager for
approval within 5 working days of
allocation to Social Worker. In
instances where a case is stepping
down to Early Help, the workflow will
be completed and tasked to an Early
Help Manager within 2 working days
of allocation to Social Worker.

Social Worker ensures the views of
the child, family and professional
network are recorded in the
assessment document. This
includes the views of the step
down agency.

Social Worker ensures all case work is
recorded on MOSAIC (including letters
uploaded and case chronology and case
summary updated) within 5 working days
of the management decision to close or
step down.

A\ 4

\ 4

a2

Step down recommendation
assessed by relevant Manager
within 2 weeks of receipt from

Social Worker.

A 4

Manager signs-off decision to close or step
down the case and records in MOSAIC as a
case note within 2 working days of the
decision being made. Child Protection
Admin Team or Manager also trigger the
Case Closure workflow on MOSAIC and
allocate it to a Social Worker within 2
working days of the decision being made.

Where case is closed, Manager adds
end dates for any Social Work
involvement or service user groups
within 1 working day. Case Closure
workflow copied to all siblings within
1 working day. Where case is
stepped down to Early Help, the
identified Early Help Worker is
allocated on MOSAIC.

\ 4

Goodbye visit to family within 5
working days. Early Help Worker
attends for handover and to agree a
time limited Early Help plan with the
family.

A\ 4

Manager does not sign-off
recommendation to close or step
down the case.

Case discussed by Manager at a Transfer
Meeting prior to closure or step down.

\ 4

\ 4

Formal letters sent to family and
involved agencies to confirm case
closure by Social Worker or Admin

Team within 1 working day.

Case remains open with long-term
team.

Where an Early Help Worker has been
identified or already involved in the case,
the Social Worker ensures that they are
invited to any Child in Need Reviews that
take place prior to case closure or step
down.

v

Manager adds case note to MOSAIC
to indicate closure or step down
within 1 working day of completion
of closure episode.
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STEP DOWN FROM DTA TO EARLY HELP FOLLOWING ASSESSMENT

Decided that coordinated service
from Early Help is required to
prevent escalation of concern.

Child and Family Assessment
commenced (45 days to

\ 4

Social Worker and Social Work
Manager agree
recommendations for further
work, which are recorded by
Social Work Manager within the
45 day assessment period.

complete).

Within 5 working days of
assessment’s conclusion, Social
Worker shares conclusions with

y

Case Transfer Meeting scheduled
to take place within 5 working
days of assessment’s conclusion.

A 4

Social Work Manager circulates
Case Transfer Document the day
before Case Transfer Meeting,
with summary of assessment
included.

v family and seeks written
consent to share findings with
Early Help Team.

\ 4

Social Worker provides
summary of assessment at next
weekly Transfer Meeting.

Early Help Manager provides
name of allocated Early Help
> Worker by the end of the

DTA Manager records
decision to step down on
MOSAIC within 2
working days.

working day after the Case
Transfer Meeting.

\ 4

Social Worker and Early Help Worker
arrange a Joint Team Around the Family
Meeting or Home Visit within 5 working

days of Case Transfer Meeting taking

place.




