
When Children Become Looked After Process Map

The Head of Service will give approval for the Child to become Looked 
After.

The Social Worker will develop a placement plan before the placement 
happens.  OR By day 5 if the placement was Unplanned.

The Social Worker will complete the Change of Circumstances form and 
send to the POD Co-ordinator within 24hours of the child being placed.

The POD Co-ordinator will initiate the initial health assessment and send 
out the notification to other LA’s, LACES and Safeguarding where 

appropriate.

The Social Worker will complete the placement referral before the 
placement OR by day 5 if the placement was unplanned.

The Social Worker will complete the placement information record which 
includes: Health Consent, delegated authority, parental consent and 

consent to medical authority.

The Social Worker will conduct the placement planning meeting before 
the placement OR by day 5 if the placement is unplanned.

The Social Worker will complete the Care plan in CCM following the 
placement planning meeting,

The Social Worker will send a notification to the safeguarding and review 
team with an invite list.

The Social Worker will initiate the Personal Education Plan (PEP)

The Social Worker will complete the viability regulation 24 assessment/ 
where relevant – 16 weeks for completing for the Reg 24
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Decision Point

The Social Worker and Team Manager will review the Children Looked 
After Checklist to ensure all tasks have been completed.

The Social Worker will make a referral to the Legal Gateway Panel within 
10 days of accommodation unless Legal Action is required sooner. In 
which case Legal advice should be gained Immediately to ensure the 

child's safety.
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