Decision to look after a child process –What do Social workers need to do and when?
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Prior to Placement
· Approval from a Service Manager to look after the child.ICS request to accommodate exemplar to be completed
· Social worker to obtain S20 Parental consent form/medical consent form/immunisation/health record 
· Social worker to give child/parent copy of Complaints and Compliments procedure and information regarding Voice advocacy service. A Guide to being a Child/Young Person in Care to also be given to the child or young person.  
· Placement Agreement meeting /Placement Plan to be completed prior to placement or within 5 working days if an emergency placement. Placement Agreement Meeting to confirm that the child or young person has been given a Guide to being in Care.
· Care Plan completed prior to placement or within 10 working days of placement
On Placement:Social worker to ensure that the child’s file has;-
· a passport, if not ,then application for a passport to be made. See http://swindonchildcare.proceduresonline.com/pdfs/passports.pdf
· a photo of the child, 
· the child’s birth certificate,  See http://swindonchildcare.proceduresonline.com/client_supplied/birth_cert_app.docx
Within 24 hours 
· Social worker to place L flag on ICS
· Social worker to notify child’s school that child is looked after
· NB If the child is placed out of Swindon Borough Council then notification to the host authority should be made. See 
http://swindonchildcare.proceduresonline.com/chapters/p_out_area_place.html
Within 2 working days 
· Social worker to notify QA team that child has become looked after to arrange Review

· Social worker to notify designated CLA Nurse that child has become looked after.
· Designated CLA Nurse will send a template for the social worker to complete and return to the Nurse.
· Social worker to notify Virtual School to initiate PEP prior to placement or within 2 working days

· Virtual School will send a template to social worker and school to complete prior to the PEP meeting. 
· Social worker to visit the child within a week of the start of the placement
Within 20 working days
· Initial Health Assessment to be completed before the first review 
· PEP meeting will be chaired by the school and Virtual School officer will attend the initial PEP meeting

· PEP to be completed before the first review 
· First CLA review to be held 
· Life story work to commence 
NB If the Care Plan for the child is reunification home then work needs to commence with the child and their family as research tells us that if a child is looked after for 42 days then the window of opportunity for return home is lost.
REFERENCE PROCEDURES

ALL PROCEDURES FOR CHILDREN LOOKED AFTER CAN BE FOUND AT SECTION 6
http://swindonchildcare.proceduresonline.com/
