TRANSFER PROCESS

Assessment-Safeguarding-Cooperate Parenting

This transfer process is to ensure that there are smooth and efficient case transfers between service areas. Team Managers need to take ownership of the process. 
An ineffective transfer process causes delays in moving cases between services resulting in a number of difficulties:  
· Children and young people experiencing a change in social worker at the wrong point in time for them

· Drift in the planning and work with families

· Increased pressure on social work practitioners (either by needing to hold on to cases for longer than expected or by social workers receiving several new cases at one time to meet demand)

· Pressure on working relationships between service areas

The purpose of this transfer process is to:
· Make the process more manageable and purposeful (reduce the numbers of emails and meetings required)
· Ensure that cases transfer at the right time for children and families.
· Ensure that all required pieces of work are completed prior to transfer – or an agreement with regards to what needs to be completed, by whom and by an agreed date.  At present managers appear to be allowing the system to lead the process as opposed to a sensible approach focused on the most appropriate time for the child
· Encourage earlier joint working on cases

· Improve communication between the service areas

· Accountability for the process
How :
The transfer template (see below) is completed and sent to the transferring team by the end of Monday each week with CIN/ICPC/ LAC date.  Do not enter the case on the list unless you have the date of the relevant meeting (CIN, ICPC, LAC Review).
The receiving team will review and return the template with name of identified SW by the end of Wednesday each week. 

The SW from the receiving team to attend CIN/ICPC/LAC review meeting or a DSW to attend from the team. 
The receiving team SW/DSW will complete the minutes only if given enough notice to attend the meeting; otherwise it would be the responsibility of the transferring SW to complete the minutes before transfer.  
CIN plans and minutes must be on Mosaic. 

Transferring team manager or senior practitioner to review case file; if work is outstanding, the case will not be accepted. 

Any challenges or disagreements to be discussed between team manger’s and not with the senior practitioner, who may complete the transfer template. 

Transferring SW to ensure a brief case summary is added on case note with any upcoming dates/ meetings. 

The allocation on Mosaic will take place on the day of CIN, ICPC and initial LAC Review by the receiving team manager. 
Not having capacity must not be a reason for not allocating/accepting case for transfer. Any issues of capacity to be discussed within the service and escalated to HoS as appropriate. 
Transfer to CPS, complete transfer checklist and transfer summary – see attached.

Escalation: 

Any case not allocated at the CIN or ICPC and or initial LAC review to be escalated to HoS by the transferring manager. 
Escalation meeting will take place between the transferring managers and the heads of service within 3 days. 

TRANSFER TEMPLATE

	Date of transfer request (Mondays) 
	Child’s name and Mosaic ID
	Type of case (CIN, CP, LAC) and date of meeting
	Transfer team identified SW (Wednesdays) 
	Comments by Transferring team 
	Comments by transferred to team

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TRANSFER CHECKLIST
	Task 
	Tick to confirm or comment when it’ll be done:

	Date of last visit and is the visit within timescales , date of next visit
	

	Date of CIN/ICPC/LAC and date of next meeting
	

	Chronology and genogram completed 
	

	Front page up to date
	

	Case summary completed
	

	For CPS – complete check list and update Mosaic 
	


TRANSFER TEAMS
	Assessment Team 1

Safeguarding Team 1

CPS Team 1 
	Frances Nolan 

Trina Ogiste

Lisa Watson

	Assessment Team 2

Safeguarding Team 2 

CPS Team 2 
	Godfrey Nooha 

Sugzika Ojo 
Madalina Chelaru

	Assessment Team 3 

Safeguarding Team 3 

CPS Team 3 
	Lhoussain Boudraa (Leighan Edwards covering)

Rauf Ahmad 

Verena La Chiusa

	Assessment Team 4 

Safeguarding Team 4

CPS 4
	Shaista Afzal 

Angela Kayamba 

Madalina Chelaru



	Assessment Team 5
Safeguarding Team 5 

CPS 
	Kam Zaman 
Loriane Romer

Amanda Reid


