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Pathway Plan Part 1 
For a child to be eligible for a pathway plan, they must have reached 15 years and 9 months old and 
have been in care at least 13 weeks.  
 
Agreed Exceptions (dependent on case circumstance) 

 
From the child’s basic demographics, click on the 
CLA link on the left-hand side and then under CLA 
Agreed Exceptions, click on the Add an agreed 
exception link. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
For this demonstration, we will backdate our entry and choose the first radio dial in the Agreed 
Exception Type which is that the child has been hospitalised or in custody. Enter meaningful text in 
the Notes section and then click on the Create button. 

 
 
 
 
 
 
 
 

 
This is then recorded under CLA Agreed Exceptions in the child’s Basic Demographics. 
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CLA Episode 
Access the CLA pathway for the child/young person.  
 

Click on Child Looked After on the map. 
 
 
 
Click on Decisions. 

 
 
Click on the Start button next to Start Pathway Plan Needs Assessment. 
 

 
Please note that this option would be greyed out if the child was not eligible. If the child was coming 
up to becoming eligible then an alert will be sent to the social workers task tray. 
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Choose the date to start the assessment and 
then click on the Confirm button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
A note will appear informing us that the 
task is in our worktray. 
 
Access your worktray and click on the 
task. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Click Create Form. 
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Copy Forward Selected. 
 
 
 
 
 
 

 
Look through and complete all the sections on the left-hand side. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once complete, click on Finalise Record and then click OK on the pop-up that appears. The assessment 
will go to your manager to authorise. Once authorised, access the task from your task tray. 
 

 
 
 
 
Click on the Start button 
next to Proceed to Update 
Care Plan. 
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Click Confirm. 
 
 
 
 
 
 
 
 
 
 

Notice that a new icon has appeared under the child’s name (PwP – Pathway Plan). 
 
 
 
 
 
 
 

Pathway Plan Part 2 
 
Whilst the young person is still looked after, the system will run a three-part plan and the young person 
will have a part CLA/Part PwP review until they leave. 
 

 

Click on Update Part Two Form 



 

Page 7 of 19 

 
Look through and complete all the sections on the left-hand side. 
 
Once complete, click on Finalise Record and then click OK on the pop-up that appears. 

 
Click on the Send for Authorisation button. This will go to your manager to authorise. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Before sending for authorisation, you 
can amend the plan by clicking on the 
Amend link. 
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End CLA 
The child/young person cannot commence a pathway plan whilst still on the CLA pathway. It may 
have been decided during a CLA Review that the current CLA episode can end. 
To end CLA, click on the Decisions tab from within the Child Looked After area. 
 
 
Click on the appropriate radio 
dial for the date of initiation. 
 
 
 
 
 
Click on the Start button next to 
End CLA… 
 
 
 
 
 

 
 
Click Confirm. 
 
 
 
 
 
 

This will be sent to your manager to complete.  
 
 
Once authorised, go to your tasktray and click on the task. 
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You will notice that the CLA icon underneath the child’s name now has a line through it. 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
Select today’s date. 
 
 
 
 
 
 
 
 
 
Click the Start button 
next to Continue with 
Pathway Plan. 
 
 
 

 
 
Click Confirm. 
 
 
 
 
 

 
 
 
 
You should now be notified that this process 
has been completed. 
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Pathway Plan 
 
Check your task tray for a task for the Active Pathway Plan. Click on the task. 
Within the Current Pathway Plan, click on the Decisions tab.  

 
Under the Outcomes heading, click the Start button next to Review Pathway Plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Input a date and then click the Confirm button. 
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Click on the task list icon to begin looking at the tasks needing to be completed for the meeting. 

 
The task list will expand to display what we need to do. 
Click on Schedule meeting. 
 
 
 
When the pop-up appears, enter a planned meeting date plus any 
other information you have. Click Save. 

 
 
 
 
 
 
 
 
 
 

 
The next task on the list is to write up the outcomes 
however, before you click this, we need to inform the 
system who is attending. You may also wish to attach 
a document to the meeting such as any minutes that 
have been taken. 
 
Click on the Add Attendee link underneath the 
Meeting Attendees heading. 
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Click on the people who are to attend the meeting. You can make 
use of the links if you need to add in other people. 
 
Once done, click on Create. 
 
 
 
 
 
Scroll down the page to the new table that has been created. The 
red text informs us of what we need to do. 

 
 
Select a chair by clicking on the 
radio dial next to the relevant 
person. 
 
You can click on the link to Add 
Attendee if it is someone not 
listed as yet for the meeting. 
 
 
 
 
 
 
The attendees need to be invited. This can be completed on an individual basis by clicking on the radio 
dials underneath the Inv column for each person or you can bulk invite by clicking on the radio dial on 
the All Attendees row. We will click on this radio dial and a pop-up should appear. 
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Select your communication method for the invitation. The 
Date field automatically will insert today’s date and time, 
but you can amend this if necessary. 
 
Click on Finish. 
 
The Inv radio dials have now been changed to an icon 
resembling the selected communication method chosen 
for the invite.  
 
As the method chosen in this example was telephone, we 
know that they will be attending. If the method was letter, 
for example, you will not be able to complete the next part 
of this process until you had responses back. 
 
 
 
 
 
 
 
 
 

 
 
 
In this example, all invited people will be attending so we will click on the Agr radio dial on the All 
Attendees row. A pop-up will appear.  
 

 
 
Click on the radio dial next to Yes and then click on either of the Save buttons. 
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For this example, everyone invited attended the meeting. Click on the link underneath the table to 
Mark all as Attended. This will place ticks in the Att column of the table. 

 
 
 
 
 
 
 
 
 

Back to our task list, click Meeting Held – Write up Outcomes 
 
 
 
 
 
 
 
 
 
 
 

 
 
Enter in the Actual Meeting Date. If 
the actual date is the same as the 
planned meeting date, you can click 
on the Copy Planned Meeting Date 
link and the date will be 
automatically input. 
 
If the actual meeting date is 
different to the planned date, 
please enter a delay reason from 
the drop-down list. Click Update. 
 
Note that you can also add in the 
next planned date. 
 

 
Copy Forward 
Selected. 
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Complete the form by inputting information within the sections on the left-hand side ensuring all 
mandatory fields are completed. Note that you can add case notes from within the form and you can 
also update who attended if you did not already complete this in the attendees table earlier. You 
cannot add new attendees from within this form though. 
 
Once done, click Finalise Review from the top-right of your screen. 

 
A task goes to your manager to approve the minutes. Once authorised, you should have a task in your 
tray to complete the meeting. 

 
If necessary, you can attach any 
documents to the meeting by clicking on 
the link under the Documents heading. 
 
Click Complete Meeting from the task 
list. 
 
 
 
From the map, click on Current Pathway 
Plan. 
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Click on the Start button next to Update Pathway Plan. 

 
Input a date and then click Confirm. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Click on the link to Update Part One 
Form. 
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Complete the form by 
inputting and updating 
information obtained 
from the plan review. 
Ensure all mandatory 
fields are completed. 
Note that you can add 
case notes from within 
the form 
 
Once done, click 
Finalise Record from 
the top-right of your 
screen. 

 
Click on the link to Update Part Two 
Form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Complete the form by 
inputting and updating 
information obtained 
from the plan review. 
Ensure all mandatory 
fields are completed. 
Note that you can add 
case notes from within 
the form 
 
Once done, click Finalise 
Record from the top-right 
of your screen. 
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Click to Send for Authorisation. 
 
 
Once your manager has authorised the plan, 
check your task tray for a task titled Active 
Pathway Plan and click on it. 
 
 
 
 
 
 
 
 
 

 
From here, we could go to our next Plan Review by clicking on it from the map or we could choose 
one of the other options. Click the Start button next to Finalise Pathway Plan. 

 
 
Input a date and then click Confirm. 
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This task goes to your manager to complete. 

 
Once your manager has finished their task, the pathway plan is completed. 

 
 
 
 
 
 

 

 


