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Guidance for care planning for a new service package or transition between service providers 

Introduction 

This process should be followed whenever a child is to begin a new service package or when there 

needs to be a change within the service package that means a different service provider will 

become involved. 

This will ensure that children and their families are well informed about and prepared for any 

changes, and that providers have all of the information that they need to enable them to provide 

the required service as safely and as effectively as possible. 

Process to be followed 

1. It is identified that a new service is to begin, or there is to be a change within an existing 

service package which means introducing a new or additional provider. 

2. If this new service or service amendment is in response to a crisis situation, the service 

should begin immediately and the following steps followed as soon as possible and within 

no more than two weeks. If this is not a crisis situation, these steps should be followed 

before the service begins. 

3. A Care Team Meeting should be arranged by the allocated Social Worker or Social Work 

Support Assistant. The meeting should include the social worker, the child (if 

appropriate), the family and the new service provider. The previous service provider 

should be invited if this is a handover of service provision between providers. 

4. At the meeting the new Care Plan for the provider should be discussed and agreed on by 

all present. A copy of this new Care Plan should be provided to all and signed within one 

week of the meeting. 

5. The service can then begin (or continue if already commenced due to crisis). 

6. The first review of service should be held within 3 months, and then a minimum of every 

6 months thereafter. 

7. The supervising Team Manager should ensure through supervision and case management 

oversight that all processes are being followed and take corrective action should any 

issues be found. 
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