
Annual and 3-​Year Review Process

Annual Review
3-​Year Review

The following documents are sent out for 
Foster Carer's comments by Business 
Support Services:
- Foster Carer's birth family
- Carer's comments (to return)
- CSW Report

The following documents are sent out 
for Foster Carers comments by 
Business Support Services:
- Foster Carer's birth family
- Carer's comments (to return)
- CSW Report
In addition to:
- Consent form for checks and medical
- Medical forms

Report is written by 
the Supervising 
Social Worker (SSW)

SSW submits report to the 
Assistant Team Manager (ATM)

SSW submits report to the Independent Reviewing 
Officer (IRO) so they can prepare for the review

The review is held with FC, IRO and SSW and the IRO 
records the review on Liquid Logic case notes.

At the same time, 
the IRO books 
with the FC the 

next review date

The review document is formally written up by the IRO and is 
sent to the Service Manager (SM) for sign-​off and completion

SM signs and completes the document. SM informs Business Support 
Services the document is ready to go to ADM oversight or panel.

Business Support Services organises the relevant documents as per the relevant 
checklist for either Agency Decision Maker (ADM) oversight or for the panel

Business Support Services will book panel 
date and inform SSW.

GOES TO PANEL

Business Support Services will prepare 
for ADM oversight and inform SM 
documents are ready.

ADM OVERSIGHT

Business Support Services 
sends the document to the Panel 
Admin inbox

This must be 
ready to QA by 

the ATM 10 days 
before the review 

date (no later)

This must be sent 
to the IRO by the 

SSW 5 days before 
the review date (no 

later)

ATM advises any amendments 
and sends report to back SSW


