
Each Week the IRS TM responsible for transfers
will update the transfer list (live document on
One drive) with details of cases which are due to
transfer the following week. The cut off for
cases to be added to the transfer list is
Wednesday at 12 noon. Once the transfer list has
been updated this will be forwarded to the Long
Term Service Managers at 12pm on Wednesday.

On a Wednesday afternoon a Transfer Meeting between
IRS & LT Service Managers meet with identified
managers from the LT service to discuss the children
identified to transfer. The outgoing SW and TM are
invited to present the details of the family and the plan
for transfer. Long Term Service Managers, in
consultation with Team Managers, will identify workers
for the cases which are transferring the following week.
The transfer list will be updated by the Long Term
Service and returned to IRS TM by the close of business
of the Friday.

The file must be up to date with all relevant
documents, information and case recordings at
the point of transfer in order for the case to be
reallocated. The relevant IRS TM will audit the
case at the point of the agreed transfer meeting
(ICPC/Child in Care/CIN Review).
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The workers identified for the cases will have
been made aware of the point of handover, if the
identified worker is unable to attend then the
Team Manager for the worker will identify an
alternative worker to attend.

An email should then be sent to the Long Term
Team Manager responsible for the case and then
the Long Term Team Manager will reallocate the
case.

The IRS Team Manager will ensure that any CIN
Transfer cases have a clear CIN plan, with
identified actions, and that, wherever possible,
CIN cases transfer at a CIN Review meeting.


