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1 
Introduction

1.1
Work with children and families involves several service areas within the Sandwell Children’s Trust (SCT). Changes in key worker and teams is often disruptive to children and their families and it is the responsibility of the allocated social worker or lead professional to ensure that the transfer process is as smooth as possible to minimise the impact on the child’s journey through this process.

1.2
In addition to changes of worker some cases will require joint work for a time before transfer. This will include work with adoption, fostering, adoption support and early help services.
1.3    The decision to re allocate cases within a service, will only take place when necessary to avoid children and young people having multiple social workers. 
2
Purpose

2.1
The purpose of this protocol is to give guidance to staff in transferring case management responsibility within the SCT. The protocol outlines a process that ensures that the child’s needs remain central to all the work with children and families.

2.2
This procedure should be read in conjunction with other relevant Business Process Maps and Protocols and the West Midlands Safeguarding Network protocol for Protecting Children who move across Local Authority (LA) Borders. (Revised January 2013) 

3 
Standards

3.1
The key principles of this protocol are as follows;

· The transfer must be in the best interests of children, young people and their families

· Children’s files and information should be transferred in a condition you would want to receive it e.g. up to date and with a good summary.  
· That children, young people and their families receive the right service at the right time.
· That there is a continued focus on the needs of the child and their family with all steps taken to minimise the disruption which will be caused by the transfer. 
· Ensure that if the child or young person is going to have a change of SW/Practitioner that the SW/Practitioner writes a personal letter about the intervention they undertook, and their memories of working with the child or young person

· Transfer needs to be done in a timely manner within the identified relevant transfer points.
· Transfers must involve a direct discussion between the former and new worker and the child/family, for example a home visit or a Child in Need (CIN)/Team around the Family (TAF) meeting. The child and family must be clearly informed of the change of work or plan to close.
· All Partner agencies involved with a child will be informed of changes of worker at the point this occurs.

· That the originating Team Manager will identify the suitability of a child’s file for transfer and that they will have reviewed the child’s file and added a management review to ensure that the records are all up to date. All transfers between teams will be initiated by the allocated team. It remains the responsibility of the originating worker to ensure that the child and family are kept informed about any changes in key worker responsibility and gain consent where required.
· That the receiving team/service should be advised as early as possible about the proposed transfer or the need for joint working.
· That there is an expectation that both the transferring Team Manager and the receiving Team Manager will resolve any issues arising from the child’s status through a professional conversation and minimise any delays in progressing the transfer.
4 
Key Responsibilities 

The Originating Worker 

4.1
Ensures that they have completed the ‘Transfer Checklist’ – See Appendix 1.
4.2
The allocated worker should ensure that the child’s file is up to date with the chronology, case summary and all relevant documents.

4.3 
The allocated worker alerts their manager that the file is ready for review which should be done 10 days before agreed transfer date.
4.4
The allocated worker notifies the child and family as well as other agencies that the transfer process has been initiated and who the new Social Worker will be.

4.5
The allocated worker informs the Business Administrator that the child’s file will be transferring to another Service area.

4.6
The allocated worker should contact the receiving worker and ensure that a joint visit is arranged.
The Originating Team Manager
4.7 
The Team Manager will review the child’s record to ensure that the child’s file is up to date and in good order. The ‘Transfer Checklist’ should be followed – See Appendix 1.  The Team Manager will meet with the SW if there are any outstanding tasks to agree timescale ahead of transfer. 
4.8
For services using the LCS system the Team Manager or Social Worker will generate a case note type ‘Case Transfer’ and send to the receiving teams transfer tray.

4.9
A transfer date should be agreed between sending and receiving teams

4.10
The following details should be included in the body of the case note:

· A brief overview of the child and their circumstances

· Confirm that the child and family have been informed

· Status of case i.e. Child in Need/Child Protection/Children we care for/ Care Experienced Young People or Court

· The venue of the meeting

· The date and time of the meeting

4.11
A minimum of 7 days’ notice should be given from the point of notification to the expected date of transfer. There will be exceptions to this i.e. UASC, or cases being presented to court at short notice.


The Administrator – Originating Team

4.13
The Administrator will check the H drive, scan/index all documents and drag and drop. 

4.14
At the point of transfer the Administrator then moves the H’ drive folder to receiving teams tray.

The Receiving Team Manager

4.15
The receiving Team Manager picks up the workflow task and views the child or young person record. 

4.16
The Team Manager allocates the child’s file to the new allocated Social Worker and records a management decision outlined the SMART actions to be undertaken by the allocated Social Worker and the team involvement.  

The Receiving Worker 

4.18
The receiving worker reviews the child’s file within 24 hours of allocation to identify any agreed actions at the point of transfer and attends the joint visit as arranged by the originating Social Worker (see 4.12 above).
4.19
The two workers attend the key decision-making forum such as the court hearing, child protection conference, child in need meeting or child we care for child review. At this point if all the agreed actions and information are complete, the child’s responsibility transfers.
Disputes about receiving or accepting the work

4.20
Any issues in transferring a case (where the information and plans may not be complete) should not lead to undue delay. 

4.21
Within 5 days of any dispute, it should be escalated to the respective Service Manager for a decision on transfer.  Heads of Service can be contacted if dispute is ongoing. 
 5
Service Responsibilities
5.1
The SCT consists of Strengthening Families; Youth Justice and Interventions Services (Family Support Team (FST); Multi-Systemic Team (MST) Family Group Conferencing (FGC)), the Multi Agency Safeguarding Hub (MASH), three Locality Social Work Services (incorporating Assessment and Intervention teams and Court and Child Protection teams), Children we Care for Service, Care Experienced Young People’s Service and Fostering.  Adoption Services and provided and supported through the Regional Adoption Agency (RAA – Adoption@Heart).  SCT also has independent Quality Assurance and Safeguarding Services (IROs; CP Conference Chairs; Fostering IROs and LADO). 
MASH services 
5.2
MASH consists of the Front Door Service and Multi Agency Safeguarding Hub (MASH). The service receives referral for the following children, young people and their families:

· Children and young people who require social work assessment under s47 1989CA (child protection).
· Children and young people who require social work assessment under s17 (child in need).
· Children and young people who may be privately fostered.
· Pre-birth assessment including babies who may be relinquished for adoption. 
· Unaccompanied Asylum-Seeking Children (UASC). 
· Families with No Recourse to Public Funds (NRPF).
· Children and families requiring multi-agency early help

5.3
The key points of transfer to this service are as follows:

	Status 
	Transfer Point 

	In receipt of Multi Agency Early Help led by Strengthening Families Service 
(Step Up)


	A contact will be made on EHM following discussion at the Multi Agency Solution Panel (previously known as weekly COG), unless there is an immediate safeguarding concern where a concern will be escalated with MASH immediately. This will be processed though MASH. 


6
Transfers into Localities 
6.1
There are three localities all of which have Assessment and Interventions team (A&I) that will pick up incoming referrals for Single Assessments and provide duty cover for transfers from MASH (S17 and S47).  SWs in these teams will complete duty as well as case holding Child in Need children following single assessment.  Each locality also has Child Protection and Court Teams (CP/CT) which accept transfers from A&I and some referrals from MASH depending on the status of the child. 

6.2   The localities are  - Tipton and Rowley (3 A&I teams; 3 Ct; HoS also manages MASH; EDS; Horizons);  Wednesbury and West Bromwich (3 A&I teams; 3 Ct/CP Teams; HoS also Manages the Children with Disabilities Service); Smethwick and Oldbury (3 A&I teams; 3 Ct/CP teams; HoS also manages the Court Progression Officer).  The localities work with the following children/ young people and their families:
· Children with a Child in Need Plan.
· Private Fostering Arrangements
· Children with a Child Protection Plan.
· Children subject to Public Law Outline.
· Children accommodated under Section 20, The Children Act 1989 until the permanency plan is agreed and implemented.  

· Disabled children and young people.
· Children in Private legal proceedings requiring a Section 7 reports for court.
· Children in Private proceedings requiring a Section 37 reports for court.
·  Children in families assessed as having No Recourse to Public Funds (NRPF).
6.3 The key points of transfer are as follows:

	Status
	Transfer point 

	MASH regarding a new/re-referral
	Transfer after initial screening and within 24 hours following TM decision for a strategy Meeting and/or Single Assessment (Single Assessments transfer to A&I)

	MASH regarding a receiving in Child Protection Conference (new referral)
	Transfer after initial screening and within 24 hours following TM acceptance of SCT responsibility and agreement to Receiving in CP Conference (Single Assessments transfer to Ct/CP)

	MASH regarding a new/re-referral of a Child With a Disability (CWD) or Parental request for an Assessment of Needs
	Transfer to CWD (once threshold agreed by CWD TM)

	Children with a Child Protection Plan 
	Following the initial child protection case conference (from A&I to Ct/CP following agreement with TM).

	Children accommodated under 

S.20 (UASC; 16/17 years homeless/Southwark; other YP in exceptional circumstances with legal/Court agreement to a long term permanence plan using S20)
	Transfer at the first Children we care for review to Children we Care for or at the first hearing if the matter is in court but no order made. 

	Children subject to an Interim Care Order or Interim Supervision Order
	Only if previously held in A&I


	Transfer in to Sandwell 
	Transfer at the first Sandwell Transfer in meeting or review

	Private Fostering
	Transfer at the first review. 

	Unaccompanied Asylum Seeking Children (UASC)
	Transfer at the point of completion of Age Assessment if one is required or at point agreed decision that age assessment is not required. (see below for details of locality and Children we Care for responsibilities)

	Babies, Children and Young People being supported on a multi-agency Team around the Family (TAF) plan requiring CSC assessment.
	Transfer through MASP (Multi Agency Solution Panel) and subsequent discussion with Assessment  and Intervention Team Manager.


7
Children in Care and Leaving Care Service
7.1
Children we Care for have 5 operational teams with operational responsibility for Children we Care for.  There are then 2 Social work hubs who have responsibility for UASC, Accommodation (Staying Put; House Project; Home Programme) and transitions.  There are two teams for Care Experienced Young People. The Fostering Service is comprised of three teams – Assessment; Mainstream Support and Connected Support Team.
7.2
Our adoption service now sits with Adoption@Heart, our Regional Adoption Agency

. 
7.3
The Children we Care for Teams work with:
· Children/young people who are cared for by Sandwell Childrens Trust where the permanence plan is long term care.
· Young people who are care experienced (post 18 years)
· Young people remanded into local authority care (after 13 weeks). 
7.4
Fostering services work with:

· Prospective and approved foster carers (mainstream and connected carers).
· Children where an SGO has been awarded.
7.5
The key transfer points are as follows:

	Status
	Transfer point

	Young people accommodated under S. 20 Children Act 1989  (UASC; 16/17 years homeless/Southwark; other YP in exceptional circumstances with legal/Court agreement to a long term permanence plan using S20)
	Transfer to the Children we Care for service at the point when a permanence plan is agreed and implemented – usually the second review. Preceded by a joint visit to the young person/ carer.

	Children and young people looked after with a Care Order and a plan for long term fostering
	Transfer to the Children we Care for  service at the end of proceedings. Preceded by a joint visit to the young person/ carer.

	Children and young people looked after with a Care Order and placed with Connected Persons carers where it is not appropriate for an SGO to be granted at the conclusion of proceedings 
	Transfer to the Children we care for  service at the end of proceedings. Preceded by a joint visit to the young person/ carer.

	Young people remanded into local authority care. 
	The young person will transfer at the first Children we Care for review following the young person being remanded. 

Young people over 17 years of age will be assigned to a PA and the care experienced team will work alongside the social worker until the child is 18.

	Young people who are eligible for leaving care services 
	If a young person in care is entitled to care experienced services, the team should be notified as soon as possible.
The personal advisor will attend the pathway plan review prior to the child’s 18th birthday.
Work will transfer on the young person’s 18th birthday and following a joint visit. 

	Children where a Special Guardianship Order has been made and there is no Supervision Order granted (if a Supervision Order is granted see section 7.6 Co-working arrangements below) 
	Work will transfer SGO Support Team 

Transfer via a joint visit to the child/ carer.

	Unaccompanied Asylum-Seeking Children and age assessments (UASC)
	Where age assessment required: Assessment is allocated in Locality and a co-worker is allocated on the same day from Children we Care for UASC hub undertake a joint age assessment (where age is disputed). Locality will contact refugee council on day one. Children we Care for UASC Hub  worker will complete Homefinding form on day age is agreed upon. Locality will complete the Child we Care for process on LCS and the Child we Care for UASC hub worker will complete the Child we Care for medical request and home office apt – all to be achieved within one day of assessment sign off. The transfer will take place on the date the assessment is signed off. 

Where an age assessment is not needed, and both workers agree the YP is a child without the need for an age assessment, the YP will be allocated within the Children we Care for UASC Hub following the initial visit. The child would be deemed a child and would be considered looked after. It will still be the responsibility of the Locality to contact the refugee council and Child we care for status on LCS and will still be the Children we Care for UASC Hub worker who is responsible for the home office apt and medical.


7.6
Co-working arrangements


	Connected Persons Carers 
	Carers allocated at the beginning of the assessment process to a fostering supervising social worker 

	Babies who have been relinquished for adoption
	Referral to the RAA

Joint work will take place for the duration of any proceedings.

	Children who may have a plan for adoption
	The RAA should be alerted at the earliest possible stage. (including pre-birth), so that joint working can commence.

Adoption service to be invited to the first Legal Planning Meeting.

Transfer to the adoption service after the adoption order is made.

	Children who have been adopted
	Work will remain with the RAA following the awarding of the adoption order.

	Children where a Supervision Order has been made alongside a Special Guardianship Order 


	The SGO support plan will make clear which tasks are the responsibility of the Care Management social worker and which the responsibility of the SGO Support Team worker


8 
Strengthening Families Service  

8.1
Strengthening Families Service predominately work with children, young people and families who meet the threshold for multi-agency early help as described in the STC Threshold’s Document and do not meet the threshold for Children’s Social Care.
8.2
The key transfer points are:

	Status
	Transfer point 

	
	

	The needs of the child have been assessed and do not fulfil the criteria for ongoing social work involvement 
	At the completion of the single assessment and the creation of a plan of ongoing work in conjunction with the child/ young person and the family.
Requirements to enable the transfer - identified intervention to be completed, clear consent from the family gained and a joint visit between with the SW and receiving team.   

	At the completion of a child protection plan or a child in need plan where it assessed and agreed with parents that targeted support is required.  
	Notification prior to the ceasing of the plan.
Strengthening Families Service to be invited to the conference or CIN review prior to transfer.
Requirements to enable the transfer - identified intervention to be completed, clear consent from the family gained and a joint visit between with the SW and receiving team undertaken.  

	Babies, Children and Young People being supported on a multi-agency Team around the Family (TAF) plan requiring CSC assessment.
	For non-immediate concerns a discussion is required at the weekly multi-agency MASP (Multi Agency Solution Panel) to ensure all early help support has been offered.  If concerns require a CSC assessment a subsequent discussion with Assessment and Intervention Team Manager to accept the contact is required. 
For immediate concerns SFS TM to discuss with CSC TM in the to agree for a CSC assessment. 

Requirements to enable the transfer - identified concerns that require CSC assessment, consent (where appropriate) to the assessment from the family and a joint visit with the SFS worker and receiving SW team undertaken.  


8.3 Co-working arrangements

The Strengthening Families Service can also work with Children and families subject to an assessment/CIN/CP/LAC plans if there is identified intervention to be completed. 
Once the allocated Social Worker identifies a need for shared service with the Strengthening Families Service they will have a discussion with the relevant team and if agreed complete an Intervention Hub Request form for a shared service on LCS.  

This is processed by the Early Help Desk in MASH and work flowed to the relevant Strengthening Families Team for allocation. 

9
Children Subject to Child Protection Plans Moving into Sandwell
9.1
All children who are subject to child protection plans to other Local Authorities residing in Sandwell either temporarily or permanently must be recorded on LCS and the Safeguarding Unit (SGU) must be notified immediately.  The responsibility for notification is with the responsible LA, and notification should follow the West Midlands Child Protection Procedures (see below). 
10
The West Midlands Safeguarding Network 
10.1
The West Midlands Safeguarding Network outlines that the responsibility for a child subject of a child protection plan, and co-ordination of the interagency working, remains with the originating authority until the receiving authority’s transfer child protection conference has taken place.
10.2
If a child subject to a child protection plan is due to move to another local authority, the lead social worker (or other worker designated by the LA) must inform the following persons of the (proposed) move:  
· All other professionals involved in the case in the originating authority;
· The receiving Local Authority’s Children’s Social Care; 
· The LA Designated Child Protection Manager of the originating authority; and 
· The LA Designated Child Protection Manager of the receiving authority. 
11
Receiving in Conferences

11.1
All notifications of children moving from other Local Authorities who are subject to child protection plan must be sent to SGU whether the move is temporary or permanent.
11.2
When a request is received from other Local Authorities to transfer responsibility of a child subject to a child protection plan, to Sandwell, a receiving in conference must be arranged. 

11.3
The receiving worker must ensure that they are aware of the details of the family and current concerns. A transfer in conference must be arranged within 15 working days. Case responsibility lies with the originating authority until the conference has taken place.
12
Transfer of a Child in Need 
12.1
This section relates to children who are in receipt of services from other local authorities. 

12.2
Where a child and/or family in receipt of children's social care services from another local authority moves to Sandwell, it is the responsibility of the originating authority to notify SCT in writing of their circumstances and any ongoing need for services. 

12.3
The originating authority may retain case responsibility for a limited period unless a professional decision is taken to close the case, or the receiving authority agree in writing to provide a service prior to this date.

12.4
The originating local authority retains responsibility for costs of services identified in the CIN plan prior to the transfer.

12.5
The same process would apply if a child in need was to move from Sandwell to reside in an area covered by another local authority.
Appendix 1

Transfer Checklist - Supporting Documents
	No
	Document
	Date Completed

	1
	Contact completed
	

	2
	Referral completed
	

	3
	Address up to date
	

	4
	Child’s details including ethnicity accurate and recorded 
	

	5
	Family relationships recorded and linked correctly 
	

	6
	Organisational Relationships recorded and up to date
	

	7
	Telephone numbers recorded and updated
	

	8
	Single Assessment signed off 
	

	9
	Case Recording up to date
	

	10
	Plan on file and documents uploaded
	

	11
	Human Rights Assessment (where required) 
	

	12
	CSE screening tool completed (children 10 and over)
	

	13
	Care plan chronology up to date for each child 
	

	14
	Statutory visits up to date
	

	15
	Supervision records
	

	16
	All documents updated and uploaded 
	

	17
	Managers sign off
	

	
	For children looked after
	

	18
	Initial Court statement
	

	19
	Interim Court Care plan
	

	20
	Age assessment (where required)
	

	21
	Looked after child medicals 
	

	22
	CLA notifications
	

	23
	Legal orders
	

	24
	PEP
	

	25
	SDQ
	

	
	For children looked after 16+
	

	26
	Pathway plan assessment 
	

	27
	Pathway plan
	

	28
	LAC medicals 
	

	29
	SDQ
	

	30
	PEP
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