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Herefordshire Council - Children & Families

Legal Toolkit
Version Legal Toolkit Version 2
Purpose To assist in social work practice through the PLO process.

Date signed off 20" June 2025

Date of next June 2026
review

Introduction:

The purpose of this toolkit is to act as an aid in supporting practice in respect of pre-proceedings and public law applications. Templates,
relevant information and guidance have been collated together to assist social workers through the pre-proceedings process, public law outline
process and private law.

How to use the Toolkit:

The toolkit list below includes template documents to be used through the PLO process including pre-proceedings, proceedings and private law
documents.

At the end of the table list are links to guidance and resources.
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LEGAL PROCESS
DOCUMENTS

No

Title

Context

Document

Guidance

Routes to Legal Flowchart

Guide to how to access
legal advice.

Legal flowchart

A phone call can be made
for urgent same day advice,
if not simply send an email
to the C&F email for duty
advice.

Process Guide- LGW

LGW referral documents

LGW TOR.docx

There is a single LGW
forum for all decision
making

Legal Gateway Referral Form

Template for LGW form for
social worker to complete
to book a slot at LGW.

New LGW form.docx

New LGW referral form
June 2025

S.20 Agreement

Template S.20 Agreement

s20 Agreement

s20 guidance

Leaflet for parents

Leaflet for children

PRE-PROCEEDINGS

No

Title

Context

Document

Guidance

Initial letter to parents- pre
proceedings.

Template letter to parents
to inform of
commencement of pre
proceedings.

Initial PLO letter to parents.docx

Agenda

PLO plan



https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/contacting-legal-flowchart%20final%20April%202025.docx
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Updated%20%20legal-gateway-terms-of-reference%20Final%20April%2025.docx
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Legal%20Gateway%20Form%20-%20June%202025.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/draft%20s20%20agreement.docx?d=wa2db91a63a4842b5aa4b593d18aa6560&csf=1&web=1&e=pXDKXY
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s20%20Guidance%2023.2.23%20Final.docx?d=w89ddfa79b47d486eb74c6f6ee72ab020&csf=1&web=1&e=HGvVzC
https://herefordshirecouncil.sharepoint.com/:u:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s20%20Leaflet%20for%20parents.pub?csf=1&web=1&e=cBZwH0
https://herefordshirecouncil.sharepoint.com/:u:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s20%20Leaflet%20for%20children.pub?csf=1&web=1&e=I5oh1Z
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/NEW%20PLO%20Letter%202025.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Agenda%20(FIRST)%20Meeting%20-%20send%20with%20Initial%20letter-%20Final.docx?d=w3d865eb28b5248ba995ca46450e11493&csf=1&web=1&e=kAcNRJ
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/PLO%20Plan%20-%2004.12.24.docx
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Letter should be sent with
the following attached
documents:

e Agenda

e List of local
solicitors

e Information leaflet
to parents

e PLO plan

List of solicitors

PLO leaflet

Consent Form

Consent Form for parents
to consent to GP records,
statements, reports.

PLO medical record consent
form

Alternative Carers

Form to be completed by
parents when putting
forward alternative carers.

Friends and family form of
those to be assessed

PLO Plan

PLO plan to be completed
through the pre-
proceedings process,
including minutes of all
meetings to be saved on
the child’s file. If children’s
services issue then
document to be filed with
initial application as
evidence.

PLO plan

This document is completed
by the social worker at the
beginning of the pre-
proceedings process and it
is sent as an enclosure with
the initial PLO letter.



https://herefordshirecouncil.sharepoint.com/:b:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/List%20of%20solicitors%20October%202023.pdf?csf=1&web=1&e=GKnYPG
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/PLO%20leaflet%20for%20families.pdf
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/PLO%20medical%20consent%20form.docx?d=wcfa7f19ffcac4a8181b6c6446349f74d&csf=1&web=1&e=mtflEN
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/PLO%20medical%20consent%20form.docx?d=wcfa7f19ffcac4a8181b6c6446349f74d&csf=1&web=1&e=mtflEN
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Friends%20and%20Family%20to%20be%20assessed%20form.docx?d=w904552e80c484ec58b3b5ecff100f4f8&csf=1&web=1&e=D1Ozcf
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Friends%20and%20Family%20to%20be%20assessed%20form.docx?d=w904552e80c484ec58b3b5ecff100f4f8&csf=1&web=1&e=D1Ozcf
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/PLO%20Plan%20-%2004.12.24.docx

OFFICIAL

9. | Letter Template- de-escalation Template letter to parents PLO de-escalation letter
for de-escalation of pre
proceedings.
10. | PLO minutes template PLO minutes template Template PLO Minutes - Dec | The minutes are completed
2024 by the legal team and sent
to social worker and team
manager for approval.
COURT PROCEEDINGS
No Title Context Document Guidance
11. | Letter Template- Issue Template letter to parents Letter informing parents of
for intention to issue issuing proceedings
proceedings.
12. | Initial SWET Template for social worker | Initial SWET
statement for ICO- make
sure chronology is included
if not on a separate
document.
13. | Initial SW Statement for EPO/Short | Template for social worker | Urgent SWET for abridged
Notice ICO statement when applying notice ICO or EPO
for EPO/Short Notice ICO
14. | Initial Care Plan Template for Initial Care Initial care plan
Plan to be signed off by TM
and HOS.
15. | Annex Documents Checklist Index | Annex Documents Index of checklist documents | Pre-proceedings checklist

Checklist Index

Annex Documents are the
documents specified in the
Annex to the Application



https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/De-escalation%20letter%20to%20Parent(s)Carer(s)%20-%20Final.docx?d=w068e5fce18674bdab5e32e71e42e765f&csf=1&web=1&e=XNLnb3
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/PLO%20changes%20Dec%202024/Template%20PLO%20Minutes%20-%20Dec%202024.docx?web=1
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/PLO%20changes%20Dec%202024/Template%20PLO%20Minutes%20-%20Dec%202024.docx?web=1
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Letter%20to%20Parent(s)Carer(s)%20informing%20of%20intention%20to%20issue%20proceedings%20-%20Final.docx?d=w888951748b7e4d5a8e2375e5108ef774&csf=1&web=1&e=WtbrxO
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Letter%20to%20Parent(s)Carer(s)%20informing%20of%20intention%20to%20issue%20proceedings%20-%20Final.docx?d=w888951748b7e4d5a8e2375e5108ef774&csf=1&web=1&e=WtbrxO
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Initial%20SWET.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Urgent%20SWET.docx?d=w33d7136561e2403db2bc9ef2c258ab94&csf=1&web=1&e=k4ySY4
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Urgent%20SWET.docx?d=w33d7136561e2403db2bc9ef2c258ab94&csf=1&web=1&e=k4ySY4
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Care%20Plan%20.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Index%20to%20checklist%20documents.docx?d=w85f73e1474714b449bf23ea904ff9aba&csf=1&web=1&e=bWpPIP
https://herefordshirecouncil.sharepoint.com/:b:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Pre-proceedings%20checklist%20guidance.pdf?csf=1&web=1&e=WwwhzQ
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Form which are to be
attached to that form and
filed with the court:-

e Social Work Chronology
e Social Work Statement
and Genogram

e The current assessments
relating to the child and/or
the family and friends of
the child to which the
Social Work Statement
refers and on which the LA

relies
e Care Plan
e Index of Checklist
Documents

16. | Parenting Assessment Template Template for parenting Parenting Assessment
assessment. template

17. | Sibling Assessment Template Template for sibling Sibling assessment template
assessment.

18. | Family Time Assessment Family Time Assessment Family time assessment tool Family time flow chart
Template

19. | Risk Assessment Template Risk Assessment Template | Risk assessment template

20. | Pre-Screening Viability Pre Screening Viability Pre-screening form
Template

21. | Witness Statement Template Witness Statement Witness statement template

Template for third party
witnesses/statement from
senior staff member.



https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Parenting%20assessment%20template.docx?d=we3014dbc4a6c42e38a4494e3e3932ba6&csf=1&web=1&e=vx4Vgv
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Parenting%20assessment%20template.docx?d=we3014dbc4a6c42e38a4494e3e3932ba6&csf=1&web=1&e=vx4Vgv
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Sibling%20assessment%20template.doc?d=w1588fbad48184b2f8ee615c1fa7ad049&csf=1&web=1&e=W8a9dq
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Family%20time%20assessment%20tool.docx?d=we278297a723042efa651e2faca70eb0c&csf=1&web=1&e=nLtAii
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Family%20time%20flowchart.docx?d=w88bf6d12b6a24f188be54239c3a8c02a&csf=1&web=1&e=3ugUy3
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Risk%20assessment%20template.docx?d=wb49eac2e0e29409fb72362c234d8d841&csf=1&web=1&e=VyH8T1
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Pre-screening%20assessment%20form.doc?d=w92d8d3a3265743a88ba306505055192d&csf=1&web=1&e=NTSaRy
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Witness%20template%20form.docx?d=wfd7c5a04f85442eb9f2a7c4a0afa6e7b&csf=1&web=1&e=p7UNws
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22. | Final SWET Template for final SWET. Final SWET
23. | Final Care Plan Template for Final Care Final care plan
Plan to be signed off by TM
and HOS.
24. | Supervision Plan Template for Supervision Supervision plan
Plan to be signed off by TM
and HOS.
25. | 16 week court timetable where 16 week plan where adoption
adoption being considered is being considered
26. | 16 week court timetable where 16 week plan where adoption
adoption not being considered is NOT being considered
DOLS
No Title Context Document Guidance
27. | DOLS Statement Template DOLS statement Template | DOLs statement template
28. | DOLS Checklist DOLS action plan DOLs Checklist
PRIVATE LAW
No Title Context Document Guidance
29. | s.7 Templates e s.7 Report
Template s/ report Guidance on whether

e s.7 Addendum
Report Template.

s7 addendum report

CAFCASS or LA prepare s7
report

Guidance on s7 report
drafting

s7 report drafting guidance
with domestic abuse
considerations



https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Final%20SWET%20Statement%20with%20Adoption%20Contact%20-%2003.04.2025.doc
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Care%20Plan%20.docx
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Supervision%20Order%20Plan%20Template%20-%2026.06.24.pdf.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/16%20week%20plan%20where%20adoption%20is%20being%20considered.docx?d=w2b5e823e09314e60be26d6e9d007e97f&csf=1&web=1&e=gqiMHY
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/16%20week%20plan%20where%20adoption%20is%20being%20considered.docx?d=w2b5e823e09314e60be26d6e9d007e97f&csf=1&web=1&e=gqiMHY
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/16%20week%20plan%20where%20adoption%20is%20being%20considered.docx?d=w2b5e823e09314e60be26d6e9d007e97f&csf=1&web=1&e=NOoBGb
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/16%20week%20plan%20where%20adoption%20is%20being%20considered.docx?d=w2b5e823e09314e60be26d6e9d007e97f&csf=1&web=1&e=NOoBGb
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Statement%20for%20DOLs.docx?d=wdb2e8937623140c7a0f18d5df3cc9e05&csf=1&web=1&e=Irn6qI
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/LGW%20-%20DOLs%20Checklist.docx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s7%20report.docx?d=wa4cb37574b78463f89bb0f1f2a9495c2&csf=1&web=1&e=CD4436
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s7%20addendum%20report.docx?d=w736ff76753564f4291cd8e69635cc81e&csf=1&web=1&e=gtc6B5
https://herefordshirecouncil.sharepoint.com/:b:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20whether%20CAFCASS%20or%20LA%20prepare%20s7%20report.pdf?csf=1&web=1&e=nGvJCx
https://herefordshirecouncil.sharepoint.com/:b:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20whether%20CAFCASS%20or%20LA%20prepare%20s7%20report.pdf?csf=1&web=1&e=nGvJCx
https://herefordshirecouncil.sharepoint.com/:b:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20whether%20CAFCASS%20or%20LA%20prepare%20s7%20report.pdf?csf=1&web=1&e=nGvJCx
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20of%20s7%20report%20drafting.docx?d=w6ad0e8372531492ab2579db68c2a4e5b&csf=1&web=1&e=JNdqCa
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20of%20s7%20report%20drafting.docx?d=w6ad0e8372531492ab2579db68c2a4e5b&csf=1&web=1&e=JNdqCa
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20s7%20report%20drafting%20where%20domestic%20abuse%20is%20involved.docx?d=w49ef035e5d784a86a716f14076158d9a&csf=1&web=1&e=nc6Pfc
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20s7%20report%20drafting%20where%20domestic%20abuse%20is%20involved.docx?d=w49ef035e5d784a86a716f14076158d9a&csf=1&web=1&e=nc6Pfc
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/Guidance%20on%20s7%20report%20drafting%20where%20domestic%20abuse%20is%20involved.docx?d=w49ef035e5d784a86a716f14076158d9a&csf=1&web=1&e=nc6Pfc
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1- Referral Form (use
LGW referral form
above)

2- Draft DCO
statement

3- DCO fast track
protocol

30. | s.37 Template s.37 Template s37 report When completing s.37 need
to check Court Order as
may direct other issues the
court want the report to
answer.

31. | First Report to Court This is a First Report Report for First Hearing with There is guidance on

Template introduced by the | Guidance 21.05.24 completion in red which
Private Law West Mids should be deleted upon
initiative in 2024 completion.
DISCHARGE CARE ORDER
No Title Context Document Guidance
32. | Discharge of Care Order DCO documents: DCO statement DCO fast track process
Documents

Links to Useful Resources

e Recommendations to Achieve Best Practice in the child projection and family Justice Systems — Interim Report - June 2019
Microsoft Word - * Interim report (final).docx (judiciary.uk)

e Best Practice Guidance: The application and case management — March 2021
Microsoft Word - Application and case management BPG report.docx (judiciary.uk)



https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/s37%20report%20template.doc?d=we626e82dbd2441c3ab70e1f173c45988&csf=1&web=1&e=KQ1fep
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Report%20for%20First%20Hearing%20with%20Guidance%2021.05.24.docx?web=1
https://herefordshirecouncil-my.sharepoint.com/personal/tess_burgess_herefordshire_gov_uk/Documents/Old%20desktop/Legal%20Toolkit/Report%20for%20First%20Hearing%20with%20Guidance%2021.05.24.docx?web=1
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/DCO%20statement.docx?d=w1d83abf4f4dc40e7b284e5c98067c43a&csf=1&web=1&e=v9989Z
https://herefordshirecouncil.sharepoint.com/:w:/r/sites/HC_CS_Legal_Services_Children/Shared%20Documents/PLO%20toolkit/DCO%20fast%20track%20process.doc?d=w1fdef56f066b43ada17e5fa3a35124f7&csf=1&web=1&e=VHi6AE
https://www.judiciary.uk/wp-content/uploads/2019/07/Public-Law-Working-Group-Child-Protection-and-Family-Justice-2019-1.pdf
https://www.judiciary.uk/wp-content/uploads/2021/03/Application-and-case-management-BPG-report_Clickable.pdf
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Best Practice Guidance: Support for and work with families prior to court proceedings — March 2021
Microsoft Word - Prior to court proceedings BPG report.docx (judiciary.uk)

Best Practice Guidance: Section 20 / Section 76 accommodation — March 2021
Microsoft Word - S 20 : s 76 BPG report.docx (judiciary.uk)

Best Practice Guidance: Special Guardianship Orders — March 2021
Microsoft Word - Special guardianship BPG report.docx (judiciary.uk)



https://www.judiciary.uk/wp-content/uploads/2021/03/Prior-to-court-proceedings-BPG-report_clickable.pdf
https://www.judiciary.uk/wp-content/uploads/2021/03/S-20-s-76-BPG-report_clickable.pdf
https://www.judiciary.uk/wp-content/uploads/2021/03/Special-guardianship-BPG-report_Clickable.pdf

