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PRACTICE GUIDANCE


1. SSW’s should check with their TM in the first instance to see if they need to book in the AHR or if this will be completed by an Annual Review Officer (ARO). The ARO will liaise with the TM directly around which Reviews they will be completing.
2. If this is being completed by the SSW, they will continue to conduct the Review in the usual way, but using the new AFHR forms. SSW’s will be responsible for gathering the feedback for the Review where they are completing the AHR. Please refer to the ‘Annual Reviews – ADM sign-off guidance’ to follow the existing process where SSW’s are completing Reviews. 
3. If the ARO is completing the Review, the ARO will contact the foster carer directly to arrange this after consultation with the TM. The ARO will check the SSW’s calendar to check their availability for a meeting and will book in meetings where there is availability. Therefore it is essential that SSW’s keep their calendars up-to-date. 

4. Once the date is agreed between the ARO and foster carer, the ARO will send the date of the AHR meeting to both the SSW and TM. There is an expectation that the SSW prioritises attendance at the Review, and in some instances it may be appropriate for the TM to attend the Review also. 
5. On the same day as notifying the SSW and TM of the date of the Review, the ARO will send the SSW report to the SSW to complete, copying in the TM. The ARO will stipulate in the email when the deadline date is for return of the SSW report complete with TM’s comments. There is a deadline of 7 working days from the ARO sending the SSW report to the SSW and TM, to the completion of the SSW report. 
6. The SSW then emails the completed report to the TM along with additional required documents (Health and Safety check, Unannounced Visit, Change of Approval in last 12 months, Personal Development Plan, and last Annual Home Review).  

7. SSW opens the Annual Review worklist on Eclipse using start date they sent the Annual Review email to their TM.

8. SSW reassigns the Annual Review worklist to their TM

9. The TM then has 3 working days to add their summary and recommendations to the report. 

10. Once this has been completed, the TM uploads this to Eclipse, including the email with all the documents attached.
11. TM re-assigns the Annual Review on Eclipse to the ARO undertaking the Review
12. The ARO will need at least an additional 3 working days after the completion of the report to read through and prepare for the Review. Therefore, there will be at least 14 working day’s notice between booking the Review and holding the Review. 
13. It may sometimes be necessary to re-arrange Reviews but this should be under exceptional circumstances rather than a general rule. 

14. The ARO is responsible for obtaining feedback for any Reviews that the ARO conducts. This will include the views of the child, the child’s social worker, any children who foster, adult household members and support persons, and any other professionals whose views would be pertinent to the Review. 
15. Once the Review has taken place, the ARO will be responsible for completing the annual Review report form. 
16. When this has been completed, the ARO will send this to the TM and Di Brady (HoS)

17. The ARO will upload the annual Review report document to Eclipse, as well as any written feedback from the child, child’s social worker, any children who foster, adult household members and support persons, and any other professionals whose views would be pertinent to the Review. 

18. Hamant will update Tracker and Spreadsheet 

19. The tracker will be sent to Jesse and will highlight the Reviews due

20. Jesse (ADM) completes the ADM part of the process to outline the ADM decision.

21. Jesse (ADM) completes the ADM decision form and uploads to Eclipse (case note)

22. Jesse (ADM) completes the letter for the Foster Carers – who adds to Eclipse and gives to Hamant who will pass to Business Support (Saima) to add to Eclipse.

23. Jesse (ADM) uploads letter to Eclipse (case note)

24. Jesse sends e-mail to TM/Worker and Hamant to confirm process is complete.  

25. Hamant.to update the Tracker

26. Hamant to send Di update Tracker on 1st month along with updated spreadsheet
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ANNUAL HOME REVIEW (AHR) PROCESS GUIDANCE  
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