
CHECKLIST TO ENSURE PROCEEDINGS ARE READY TO ISSUE

This checklist is to be read in conjunction with the procedure and PLO guidance.

It is important to ensure that a properly evidenced and well informed application is placed before the court. 

While a lawyer will check that your evidence and statement is compliant with the PLO and suitably analyses the evidence available upon which the Local Authority’s case is founded it is not for the lawyer to add in paragraph numbers, check typographical errors, provide analysis, devise proposals for contact or otherwise write the statements. 

There are a large number of documents that are needed to issue a case. In cases that have been following a pre proceedings process this should not be onerous as the evidence should already have been shared with the lawyer at the advisory/pre proceedings stage. With short notice/emergency applications when time is of the essence it is often more tricky to prioritise this over seeking a placement/writing a statement/care plan etc

We have drawn up this list to help you and us navigate our way through this process – to make it efficient and streamlined and to help us to help you.

Unless otherwise agreed by the Duty Lawyer, Senior or Principal no case will be allocated to a lawyer for issue unless all of the necessary documentation required is sent through.

Documents necessary to issue your proceedings (all spell checked and sense checked by ATM/TM) Care Plans already discussed with AD in principle).
	DOCUMENT


	THINGS TO CONSIDER
	ATTACHED Y/N

	C110A

	· Have you completed all the sections? Legal will complete Section 6 “Grounds for the Proceedings”

· Are any addresses to be kept confidential?

· Surrey CC is the applicant – not the SW
· Has the timetable for the child been completed? Eg think of birth dates, LAC reviews, key education milestones

· Previous proceedings – have we all the info we need and is it on the form?
	

	Statement to include chronology (confined to last 2 years) and genogram
	· Is it the correct version (interim/final)
· Does it provide a proper analysis of the impact of the evidenced concerns on the child

· Can we evidence the assessment of parenting capacity

· Do we need an order – if so which one and why?

· Contact proposals – why recommend the level we are

· Do not cut and paste from CPCC reports – if overwriting make sure you have changed names and gender as needed

· Do make sure that only one version is being amended/worked on at any given time
· Re BS analysis of realistic placement options – make them case specific 

· Statement must be checked by a TM

· If separation is the plan is the statement clear about what the immediate safety risk is and have we detailed the alternatives (even if they are not our plan)
	

	Care Plan
	· This should be a plan for the child – not a document that repeats part of the statement or introduces evidence itself
· It is about the plan for how the child’s needs will be met
· Don’t forget parallel planning – adoption/family placement
· Don’t forget assessments we will undertake (parent and child)

· Don’t forget services for the child eg referrals for CAMHS, contact and support for family members

· If your care plan is separation you must have a placement available and referral made 
· Have we made sure we have looked at any possible kinship options in the short term? And if not suitable on an interim what about longer term?
· What is your contingency plan if the court don’t agree to your primary plan?
	

	List of key decision making documents (no older than 2 years unless we rely on it to support the fact the child is being harmed/is at risk of harm or that supports our plan)
	· Police 39/24s
· Health information eg LAC medical/Paed overview/enuresis report
· FGC

· C and F assessment
· Parenting Intervention Programme Modules from the Workbook
· Specialist Practioner’s (incl. FSW) assessments

· Written Agreements

· Reports from school, GP, HV – prepared for conference

· Judgments

· Risk assessments

· Probation reports

· MAPPA/MARAC mins

· CIN plans

· CPCC mins

· CAMHS

· PLO letter & PLO minutes
· Kinship assessments

· Parenting assessment (proposal and finalised)

· SEN statement

· Contact notes

· LAC Review reports

· Any expert assessments commissioned pre proceedings

· Reports from Agencies involved with parents – e.g. SADAS, I-Access, Freedom programme, Children’s Centre

· DNA/HST testing


	

	Letter of Issue

	
	

	Birth Certificate
	This is needed on issue or by first Case Management Hearing
	

	FGC/Notes from Family Network Meeting
	The date and outcome of this has to be recorded on the Case Summary for the first hearing.
	


The Lawyer will then check all the evidence and prepare the document the court needs which sets out the basis upon which the Local Authority says the child is suffering or likely to suffer significant harm (section 6 of the C110A). There needs to be specific evidence to support each contention – each concern needs to be backed up by corroborating evidence so it will not be possible to do this without all of the necessary documentation. The timescale for the legal team to issue a case is 10 working days unless a shorter period is required or a longer time agreed.
You will need to think about how you are going to serve the parents. Take the list of solicitors with you if they are not already represented. In planned cases it should not come as a surprise to parents.

Case summary and draft Case Management Order. You will need to let the lawyer know that you have made the necessary referrals to family & Friends and are clear about parallel planning requirements/timescales. Do you have a parenting assessment plan proposal (if not already underway)? If you want an expert – why? Remember it must be necessary.

