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1. Scope & Context   
 
1.1  The purpose of this protocol is to clarify the arrangements for all children and young 

people receiving a service from Sutton Children’s Services whose case is transferring 
between teams across the Service. Please note this document sets out to clarify transfer 
of case responsibility between teams and does not address the issue of request for 
service between teams.  Clarity on requests for service can be gained within local policy 
and procedures and the threshold document Continuum of Need.  

 
1.2 Sutton Children’s Services is constructed into locality and specialist teams such as LAC 

(Looked after children), Court, and LCT (Leaving care team) in order to provide an 
effective and deliverable service to vulnerable children, young people and their 
families.  Although every attempt is made to minimise changes in social worker and 
service for each child and their family, children’s individual and changing needs mean 
that different services may be required at different stages of the child’s journey.  It is 
therefore inevitable that on occasions, children’s cases will need to transfer between 
teams in order to respond to their changing needs.  It is in this context that it is essential 
for practitioners and managers to be clear about the transfer points and the processes 
which should be followed to ensure a consistent, effective, service for vulnerable 
children.  In transforming services for May 2018, the structure of teams will change. This 
should reduce transfer points for children, and additional support will be provided within 
locality models based on geographical distribution of the child’s home address, and 
locality teams will also contain early help aspects, and a multi-disciplinary approach. 
 

1.3 Transfers are always to be made in the best interests of the child, on their journey, and 
the overarching principle of this process needs to be one of being child focussed. Impact 
is to be minimal and transfers are to be seamless. 

 
1.4 The protocol focuses specifically on children in need as defined by the Children Act 

1989, including those who are looked after, those who have a child protection plan and 
those receiving services as outlined in section 17 of the Children Act 1989. Early help 
cases will also be managed within the service, where appropriate.  

 
1.5 The protocol covers the teams across Sutton Children’s Services who provide services 

to children and young people, including: 
 

- MASH (Multi agency safeguarding hub) – single point of access 
- The Referral and Assessment Service (RAS) 
- Family Support and Care planning Teams (FSCP) until the end of April 2018 
- Court Team 
- Families Matter until the end of April 2018, delivering the Troubled Families 

programme 
- 3 locality teams as of 1st May 2018 
- The Children with Disability Team (CWD) who have transitioned to adults services 
- Looked after Children (LAC) 
- Leaving Care Team (LCT) 

 
 
 
2. Principles 
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2.1 Transfer of cases will be conducted in a timely fashion, according to defined standards 

ensuring as much continuity as possible for service users.  The child's experience within 
the service should be the central concern. 

 
2.2 Transfer arrangements will always be mindful of the need to ensure the safety of 

children.  It is essential that good quality information is passed from the transferring team 
to prevent gaps in knowledge and to ensure that the welfare and protection of the child 
is paramount. 

 
2.3 Children, young people, their parents/carers and agencies, should be advised of any 

plans to transfer cases between teams.  Wherever possible, case transfer should include 
a handover meeting with the child/young person and their parent/carer.   

 
2.4 When cases meet the criteria for transfer, this should be treated as a priority, with every 

effort made to ensure smooth and timely transfer.   
 
2.5 At no point should a child subject to a child protection plan or a looked after child be left 

without an allocated social worker.  If difficulties are experienced in transferring cases 
between any teams due to capacity, this should be escalated to the relevant Team 
managers to resolve in the best interests of children. Should resolution not be reached, 
in exceptional circumstances, the case should then be escalated to the relevant Head(s) 
of Service for a final decision. There should be a named worker at the point of transfer. 

 
2.6 The Referral and Assessment service (RAS) will undertake first point of contact 

assessments and brief work with families. Any case open longer than 12 weeks (3 
months) in the assessment team will be audited. 

 
2.7 Family support and care planning teams (FSCP) will be focussed on any child at home 

on a plan, including  children subject to child in need and protection plans, step down 
CIN plans, PLO cases, and families with long term complex needs. This function will be 
taken over by Locality teams as of 1st May 2018 

 
 

2.8 The Court team will be responsible for care proceedings cases. 
 

2.9 The Looked after Children’s team (LAC) will support Privately fostered children up to the 
age of 16 , and Children in Care up until they are of an age to transfer to the Leaving 
care team (LCT) – leading up to their 16th Birthday and at a point most suitable for the 
Young person. Preparations should commence after the Looked after Childs 15th 
birthday. 

 
2.10 The Leaving Care Team (LCT) and LAC team will work closely together to ensure a 

smooth transition before a young persons 16th Birthday.  
 

 
2.11 Where the child has complex health needs or disabilities which meet the criteria for 

specialist provision, the whole journey and service provision will be managed by the 
Children with Disabilities Team (CWD). If a family is being assessed for child protection 
issues, and the disabled child is part of that family group, then usual services will hold 
the case, but refer to the CWD for specialist input. If the child is already known to the 
CWD, and Child protection matters arise, the CWD will continue to hold that case and 
follow all processes, without transferring to another team. 
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3. Transfer points  
It is the transferring teams responsibility to ensure the file is in order prior to the transfer.  
 
Children in Need  
 

3.1 Child and Family  Assessments will be completed by the Referral and Assessment 
Service within 10 to 45 working days of receipt of the referral. 

 
3.2 If the Child and Family assessment recommends continued support and services to 

the child, a Child in Need or TAF Planning meeting should be convened. The 
appropriate locality team should be invited to that CIN/TAF meeting, and the meeting 
should serve as a natural handover/transfer point to the FSCP teams, or the 
appropriate locality team as of 1st May 2018. The post code of the childs home will be 
the determining factor regarding which team the case should be allocated to. Where 
the child is disabled and meets the eligibility criteria for that service, the case should 
transfer at the CIN/TAF meeting as with other teams. .Non attendance of these 
meetings will not deter the transfer taking place. 

 
 

3.3 If the assessment concludes that there is no role for Children’s Services then 
consideration should be given to whether there is a role for family intervention through 
early help and preventative services. This could include a referral for a Family group 
conference, referral to the Early Help Panel or a referral to Children’s centres. In 
addition, serious consideration should be given to the role of partner agencies as the 
lead professional. 

 
MASH and the 3 month rule 
 
If it’s apparent that a case was closed to a team within 3 months, MASH will identify the 
reason for the contact, take a brief action themselves, or if it is decided that further 
assessment is required, will have the conversation with that most recent team. The 3 
month date should be taken from the date of closure. All actions should be proportionate 
and in the best interests of the child. Good practice determines that the team involved in 
receiving the 3 month rule will take appropriate actions. 

 
 
Child Protection  
 

 
 All section 47 enquiries on new referrals, of cases not previously known to Sutton 
Children’s Services or cases closed for more than 3 months will be undertaken by RAS.  
For open cases, these will be dealt with by the holding team, that the case is open to or 
was last open to, and will include investigations on any siblings living in the family home 
who are not open. The 3 month date should be taken from the date that the case closed. 

 
 

3.4 If the child is eligible for services from the CWD team, then this team will undertake the 
section 47 enquiry. 
 

3.5 If the case progresses to Child in Need following the completion of the section 47 
enquiry, a Child in Need meeting should be convened (preferably within 10 days of 
completion of the assessment) and arrangements made to transfer the case to the 
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appropriate receiving team (as discussed above).  The assessment must be completed 
by the allocated RAS social worker (as part of the section 47 investigation) before 
transfer takes place. The CIN meeting will produce a clear plan for the family and 
receiving team to work on. The incoming team will be responsible for the minutes and 
the plan. 
 

3.6 Upon completion of the section 47 investigation, should the concerns be substantiated 
and the child is considered being at risk of harm, then an Initial Child Protection Case 
Conference will be convened within 15 days of the Section 47 strategy meeting at 
which the decision was made to proceed to ICPC. 
 

3.7 If, following an Initial Child Protection Conference, the child becomes subject to a child 
protection plan; the case will be transferred to the FSCP team at the first core group 
meeting, which must be held within ten working days of the Initial Child Protection 
conference.   Once we move to locality model working in May 2018, the case will 
transfer at the ICPC. A nominated Social Worker or Manager from the FSCPT must 
attend this meeting to facilitate a smooth transfer.   The assessment must be completed 
by the RAS social worker (as part of the section 47 investigation).  
 
 

3.8 If, following an Initial Child Protection Conference, the child does not become the 
subject of a child protection plan, a Child in Need plan should be drawn up at the 
conference.  A Child In Need meeting should convened within 10 days and the 
receiving Team should be invited to attend the meeting to enable smooth transfer of 
the case. Once we move to locality model working in May 2018, the case will transfer 
at the ICPC.  
 

Section 7 or Section 37 Reports  
 

3.9 Requests from the Court for Section 7 or 37 reports are undertaken by the Referral 
and Assessment Service if it is a new referral, or by the relevant team if an open case. 
The relevant team will then attend court to speak to their assessment if required.  

 
 
Relinquished babies  

 

3.10 For new referrals of a relinquished baby, RAS should refer these to the Adoption Team 
for consideration of a joint assessment.  If the Assessment concludes that the plan is 
for the baby to be relinquished, the case should be transferred to the Looked After 
Children Team/Adoption Team for allocation.  

 
3.11 Private Fostering 

 
3.12 All referrals in respect of Private Fostering Arrangements are received by RAS.  As 

soon as the RAS duty manager establishes that these cases meet the criteria as 
Private Fostering Arrangements, the case will be allocated to a RAS social worker to 
undertake the appropriate assessment and checks.  Once these are completed, the 
regular process for transfer to the Looked After Children (LAC) Team is undertaken.   

 

Preventative services involvement at case closure  
 

3.13 There will be occasions when a decision is made that a child no longer needs 
intervention from Children’s Services, but does have additional needs and requires 
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ongoing services and support.  The Child in Need Meeting should give appropriate 
consideration to the need for ongoing support through the wider preventative and 
universal services. An early Help panel referral may be appropriate. Highlight to 
schools that step downs to them and other professionals to take on the Lead 
professional role will be required for TAFS (Team around the Family) as defined in 
point 3.3 

 
3.14 If this need is identified, the concluding Child in Need Meeting should be used to 

transfer (Step Down) the case. Therefore the relevant agencies need to be invited to 
any such meeting in order to ensure clarity and a smooth transition out of statutory 
services. 

 
3.15 At the final Child in Need meeting: 

 

 The Team Around the Child approach should be explained to the family and explicit, 
informed consent secured. 

 The members of the team around the child should be agreed.   

 A lead professional from the preventative or universal services should be identified 
to continue to co-ordinate the action plan. 

 An action plan should be agreed to build on the strategies used during the Child in 
Need process and a date set for the first Team Around the Family (TAF) review.  The 
lead professional will then ensure that any other practitioners that need to part of the 
TAF review are included.   

 This should be recorded in the Child in Need Meeting minutes and recorded on 
MOSAIC under the child’s plan, which will be disseminated to all parties along with 
the minutes of the meeting within 10 working days. The lead professional then takes 
this plan forward with other agencies. 

 

Transfer of child Protection cases from other local authorities  
 
3.19 If Sutton Children’s Services are notified of a child subject to a child protection plan by 

another Local Authority that has moved into Sutton, the Multi Agency Safeguarding Hub 
(MASH) Team Manager is responsible for negotiating transfer.  This includes making 
contact with the responsible Local Authority and ensuring the case meets the criteria for 
transfer across local authority boundaries (in accordance with the guidance set out in 
Working Together and the PAN London Procedures).  Once a decision has been made 
that the criteria have been met, transfer should be arranged to take place within 15 
working days. MASH to liaise with Safeguarding business support and the receiving 
Locality team.   
 

3.20 The case will then be transferred to the FSCP team, or post May 2018, the relevant 
locality team.  The Duty Manager or representative  from FSCP or locality team should 
attend the Transfer-In conference and take case responsibility at that point. 

 
3.21 If the child is made the subject of a child protection plan, or a Child in Need Plan, the 

Team Manager/Duty ATM will allocate a social worker at that point.  
 

 
Transfers to Court team 
3.22 Children who become Looked After by way of Care Proceedings initiated by RAS will 

transfer to the court team at the first Court Hearing. The court team will manage cases 
going through proceedings.  
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3.23 Should a child held within a locality team, enter into proceedings, a court team social 
worker will be allocated at the first hearing.  

 

3.24 Should the child remain at home during proceedings then the court social worker will 
work collaboratively with any identified members of the Locality team.  

 
3.25  Following the initial care proceedings hearing (not EPO's) the case management of 
         any court direction will be the responsibility of the court team. A worker or manager  
         from the court team may not be able to attend that initial hearing however any 
         directions made within that initial hearing will be passed over to the court team       
         managers immediately for them to action.  
 
        This will have no change to our current transfer process. The case still needs to go on  
        the transfer list and audits need to be undertake. All remaining responsibilities for the  
        case remain with the team until transfer is completed to the court team.   

 
Looked After Children  
 
3.25 If a child is accommodated under section 20 by RAS, arrangements will be made for the 

case to be transferred to the receiving team at the first Looked After Children Review 
(20 working days post becoming LAC). If returning home, the case goes to the relevant 
Locality team. 
  

 
3.26 Looked After Children cases will transfer to the relevant Team, dependent on the child’s 

situation, e.g. most children will transfer to the FSCP Team, but a disabled child who 
becomes Looked After and who meets the criteria for a service from CWD, will need to 
transfer to the Disabled Children’s Team. 

 
The allocated RAS Social Worker must complete the Assessment, all    LAC documents 
and the care plan must be determined and written up on MOSAIC  prior to the first 
review.  The allocated social worker and the receiving manager should attend the 
review.  The normal transfer process will apply. 

 
Unaccompanied Asylum Seeking Children 
 

All referrals relating to unaccompanied Asylum Seeking Children aged 16 and above 
are automatically referred to the Leaving Care Service at the point of referral.  This 
service is responsible for managing all assessment and support services required for 
this group of children young people. 
 
Where a child is below the age of 16 and is believed to be an unaccompanied asylum 
seeking child then RAS will be responsible for completing the age assessment and 
assessment.  If the child becomes a looked after child then the normal transfer process 
will apply and the case will transfer to the LAC team. 

 
Leaving Care  
 

 If a child remains looked After at the time of their 15th birthday, the relevant Team 
Manager should notify the Leaving Care Service of this and arrangements should be 
made to facilitate smooth transfer to this service at the LAC review when the young 
person is  15 ½ .  It is essential for young people to be consulted and kept informed 
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about any plans for a change in allocated social worker and for transfer to the Leaving 
Care Service.   

 Young people aged 16 and older who have presented as homeless and were 
accommodated as S20 within 72 hours as for other children in care 

 Young people aged 16 and older entering care 

 Care leavers who are 18 years and older 
 
 
4. Transfer Standards 
4.1 To enable effective transfer of a case, the allocated social worker must ensure that the 

following actions have been taken: 
 A transfer summary should be produced for any case transferring, 

setting out the updated case information and highlighting key issues 
 All case recording is up to date, including an updated chronology, 

contact records, records of visits (CIN,CP,LAC); LAC paperwork, 
Statutory Review etc 

 All case recording on MOSAIC must be complete 
 Supervision records should be up to date (case should show that the 

allocated worker has had regular supervision in accordance with 
Sutton’s Supervision Policy)and recorded on MOSAIC: 

 A copy of all current Legal Orders are included 
 In the case of a child Looked After (on a Care Order under Section 31of 

the Children Act 1989) a copy of the birth certificate will be retained, or 
(for children Accommodated under Section 20) will have been 
requested 

 Updated child plan 
 Initial Impact tool 
 Pen picture of the child/young person 
 For children aged 11 years and over, a CSE risk assessment 
 Financial agreements should be up to date and recorded on the transfer 

record. 
 

5. Transfer Procedures   

5.1 The decision to transfer a case should be taken by the team manager or supervising 
manager and should be recorded on the child’s record on MOSAIC. 

 
5.2 All cases transferring should meet the transfer and recording standards set out in 4.1.  

Central to this process is the completion of a transfer summary and checklist, including 
a pen picture of the child (see appendix 1 for template). For those cases where an 
assessment is over one month old, setting out the updated case information, including 
important dates and urgent actions that may need following up on. Summaries must be 
signed off by the team manager or the supervising manager.   

 
5.3 The Transfer Meeting will be held weekly.  Team Managers will be responsible for 

timetabling these and ensuring attendance.  The meeting will be attended by Team 
Managers from the sending and receiving teams.  All teams should identify an ATM to 
deputise for the TM if required.  Transfer meetings take place on Thursdays.  It is 
expected that transfer summaries are completed by 4 o’clock on the previous Tuesday.   

 

http://www.proceduresonline.com/southwark/chapters/pr_transfer_teams.htm#tran_cases#tran_cases
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5.4 It is the responsibility of the originating team to ensure that all actively involved agencies, 
professionals and family members are notified in writing of the case transfer, the name 
and contact details of the newly allocated worker and team.  

 
5.5 Prior to transfer, the case file on MOSAIC should be quality assured by the supervising 

manager, ensuring that all records are up to date and that the case complies with the 
practice standards as set out in 4.1.   Should the receiving Team identify missing 
information, assessments or other work, any remedial work must be undertaken by the 
originating team within 5 working days.  

 
 
Update May 2018 – Three Month Rule  
 

5.6 Three Month Rules will be subject to management oversight to make a decision on 
next steps.  

 
5.7 Where a simple call, or letter is required, this will be completed in the MASH and 

referral will be put through the normal processes ( likely to be those ragged as 
Blue/Green)  

 
5.8 Where it is felt that a Manager or worker more familiar with the case are better placed 

to respond to the nature of the referral this will be passed back to the team for action. 
(Likely to be those ragged as Amber or Red).  

 
5.9 MASH managers will have a conversation with the managers in the locality to advise of 

the decision around the three month rule and why it is being sent back to the team for 
consideration/Action.  
 

5.10 The contact will then be forwarded on Mosaic in the normal way.   
 

5.11 In MOSAIC, the Three Month Rule Referral can now be sent to the following teams : 
 

 Blue Central Locality 
 Court Team [fscp] 
 Disabled Children’s Services 
 Green West Locality 
 Leaving Care 
 Looked After Children 
 Red East Locality 
 Referral & Assessment Service 

 
5.12 The three month rule period is counted from the date the case is closed. 

 

  
  

6. Contingency planning  
 
6.1 Requests to suspend any aspect of this protocol due to localised pressures such as 

capacity should be made in writing to the relevant Team Manager and brought to the 
attention of the Head of Service.  Any decision to deviate from the protocol must be set 
out in writing clarifying how it will impact on the transfer protocol and what actions are in 
place to mitigate any potential risk.  It is essential that this action is taken.   
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 Appendix 1 
 

Case Transfer between Sutton Children’s Services Teams- the Detail 

Between MASH and the rest of the service 

MASH are to transfer: 

 all early help referrals directly to Locality teams after 1st May 2018 – this includes all 
referrals previously intended for the Families Matter team (Troubled families 
programme) 

 Cases transferring in from other boroughs on CP plans, directly to the relevant 
Locality team 

 Complex Ambers and Reds to RAS for assessment 

 All new S47’s directly to RAS 

 All 3 month rule cases, as previously discussed, where it is clear that additional work 
is required, to the relevant team 

 Cases meeting the criteria of Children with Disability team, to the CWD. 

 UASC over the age of 16 to the LCT 

 Private fostering cases to RAS 

 

Between Referral and Assessment Service and Family Support and Careplanning 
Team (Locality teams after 1st May 2018) and Court team 

The following cases are to be transferred: 

 Children who have become subject to a Child Protection Plan after a Section 47 
investigation leading to a initial child protection conference, the transfer will take 
place at the first core group meeting; but post 1st May 2018, the case will 
transfer at the ICPC 

 Where a child is made subject to a pre-birth child protection plan the case will 
transfer at the pre-birth conference. This should be at the earliest opportunity 
following the completion of the assessment; 

 Where children are subject to care proceedings: at the Initial Court Hearing to the 
Court team; 

 Where a child also has a LAC status, RAS or holding team to complete all LAC 
paperwork for the first LAC Review; 

 If the young person needs to be looked after under Section 20 C.A.89 for a short 
period of time the Locality team will work with the young person and their carers to 
rehabilitate him/her home, and will undertake an assessment to determine any 
additional needs. 

 Where the case is likely to remain accommodated beyond the first review this will be 
transferred to the FSCPT/locality team at the first review.  

 NRPF – if in borough, assessed in RAS (Home office support) then transferred to 
Locality teams (if placed out of borough, locality teams have rota for allocation) 

 If in RAS, and goes into proceedings where outcome is ISO (Interim supervision 
order) the court team to work with the relevant Locality – when the LA careplan is for 
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an ISO, they (the Court team ) will alert the relevant locality team at the point of filing 
final evidence and careplan. 
 
 Between Referral and Assessment Service and Looked After Children 

The following cases are to be transferred: 

 Where children have been relinquished by their parents at birth, they can be 
transferred immediately after they become looked after; 

 Where children are looked after under section 20 of the Children Act 1989, and are 
unlikely to have returned home within 28 days,  

 Private Fostering cases where the placement is assessed as meeting the child’s 
needs. 

Between Family Support and Careplanning (FSCP) Team (Locality teams) and Looked 
After Children Team 

The following cases are to be transferred: 

 Where care proceedings have been completed and the plans for the child involve 
permanency through either a planned return home, long-term foster or residential 
care, kinship care, or adoption - Cases should transfer at point of conclusion of care 
proceedings. Six weeks before the final hearing there should be a pre-transfer 
discussion between managers and planned handover of the case; 
 

Between looked after children team and leaving care team 

Leaving Care 16+ Service Case Transfer Procedures  
 
Preparing for leaving care 
 
It is Sutton’s policy that preparations for helping care leavers make a successful transition to 
adulthood should begin as early as possible and should be incorporated into the LAC care 
planning process for the young person.  
 
The main aspects of preparing for independence are ensuring that plans are in place to give 
young people the opportunity to achieve and enable them to: 
 

 build and maintain relationships with others 
 

 develop their self-esteem including their emotional resilience 
 

 learn practical and financial skills and knowledge. 
 
The procedures set out here describe how the LAC and 16+ teams, in conjunction with the 
multi-agency network, will achieve these aims. 
 
Transfer to the Leaving Care 16+ Service 
 
Transfer to the Leaving Care Service is the responsibility of the allocated LAC social worker 
and should begin when the young person reaches 15½. Preparations for transfer should be 
discussed and agreed at the statutory LAC review nearest the young person’s 16th birthday 
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with formal transfer of case responsibility occurring as close to their 16th birthday as 
possible. 
 
Timetable for transfer 
 
The tasks below that need to be carried out by the allocated LAC social worker and the 
leaving care service: 
 

 LAC social worker Leaving Care 16+ Service 

As the young 
person 
approaches 15½ 

 

 Apply for the young person’s 
national insurance number 

 Where relevant, ensure any 
Home Office documents are 
available 

 Ensure young person has a 
passport 

 Discuss continuation of foster 
placement with Fostering 
Team 
 

 

LAC review at 15½ Discuss and agree timetable for preparation for leaving care including the 
start of pathway plan episode on MOSAIC of which includes the needs 
assessment and pathway plan in one document. 

After the LAC 
review 

 

 Contact 16+ to discuss 
transfer and ensure a 
representative can attend the 
next LAC review 

 Ensure 16+ team has a copy 
of an up to date chronology 

 Complete the 16+ referral 
form and risk assessment 
and send to the 16+ team 

 

 Assist with pathway needs 
assessment and pathway plan 

 On receipt of referral, check young 
person’s eligibility 

 Acknowledge receipt of referral in 
writing, including any further work 
needed by the LAC social worker 

 Allocated 16+ worker to attend next 
LAC review 
 

LAC review 
closest to young 
person’s 16th 
birthday 

 

 Agree timetable for formal case transfer and allocation to 16+ social 
worker 

 Ensure pathway plan is in place 

 LAC social worker to ensure all documents are handed over to 16+ 
social worker 
 

 
 
Documents and tasks to be completed by transfer - checklist 
 
The following are the responsibility of the LAC social worker: 
 
ICS and MOSAIC records  
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All records must be up to date in accordance with the division’s recording and transfer 
policies. In particular, the following must be completed: 
 

 transfer summary 

 placement information record 

 chronology 

 Personal Education Plan 

 Health Plan 

 records of statutory visits. 

 all MOSAIC workflows completed 
 
Other documentation 
 
LAC social workers should ensure that the young person has the following documents and 
be aware of where they are held: 
 

 Passport  

 National Insurance number 

 If the young person is an unaccompanied asylum seeking child, any Home Office 
documents relating to their immigration status. 

 
 
 

 

 

 

 
 
 
 

 
 

 
 

 
 
 
 
 

 


