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CASE TRANSFER PROCESS BETWEEN TEAMS AND CHECKLIST
GENERAL PRINCIPLES AND PROCEDURES

When CiN identify a case where the plan is long term care or adoption, the CiN Principal Manager will ensure that CiCCL Managers are invited to the Care planning Meeting and the Legal Planning Meeting.  This ensures that there is as much continuity as possible, with all involved in the final planning, but also allows for appropriate negotiation on the transfer process, tasks and dates.

· If siblings are being transferred the expectation is that this is made clear and that plans/tasks are clarified in the Transfer Summary.

· Best Practice is that introductory visits to the child and family should take place prior to any transfer.

· The child/family and relevant agencies should be informed in writing of the change in Social Worker when a case is transferred.

· All case records should contain up to date case summaries and chronologies.

· Case responsibility will not transfer until all CareFirst records are fully up to date, with the transfer summary and the Case Transfer checklist/audit form completed by the Social Worker and signed by the Line Manager.
· The Transfer Summary should include clear contact and financial arrangements, dates of meetings arranged, Court dates, the last statutory visit undertaken and any agency commitments.

· Once a new worker is identified, a brief discussion should be held between workers to negotiate the timing of the transfer and to highlight any pertinent issues, particulary the dates of imminent meetings and reviews.

· Administration staff should be included in the transfer process.  It is the responsibility of both Social Workers to inform Admin of the date of transfer, ensuring that Care First has been changed and that financial arrangements are in place.  The receiving Admin person should print off the case that day and pass to the Line Manager to clarify that the case is now held by the new team.

· Carefirst must be amended, however no case can be assumed to be transferred by simply amending Carefirst.  All previous stages must be completed and The Safeguarding Unit notified of the change.

SPECIFIC DETAILS RELATING TO TRANSFERS BETWEEN CHILD IN NEED TEAMS AND THE CHILDREN IN CARE AND CARE LEAVERTEAM

In all cases where permanence plans are being made for a child to remain in care or be placed for adoption, discussion should take place between the Child in Need Team and the CiC & Care Leavers Team prior to the final care plan being developed or shared with others. This will enable discussion and agreement with the CiC & Care Leavers Team, in relation to appropriate long term planning including contact planning, direct work, support services and finance.  

In cases were adoption is the proposed care plan the CiN Team should notify the CiC and Care Leavers Team Principal Manager of the care plan once it has been confirmed at a care planning meeting and CiC review and is to be progressed for presentation to the Agency Decision Maker (ADM). A Social Worker from the CiC & Care Leavers Team will be identified and allocated as a co-worker to commence the Family Finding process once the ADM has agreed the plan of adoption.  The CiC  and CiN SW`s must meet to update the CPR prior to the case transferring as without a fully up to date CPR Family Finding cannot be progressed, as this is required to share information with the Prospective Adopters. The CiC SW will take responsibility for updating the CPR at this point once they have obtained the information from the CiN SW. The Child in Need Social Worker will retain full responsibility for the case until the Care Proceedings are concluded and a Care Order and Placement Order has been granted and the case will then transfer to the CiC & Care Leavers Team.
Where there are no proceedings ongoing, cases should be transferred from the Child in Need Team to the Child in Care Team at the point that a permanence plan for a child to remain in care is agreed at a CiC Review. This Care Plan should be formulated and agreed at a Care Planning Meeting prior to the four-month CIC Review.

The process for the transfer is that the Line Manager in the Child In Need Team will e-mail the Child in Care Team Principal Manager following the Care Planning Meeting being held.  Thus, prior to the four-month CIC Review a Social Worker should be identified from the Child in Care Team.  This worker will then attend the CIC Review and take case responsibility from that point.

In the case of Care Proceedings, the Child in Need Social Worker will retain responsibility until the proceedings are concluded.  

CASE TRANSFER CHECKLIST

	Worker Name:


	CareFirst No.:
	Child’s Name:
	DOB:


	FILE INFORMATION (To be completed by Social Worker or Manager)
	Done (()

	MY CLIENT Basic details recorded and up to date (E.g. Classifications: ethnicity, religion, DOB, correct current address, tel nos, school etc)


	

	Stat visits completed and authorised.  Management rationale for any gaps


	

	Observations up to date and Assessments (inc Pathway assessment where appropriate) completed

 
	

	CiC Placement Plan and Care Plan/Pathway Plan completed


	

	PEP completed where appropriate


	

	CPR Completed and saved on ESCR where relevant


	

	Final Court Order and any specialist reports (e.g. Psychological, ISW) saved to ESCR


	

	Completed and authorised Placement with Parent documentation (where appropriate)


	

	Transfer Summary authorised on Carefirst by Line Manager


	

	If applicable, financial information amended. BOP form completed as appropriate for CiC and authorised by Manager


	

	
	

	MANAGER’S AGREEMENT FOR TRANSFER

	
	Date:
	

	CLERICAL OFFICER TASKS
	Done (()

	All Scanning updated on Carefirst
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