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	Prior Involvement from point of 
becoming looked after family finding to SHOPA
	CLAR – Children Looked after Review 
– at second review post becoming looked after
	SHOPA to placement order

	Case Progression Manager  
 
	CCSW
	Family finder
	ASW 
	IRO
	IRO
	CCSW
	CAA SW
	CAA PM
	ADM
	CCSW
	CPM
	CAA SW
	Family Finder

	● Consider permanence options case progression manager receives CLA list- makes contact with the ASW to discuss twin tracking and possible options.

● Hold permanence clinics every two months in each locality to discuss twin tracked cases 

•Chair placement planning meeting within five working days of child being placed if concurrent placement agreed 
	● Consent for adoption medical

● Apply for M&B

● Apply for birth certificate

● Complete sibling assessment

● Consider suitability of concurrency.

● Make appropriate referrals for viabilities  in order to rule all suitable family and friends out 

● Attend Permanence clinic to review cases which are being twin tracked

● Complete Reg 25a paperwork if a match is made for a concurrent placement in conjunction with ASW to be approved by senior manager 
	•Arrange matching meeting if  concurrency are suitable 
	• Complete Reg 25a paperwork if a match is made for a concurrent placement in conjunction with ASW to be approved by senior manager 
	● Inform CAA re care plans of adoption cases in order for family finder and CAA SW to be allocated

● Considers suitability of F4A or concurrency and informs R&A 
	● Ratifies plan

● Monitor progress of LSB

● Recommend SHOPA if appropriate 

● Checks Re BS

● Checks adoption medical

● Monitor completion of siblings assessment

● Consider recommending referral re ASF and or SCAYT+
	● Progresses LSB

● Completes CPR

● Ensure adoption medical completed

● Complete Placement Order Report

● Book time slot for ADM consultation within 6 weeks from date of CLAR ratifying plan of adoption

● Share decision re CLAR with birth parents within 2 days of CLAR verbally & 5 days in writing

● Ensures LCS is up to date

● Keep Case Progression manager informed of progress of the case   

	● Family finder attends CLAR
	● Allocate social worker as adoption social worker and allocate family finder
	● Recommend support to birth family via referral to PAS 

● Ensure guidance for birth 
parents has been issued  

● Recommendations regarding changes to CPR 
	● Present case to ADM consultation

● Share CPR with birth parents within 2 days of SHOPA verbally and 5 days in writing

● Amend CPR following ADM consultation within 5 days of SHOPA

● Ensure photo are available for LSB

● Make a referral to PAS within 5 days of SHOPA

● Progress any CICA or RHA claims if recommended at SHOPA stage

● Ensure LCS up to date

● Lodge placement Order report & final evidence

● Attend pre-matching meeting, consider if F4a is suitable. 

● Visit child with allocated CAA worker within 2 weeks from SHOPA

● Arrange contact planning meeting 5 days prior to submitting final evidence

• Keep case progression manager informed of progress of the case 
	•CPM to track all cases at point of SHOPA to reduce drift and delay. To ensure that early permanence options are also explored if appropriate. 
	● Support discussions re reductions in contact
	● Track SHOPA referral to NAR (3 months post SHOPA)

● Apply for out of county funding for complex children not matched as soon as identified no in house matches available or likely to be available

● Liaise regarding the possibility of concurrent planning or F4A

● Organise pre – matching meeting within 5 days from SHOPA

● Attend profiling meeting

● Complete profiling form and profile within 5 days of meeting

● Discussions with R&A re matching

● Prepare family finding strategy for all children not matched at 2 weeks from placement order within 2 days

● Review timescale re adoption medical and action if not up to date

	
	
	 
	 
	
	
	
	
	 
	
	
	 
	
	


	
	
	
	
	
	

	
	
	
	
	
	

	Placement order granted to match selected

	CCSW
	Family Finder
	CAA PM/ 
Case Progression Manager 
	CAA SW
	ASW
	IRO

	● Finalises LSB up to point of placement order within 5 days of order granted

● Update CPR up to point of placement order within 5 days of order granted

● Update LCS  up to point of domestic adoption family finding within 5 days of placement order

● case to transfer to the CAA within 10 days of receiving the placement order. 

● Inform birth parents of placement order decision within 2 days verbally and 5 days in writing
	● Record case notes for any adoptive families considered but not progressed to matching meeting

● Potential matches identified followed by matching meeting up to a maximum of 3 matches within 2 weeks from placement order

● Share CPR and medicals within 1 day of decision with ASW

● Start preparation of new family and moving on with a child (not family specific)


	● Review matches and chair matching meeting with ASW, Family finder and CAA SW and agree most suitable match

● Ensure all documents up to date at point of placement order

● Allocate case as allocated worker within 2 days of all paperwork being completed.   Escalate if needed

● Review any children not yet matched at timescale of matching meeting with TM

● Review family finding strategy within 2 days of submission

● Review all timescales and ensure no delay 

● Check all actions completed from minutes of SHOPA and P/O

● Ensure CAA SW priorities any outstanding actions from SHOPA / CPR
	● Attend matchings weekly
Update LCS or identified match within 2 days of meeting

● Notify ASW of matches within 1 day of decision

● Attend visit to adopters with  and complete Adoption Placement Report (APR)  within 5 days of match being agreed

● Book panel slot 6 weeks from matching meeting

● Send for update to Medical adviser

● Consider application to ASF and action if needed

● Track and action any reviews of adoption medical
	● Share CPR and medicals with adopters with 1 day of decision

● Finalise matching process within 5 days of matching meeting. This can be extended on the request of the adopters for a further 5 days 

● Initial visit to adopters with CAA worker within 5 days 
	● Review CLA with normal timescales as well as according to Reg 36 of adoption regulations

	
	
	
	
	
	


	Progressing 
match to Placement
	
	Placement to order
	Placement order to alternative plan

	CAA SW
	ASW
	CAA PM
	
	CAA SW
	ASW
	CAA PM
	CAA SW
	CAA PM

	● Facilitate F/C adopter visit within 5 days of initial visit to adopters, during this visit agree a bridging plan

● Prepare linking paperwork within 5 days from initial visit including APR; PR; Post Adoption Support Plan & ASF

● After linking paperwork is submitted, continue preparation with child ( non-family specific) 

● Arrange pre-linking meeting within 5 days of linking paperwork has been shared with adopters

● Arrange duty Chair for APP Meeting

●Send bridging plan to chair of APP meeting confirm to all parties when finalised 

● Submit to panel

● Submit support plan and CPR + linking paperwork to ASSA if out of county placement  before pre linking meeting

● Attend panel

● Update LCS

● Undertake general preparation of adoption with the child in conjunction with the foster carer and SSW.  Foster carer to reinforce any preparation work undertake

● Arrange Life Appreciation Day if necessary 

•Arrange bump into meeting/s if appropriate 
	● Support adopters to complete their section of the match

● Attend foster carer adopter visits

•Complete health and safety check prior to child being placed 

● Attend panel

● Ensure welcome book is complete

● Support adopters to liaise where  needed with the Medical Advisor
	● Review linking paperwork

•Chair Bridging preparation meeting and subsequent  APP and review APP meetings 
	
	● Take welcome book out and start more specific preparation with child after ADM received

● Advise F/C on preparation techniques

•Attend bridging preparation meeting 

● Start introductions 1-5 days after welcome book has been shared, dependant on age of child

● Attend APP meeting on day of introductions, finalise bridging plan

●Attend review APP meeting 

● Midpoint review during bridging
 
● Liaise with provider RE ASF to inform Re bridging dates

● Update LCS

● Complete placement plan

● Complete statutory visits  

● Place child and sign paperwork

● Submit adoption application with ANNEX A 10 weeks after placement

● Attend court and follow judicious process to point of order 
	●Attend bridging preparation meeting 

● Attend APP meeting and review APP meeting 

● Visit adopters to assist adoption application prior to 10 weeks
	● End involvement of family finder once child is placed
	● Arrange care planning meeting 5 days after consideration is given to
 change care plan, within permanence tracking meeting and supervision.

●  Arrange CLAR to consider suitability of change of care plan to take place within 2 weeks of,

 care planning meeting.

● Care planning meeting to be held within 10 days.    
If SGO is considered pursue ASF.

● If no change of care plan clear archiving and timescales.

● CLAR taking place

● Update medical sought from Medical Adviser

● If change of care plan then complete change of care plan report,

 for ADM 10 days from,

 Care Planning Meeting

● Complete revocation paperwork if appropriate 5 weeks from ADM consultation

● Lodge application
	● QA Care Plan, revocation and statement

● File documents to legal.
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