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1. Introduction 
 
1.1 This protocol sets out the pathway and process for the step up step down of open cases 

between early help and social care within Children’s Services. 
 

1.2 The implementation and monitoring of this protocol will be though the following ways: 
a) Induction 
b) Staff Meetings 
c) Tri-X Procedures 
d) Supervision  

 
1.3 This protocol is for all frontline staff and managers within children’s early help and social 

care services and has been approved by the Children’s Directorate Management Team. 
 

1.4 This protocol has been built into the Liquidlogic system for both Early Help and Social Care. 
Manual processes are in place for practitioners not trained or using Liquidlogic. This 
protocol will be reviewed annually and is owned by the Heads of Services for Children, 
Young People and Families. 

 
EARLY HELP 

 
2. Step Up from Early Help to Social Care 
 

2.1 Where the Lead Practitioner or a multi-agency group consider that the needs of a child have 
become more complex and may need intervention from Social Care, an option is for a 
referral to be made to the MASP (Multi Agency Support Panel) for discussion and action 
agreed. (Refer to Section 5 for the process) 
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2.2 In the case where there are immediate safeguarding concerns, a referral to the Duty and 
Advice Service should be made. The needs will be assessed with a decision made that if 
thresholds have been met for specialist social care services, a direct referral will be sent to 
the DAS work tray. 
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2.3 Prior to the referral to the Duty and Assessment Team, the Lead Practitioner should: 

 
a) Review the current assessment and plan to ensure it identifies all changes to the child(s)/ 

young person(s) circumstances including newly identified needs. 
b) Communicate their concerns with the family and ensure they are fully aware of the steps 

being taken. 
c) Be familiar with the threshold criteria for level of need. (Refer to LLR Threshold Procedures) 

http://llrscb.proceduresonline.com/index.htm  
 

2.4 Where there is an open case to either an Early Help Assessment (EHA) or single agency 
piece of work and a referral is made to social care, the Early Help service will remain in 
place until the outcome of the Single Assessment undertaken by social care is known. If 
advised to take the case to MASP, this must be completed. 
 

 
 

• Concerns raised by pracitioners individually or through EHResponse should be discussed 
with their direct line manager. 

• If the line manager in agreement that case needs escalating, discussion held with DAS 
Team Manager on duty. 

• Follow the LiquidLogic process as per the screenshots at 2.1 for MASP and 2.2 for 
immediate safeguarding. 

• If the case is not accepted for a Single Assessment, DAS TM responds with decision and  
outlines further work required from EH and clear timescales. 

• If accepted for a Single Assessment, copies of all relevant early help recordings to be up 
to date on LiquidLogic and remain open to EH pending outcome of Single Assesment.  

•  If the outcome of the assessment requires statutory social care intervention, case to 
closes to Early Help.  
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3. Transfer of cases from Early Help Response to Cluster Family Support  
 
3.1 EH Response team main roles are the following: 

a) Screen and allocate all requests for targeted early help. 
b) Complete short term family support work (up to 6 weeks) 
c) Complete ‘return from missing’ interviews for all children and young people not known 

to social care. 
d) Attend social care closure meetings for step down arrangements. 

 
3.2 Cases that require longer term involvement and pieces of work (post 6 weeks) with families 

will transfer to the cluster area in which the family live.  
 

4. Early Help Plans  
 

4.1 The Team around the Family (TAF) meeting must prepare an action plan which identifies 
the key agencies, resources and services which will be needed to achieve the planned 
outcomes within the agreed timescales. The plan must include: 
 

a) The desired outcome 
b) Highlight the strengths of the family  
c) Describe the identified developmental needs of the child and services required to meet 

need. 
d) Include realistic and specific actions to achieve the desired outcomes. 
e) Include a contingency plan if circumstances change       
f) Include achievable timescales. 
g) Identify the key individuals and their responsibilities, including frequency of contact with 

family members/visits to the child. 
h) Identify review dates within the agreed timescale of 3 months. 
i) Further meetings can be organised earlier if there are changes in the family circumstances 

or more frequent tracking has been agreed.  
 

5. Multi Agency Support Panel (MASP) 
 
5.1 Where a case is open to early help or social care and meets one of the following criteria, a 

referral can be made to MASP: 
 
a) High cost to the authority 
b) No improvement 
c) Escalation of problems 

 
5.2 The purpose of the panel is: 

 
a) Provide management oversight and enable decision making to ensure that wherever 

possible children and young people are supported to live with their family or within their 
kinship network unless by doing so their wellbeing or safety would be compromised. 

b) Provide a multi-agency perspective in providing preventative and targeted services to 
children and families.  

c) Early information sharing between partner agencies and joint work at an early stage will 
reduce duplication of assessments and resource, coordinating services providing 
seamless provision to enable early identification of problems and prevent them before 
they escalate. 
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d) Seek to provide packages of support for children and young people across the 
continuum of need that promote family life and protect them within a family setting. 

e) Provide support to children who are at risk of entering the care system and look to 
support and prevent cases escalating to child in need (CIN) and child protection (CP) 
using early intervention services to support both prevention and de-escalation. 

f) For those children and young people who are not able to live safely within their families 
the Panel will make recommendations about placement options and admissions into 
the care system to the LARP (Leicester Access to Resource Panel). 

 
5.3 The panel is made up of a range of voluntary and statutory services including social care 

and meets monthly. Cases discussed with a series of possible outcomes: 
 
a) Resources agreed eg) Family Group Conference, MST, YOS etc 
b) Case stepped up to Child in Need 
c) Case stepped down to Early Help/Child In Need 
d) Progress to Child Protection 
e) Refer to LARP (Leicester Access to Resources Panel) 

 
5.4 Refer to the Tri-X procedures for the full terms of reference for MASP. 

 
SOCIAL CARE 
 

6. Request for Early Help as an outcome from a contact/referral to social care 
 

6.1 When a referral highlights a need for early help services to provide support, this should be 
actioned using the ‘request early help’ outcome within LCS. Whilst this is recorded and acts 
the same as a step down, the actual reports for Early Help will define where ‘step-downs’ 
come from and the actual step down statistics. 

 
7. Request for Early Help as part of an open social care plan  

 
7.1 Early help services can undertake a specific piece of single agency work as part of a child 

in need, child protection or LAC plan. This can be requested as follows by choosing the 
step down option and then selecting ‘Joint work’ within the transfer form. 
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7.2 Once the request has been processed, the Early Help Service will become a key agency 
attending future reviews and recording all work on the Early Help Module which is 
accessible by social care staff. The key agency will need to be added by the social worker, 
early help work will be recorded on the single agency workspace within the Early Help 
module. 
  

7.3 Information on targeted early help can be found here: www.leicester.gov.uk/earlyhelp  
 

8. Step Down from Social Care to Early Help (inc Single Assessment) 
 

8.1 Social Care teams always aim to reduce their involvement as the child’s needs are met.  If a 
decision has been made that a child is no longer assessed as a child ‘in need’ (CIN) but 
ongoing support is required from Early Help services and the family have given consent to 
the support and to information being shared then Social Care services should adhere to the 
following process. 
 

8.2 The CIN meeting/ CP review conference where step down is being considered must be 
attended by a representative from the Early Help Response Team. If a request for Early 
Help services is required either as an Early Help Assessment or short term single agency 
piece of work (eg) Family Support, Targeted Youth, Child Learning), the form within the 
LiquidLogic system must be completed by the social worker and passed through to the 

Early Help Response. The most recent review and plan must be up to date on LCS. 
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8.3 In the case of a single assessment (SA), where this has been completed and additional 
needs have been identified, (but this does not necessitate social work intervention based on 
the threshold criteria) completion of the request for EH services form is not required as all of 
the information requested is on the form, however the summary step down box should be 
completed referring to the SA. EH Response will populate the request for EH services form 
from this information. 
 

 
 
8.4 The Social Worker should:  

a) Discuss with the family the benefit of continued support for Early Help services and gain 
written consent. 

b) It should be agreed whether this is in the form of an Early Help Assessment or single 
agency Family Support Work.  

c) With the family’s agreement, have a discussion with the Family Support Manager in 
Early Help (Response) and ensure EH Response are invited to the closure/review 
meeting.  

 
8.5 EH Response will: 

a) Allocate the request to the relevant cluster (EH Response if short term less than 6 
weeks. The first TAF (Team around the Family) meeting will be arranged within 3 weeks 
of the case being stepped down. 

b) The social worker should attend the first TAF multi-agency meeting to support family 
and ensure a smooth handover. 

c) The first meeting will be chaired by the Family Support Manager in a cluster area, where 
a plan will be agreed and a Lead Practitioner appointed from the meeting. 

 
9. Transfer of work from DAS to Single Assessment Team   

 
9.1 Duty and advice take all new referrals for children living within Leicester City.  This may be 

within normal hours or outside of hours.  Any referral deemed to meet threshold will be 
transferred to the Single Assessment Team. 
 

• SW/Team Manager has a discussion with EHDAS Team Manager requesting step down 
or EH as part of an open plan to social care 

• If the Family Support Manager is in agreement that case meets early help thresholds, 
SW follows the LiquidLogic process as per the screenshots at 7.1 and 8.2 

• If accepted for EH, copies of all relevant social care  recordings to be up to date on 
LiquidLogic , EH form completed and EHDAS invited to closure/review meeting. 

• SW to disuss with family and gain written consent  

• Case closes to social care (in the case of step down) 
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9.2 The work is transferred on the social care system (Liquid Logic).  There is also an email 
alert that accompanies this. 

 
10. Case Transfer Arrangements to Looked After Children Service  

 
10.1 The aim of the Looked After Children’s Service (Fieldwork) is to ensure children / young 

people who have a permanency plan to be looked after have safe and stable placements 
and that appropriate services are in place to maximise their outcomes.  
 

10.2 All cases will be classified as having a permanence plan if the child or young person meets 
the following criteria: 
a) Following the granting of a Section 31 Care Order and a child/young person is placed in 

a kinship, foster care or residential placement. 
b) A child who is placed at home under Placement with Parents Regulations if the LAC 

care plan supports this as a longer term plan. 
c) Section 20 Accommodated where the Care Plan for Permanency has been ratified at 

the Looked After Review. 
 
10.3 Children, young people who are transferred to LAC following an agreed permanence plan 

will be allocated to a social worker whilst they are looked after. The aim of the intervention 
is for children and young people to develop consistent and stable relationships to improve 
outcomes for children. 
 

10.4 All CYP will have had a LAC review which has ratified the decision for permanence. There 
will be joint visits/ handover meetings between the CIN worker and the LAC worker to 
ensure a smooth transfer of information.  

 
11. Case recording requirements for transfer to LAC 

 
11.1 All case records for the LAC child/young person must be up to date and in good order prior 

to the LAC accepting responsibility for the case: 
a) All case recording must be up to date 
b) LAC care plan must be to up to date and specifying permanency for the child/young 

person 
c) All assessments must be completed and up to date.  
d) An up to date Health Assessment must be completed 
e) An up to date Personal Education plan to be completed 
f) Chronology must be up to date. 
g) All legal proceedings & court applications must be finalised by the transferring team.  
h) LL pathways must be completed and up to date 

 
12. Cases that are transferred to the LAC service from Duty and Advice 

 
12.1 The majority of cases will be transferred to the LAC service from the CIN service however 

there are some exceptions when cases are transferred directly form Duty and advice: 
 
a) Private Fostering 
Where a notification has been received that a child is living with carers other than their 
close relatives as defined by the Private Fostering Regulations 2005, a private fostering 
arrangement will be created.  This case will then transfer immediately and directly to the 
(LAC) Team Manager of the worker responsible for Private Fostering.  This is also notified 
by email to ensure that if anyone is on annual leave the case is picked up.  This is to 
ensure that a 7 day visit post notification can be undertaken 
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b) Unaccompanied asylum seeking children 
As these children/young people will need looking after and there is no-one identified to care 
for them, their case will be passed directly through to the LAC service.  The 3 LAC teams 
will take these cases directly in turn.  There is a rota which has been provided to the Team 
Managers in Duty and Advice to ensure that this process is followed.  The referral will also 
be notified via email to ensure cases are picked up in the absence of anyone on annual 
leave. 

 
c) Children and young people remanded to care 
As these children/young people are immediately considered looked after, (The Children Act 
1989 s21) and often the period of remand is not known, these cases will pass directly 
through to the LAC service.  The 3 LAC teams will take these cases directly in turn.  There 
is a rota which has been provided to the Team Managers in Duty and Advice to ensure that 
this process is followed.  The referral will also be notified via email to ensure cases are 
picked up in the absence of anyone on annual leave.  
 
d) 16/17 Protocol  
There is a joint assessment protocol in place between Housing Options and Duty and 
Advice for young people age 16-17 who present as homeless. This joint assessment will 
include whether the young person should be stepped up to social care or stepped down for 
an Early Help Assessment and will be recorded on liquid logic where the young person 
presents to DAS. 
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Contact Details for Early Help/Social Care Managers within Cluster Areas  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

South Cluster – Area 2 
Early Help FSM – Lynda Storey- 
0116 4545977 
Cluster FSM – Gina Needham- 
0116 2221810 
CIN Team Managers–CIN teams 
2a and 2b  
0116 4544629 & 0116 4545898 

West Cluster – Area 3 
Early Help FSM – Emma 
Chambers/Dawn Walsh 0116 
4545899 
Cluster FSM – Clare Statham- 
0116 3737350 
CIN Team Managers - CIN teams 
3a and 3b 0116 4542436  

Central Cluster – Area 1 
Early Help FSM – Emma 
Chambers/Dawn Walsh- 0116 
4545899 
Cluster FSM – Gemma Petcher- 
0116 2426370 
CIN Team Manager CIN team 1 
0116 4546478 

North West Cluster – Area 4 
Early Help FSM – Lynda Storey- 
0116 4545977 
Cluster FSM – Lynda Hill- 0116 
3737150 
CIN Team Manager 4a and 4b 
0116 4542728 & 0116 4546821 East Cluster – Area 6 

Early Help FSM – Lynda 
Storey- 0116 4545977 
Cluster FSM – Gill Crate- 0116 
2924590 
CIN Team Manager CIN team 
6  - 0116 4545895 

North Cluster – Area 5 
Early Help FSM – Emma 
Chambers/Dawn Walsh  0116 
4545899 
Cluster FSM – Jasmine Hughes- 
0116 2924580 
CIN Team Managers/ Green- 
CIN team 5 0116 4545878 
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