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[bookmark: 9]SECTION 1 INTRODUCTION 
 
Forward 
 
This Handbook sets out to support all those who are involved in the Corporate 
Parenting of Looked After Children by giving clear guidelines regarding the 
relevant processes and expectations of staff within those processes. 
 
It replaces the original version of Looking After the Whole Child which was 
produced in 1998 in response to the introduction of the Department of Health’s 
‘Good Parenting: Good Outcomes’ initiative. This initiative sought to improve and 
standardise national documentation for children Looked After by the local 
authority.  
 
It has been necessary to revise this handbook to take into account changes in 
national legislation and policy as well as the local evolution of services. 
 
A number of policies and procedures developed by a wide range of individuals 
are included in this handbook. Some are included in their entirety and others in 
part, where the latter is the case this has been made explicit. 
 
In order to provide a quality service to children and young people who are 
Looked After and their families it is important that all those who work with them 
are familiar with the contents of this handbook and the philosophy that underpins 
it. 
 
 
 
K. Rogers (Jan 2004)
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The philosophy supporting this guidance is that Milton Keynes Council has a duty 
to ensure that the children and young people who it looks after receive a high 
standard of parenting which supports them in achieving their full potential.  
 
Ensuring Looked After Children and young people reach their potential means 
maximising their life chances in all areas including health, education and socially. 
 
The activities that enable this to happen are; comprehensive information 
gathering, evidence based assessment leading to robust outcome focussed 
planning and review. Key to such processes is the need to ensure that the child 
or young person themselves, along with those whom they have significant 
relationships with, are fully consulted and involved in making plans for their care.  
 
The Children Act 1989 is based on the premise that wherever possible children 
are best brought up by their families. In order to support families in the parenting 
task, the local authority and other agencies provide a wide range of services. The 
Children Act also enshrines the principle that when determining any question in 
respect of the upbringing of a child, the child’s welfare should be the paramount 
consideration. In addition the Act incorporates the ’principle of no order’ whereby 
the court will not make an order in respect of a child unless it considers that 
doing so would be better for the child than making no order at all. 
 
Likewise, the philosophy of Milton Keynes Children’s Services is based on the 
belief that for the majority of children and young people the most appropriate 
place for them to grow up is within their family of origin. 
 
When it is not possible for children to live within their immediate family network, it 
is the aim of children’s services to actively encourage and support the care of the 
child within their wider network of family and friends wherever it is in the child’s 
best interests to do so. 
 
This aim concurs with the philosophy of the Children Act and stems from a 
genuine belief which is supported by research that such an arrangement is likely 
to be the next most appropriate in meeting the child’s needs. Ideally such an 
arrangement can be supported without the child having to become looked after, 
although sometimes this will be inevitable.   
 
For a small minority of children unfortunately care by friends and family is not an 
available or appropriate option to meet their needs. The only way to ensure that 
such children will be safeguarded and have their welfare promoted will be by 
becoming Looked After by the Local Authority. If this is the case then the first 
priority will be to work with the child or young person and their family to try and 
return them safely to live within their family. If this cannot be safely achieved 
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[bookmark: 11]within an appropriate timescale, then the goal is to ensure that they are 
permanently and securely placed with alternative carers preferably via Adoption, 
Special Guardianship Order or Residence Order. 
 

Summary 
 
• 

Children and young people, along with those who are significant in their 
lives should be fully consulted & involved in making plans for their care.

• 

For the majority of children the most appropriate place for them to grow 
up is within their family of origin or if this is not possible within their 
wider network 

• 

For those who become looked after the first priority will be to work with 
them to try and return them safely to live within their family. 

• 

If this cannot be safely achieved, then the goal is to ensure that they 
achieve permanence with alternative carers 

• 

MKC has a duty to ensure that Looked After Children are supported in 
achieving their full potential 

• 

This is achieved via sound assessment leading to robust outcome 
focussed planning 
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Corporate Parent 
 
For children who are living at home with their parents, the prime responsibility to 
safeguard them and promote their welfare rests with one or two individuals, 
however for children who are looked after by the local authority a number of 
different people are likely to be responsible for ensuring that children are kept 
safe and helped to achieve their potential. This is known as Corporate Parenting. 
Historically this division of responsibility and task has meant that some children’s 
needs have been overlooked leading to poorer outcomes for them. 
 
Research for example indicates that children and young people who have been 
looked after are at higher risk of becoming socially excluded as young adults; 
given experiences of frequent moves and disruption leading to a lack of 
qualifications, homelessness, poverty, involvement in crime and unplanned 
pregnancies. (Joseph Rowntree Trust 2002)  
 
In addition Looked After Children can face discrimination in society whilst they 
are looked after or as adults. It is the role of all those involved in corporate 
parenting to challenge this discrimination as it arises and to support children and 
young people to deal with it and access opportunities that will enable them to 
maximise their potential. 
 
In order to improve the life chances of looked after children the government 
developed tools such as the Action and Assessment Records to ensure that 
needs were properly assessed and action taken to ensure they were fulfilled.  
At a strategic level the local authority as a corporate parent is required to monitor 
the care given to and the progress made by looked after children to ensure their 
welfare is being promoted. 
 
Quality Protects Objectives 
 
Quality Protects is a Government initiative, which will continue until 2005 with the 
aim of transforming services for children who are in need. There are 11 nationally 
defined objectives supplemented by PAF (Performance Assessment Framework) 
a number of performance indicators against which local authorities performance 
is measured, many of these provide philosophical guidance and expectations in 
relation to Looked After Children. 
 
The objectives, which are most relevant to Looked After Children, are: 
 
• 

To ensure that children are securely attached to carers capable of 
providing safe and effective care for the duration of their childhood 
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To ensure that children are protected from emotional, physical and sexual 
abuse and neglect. 

• 

To ensure that children Looked After gain the maximum life chance 
benefits from educational opportunities, health care and social care   

• 

To ensure that young people leaving care, as they enter adulthood, are 
not isolated and participate socially and economically as citizens 

• 

To ensure that children with specific needs arising out of a disability or a 
health condition are living in families or other appropriate settings in the 
community where their assessed needs are adequately met and reviewed. 

• 

To ensure that social care workers are appropriately skilled, trained and 
qualified and to promote the uptake of training at all levels 

• 

To maximise the benefit to service users from the resources available, and 
to demonstrate the effectiveness and value for money of the care and 
support provided, and allow for choice and different responses for different 
needs and circumstances 

 
 
Milton Keynes Council Children’s Services Strategy For Looked 
After Children Written by Paul Sutton Head of Children's Services September 2003 
 
Introduction 
 
Over the past few years, the number of looked after children (LAC) in Milton 
Keynes have declined from over 360 to around 220. This reduction in numbers 
needs to be understood against the growth of the Milton Keynes population, and 
particularly the child population, which is one of the highest in terms of the 
proportion of the whole population in Europe. Nationally the LAC population has 
been rising steadily over the past 10 years. If Milton Keynes had followed 
national trends, there would now be around 450-500 LAC in Milton Keynes, 
taking account of the population growth. 
 
In 1997, the new Milton Keynes Council inherited rates of LAC per 000 
population under 18 which were approaching twice the national average. The 
rate per 000 population under 18 for the child protection register was similar. 
 
How Children Become LAC 
 
Children and young people become looked after in two main ways: 
 

  They are accommodated under Sec. 20 Children Act 1989. (This is care by 

agreement between the local authority and those holding parental 
responsibility for the child. The parent retains parental responsibility); 

  They are subject to care orders, usually following a child protection 

investigation and subsequent care proceedings because they are at risk of, or 
have suffered  “significant harm” as defined by the Children Act 1989. (The 
care order is made by the court and parental responsibility is thereby shared 
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balance). 

 
The threshold for intervention using formal child protection processes is therefore 
one of the key determinants of the size of the looked after population, as is the 
range of other resources accessible to children, young people and families which 
maintain children and young people as “socially included”. 
 
How Children Cease To Be LAC 
 

  Their “accommodation” episode ceases because home / behaviour / 

environmental circumstances change so that a child is able to return home; 

  A child is adopted thus transferring full parental responsibility to the new 

adoptive parent; 

  A child is made subject to a Residence Order, which transfers part of parental 

responsibility to the new carer, be they a foster carer or relative; 

  The child “grows out of care” by virtue of attaining the age of 18. 

 
Principles 
 
1. We believe that children do best when placed at home with family, kin and 
friends, within their local community, provided this is compatible with their safety 
and welfare. Resources will be directed towards this end. We wish to prevent the 
need for children’s names to be placed on the child protection register, to be 
looked after, and to be subject to various other statutory interventions, which 
might render them liable to “social exclusion” wherever this is compatible with 

safeguarding them and promoting their welfare. This family support approach is 
set out more fully in an overarching strategy paper entitled “Partnership, 
Participation and Prevention”. 
 
2. As and when children and young people initially need to become looked after, 
we believe that: 

  Wherever possible, a voluntary agreement is best; 
  Choice of placement will be (in order of desirability): 

1.  Extended family or friends; 
2.  An alternative family setting (foster care); 
3. Residential care; 
4. Secure care. 
 
Provided any of the above is consistent with the welfare and security of the 
children and young people. 
 
3. An early return home to family and community is preferable to long stays in 
care, which are known by research to be associated with poor outcomes for 
children and young people in terms of broad life chances (eg: health, education, 
employment and mental health). 
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[bookmark: 15]4. If a return to family and community is not compatible with the welfare and 
safety of children and young people in the long term, a safe and secure 
permanent alternative family will be sought via adoption or long term fostering in 
the first instance. 
 
5.  Children and young people will be supported into independent living as they 

grow in to early adulthood. 

 
Actions 
 
1. We will continue to take steps (and provide services) to prevent the need for a 
child or young person to be looked after, provided this is consistent with their 
welfare and safety. By this means we hope to maintain, or even reduce the 
current rate of children and young people per thousand in the population who 
need to be looked after by Milton Keynes Council. All potential options will be 
explored, and the resource implications assessed, before agreement is given to a 
child or young person becoming looked after whether by accommodation or care 
proceedings. 
 
2. Decisions about resourcing options to prevent a child or young person 
becoming looked after, and the decision to allow a child or young person to 
become looked after, by whatever route, will be taken by Milton Keynes Council 
Children's Services Resources Panel. 
 
3. We will endeavour, wherever possible, and provided it is consistent with a 
child or young person’s needs, to place the child in family based care, including 
the child’s extended family, and foster care. Care will be taken to ensure that the 
placement has the least disruption for the child’s normal life in terms of schooling, 
health facilities, geographical distance from the child’s own family and 
community, and the child’s natural religious, linguistic, ethnic and cultural 
community, as far as possible. 
 
4. Whenever a care placement outside of Milton Keynes’ directly controlled 
resources is considered, this will be subject to a full consideration by Education, 
Children's Services, and the PCT in terms of funding arrangements. Any 
placement outside of Milton Keynes’ direct resources will be subject to a “target 
end date” and regularly monitored, no less than once a month by Children's 
Services managers. 
 
5. Once looked after by Milton Keynes Council, the circumstances of all children 
will be regularly monitored in terms of their “life chances” by officers (the LAC 
Strategy Group), and elected members in their role as corporate parents through 
the Council’s scrutiny arrangements. This will include the education, and health 
of LAC, any offending behaviour, and their education, training, employment, 
leisure and housing opportunities. We will promote the highest possible 
achievement of LAC in all of these areas through partnerships with educational 
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[bookmark: 16]establishments and bodies, Connexions, housing authorities, the Milton Keynes 
Primary Care Trust, and the Youth Offending Team, amongst others. These 
duties are commonly referred to as “corporate parenting”. 
 
6. The corporate parenting duties extend beyond the point where a young person 
ceases to be looked after, and we will ensure that the range of policies and 
available finance in place covering issues such as housing, holidays, further 
education, learning to drive, reflect what a young person might reasonably expect 
if s/he were brought up by their own caring birth parents. 
 
7. Whilst looked after by Milton Keynes Council, we will involve children and 
young people in: 
 
•  Decision making about their own care, and care plans (for example through 

proactive involvement in their reviews, or through residents’ meetings in 
residential care); 

•  Decision making about the future shape of services (for example through the 

YPInc group, or through other interactive consultative mechanisms); 

•  Where appropriate, the appointment of staff to relevant posts (for example the 

leaving care team “Options for Independence”); 

 
8. Whilst looked after by Milton Keynes Council, we will ensure that the 
circumstances of all LAC are reviewed within statutory timescales by Reviewing 
Officers who are not part of the line management of their social workers. We will 
promote the involvement of children, young people and their families in these 
review meetings and preparation, and where appropriate to the young person’s 
age, we will encourage and empower them to conduct their own reviews. 
 
9. We will seek to place children who cannot return home in adoptive / 
permanent family placements as soon as possible, and comply with nationally 
prescribed timescales. We will carefully match children with permanent families, 
taking into consideration issues such as race, religion, language and culture, and 
attempt to meet these needs by means of placement with a family, which can 
reflect them. 
 
 
Summary 

• 

Research indicates that those who have been looked after are at higher 
risk of becoming socially excluded as young adults 

• 

The local authority as a Corporate Parent has a responsibility to ensure 
that Looked After Children are safeguarded and supported in reaching 
their potential 

• 

The Government has introduced a number of initiatives to support this 
process including Quality Protects 
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[bookmark: 17]Working In Partnership With Children And 
Families 
 
Research findings endorse the importance of good working relationships 
between professionals and families in helping to bring about the best possible 
outcomes for children (Department of Health 2001). 
 
It is important to remember that when children are accommodated it is their 
parents and not the local authority that have Parental Responsibility and when a 
child is the subject of a Care Order, both the parent and the Local Authority have 
Parental Responsibility.  
 
For the majority of children, even if they are unable to live with their families, 
there is likely to be a bond and ongoing contact and as such plans for the child 
are most likely to be successful if those with significant relationships with the 
child are consulted and enabled to participate in the planning and decision 
making processes. 
 
Equally, children and young people should be kept fully informed of and 
positively encouraged to take part in processes involving them. Their views and 
wishes should be obtained in relation to decisions about their care and their 
future. 
 
When children become Looked After and are placed away from home, they not 
only lose the opportunity to live with their family but also their familiar 
environment and sometimes their wider networks. In considering contact 
arrangements we should be mindful of this and try to help maintain contact with 
friends and other relatives, where this does not present a risk of significant harm 
to the child. Children and young people themselves will have clear views about 
those people they see as important in their lives. 
 
Valuing Diversity 
 
Children of dual heritage are over represented on the child protection register 
and within the looked after system (Census 2001). Also over-represented are 
African- Caribbean children who are especially likely to become looked after in 
‘crisis’ situations (Barn et al 1997). This differential reinforces the need for 
managers and practitioners to ensure that assessments and plans are culturally 
sensitive and evidence based. 
 
Children who become Looked After and their families come from a range of 
lifestyles, races, religions, cultures and social, geographical and economic 
circumstances. They may have particular health, language or special needs.  
All those working with them need to respect these differences and work in a way 
that promotes people’s strengths. 
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[bookmark: 18]A recent review of take up of short break provision by black families shows a higher 
level of unmet need than for white families. The research indicates that services for 
children with disabilities do not adequately cater for black children, with lack of 
effective information and communication about services being a major barrier to 
access. There were also anxieties for parents about whether their child's culture, 
religion and language would be respected and whether ethnic matching with short 
break carers and sitters would be possible (Flynn 2002). 

Communication And Information 
 
Children’s Services has a responsibility to make sure children and adults have 
accessible information available in their first language. It is important to be aware 
that some service users may not be able to read and arrangements need to be 
made to ensure that information is shared with them in a sensitive manner.  For 
those who are literate in a language other than English, important documents 
should be translated into that language.  
 
For those with specific communication needs, for example where English is not 
the first language or where there is a hearing impairment, there is a legal 
responsibility to provide a translator or an interpreter. Likewise those who have a 
visual impairment or learning difficulty may require other aids to communication 
or the input of a specialist worker.   
  
If a looked after child or young person needs a translator it will be the 
responsibility of the Social Worker to make contact with The Milton Keynes 
Community Language Service (MKCLS) to obtain the appropriate services. The 
costs incurred will be met by Children’s Services. 
 
It is also necessary to recognise the impact of non-verbal communication such as 
eye contact, gesticulation and perceptions of personal space.  These will vary 
between individuals and cultures and assumptions should not be made about the 
significance of such mannerisms. 
 
Experience Of Discrimination 
 
As well as the stigma that society places on being looked after, children and 
young people may also be the subject of additional forms of discrimination as a 
result of a disability or their race, religion, culture, gender or sexual orientation.  
 
It is vital that in working with Looked After Children, professionals are aware of 
this and work in a way that counteracts and challenges such discrimination. Care 
provided should be sensitive to needs and provide the positive affirmation of 
children’s identity, which is essential for healthy development. 
 
Race, culture, gender, language, religious beliefs, sexual orientation, class and 
abilities are all integral components in forming a child’s identity and any attacks 
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[bookmark: 19]whether verbal or physical by adults or other children on these areas are 
essentially an attack upon the child’s identity and are therefore likely to be 
emotionally and psychologically damaging. Field and residential social workers 
and foster carers therefore need to be able to challenge such issues in a 
constructive and educative way as well as promoting images, which will aid the 
development of a positive identity. There is a corporate Cultural Awareness Pack 
available, which can be accessed via the Intranet. 
 

Summary 
 
• 

Good working relationships with families help bring about the best 
possible outcomes for children 

• 

Black and dual heritage children are over represented within the 
looked after system 

• 

Assessments and plans must be culturally sensitive and evidence 
based. 

• 

Children and adults should have accessible information available 
in their first language 

• 

Care provided should provide positive affirmation of children’s 
identity, which is essential for healthy development. 
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 Social workers assessed that 32%FGC’s prevented 

 children coming into care; 47% prevented court 

 
Introduction 

proceedings and 21% made no difference Smith and 

 Hennessey (1998) 
 
 
FGCs are a process by which family members are enabled to meet together to 
find solutions to difficulties, which they or a child in their family are facing.  FGCs 
are not just a one off meeting; they are an approach to planning and decision 
making which uses the skills and experience of the wider family as well as 
professionals.  The family is the primary planning group in the process.  The 
definition of who is in the family comes from the family itself and may include 
friends, neighbours and community members. 
 
Milton Keynes Family Group Conference Service 

 

Milton Keynes Children’s Services policy is to offer Family Group Conferences as a first 
resort rather than a last resort. 
 
Why This Service Will Be Offered To Families: 
 
Every family is unique, with its own culture, personalities, history and ways of 
relating to each other.  All families come up against problems from time to time. 
Families are able to make safe, effective and creative decisions for the care, 
protection and welfare of their children if they are given the information, 
opportunity and support to do so. 
 
A Family Group Conference is the tool offered to families who are in contact with 
Children’s Services to do this. 
 
Principles 
 
The approach from Children’s Services and other information givers needs to be 
one of enabling families to succeed in making safe and realistic plans for their 
children. 
 
Children’s Services will remain open-minded, at all times to the solutions that 
Family Group Conferences may propose. 
 
Family Group Conference plans will be accepted by Children’s Services as long 
as they keep the child safe from significant harm and are lawful. 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 18 



[bookmark: 21]Responsibilities Of Children’s Services: 
 
Referral to the Family Group Conference Service needs to be early enough to 
allow families time to prepare to plan.  The preparation time will vary depending 
on the circumstances. 
 
Early referral is essential in pre-birth conferences. 
 
Families can be offered a visit by an Independent Co-ordinator to explain the 
process before a decision about referral to the Family Group Conference Service 
is made. 
 
In extreme circumstances there may be reasons to suggest that the Family 
Group Conference process will cause significant harm to the child e.g. where 
there are indications of sexual abuse relating to a number of people in the wider 
family network.  These situations need to be discussed with the team manager, 
Child Protection chairperson and the manager of the Family Group Conference 
Service before the family are offered the service. 
 
It is the responsibility of Children’s Services to share clear written information 
with the Family Group Conference participants before they meet.  This gives the 
family time to consider what they can put in place to keep the children safe and 
whether there are any external agency resources needed to support their plan.   
 
Children’s Services actions will be open and honest throughout the process, in 
advising families about the minimum protection that needs to be in place.  This 
will ensure the child’s safety and enable the Family Plan to be accepted, agreed 
and implemented by the family and Children’s Services. 
 
The Family Group Conference is a decision-making meeting; therefore Children’s 
Services representatives need to be prepared to make decisions at the meeting. 
 
The family will be informed by Children’s Services before the meeting of any 
decisions that must be delayed because of assessments, court proceedings etc. 
 
Family members who put themselves forward to care for a child who’s name is 
on the Child Protection Register or is Looked After by the Local Authority will 
need to be assessed by Children’s Services. 
 
On the rare occasions that the family plan cannot be accepted because it leaves 
the child at risk of significant harm, Children's Services representative will provide 
full written details of the reasons for this decision to all who took part in the 
Family Group Conference. 
 
In these circumstances, the family will be offered the opportunity to meet again to 
plan how they can address the risk to the child. 
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family’s plan they must send a letter of explanation to everyone who took part in 
the Family Group Conference. 
 
At their first meeting all families will automatically be offered a review Family 
Group Conference within 3 months so that they can check that their plan is 
working.  Children's Services will attend and support reviews in the same way as 
initial Family Group Conferences. 
 
Families will be offered the opportunity of a Family Group Conference in the 
following circumstances: 
 
•  Family Support 
 
•  Where a child is either at risk of being, or is, looked after by the local 

authority. 

 
•  When young people who are looked after want to plan for independent living 

with the support of their wider network. 

 
•  Prior to child protection processes or when children are on the Child 

protection register. 

 
•  Prior to or during Care Proceedings. 
 
•  Where the plan is for adoption. 
 
Principles For Presenting Information To Family Group 
Conferences 

 

Principles  

•  Family plans will be supported by Children’s Services unless they leave a 

child or young person at risk of significant harm or are unlawful. 

•  Families will be provided with the information they need in order to make 

safe and realistic plans for their children. 

•  The agencies aim is to provide no major new information on the day of the 

Family Group Conference. 

•  The aim is for the family and the agencies to make decisions on the day of 

the meeting. 

•  Any likely delays to agency decision making need to be made clear to the 

family before the Family Group Conference, e.g. if an assessment is 
needed.   

•  Information about the family is confidential, clarify and agree with them 

beforehand what it is necessary to share with the wider network in order to 
enable them to make safe and realistic plans for the child. 
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information from the agencies before the Family Group Conference so that 
they have time to consider the implications. (FGC Co-ordinator can help 
with this) 

 

Content 
 

 

Name family strengths and successes, as well as what you are 
concerned about. 

 

Be  specific, it is more helpful to make a number of clear specific 
statements rather than one vague or global one. 

 

Present in a way that is easy to understand, no jargon, good basic 
explanations of any professional language that you use. 

 

Explain your worries in relation to the child and in your professional view, 
the effect this is having on the child or young person. 

 

Be clear exactly what you would like to see change, and in what time 
scales. 

 

Name resources that will or will not be available to them. 

 

State your mandate - be clear when something is desirable in the 
interests of the children but about which you have no statutory power, 
versus something, which, if it is not covered in the plan, will lead to 
statutory action.   Be clear where this is different for different issues. 

 

Clarify the status of the decisions the family are making - will they 
automatically get support, does it need different levels of management 
approval; will it go to a Child Protection Conference to a Court? 

 

Whose report is it - e.g. Children's Services or the Multi Agency Group 

 
Presenting Your Information 
 
There is no one way to present your information, you are trying to present it in a 
way that is clear, accessible and appropriate to this particular family and in a way 
that they have a chance to keep the information for their own discussion.   So 
think about literacy levels, disabilities, culture and religion of the family, their 
language of choice, the age and understanding of the children involved: 
 
For example: 
 

 

You could just write down 'bullet points' to remind you and the family what 
you covered. 

 

A short written statement for you to go through (we suggest no more than 
one A4 sheet of paper) 

 

You can pose a series of questions you would like their answers to 
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This information could be on paper (bring enough copies for everyone), on 
a flip chart, on a video, on an audiotape. 

 
For Further Information: 
 
Read: “Principles for presenting information to Family Group Conferences” 
"Trust in the Process"- Milton Keynes Family Group Conference Service. 
Watch the video "Taking Care of the Children" (Family Rights Group)  
 
Telephone the Family Group Conference Service on 01908 329941 or 253706 
(Manager: Anne Barlow) 
 
Referral forms can be accessed via the L Drive. 
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Introduction 
 
Carefirst is the social care I.T. package used by Milton Keynes Council. Every 
member of children’s services is required to attend the training provided to 
enable them to access and maintain the system in the way that is specified as 
part of their role.  
 
In addition all staff will be supplied with the appropriate course manuals and 
support from the IT implementation team and also from the Carefirst link persons 
within the service. Each team has a copy of the relevant codebooks. 
 
The Bulletin Board that appears when you first enter Carefirst is also a source of 
information displaying new messages for users. 
 
Information on Carefirst needs to be kept accurate and up to date for a number of 
reasons: 
 
• 

To ensure that accurate information is available in relation to the child’s 
circumstances, the contacts that have taken place and the services that 
are being provided to those who require it. It is important to remember that 
this information forms part of the child’s record and their sense of identity 
depends on accurate information being available to themselves and 
others. Social workers and carers also benefit from accurate easily 
available information. 

• 

To meet the requirements of the Data Protection Act 

• 

To produce regular reports as required regarding national and local 
performance indicators to enable the service to monitor, evaluate and plan 
in relation to level and quality of services. Inaccurate information can lead 
to flawed planning as well as adversely affecting the provision of central 
government money for services. 

 
Consequently the maintenance of Carefirst is not the responsibility of 
administrative staff alone but is a necessary and valuable part of the social work 
role also. The benefits of an accurate and up to date system also include the 
ability to transfer data automatically between reports and thereby saving 
economy of effort for example in relation to the production of Looked After 
Children documentation. 
 
The Client Clipboard 
 
The Client Clipboard is the place where it is necessary to record relevant 
personal details of the service user as well as information regarding contacts and 
events. All the necessary information should be included at the offset and 
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accurate. In particular it is important to ensure that the service users ethnicity is 
recorded, this information having been ascertained from them directly (or from 
their parent in the case of a young child) 
 
The Personal Details Screen 
 
This screen provides detailed information regarding the service user’s personal 
details as well as enabling access to a variety of other screens such as the 
contact details and names and roles screens. The role in respect of the later 
screen refers to the person whose details are recorded. When inputting, it is 
equally important that the relationships on the personal and professional network 
screens are not overlooked as these provide valuable information regarding the 
support networks available to the service user. 
 
The SS3 
 
SS3’s are the means by which new episodes for Looked After Children are 
recorded to ensure that the necessary actions associated with these changes 
can be carried out, for example the commencement of payment of Boarding Out 
allowances to foster carers once a child is placed with them. An SS3 is required 
every time a child or young person becomes looked after, following a change in 
legal status or a change in placement or other change in circumstances for 
example changes in G.P.  
 
The SS3 is now completed electronically via Outlook Express and can be 
accessed via the icon on the left hand toolbar. Once you have filled in all the 
information required you should click on the button, which says ‘email to LAC 
GROUP’, and the SS3 will automatically be sent to all those requiring the 
information. On receipt the administration team will fill in the green boxes on the 
form and print out a hard copy and place it on the child’s file. You can cut and 
paste information from Carefirst into the SS3 to save you retyping it.  
 
Once sent the form will automatically be saved in your email sent folder, which 
means you can use this as a basis to update any further changes in future.  
 
 
 Summary 

• 

Accurate data is essential in order to plan for individual 
children as well as the service as a whole 

• 

All staff have a responsibility to input and maintain accurate 
data 

• 

An SS3 must be completed in respect of any new episode  
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ACCOMMODATED 

 

 

 

 

 

 

 

 
This term refers to children/young people who are provided with accommodation 
by agreement between the Local Authority and parents, or others who have 
parental responsibility.  Parental powers are not transferred to the Local Authority 
(Children Act 1989 Section 20). 
 
Young people over 16 can ask to be accommodated without the agreement or 
consent of their parents.  They can also leave accommodation if they wish.   
(See section 3). 
 
ADOPTION AND PERMANENCE PANEL 
 
The Adoption and Permanence Panel meets to consider whether adoption/long 
term foster care is in a child’s best interests, whether applicants are suitable to 
foster long term/adopt and whether proposed matches between children and 
adopters and other long-term carers are appropriate.  The recommendations of 
the Panel are passed to the Agency Decider for a final decision (see section 11) 
 
CARE PLANS IN CARE PROCEEDINGS  

 

 

 

 

       

Where local authorities are seeking a public law application, usually a Care Order 
under Section 31 the Court requires a care plan to be formulated which will detail 
the child’s needs and how these will be met, taking into account the views of 
relevant people  (see section 5) 
 
CHILD CARE REVIEWS 

 

 

 

 

       

 
Under Section 26 of the 1989 Children Act, local authorities are required to 
conduct regular reviews in order to monitor the progress of children they are 
looking after.  Reviews are an essential part of the planning process for Looked 
After Children.   
 
The child/young person and their parents should be given help and support to 
attend and participate in the review process (see section 5) 
 
 
CHILDREN’S GUARDIANS (formerly Guardian ad Litem) 
 
The Court in certain procedures such as Care Proceedings appoints a Children’s 
Guardian, to act as an independent voice to ensure the child is safeguarded and 
their best interests are taken account of. The guardian will make inquiries, 
including ascertaining the child’s views and interviewing key people before 
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recommendation regarding the most appropriate course of action.  
 Guardians are empowered to have access to and take copies of local authority 
documentation in respect of the child. 
    
CONNEXIONS 
 
Connexions is a service providing advice, guidance, support and personal 
development services to all 13-19-year olds by way of a Personal Advisor. The 
person who takes on the role of Personal Advisor will vary depending on the 
child’s circumstances, for example for young people who are leaving care this 
role will be fulfilled by a member of the Options for Independence Team.  
Referral forms can be accessed via the L Drive.  
 
CORPORATE PARENTING 
 
‘Corporate parenting’ describes the collective responsibility of Milton Keynes 
Council to safeguard and promote the welfare of children and young people who 
are looked after by the council. This responsibility is shared by members and 
officers of the council, with many of the day-to-day tasks being carried out by the 
child’s social worker on the council’s behalf. 
 
DESIGNATED TEACHER 
 
Each school should have a designated teacher as a resource and advocate for 
children and young people who are looked after.  
 
ELIGIBLE YOUNG PEOPLE 
 
In respect of The Children (Leaving Care) Act 2000 this refers to young people 
aged 16 and 17 years who have been looked after for at least 13 weeks since the 
age of 14 and who are still looked after (see section 15) 
 
EMERGENCY PROTECTION ORDERS (EPO) 
 
(Children Act 1989 S.44)  Courts can grant E.P.O.’s if they are satisfied that a 
child is likely to suffer significant harm, or where child protection enquiries are 
being frustrated by an unreasonable lack of access.  E.P.O.’s confer parental 
responsibility upon the applicant.  These orders last for a maximum of eight days 
and can be renewed only once (see section 2) 
 
EXTERNAL PLACEMENTS PANEL 
 
External Placement Panel meets on a monthly basis to monitor funding issues 
regarding external placements. The Team Manager responsible for the Looked 
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information on the placement situation. 
 
FAMILY GROUP CONFERENCES (FGC) 
 
The FGC is a way of working in partnership with family networks in order to make 
plans for children and young people. The FGC differs from traditional methods of 
planning as it gives more power and responsibility to families and friends, which 
in turn raises the chance of the plan being carried out successfully (see section 
1)  
 
FORM E  
 
This is the format the child’s social worker will use for recording the details of 
children needing a permanent substitute family. This includes those where 
adoption or fostering is the plan. The Form E will then be used to ‘match’ the 
child to an appropriate carer/adopter. The Form E template can be accessed via 
the L Drive (see section 11) 
 
 
FORM F 
 
This is the format for assessment of prospective foster carers and adopters. 
Once completed the Form F will be presented to the relevant Panel (Fostering or 
Adoption and Permanence) for approval. If approved the foster carers or 
adopters will then be ‘matched’ with a child using the information recorded within 
the Form E. The Form F template and format for Matching report can be 
accessed via the L Drive. 
 
FORMER RELEVANT YOUNG PEOPLE 
 
In respect of The Children (Leaving Care) Act 2000 this refers to young people 
aged 18- 21 (or possibly older if being supported through a programme of 
education or training) who have either been ‘eligible ’or ’relevant ’ children or both 
(see section 15) 
 
FOSTERING PANEL 
 
The purpose of the Fostering Panel is to consider assessments of prospective 
foster carers and give approval where appropriate.  The Panel also considers 
foster carers household reviews. The recommendations of the Panel are passed 
to the Agency Decider for a final decision.  
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A Health Assessment is a holistic assessment that provides an opportunity to 
review a child's overall health, development and well being, including health 
promotion, the child's wishes and feelings regarding their health and 
comprehensive information for carers.  It informs the Health Plan and provides a 
foundation for future assessments.  It does not necessarily include a 
medical/physical examination, however it may include information from prior 
medical examinations or indicate the need for further medical examinations to be 
requested.       
 
HEALTH FAX   
  
The 'Health Fax' is a red A5  ‘filofax’  style book with information and advice 
aimed at helping looked after children and young people keep themselves 
healthy and encourage them to keep their own health record.  There are also 
extra pages about relationships and sex that can be added as felt appropriate.  
All looked after children over 11 years of age that have been in care for over 4 
months and whose plan is to remain looked after should be given their own 
copy.  Full guidelines are available on Children's Services L Drive.        
 
HEALTH PLAN  
  
The Health Plan sets out the actions, time-scales and responsibilities arising from 
the health assessment.  It forms part of the child ' s care plan and should be 
reviewed as part of the child ' s statutory Child Care Review.  This provides a 
forum to establish if the identified health needs of the individual child or young 
person are being addressed. 
 
IN 

CARE 

         

 

 

 

 

 

 

 
Should refer only to children who are on Care Orders (or Interim Care Orders).  
These orders require parents and the Local Authority to share Parental 
Responsibility.  There is an expectation that the two will work in partnership in 
agreeing and implementing the plan for the child (Children Act 1989 Section 31) 
However the Local Authority has the power to determine to what extent others 
may meet their parental responsibility (Children Act 1989 Section 33) 
 
INDEPENDENT VISITORS 
 
An Independent Visitor is a volunteer recruited to visit a Looked After Child who 
has infrequent or no contact with his/her parents/others with parental 
responsibility (see section 12) 
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JOINT PLACEMENT PANEL 
 
The Joint Placement Panel meets monthly. The purpose of the Panel is to offer 
advice and information on all children who may require external residential 
placements or complex local care packages to meet care and/or educational 
and/or health needs that cannot be met within baseline local services. The Panel 
also considers funding for these care packages and agrees the funding 
responsibilities of the three partner agencies. 
 
In addition to this remit, the Panel also has the more general purpose of ensuring 
a joint approach to developing and reviewing local provision to meet the needs of 
children and young people in Milton Keynes. Details of the Panels terms of 
reference and paperwork required can be accessed via the L Drive.  
 
KINSHIP (FAMILY AND FRIENDS) CARE 
 
This term is used to describe a situation where a child is living away from the 
parental home with a relative or friend. The child may be a ‘Looked After Child’ 
who has been placed there by the local authority either with parental agreement  
(accommodation) or under an order made by the court. Alternately relatives or 
friends may have been granted a Residence or Special Guardianship Order in 
which case the child is not Looked After (see section 4) 
 
‘LOOKED AFTER’ 

 

 

 

 

 

 

 

 

       

A shortening of the phrase ‘Looked After by the Local Authority’.  This term was 
introduced by the 1989 Children Act as an attempt to get away from words like ‘in 
care’ which had come to be seen as stigmatising. A child is defined as ‘Looked 
After’ if accommodated for a continuous period of over 24 hours or if they are 
under: 
Police Protection Orders 
Emergency Protection Orders 
Interim Care Order 
Care Orders 
Remand to Local Authority care 
Detained under Section 38 of the Police and Criminal Evidence Act 1986 (see 
Children Act 1989 Section 22) 
 
MEDICAL EXAMINATION/ASSESSMENT   
  
Looked after children whose plan is for permanency are recommended to have a 
Medical Report.  This provides medical history and information on the child's 
current physical and developmental state; providing professionals and carers 
with a baseline for future assessments, information for relevant panels and courts 
and information that may be relevant to future medical consultations.  
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The pathway plan is drawn up following the Leaving Care Assessment of Need 
and should be completed within three months of the young person becoming 
‘eligible’. The Pathway Plan covers areas of: personal support, accommodation, 
education/training/employment, financial support, health needs, practical and 
other skills and family and social relationships as well as contingency plans. The 
plan must be reviewed at least once every six months (see section 15)  
   
PERMANENCY PLANNING  

 

 

       

 
This term describes the process by which decisions are made about the long-
term future of children who cannot live with their parents.  Its purpose is to 
ensure them a permanent, stable and secure upbringing, either within their 
original family or by providing high quality alternative parenting.  Its aim is to 
avoid long periods of insecurity or repeated disruptions in a child’s life.  It should 
therefore be completed speedily and details of the plan and monitorable 
milestones to achieve it will be discussed and agreed at the four-month (second) 
childcare review (see section 5) 
 
PERSONAL ADVISOR (PA) 
 
This is the person allocated to every young person aged between 13 and 19 
years as part of Connexions. The PA supports them with advice on routes into 
employment, training and further education and helps address any personal 
problems as well as building on strengths and tackling weaknesses. The PA will 
ensure the co-ordination of the Pathway Plan.  PA’s are drawn from a range of 
disciplines such as careers officers, youth workers etc. For young people leaving 
care the PA will be a member of the Leaving Care Team (see section 15 ) 
 
PERSONAL EDUCATION PLANS (PEP)  
 
Every child or young person who is looked after must have a Personal Education 
Plan (PEP), which ensures access to services and support. The purpose of the 
plan is to:  
Contribute to stability 
Minimise disruption and broken schooling 
Signal particular and special needs 
Establish clear goals and 
Act as a record of progress and achievement 
 (see section 10) 
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The Police can act immediately to prevent significant harm to children (Children 
Act 1989 s. 46) by removing them from a situation, or insisting they remain in a 
safe place for up to 72 hours.  In practice the police use their powers to protect a 
child but the Local Authority finds an appropriate placement (see section 2) 
 
PRIVATE FOSTERING 
 
This is a private arrangement made for a child who is aged under 16 (or 18 for a 
child with disabilities) to be cared for by an adult, who is not a relative, for a 
period of more than 28 days. Children who are privately fostered are not looked 
after by the local authority, however the local authority does have certain 
responsibilities in respect of these children (see section 4). 
 
QUALIFYING CHILDREN  
 
Any young person aged over 16 and under 21 (24 if in education and training) 
who ceases to be Looked After or accommodated in a variety of other settings, or 
privately fostered after the age of 16(see section 15) 
 
REGULATION 38 PLACEMENTS  

 

 

 

 

       

 
This allows a child’s friends or relatives to be approved to care for them for up to 
6 weeks in an emergency   (see section 4) 
 
RELEVANT YOUNG PEOPLE  
 
In respect of The Children (Leaving Care) Act 2000 this refers to young people 
aged 16 and 17 years who have been looked after for at least 13 weeks and who 
have left care (see section 15) 
 
RESIDENCE ORDER 
 
(Children Act 1989 S.8)  A Residence Order is an order “settling the 
arrangements to be made as to the person with whom a child is to live.  
Residence Order usually last until a child is 16, and give people parental 
responsibility but does not remove parental responsibility from the birth parents 
who hold it (see section 4) 
 
RESOURCES PANEL 
 
The Resources Panel has a number of functions, which include:  
• 

The approval of requests for children to become looked after under 
section 20 and to sanction the instigation of Care Proceedings.  
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To ensure that all alternatives have been explored and exhausted, or are 
inappropriate on grounds of risk of ‘significant harm’, to prevent the need 
for a child to become looked after.  

• 

To ensure that plans and resources are in place to maximise opportunities 
for children to exit the Looked After system in the short term 

• 

To administer the allocation of resources from the Kinship Support 
Budget, established to provide practical and financial support to enable 
extended families and kinship networks to meet the needs of children 
outside of the Looked After system 

 
 Details of the Panels terms of reference and application form template can be 
accessed via the L Drive. 
 
RESPONSIBLE AUTHORITY 
 
In respect of The Children (Leaving Care) Act 2000 Section 23A(4), this refers to 
the council which last looked after the child or young person (see section 15) 
  
SIGNIFICANT HARM 
 
Significant harm is the concept used in deciding whether a child needs legal 
protection.  Where the significant harm relates to the child’s health or 
development this should be compared with what could reasonably be expected 
of a similar child (see section 2) 
  
SUPERVISION ORDER 
 
(Children Act 1989 S.31) Supervision Orders require the same evidence of 
significant harm as Care Orders.  Supervision Orders last for one year only, but 
can be extended for up to three years.  Supervisors must among other things 
advise, assist and befriend the supervised child and have some powers to direct 
the child over activities or residence.  Requirements for medical and psychiatric 
examinations can be attached to the order (see section 2) 
 
TRANSITION PANEL 
 
This multi-disciplinary panel monitors the transition process from the age of 14 
years for children who are likely to require adult services. The purpose of the 
panel is to meet the local authorities responsibilities under the Disabled Persons 
Act (1986) as well as enabling services to plan effectively for young people who 
will require adult social care services.  
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The Human Rights Act 1998  
 
This Act incorporates the European Convention of Human Rights into English 
Law; it does not confer any new rights.  The main difference is that people are 
able to enforce the Convention in the UK courts if they think a public authority 
has breached or is likely to breach a Convention Right or Freedom affecting 
them.  This has major implications for the work of all agencies.  The Convention 
provides a means of challenging unnecessarily harsh or insensitive behaviour by 
the state in the field of family law; it also requires the State to act positively to 
support convention rights.  
 
The Convention espouses the principle of ‘Proportionality’ – that is any 
interference with a convention right must be in proportion to the intended 
outcome in effect that ‘ a sledgehammer must not be used to crack a nut.’  
 
Rights are divided into those, which are absolute (e.g. Article 3), those that are 
Qualified (e.g. Article 8) and those that are limited (e.g. Article 2). 
 
•  Article 1 provides that a party to the convention has a duty to secure the 

rights and freedoms under the convention to everyone within their jurisdiction.  

 
•  Article 2  provides for the right to life 
 
•  Article 3 provides that no one shall be subject to torture or inhuman or 

degrading treatment or punishment. 

 
For looked After Children this would cover issues such as ensuring they are not 
subjected to degrading punishments and that they are protected from 
discrimination, bullying and mistreatment 
 
•  Article 5 provides for the right to liberty and security although there are some 

exceptions, for example after conviction by a court 

 
This would cover issues such as ensuring that looked after children are not 
unlawfully detained in their placements. 
 
•  Article 6 provides for the right to a fair trial or hearing within a reasonable 

time. 

 
This would cover areas such as ensuring that children and young people are 
allowed a say in their review meetings and that they are given assistance where 
appropriate in expressing their views for example within Care Proceedings 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 33 



[bookmark: 36]•  Article 8 provides for the right to respect for private and family life: 

 

i)  Everyone has the right to respect for his private and family life, his 

home and his correspondence; 

 

ii) There shall be no interference by a Public Authority with the 

exercise of this right except, such as; in accordance with the law 
and that which is necessary in a democratic society in the interests 
of national security, public safety or the economic well-being of the 
country for the prevention of disorder or crime, for the protection of 
health or morals, or for the protection of the rights and freedoms of 
others.  

 
Issues for Looked After Children would include contact with siblings and other 
family members, the right of consideration for them to be reunited with parents or 
family members, rights to make decisions concerning aspects of their lives and 
the right to have access to records about them 
 
•  Article 12 provides for the right to marry and start a family. 
 
The United Nations Convention On The Rights Of The Child 
 
This Convention confers a number or rights on all children and young people in 3 
main areas of: Participation, Protection and Provision. Some examples of these 
rights are included below: 
• 

To protection from any form of discrimination (Article 2). 

• 

To express their own opinions and have that opinion listened to in matters 
affecting them (Article 12). 

• 

To an education (Article 28). 

• 

The right to live with one’s own family unless this is not in the child’s best 
interests and where separation does take place, the right to maintain 
contact with both parents on a regular basis (Article 9) 

• 

To protection from all forms of maltreatment and sexual exploitation– 
including rights to special protection if the child is deprived of a family 
environment and to ensure that appropriate alternative family care or 
institutional placement is available with efforts being made to pay due 
regard to the child’s cultural background (Article 20) 

• 

The duty of the government to ensure that where adoption takes place, it 
is only carried out in the best interests of the child with all the necessary 
safeguards. (Article 21) 

• 

The state has to grant special protection to a refugee child or one seeking 
refugee status (Article 22). 

• 

Children from ethnic minority or indigenous populations have a right to 
enjoy their own culture and practice their own religion and language 
(Article 30). 
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Right to leisure, play and participation in cultural and artistic activities 
(Article 31) 

• 

Disabled children have a right to special care, education and training to 
help them enjoy a full and decent life in dignity and to achieve the greatest 
degree of self-reliance and social integration possible (Article 23). 

 
The Race Relations (Amendment) Act 2000 
 
This Act, which extends the 1976 Race Relations Act, was influenced by the 
findings of the Macpherson Inquiry into the death of Stephen Lawrence, which 
highlighted the existence of ‘institutional racism’.  
 
The Act clearly specifies the duties of all public bodies including local authorities 
to eliminate racial discrimination and promote equality of opportunity and good 
race relations. Public bodies are defined as those whose functions are of a public 
nature, as well as central and local governments bodies such as the Police 
Force, Prison Service and Primary Care Trusts (PCT’s) , this is likely to include 
private and voluntary organisations who are contracted to deliver services to 
public bodies so would cover for example private children’s homes. 
 
The Act makes direct and indirect discrimination and victimisation by public 
bodies illegal. It covers discrimination on the grounds of race, colour, nationality 
or ethnic origin but does not cover discrimination relating to lifestyle or religion.  
 
Direct discrimination occurs if a person is treated less favourably than someone 
else on racial grounds. This would include not offering services to people 
belonging to a particular ethnic group or making assumptions about people on 
the basis of their colour and treating them differently as a result of this. 
 
Indirect discrimination would occur when although a rule is applied equally to 
everyone in practice, it can only be met by a considerably smaller proportion of 
people from a particular racial group and the rule is to their disadvantage and 
cannot be justified on non racial grounds, for example insisting that everyone 
wears a uniform that is inconsistent with a particular racial groups custom.   
 
Victimisation relates to situations when someone is disadvantaged because they 
have either made or supported someone else to make a complaint of racial 
discrimination. 
 
The Act poses a number of specific duties on public bodies and alongside the 
Macpherson report raises a number of questions for policy makers, managers 
and practitioners to consider their own practice in light of the Act. 
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Introduction 
 
This Act implements the main proposals of the Government White Paper 
regarding the Modernisation of Social Services, which was published in 1998.  
The new arrangements replace those set out in the Registered Homes Act 1984 
and those provisions in the Children Act 1989 which deal with the regulation of 
voluntary children's homes and registered children's homes. 
 
Scope Of The Act In Relation To Services For Looked After Children  
 
The main purpose of the Act was to reform the regulatory system for care 
services in England and Wales, in order to ensure that children are safeguarded 
from harm and receive appropriate standards of care. Care services range from 
residential care homes and nursing homes, children's homes, domiciliary care 
agencies, fostering agencies and voluntary adoption agencies through to private 
and voluntary healthcare services. In England the National Care Standards 
Commission (NCSC) undertakes this regulatory function. 
 
The Act also provides for the regulation of the social care workforce, by 
establishing a General Social Care Council (GSCC) for England, which will set 
up and maintain a register of social care staff, regulate the training of social 
workers and raise standards in social care through codes of conduct and 
practice.  
 
Specific Implications  
 

•  For the first time, local authorities will be required to meet the same 

standards as independent providers. Community homes will now be 
regulated.  

•  Local authority fostering and adoption services will be subject to 

inspection. 

•  Welfare arrangements in all boarding schools and further education 

colleges, which accommodate children, will be subject to inspection. 

•  Amendments are made to the Protection of Children Act 1999 to modify 

its application to employment businesses and to extend the scope of the 
Act to cover persons disqualified from working in independent schools on 
the grounds of their unsuitability to work with children. 

 
Definition Of A Children’s Home 
 
The Act defines a children's home as: ‘an establishment which provides care and 
accommodation wholly or mainly for children’. This includes: 
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local authorities)  

 

•  Voluntary homes (provided by charities or other not-for-profit 

organisations) and  

 

•  Registered children's homes (These are run by private individuals or 

companies for profit). Small private children's homes, which accommodate 
fewer than four children, were not previously required to register however 
they are now required to do so. 

 

•  Also any school, which provides accommodation for more than 295 days a 

year for any individual child, must register as a children's home.  

 
•  All residential family centres, which undertake monitoring, and/or an 

assessment of parenting capacity will be required to register with the 
registration authority.  

 
The definition excludes a place where a child is cared for by his parents, a 
relative, a person with parental responsibility for him or a foster parent. It also 
excludes hospitals and clinics, schools and other institutions and gives the 
appropriate Minister the power to make other exceptions in regulations. 
 
The Children Act 1989 
 
This Act provides the legal framework for safeguarding children and promoting 
their welfare.  The key principles are as follows:   
 
The welfare of the child is the paramount consideration in any Court proceedings. 
Section 1 (1).  
 
In proceedings the court works on the basis that any delay in deciding issues is 
likely to prejudice the welfare of the child and should be avoided if possible.  
Section 1 (2). 
 
A court cannot make any order in respect of a child unless it is satisfied that 
doing so will be better for the child than no order at all. Section 1 (5).  
 
The Act also has an implicit underlying principle that children generally are best 
looked after within their own families and emphasises the importance of taking 
into account their views and wishes and of working in partnership with them and 
their families.  
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Where the court is considering making / varying or discharging Care, Supervision 
or Section 8 orders which are contested it shall have regard to the following: 
• 

the ascertainable wishes and feelings of the child concerned (with 
reference to age and understanding 

• 

the child’s physical, emotional and educational needs 

• 

the likely effect on the child of any change in circumstances 

• 

the child’s age, sex, background and any other characteristics the court 
considers relevant (for example race, language, religion and culture) 

• 

actual or potential harm 

• 

the capability of parents or relevant others to meet the child’s needs 

• 

the range of powers that are available to the court. 

 
Parental Responsibility (PR) 
 
The Children Act (1989) defines Parental Responsibility as: ‘ all the rights, duties, 
powers, responsibilities and authority which by law a parent of a child has in 
relation to that child and his property.’ [s.3(1)] 
 
Who Has Parental Responsibility? 
 
• 

The mother  

• 

The married father (i.e. married to the mother – this applies even if the 
parents marry after the birth of the child) 

• 

A father who is registered as the child’s father on their birth certificate. 
Amendment to the Children Act of the Adoption and Children Act (2002) 
due to be implemented in 2004 

 
Who Can Acquire Parental Responsibility? 
 
• 

An unmarried father if he has a Parental Responsibility Agreement or  
A Court Order granting him parental responsibility 

• 

A step-parent with the agreement of all other parents who have parental 
responsibility (Amendment to the Children Act of the Adoption and 
Children Act (2002) due to be implemented in 2004) 

• 

Anyone with a Residence Order (often grandparents) 

• 

Anyone who is appointed a guardian 

• 

Anyone who has an Adoption Order made in their favour 

• 

The Local Authority if a Care Order has been made (N.B. the granting of 
an Emergency Protection Order gives limited PR allowing reasonable 
steps to be taken to safeguard and promote the welfare of the child) 
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For mothers and married /registered fathers PR lasts until the child is 18 (unless 
the child is adopted/has been freed for adoption). Fathers and stepparents who 
have acquired PR will retain it until the child is 18 unless it is brought to an end 
by successful application to the court by another person with PR or with the leave 
of the court on the application of the child. 
 
Those who have a Residence Order for a child will retain PR until the child is 16 
(or in exceptional circumstances until the child is 18) unless there is a successful 
application to the court for the Residence Order to be discharged. 
 
More than one person may have parental responsibility at the same time. If the 
Local Authority shares parental responsibility with others by virtue of a Care 
Order or Interim Care Order, the Local Authority is able to determine the extent to 
which others may exercise parental responsibility. 
 
The Concept Of Significant Harm 
 
The Children Act 1989 introduced the concept of significant harm as the 
threshold that justifies compulsory intervention in family life in the best interests 
of children.  A court may only make a Care Order (committing the child to the 
care of a local authority) or Supervision Order (putting the child under the 
supervision of a social worker or probation officer) if it is satisfied that: 
 
The child is suffering, or is likely to suffer, significant harm;  
 
and 
 
That the harm or likelihood of harm is attributable to a lack of adequate parental 
care or control (s31).  
 
There are no absolute criteria on which to rely when judging what constitutes 
significant harm.  Sometimes, a single traumatic event may constitute significant 
harm, e.g. a violent assault, suffocation or poisoning.  More often, significant 
harm is a compilation of significant events, both acute and long standing, which 
interrupt, change or damage the child’s physical and psychological development.  
 
Some children live in family and social circumstances where their health and 
development are neglected.  For them, it is the corrosiveness of long-term 
emotional, physical or sexual abuse that causes impairment to the extent of 
constituting significant harm.  In each case, it is necessary to consider any ill 
treatment alongside the family’s strengths and supports. It is important always to 
take account of the child’s reactions and perceptions, according to their age and 
understanding. 
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Police Power Of Protection Order (PPO) Section 46 of the Children Act 1989  
 
Where a police officer has reasonable cause to believe that a child would 
otherwise be likely to suffer significant harm s/he may: 
 
Remove a child to suitable accommodation and keep them there ;or 
 
Take reasonable steps to ensure that the child’s removal from any hospital, or 
other place in which the child is then being accommodated is prevented. 
 
The local authority should be informed as soon as possible after the child has 
been taken into police protection. Likewise the child and anyone who has PR for 
them or who they were living with at the time should be informed of the action 
that has been taken or is proposed and reasonable steps must be taken to find 
out the child’s wishes and feelings.  
 
If it is in the child’s best interests and the request is reasonable, contact should 
be allowed between the child and their parents/anyone else with PR, anyone who 
they were living with immediately before or who has a contact order or any 
person acting on behalf of any of the above.  
 
No child may be kept in police protection for more than 72 hours. The order does 
not give Parental Responsibility to the holder.  
 
Emergency Protection Order (EPO) Children Act 1989 s.44 
N.B for further guidance on applications for EPO’s see For Circulation/Children’s 
Services Policies, Action Plans and Guidance on the L Drive. 
 
An EPO gives authority to remove a child (or prevent the removal of a child) and 
places the child under protection of the applicant for a maximum of eight days 
(with a possible extension of up to a further seven days). However the child must 
be returned as soon as it is safe to do so. 
 
Any person may apply for an EPO on the grounds that there is reasonable cause 
to believe that the child is likely to suffer significant harm. There is an additional 
ground on which local authorities or  ‘authorized persons’ (NSPCC) can apply. 
This is where enquiries are being made under s47 (1) (b) and those enquiries are 
being frustrated by access which is required urgently being unreasonably 
refused. The welfare of the child is the paramount consideration, the presumption 
of no order applies but the welfare checklist does not. The order bestows PR on 
the applicant and the court has the power to make directions regarding contact 
and assessments. 
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the power of arrest) following an application by a local authority or  ‘authorized 
person’. The grounds for the attachment of an exclusion order are: 
That there is reasonable cause to believe that if the person is excluded from the 
dwelling house in which the child lives then the child will not be likely to suffer 
significant harm or the enquiries will cease to be frustrated  
 
and 
 
The other person in the dwelling house is able and willing to give the child the 
care, which it would be reasonable to expect a parent to give him, and consents 
to the exclusion requirement. 
 
The exclusion order allows for: 
• 

a provision requiring the relevant person to leave the  dwelling house in 
which s/he is living with the child 

• 

a provision prohibiting the relevant person from entering the  dwelling 
house in which the child lives 

• 

a provision excluding the relevant person from a defined area in which the  
dwelling house in which the child lives is situated. 

 
There is no appeal against the exclusion order but it does end if the local 
authority removes the child from the house to other accommodation for more a 
period of than 24 hours. 
 
Care Orders (CO) (Children Act 1989 S31) 
 
A Care Order can only be made by a court; bearing in mind the general principles 
of the Act and if the court is satisfied that: 
 
a) The child is suffering or is likely to suffer from significant harm and 
 
b) That the harm or likelihood of harm is attributable to - 
 
(i) The care given to the child, or likely to be given to him/her if the order were not 
made, not being what it would be reasonable to expect a parent to give him/her, 
or 
(ii)The child being beyond parental control   
 
A Care Order can also be made where a child who has been subject of a Child 
Safety Order (under 10’s only) Crime and Disorder Act 1998 (s.11) has breached 
the order. A court may make a Care Order instead regardless of whether the 
threshold criteria are met. 
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parent, but enables the local authority to determine the extent to which the 
parents can meet their parental responsibilities for the child. 
 
Before making the order the court must consider the arrangements for contact 
with the child (see section 7) 
 
Applications can be made up to the child’s 17th birthday (16th if married). The 
care order lasts until the child is eighteen unless it is discharged before then in 
one of the following ways: 
 
• 

Upon the making of a successful application by the child, or any person 
with PR (including the local authority) for a discharge. Where an 
application has been made for discharge that has not been successful a 
further application cannot be made within six months without the leave of 
the court. 

 
• 

An Adoption Order or Freeing For Adoption Order is made 

 
• 

A Residence Order is made 

 
• 

A Supervision Order is made 

 
Interim Care Orders (ICO)(Children Act 1989 S38)  
 
These can be made pending the outcome of final hearings. The maximum length 
of the first interim order is 8 weeks and subsequent orders may not last more 
than 4 weeks.  The grounds for making the ICO are where there are reasonable 
grounds for believing that the grounds for the making of a care order apply and it 
is better to make an order than not. 
 
The court can give directions with regard to particular assessments/examinations 
subject to the consent of those involved. There is also the facility to attach an 
exclusion requirement to the interim order when: 
 
(i)There is reasonable cause to believe that if the person is excluded from the 
dwelling house in which the child lives then the child will not be likely to suffer 
significant harm or the enquiries will cease to be frustrated  
 
and 
 
(ii)The other person in the dwelling house is able and willing to give the child the 
care, which it would be reasonable to expect a parent to give him, and consents 
to the inclusion of the exclusion requirement. 
 
The exclusion order allows for: 
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• 

A provision requiring the relevant person to leave the dwelling house in 
which s/he is living with the child 

• 

A provision prohibiting the relevant person from entering the dwelling 
house in which the child lives 

• 

A provision excluding the relevant person from a defined area in which the 
dwelling house in which the child lives is situated. 

 
There is no appeal against the exclusion order but it does end if the local 
authority remove the child from the house to other accommodation for more a 
period of than 24 hours. 
 
Supervision Orders (Children Act 1989 s31) 
 
The grounds for a supervision order are the same as those for a care order. The 
supervision order normally lasts for 12 months, the local authority does not have 
PR and the child is not Looked After. The supervisor has a duty to advise, assist 
and befriend the child, who is required to comply with certain directions given by 
the supervisor. Interim supervision orders can be made in the same way as 
interim care orders. 
 
Recovery Order (Children Act 1989 s50) 
 
Applications can be made by a ‘designated officer’ (if child is in police protection) 
or a person who has PR through an EPO or CO. 
 
The welfare of the child is the paramount consideration and the welfare checklist 
does not apply. 
 

 

The grounds for making the order are where there is reason to believe that the 
child: 

 Has been unlawfully taken or kept away from the applicant 
 Has run away or is staying away from the applicant 
 Is missing 

  
The order: 
 
• 

directs any person who is in a position to do so to produce the child on 
request to any authorized person 

• 

authorizes the removal of the child by an authorized person 

• 

requires any person who has information about a child’s whereabouts to 
disclose that information to a constable or officer of the court 

• 

authorizes a constable to enter any premises specified in the order and 
search for the child, using reasonable force if necessary.  
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Section 8 Orders 
 
These orders may be made by the court of its own motion or by application from 
permitted persons in family proceedings. A Local Authority may not apply for 
a Residence or Contact Order. 
 
Residence Order  - determines the person with whom the child shall live. The 
making of a residence order means the automatic discharge of an existing care 
order  
 
Contact Order – details contact arrangements with a named person. 
 
Prohibited Steps Order – means no step can be taken by a person in meeting 
their PR for a child which is of a kind specified in the order, without the consent of 
the court (e.g. to prevent removal from the country) 
 
Specific Issue Order – determines a specific question, which has arisen or may 
arise in connection with any aspect of PR e.g. a dispute over medication or 
schooling. 
  
Freeing Orders (Adoption Act 1976 S.18) 
N.B for further guidance on Freeing Orders see Children’s Services Policies, 
Action Plans and Guidance on the L Drive. 
 
Grounds 
 
Only an approved adoption agency can apply for a Freeing Order. An order can 
be made on a child or young person who is under the age of 18 years and is not 
married.  
 
The court must have regard to all the circumstances, with the first consideration 
being given to the need to safeguard and promote the child’s welfare and shall so 
far as is practicable ascertain the wishes and feelings of the child and give due 
consideration to them having regard to age and understanding (s.6) 
 
Effects Of The Order 
 
The Freeing Order has the effect of ending the PR anyone had for the child prior 
to the making of the order and transfers this to the adoption agency until the child 
is adopted. It also discharges any other order that is in place including a care 
order  
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Before the court will make the order it must be satisfied that each parent with PR, 
freely and with full understanding of what is involved agrees generally and 
unconditionally to the making of the order.  In the case of mothers this agreement 
cannot be given until 6 weeks after the child’s birth. In relation to fathers without 
PR the court must be satisfied that they do not intend to apply for PR or a 
residence order or if they did it would not be likely to be granted. In any case a 
father without PR should have already been contacted and his views sought prior 
to any application. 
 
If one or both parents (with PR) oppose the application the court can dispense 
with their agreement if one or more of the following grounds are satisfied: 
 
• 

The parent cannot be found or is incapable of giving agreement (all 
reasonable efforts need to have been made to find the parent.  A parent 
may be deemed incapable by way of a mental health or physical 
condition) 

• 

The parent is withholding their agreement unreasonably (objectivity should 
be applied in considering what is reasonable) 

• 

The parent has persistently failed without reasonable cause, to discharge 
their parental responsibilities. 

• 

The parent has abandoned or neglected the child  

• 

The parent has consistently ill-treated the child 

• 

The parent has seriously ill-treated the child and the rehabilitation to the 
parent’s household is unlikely. 

 
Duration 
 
A Freeing Order lasts until the Adoption Order is made. If an Adoption Order is 
not made it lasts until the child is 18 years.  
 
The parent must receive a progress report within 14 days of the first anniversary 
of the making of the Freeing Order telling them whether an adoption order has 
been made or whether the child has been placed for adoption. If neither of these 
things has occurred the parent can apply for the revocation of the Freeing Order 
on the grounds that he or she wishes to resume parental responsibility. 
 
N.B Freeing Orders are to be abolished when the Adoption and Children 
Act 2002 comes into force. 
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Who Can Be Adopted 
 
The court can make an adoption order in relation to any unmarried child under 
the age of 18 years.  
 
Who Can Apply 
 
A married couple aged over 21 (unless one is the parent of the child in which 
case s/he must be over 18) 
A single person aged over 21 
A step-parent aged over 21 years 
 
Effects Of The Order 
 
The making of the order ends the child’s legal relationship with their birth family 
and transfers PR from those who held it prior to the making of the order to the 
adoptive parent(s). It also means the automatic discharge of a Care Order.  
 
Grounds For Making The Order 
 
See section above on Freeing Orders for information on considerations of the 
court in making the order and issues in relation to parental consent and the 
dispensation of this. 
 
If a Freeing Order has already been granted an Adoption Order can be made 
without parental consent. 
 
Other requirements are that;  
 
• 

The child has been living with the applicant for the relevant period of time 
before making the order (the child must be at least 19 weeks old and have 
lived with the applicants at all times during the preceding 13 weeks) 

• 

The adoption agency has had sufficient opportunity to see the child with 
the applicants 

• 

The applicants have not previously had an application for an adoption 
order refused 

• 

No unauthorised payments have been made. 

 
Placement Orders (Will come into force under the Adoption and Children Act 
2002probably in 2004) 
 
A placement order authorises a local authority to place a child for adoption with 
any prospective adopters chosen by the authority. 
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Grounds 
 
The court may not make a placement order in respect of a child unless:  
 
(a) The child is subject to a care order, 
(b) The court is satisfied that the conditions in section 31(2) of the 1989 Act 
(conditions for making a care order) are met, or 
(c) The child has no parent or guardian. 
 
Duration Of The Order 
A Placement Order continues until an Adoption Order is made or the child 
marries or becomes 18 years or the order is revoked under the following 
grounds:  

 

1.  An application made by the child or the local authority authorised 

to place the child for adoption and the child has not been placed 
for adoption by the authority.  

 

2.  The court can give leave for any person to apply if it is satisfied 

that there has been a change in circumstances since the order was 
made. 
  

3.  If the court determines, on an application for an Adoption Order, 

not to make that order, it may revoke any Placement Order in 
respect of the child. 

 

N.B. Where an application for the revocation of a Placement Order has been 
made and has not been disposed of, and the child is not placed for adoption by 
the authority, the child may not without the court's leave be placed for adoption 
under the order. 
  
Effects Of The Order 
 
While a child is placed for adoption or an adoption agency is authorised to place 
a child for adoption or a placement order is in force, PR for the child is given to 
the agency concerned. While the child is placed with prospective adopters, PR is 
given to them. The agency may determine that the PR of any parent or guardian, 
or of prospective adopters, is to be restricted to the extent specified in the 
determination. 
 
Varying Placement Orders 

 

On the joint application of both authorities, the court may vary the order so as to 
substitute one local authority for the other. 
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Will replace existing adoption legislation 
 
Before making an Adoption Order, the court must consider whether there should 
be arrangements for allowing any person contact with the child; and for that 
purpose the court must consider any existing or proposed arrangements and 
obtain any views of the parties to the proceedings. 

 
 
Who Can Be Adopted 

 

An Adoption Order can only be made on a child who has not been 
married and who has not reached the age of 19 years N.B the 
young person must have been under 18 years at the time of the 
application.  
 
Who Can Apply To Adopt 
 
An application can be made by one person or a couple (at least 
one of which) is domiciled in a part of the British Islands. The lone 
applicant or both of the couple must also have been habitually 
resident in a part of the British Islands for a period of not less than 
one year ending with the date of the application. 

 

An Adoption Order may be made on the application of one person 
who has attained the age of 21 years who is either not married or 
is married but the court is satisfied that; they are permanently 
separated and living apart, or their spouse cannot be found, or by 
reason of ill-health, whether physical or mental, their spouse is 
incapable of making an application for an adoption order 
 
In the case of a couple both of them must have attained the age of 
21 years, unless one of them is the mother or father of the child 
and this parent has attained the age of 18 years and the other 
applicant has attained the age of 21 years. 
 
 The order can only be made if certain conditions are met:  

 

The first being that if the child has a parent or guardian unless they 
either consent to the making of the order or their consent has been 
dispensed with.  
 
The second is that the child has been placed with the prospective 
adopters, with the consent of each parent/ guardian (the child must 
have been at least six weeks old when the consent of the mother 
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or  
 
the child was placed for adoption under a placement order, and no 
parent or guardian opposes the making of the adoption order.  
 
Special Guardianship Orders (Will come into force under 
the Adoption and Children Act 2002probably in 2004) 
 
 
 A "Special Guardianship Order" is an order appointing one or 
more individuals to be a child's "special guardian(s)"  
 
Who Can Apply 
 
A special guardian must be aged 18 or over; and must not be a 
parent of the child in question. The court may make a special 
guardianship order with respect to any child on the application of 
an individual who is entitled to make apply or has obtained the 
leave of the court to make the application. Amongst those who can 
apply are: 
• 

any guardian of the child 

• 

any individual in whose favour a residence order is in force 

with respect to the child 
• 

a local authority foster parent with whom the child has lived 

for a period of at least one year immediately preceding the 
application  
 
The court may also make a special guardianship order with 
respect to a child in any family proceedings under certain 
circumstances.  
 
The Role of The Local Authority 
 

If the child in question is looked after by a local authority, the 
person(s) applying for the order must give written notice of their 
intention to the local authority, three months beforehand. 
 
 On receipt of such a notice, the local authority must investigate 
the matter and prepare a report for the court covering: the 
suitability of the applicant to be a special guardian; such matters 
as may be prescribed by the Secretary of State; and any other 
matter which the local authority consider to be relevant. The court 
may not make a special guardianship order unless it has received 
the report. 
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The court may itself ask a local authority to conduct such an 
investigation and prepare such a report, and the local authority 
must do so. The local authority may make such arrangements as 
they see fit for any person to act on their behalf in connection with 
conducting an investigation or preparing a report.  
 
Making Special Guardianship Orders 
 
 Before making a Special Guardianship Order, the court must 
consider whether, if the order were made: 
• 

A Contact Order should also be made  

• 

Any section 8 order in force should be varied or 
discharged  

• 

The court may also give leave for the child to be known by 
a new surname or grant leave for the child to leave the UK. 

 
Effect of The Order 
 
While the order remains in force a special guardian has PR and 
subject to any other order in force with respect to the child under 
this Act, a special guardian is entitled to exercise PR to the 
exclusion of any other person with PR for the child (apart from 
another special guardian).  
 
However this does not affect the operation of: 

• 

any enactment or rule of law which requires the consent of 
more than one person with PR in a matter affecting the 
child 

• 

any rights which a parent of the child has in relation to the 
child's adoption or placement for adoption.  

 
While a special guardianship order is in force, no person may 
cause the child to be known by a new surname; or remove him 
from the United Kingdom (for more than 3 months) without either 
the written consent of every person who has PR for the child or 
the leave of the court.  
 
Variation And Discharge  
 
The court may vary or discharge a special guardianship order on 
the application of: 
• 

The special guardian (or any of them, if there are more 
than one); 

• 

Any parent or guardian of the child  
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Any individual who has, or immediately before the making 
of the special guardianship order had, parental 
responsibility for the child;  

• 

The child himself;  

• 

A local authority designated in a care order with respect to 
the child.   

 
N.B. Some of the above will require leave of the court to apply    
In any family proceedings in which a question arises concerning 
the welfare of a child with respect to whom a special guardianship 
order is in force, the court may also vary or discharge the special 
guardianship order, even though no application has been made. 
 
Special Guardianship Support Services 
 
Each local authority must make arrangements for the provision 
within their area of special guardianship support services, which 
include financial support, counselling, advice and information.  
 
At the request of any of the following persons; 
• 

a child with respect to whom a special guardianship order 
is in force. 

• 

a special guardian 

• 

a parent;  

• 

any other person who falls within a prescribed description,  

 
A local authority may carry out an assessment of that person's 
needs for special guardianship support services.  
 

 

Data Protection Act 1998 

Personal information held about children and families is subject to a 
legal duty of confidence. That duty is not absolute but is a balance 
between the public interest in maintaining the confidentiality and the 
public interest in disclosing the information. (DoH 2002) 

 

 
The Data Protection Act 1998 makes provision for the processing of information 
concerning individuals, including the obtaining, holding, use or disclosure of that 
information. The Act does not amount to a blanket ban on disclosure. It requires 
that “personal” and “sensitive” information is: 
 
• 

Obtained and processed fairly and lawfully; 

• 

Only disclosed in appropriate circumstances; 
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Accurate and relevant; 

• 

Not held longer than is necessary; and  

• 

Kept securely 

 
What Is Personal Information? 
 
“data which relate to a living individual who can be identified from those data; or 
from those data or other data which is in the possession of, or is likely to come 
into possession of the data controller and includes any expression of opinion 
about the individual” (s.1 DPA 98) 
 
What Is Sensitive Personal Information? 
 
Under the Data Protection Act 1998, sensitive personal information is personal 
information, which includes information about: 
 
• 

The race or ethnic origin of the data subject; 

• 

Political opinions; 

• 

Religious beliefs; 

• 

Trades union membership; 

• 

Physical or mental health; 

• 

Sexual life; 

• 

The commission, or alleged commission, of any offences; and 

• 

Details of any criminal proceedings. 

 
Where there is consent from the data subject it is possible to share information. 
Sometimes in order to safeguard children it may be necessary to share different 
types of information including that containing personal and sensitive data either 
without seeking consent or when consent has been refused. In deciding to do so 
you must be clear that such information sharing has a lawful purpose and a 
reasonable basis for believing that the public interest in the safeguarding of a 
vulnerable child has outweighed the public and professional duty of 
confidentiality in the circumstances relating to that specific case.  
 
For more specific guidance please refer to the Referral and Assessment 
Handbook. 
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Why Do Children And Young People Become Looked 
After?  
 
There are a variety of reasons why children and young people become Looked 
After: 
 
• 

Over sixty percent of children become Looked After as a result of having 
experienced abuse or neglect. (Department of Health 2001) 

 
• 

They have no parent. 

 
• 

Their family are unable to provide appropriate care. 

 
• 

They have committed criminal offences. 

 
Different Routes By Which Children and Young People Can 
Become Looked After: 
 
Accommodation 
 
Section 20 of the 1989 Children Act gives Local Authorities the duty to provide 
accommodation for Children in Need where: 
 
• 

There is no one who has parental responsibility. 

• 

The child is lost or abandoned. 

• 

The person who has been caring for the child is prevented from providing 
suitable accommodation or care (for whatever reason or whether or not 
this is permanent). 

 
In addition the authority may provide accommodation for any child within their 
area (even though a person with parental responsibility is able to provide him 
with accommodation) if they consider that to do so would safeguard or promote 
the child’s welfare.  
 
N.B. Accommodation provided under S20 is different to accommodation provided 
by a local authority as part of provision of services to children in need and their 
families under S17. The later are not looked after children. Accommodation 
provided under S17 will almost always concern children needing to be 
accommodated with their families. However there may be cases where a lone 
child who needs help with accommodation, but does not need to be looked after, 
might appropriately be assisted under S17. Before deciding which section 
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need an assessment should be undertaken in accordance with the Framework of 
Assessment of children in need and their families. 
 
Accommodation cannot be provided if a person with parental responsibility who 
is willing and able to provide accommodation or to arrange for accommodation to 
be provided, objects. 
 
The local authority does not gain Parental Responsibility when a child is 
accommodated. 
 
Whilst use of accommodation can be one in a range of services to support 
children in need and their families, it is important that it’s use is carefully 
balanced with the impact for the child of being placed away from their family and 
home environment.  
 
Accommodation is defined as accommodation, which is provided for a 
continuous period of more than 24 hours. It is provided by agreement between 
the local authority and those who have Parental Responsibility for the child.  
Research (DoH 2001 P50-1) has indicated that in practice the use of full time 
accommodation adheres to one of three models: 
 
1) Accommodation is agreed jointly by the child, their family and the local 
authority as the most appropriate service to meet the needs of the child at that 
time. 
 
2) Accommodation is offered within a crisis within the context of ‘the insistent 
family and the reluctant social worker ‘.  This may apply for example when young 
people are in dispute with family members. In such situations, wherever possible 
consider how other services, mediation for example, may be more productive in 
helping to resolve the situation more quickly and in a less traumatic way. 
 
3) Accommodation is used in the context of a negotiated partnership where the 
child needs to be safeguarded and family are offered it as an alternative to the 
commencement of care proceedings. There are many issues to consider in such 
scenarios to achieve a proper balance between compulsion and voluntariness of 
the arrangement. 
 
There will be some situations where for the majority of the time parents are able 
to provide appropriate care for their children but this will be interspersed with 
periods of incapacity for example through mental or physical health issues. 
As far as possible, in order to lessen disruption to children, proactive forward 
planning, which includes contingency planning, is crucial and Family Group 
Conferences will be a valuable tool in this process. 
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clearly laid out with specific tasks and timescales as research indicates that for 
children who remain looked after for more than 6 weeks the chances of a return 
home are greatly reduced (Milham et al 1986)   
 
As well as considering the impact on children of becoming looked after, the 
impact upon parents should not be overlooked.  Families may feel stigmatised 
and distressed by the separation from their children. Research indicates that 
working directly with parents to help them rebuild their self-esteem early on is a 
factor associated with successful contact and reunification of children (Cleaver 
2000 cited in Messages from Research) 
 
Young people who are 16 years and over can request accommodation in their 
own right. The local authority has a duty to provide this for those aged between 
16 and 18 years in circumstances where their welfare would otherwise be 
seriously prejudiced.  
 
Removal from Accommodation 
 
Anyone with parental responsibility for the child may at any time remove the child 
aged less than 16 years from accommodation provided by or on behalf of the 
local authority (the exception to this is where a person or persons with a 
Residence Order/order made in the High Court agree to the accommodation).  
 
If the removal of the child were deemed to put them at risk of significant harm 
then an order would need to be sought through the court (or in an emergency via 
the police) to return the child to the care of the local authority. 
 
Those aged 16 and above can remain in or discharge themselves from 
accommodation without parental consent. 
 
Children Accommodated By Other Local Authorities 
 
If a child or young person is already accommodated by another local authority 
and their parent moves to Milton Keynes, the responsibilities in respect of the 
accommodated child remain with the other local authority. Any request for Milton 
Keynes to take on such responsibilities should be put in writing by the other local 
authority and cannot be agreed without the consent of a Children’s Services 
Manager in Milton Keynes.  
 
Accommodation and Residential School Placements   
 
Where a person with PR enters an agreement with the local authority to look 
after their child and the child is placed in a residential school, the child is 
accommodated under s20. 
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the child is not accommodated, even if the child is known to Children’s Services 
and they are consulted under a Special Educational Needs assessment and 
support the plan for social work reasons. 
 
For some looked after children, joint or tripartite funded places (with education 
and health) in residential schools, will be agreed by the Joint Placement Panel. 
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  Although refugee children have multiple needs because of their experiences of 

separation, loss and disclosure, many are not in receipt of the same standards of care 

  routinely afforded to indigenous children in need, with whom they share identical 
  rights. (Audit Commission 2000)
 
Introduction 
 
These are children and young people under the age of 18 years who arrive in 
Britain seeking asylum who have no adult parent or guardian to turn to in this 
country. Children may be unaccompanied for a number of reasons for example 
their adult carer may have died in their country of origin or could have sent their 
children away in an attempt to keep them safe. Some children will be searching 
for family members from whom they have been separated. Workers should also 
be mindful that traffickers who wish to exploit these young people for their labour 
or sexually also use the Asylum process at times.  
 
In Milton Keynes the majority of separated children to date have originated from 
Somalia, Kosovo and Albania.  
 
All unaccompanied children should be supported by Children’s Services under 
the provision of the Children Act 1989 regardless of their immigration status. 
NASS arrangements do not apply to unaccompanied asylum seeking children 
(under 18) 
 
If a child or young person is known to another local authority and presents at 
Children’s Services in Milton Keynes, arrangements should be made to contact 
that authority to find out their decisions.   
 
Looked After Status 
 
The following guidance has been issued by the Department of Health in relation 
to the issue of when unaccompanied children should become Looked After: 
 
Where a child has no parent or guardian in this country, s/he will generally need 
to become looked after via accommodation under s20 unless the needs 
assessment undertaken reveals particular factors which would suggest that an 
alternative response would be more appropriate. While the assessment is being 
carried out in accordance with the Assessment Framework the young person 
should be cared for under S20. 
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immigration status the Children Act provides their only lawful means of support. 
In such cases the child’s being without a family or responsible adult in this 
country would appear to trigger a duty under S20 (1) However after taking 
account of the child’s wishes as requested by S20 (6) the local authority might 
judge that the child is competent to look after himself. In such cases S17 may be 
used for support, including help with accommodation, without making the child a 
Looked After Child. {Department of Health LAC (2003)13} 
 
Those leaving care should have the same access to support and services under 
the Leaving Care Act (2000) as other young people. 
 
The Needs of Unaccompanied Children 
 
Unaccompanied asylum seeking children are supported under the Children Act 
1989 and the Local Authority in all its functions has a corporate parenting 
responsibility for them. Such children are entitled to medical treatment on the 
NHS. They are also entitled to the same educational opportunities as other 
children. Education authorities have a legal responsibility to ensure that 
education is available for all children of compulsory school age in their area, 
irrespective of the child's immigration status. Educational needs need to be 
assessed and responded to (see section 10) Referrals for English classes can be 
made directly to Milton Keynes College and CTTS or to the Education Liaison 
Officer. 
 
Unaccompanied children are unlikely to have medical records regarding their 
physical health and may not have undergone previous health surveillance. If a 
young person has a disability advice can be sought from the Health Visitor in the 
Young Asylum Seekers Support Team (YAST) or the Senior Nurse for Looked 
After Children as well as the Children with Disabilities Team.  
 
In addition to the needs they have in common with all children, as a result of past 
experience and the absence of ongoing emotional support separated children are 
likely to have additional needs.  
 
Given the traumatic experiences many young people have undergone –including 
having been subjected to torture and the implications of war – they may require 
support with emotional/mental health issues. Separation not only from family, but 
also from community and culture can increase isolation as well as emotional 
vulnerability.  
 
It is important to recognise that for many young people their faith will have played 
a significant role in their lives and efforts should be made to enable their spiritual 
needs to be met by sensitively supporting them to make links with appropriate 
religious organisations 
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The welfare of the child is a central consideration when the Home Office is 
considering applications. From 1st April 2003, exceptional leave is no longer 
being granted to adults having been replaced by two new forms of leave - 
Humanitarian Protection and Discretionary Leave. However Exceptional Leave to 
Remain is still available to unaccompanied children. 

• 

Refugee Status Recognised and Asylum Granted, indefinite leave to 
remain and normally allowed to be joined immediately by their family. 

           N.B. Unaccompanied asylum seeking minors who are given refuge status     

have no rights to be joined by their parents or guardians. 

 

• 

Exceptional Leave To Remain (ELR) (For Humanitarian Reasons) 

The ELR period is usually 4 years, but may be less if a special country policy 
applies. At the end of 4 years, the applicant may apply for indefinite leave. This is 
normally granted unless there are specific reasons against it, for example a 
criminal conviction. Unaccompanied children granted 4 years ELR may therefore 
generally expect to be allowed to remain in the UK permanently after the 4 years 
has expired, provided that they apply for Indefinite Leave to Remain (ILR) shortly 
before their 4-year ELR stay expires. 

Considered for refusal are unaccompanied asylum seeking children who have no 
asylum or human rights claim. Home Office Ministers have said that that no 
unaccompanied child will be removed from the UK unless they are satisfied that 
adequate reception and care arrangements are in place in the country to which 
he/she is to be removed. If no satisfactory reception and care arrangements can 
be made then they will be granted a period of exceptional leave to remain as 
shown in the following paragraph. 

• 

Restricted Periods Of ELR: 

(i)Children who under 14 years of age at the time the decision is made are 
normally given 4 years exceptional leave to remain. At the end of this period the 
child may apply for indefinite leave to remain in the same way as those granted 4 
years ELR for humanitarian reasons. 

(ii)Children who were between the ages of 14 and 17 years at the time they were 
refused will normally be granted leave to remain until their 18th birthday. Children 
in this category will normally be expected to leave the UK at the end of their 
leave, or sooner if satisfactory arrangements for return can be made 
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as in (i) or (ii) above, or in accordance with the country policy in force, whichever 
is the more favourable to the child. 
Those applicants who reach their 18th birthday before an initial asylum decision, 
is reached or while awaiting the outcome of an appeal, are treated as adults by 
the Home Office. 
 
Unaccompanied asylum seeking children have a right of appeal to an 
independent adjudicator on the grounds that their removal from the UK would be 
contrary to this country's obligations under the 1951 UN Convention relating to 
the Status of Refugees or the European Convention on Human Rights, or both. 
 
• 

Humanitarian Protection Status is provided for a period of three years. If 
the individual is deemed to no longer have protection needs at the end of 
this period the Home Office will refuse further leave to remain. This status 
replaces Exceptional Leave To Remain, which was granted when a 
person is not deemed to meet convention criteria or immigration status but 
where it was unreasonable or impractical to deport the applicant. The 
Home Secretary retains the power to allow some of those who fall outside 
the ‘Humanitarian category’ to stay on an exceptional, discretionary basis. 
This type of temporary arrangement makes it difficult for long term plans to 
be made and is likely to leave the young person feeling unsettled and 
insecure. 

 

• 

Asylum And  Humanitarian Protection Status  Not Granted in which 
case the applicant must leave. 

 
Where a child has been refused refugee status and has been unsuccessful in 
appeal there is nothing that can be done by the local authority under the Children 
Act to override this decision. However some young people may make 
applications under the Human Rights legislation (see above). 
 
Unaccompanied children will need specialist legal advice and support with their 
application for asylum. This can be accessed by the Young Asylum Support 
Team in conjunction with the Refugee Council or local solicitors who have 
knowledge in this field.  The young person will have to make a claim for asylum 
with Immigrations Officers who normally arrange to see the young person in 
Milton Keynes. 
  
Local Authorities should inform Immigration and Nationality Directorate (IND), as 
well as the police, as soon as any unaccompanied child who is supported goes 
missing. The fax number is: 020 8760 3105. 
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There can be difficulties in determining a child’s age in the absence of legal 
documentation. Lack of reliable procedures to confirm ages can also lead to 
children being placed where there is little or no support and no adult carer with 
parental responsibility. Some authorities indicate experience of young adults 
presenting themselves as under 18 in the hope of qualifying for better services. 
YAST will have clarified age during their initial assessment either through the 
provision of documentation or if this is not available through an ‘age assessment ‘ 
being made. The Home Office will accept the social workers decision in respect 
of the child’s age. 
 
Dispersal 

If a decision has not been made on a child's asylum application, or if they are 
awaiting the outcome of an appeal shortly before they reach their 18th birthday, 
he or she should make an application to NASS for support and accommodation if 
it is required. While it is Government policy to disperse asylum seekers aged 18 
and over, dispersal is not automatic for former unaccompanied minors. Each 
case is considered on its merits. Dispersal may not be considered appropriate for 
a former unaccompanied child if, for example, the young person is in full time 
education or has younger siblings remaining in the care of the local authority. If 
the responsible social worker considers that a child should not be dispersed an 
application should be made to NASS. 

In addition to this, it has been agreed that NASS will not disperse those young 
people who reach the age of 18 before a final decision is reached on their asylum 
claim, if they have previously been accommodated by the local authority under 
section 20 of the Children Act 1989 and qualify as 'former relevant children' 
under section 23c of the Children (Leaving Care) Act 2000. 

Responsibility for locating and managing suitable accommodation for this group 
of young people will fall to the local authority concerned rather than to NASS (the 
local authority will, however, be able to seek reimbursement from NASS up to an 
agreed amount). 

Procedure Following Referral Of An Unaccompanied Child 
 
YAST will complete an initial assessment and a core assessment. 
 
If the child is living with an adult living in the community (excluding parents or 
foster carers) who is caring for them the following process needs to be followed: 
 
An application should be made by the Young Asylum Support Team to the 
Resources Panel for accommodation and, if possible a Reg 38 Assessment (see 
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can then commence via the Family Placement Team. 
 
A referral to the Family Placement Team will be made and the adult carer will be 
spoken to by the Young Asylum Seekers Team regarding this process. 
 
N.B. If there are uncertainties about the care of the young person, it will be 
necessary to undertake regular visits until the Resources Panel can approve 
plans and the Reg 38 assessment is underway. In any case there is a statutory 
requirement for weekly visits to children in Reg 38 placements. 
 
If a family member is found who can care for this young person, all attempts will 
be made to ensure they care them for. If the family member lives outside Milton 
Keynes there will be a need for liaison with the relevant local authority and also 
legal services. There will also need to be a Reg 38 assessment of the family 
member to ascertain their suitability to care for the young person. 
 
If a young person is placed with a foster carer on an emergency basis or a 
placement will be required again an application for accommodation should be 
made to Resources Panel at the earliest opportunity. 
 
If approval is given by Resources Panel for accommodation and Reg 38 /Foster 
Care placement, the child’s file will be prepared by the Young Asylum Support 
Team and taken to Transfer Panel for transfer to the Children’s Support Teams, 
Young People’s Service or Children With Disabilities Team as appropriate. 
Young people aged 12 and over remain with the Young Asylum Support Team. 
 
Longer Term Plans 
 
For those who are accommodated longer term plans will be dealt with in the 
same way as other looked after children. 
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The child can be made subject of a Care Order following application to the court. 
Section 31 of the 1989 Children Act gives the basic grounds for a Care Order: 
 
a) That a child is suffering, or is likely to suffer significant harm and  
 
b) That harm or likelihood of harm is attributable to 
 
the care given to the child or likely to be given to him if the order were not made 
not being what it would be reasonable to expect a parent to give him:  
 
or 
 
the child is beyond parental control. 
 
The granting of a care order gives the local authority Parental Responsibility for 
the child. Parents retain their Parental Responsibility. The local authority is able 
to determine the extent to which the parent is able to exercise this responsibility.  
(see section 2) 
  
Criminal Proceedings 
 
Children and young people may also become looked after as a consequence of 
criminal proceedings (see section 14) 
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The local authority has a duty to: 
• 

Safeguard and promote the welfare of Looked After Children  

• 

To make such use of services available for children cared for by their own 
parents as appear to the authority reasonable in his case. 

 
 

 

Steps in Deciding That A Child Or Young Person Should Be 
Looked After (Other than in situations where emergency action is required to 
safeguard a child from significant harm) 
 
Once it has been established, usually in supervision discussion, that the only way 
to safeguard and promote a child’s welfare is for them to become looked after, 
the following steps should be taken: 
 
It is good practice for all placements to be properly planned to help minimise 
distress to the child and their family and to ensure that their needs are fully 
considered and met. 
 
As far as is reasonably practable, the social worker will need to ascertain and 
give due consideration to the wishes and feelings of: 
 
• 

The child (having regard to age and understanding) 

• 

The parents 

• 

Anyone else who has parental responsibility 

• 

Anyone else who is relevant 

 
 
A referral to the Family Group Conference service should be made with the aim 
that a Family Group Conference (FGC) can take place, ideally this should have 
occurred as part of the prior family support work with the family. The FGC will 
give the family an opportunity to develop a plan to safeguard the child and 
promote their welfare as well as considering the options fro alternative care for 
the child within the family network (see section 1) 
 
Legal advice will be required if a legal order is to be sought. 
 
Presentation to Resources Panel is required for agreement to the child being 
looked after and in addition will be required if an external placement is needed 
(for terms of reference and application form see L Drive) 
 
Presentation to Joint Placement Panel will be required for agreement to any 
external placement where this is to be joint funded with partner agencies (for 
terms of reference and required paperwork see L Drive) 
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Placement Team. (Available on L Drive) 
 
The necessary paperwork must be completed (see below) as well as an SS3 
(see section 1) 
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Become Looked After – Planned Placements 
 
 

Discussion with Team Manager – is this the 
only way the child can be safeguarded and 

F     F 

their welfare promoted ?

 

No 

A     R

 

M     I 

Yes 

 

I       E  

 

L      N 
Y      D

 

Ascertain the views and wishes of the child, 
parents and relevant others. 

        S

No

Has a Family Group Conference been Held ?

 
S     A
U     N

Yes 

P     D
P 
O     F

Legal advice sought and criteria met ? 

No

R     A
T     M
          I 

Yes 

A     L 
N     Y
D   

Presentation to Resources Panel and 

No

        C

application and Placement type agreed

F      A
G     R

Possible joint funded 

Single funded 

C     E

Presentation to Joint 

Accommodated Child (s20) Complete Referral for 

Placement Panel and 

Placement Form. Arrange Placement Planning Meeting & 

application agreed 

complete/ distribute necessary paperwork including SS3 

                       OR 

Care Proceedings commenced. Complete Referral for Placement Form. Arrange 
Placement Planning Meeting & complete/ distribute necessary paperwork including 
SS3. adhere to Court Timetable and requirements 
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Emergencies Situations Where The Child Is Suffering Significant 
Harm 
 
In a minority of situations a child will need to be safeguarded immediately from 
significant harm. By their very nature such placements are likely to be unplanned 
however it is vital that proper plans are put in place and the steps outlined in the 
above section are proceeded with as soon as possible.  
 
Legal advice will need to be sought as a matter of urgency and if the timing is 
such that an application to Resources Panel cannot be made beforehand, the 
approval of a Children’s Services Manager for the child to become looked after 
will be required. N.B. The application for the child to be looked after will still need 
to be presented to the next Resources Panel to be agreed in retrospect. 
 
Planned Placements   

 

       

 

FORMS TO BE COMPLETED  

BY 

PRIOR TO PLACEMENT 
EIR Parts 1 and 2 

Social Worker and Parent 
 

Placement Plan Part 1 -  

Placement Plan  

Placement Agreement 
Placement Plan Part 2   

Meeting 

Day to Day Arrangements 
Care Plan Q’s 1-9 

Social Worker (in consultation with 
Team Manager) 

Initial Health Assessment Form 

Social Worker/Residential Worker 
Relevant Health Professional 

 
Placement Plan Meetings 
 
Invitations must include:- 
 
 (i) 

Parents 

 

 (ii) 

Proposed 

carers 

 

(iii) 

The child or young person if appropriate 

 

(iv) 

Family Placement Officers in family placement  

 

(v) 

Others closely involved in the child’s life.   

 
The meeting should be arranged by the Social Worker in consultation with their 
Team Manager.  The Team Manager will be required to chair the meeting where 
children are the subjects of Care Proceedings, and this will also be needed in 
complex accommodation situations. 
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consultation with the Independent Reviewing Officer. 
 
Following the meeting paperwork should be distributed as follows: 
 
 

 

 

CHILD/ 

FILE 

PARENTS 

CARERS 

YOUNG PERSON 

 

 

 

 

White EIR 

Pink EIR 1 

Blue EIR 1 

Green EIR 1 

1 
 
 

 

 

 

White PP 1  Pink PP 1 

Blue PP 1 

Green PP 

 

 

 

 

 

 

EIR 2 

Information for 

EIR 2 

Information for child

 

parents 

PP 2 

Review 

PP 2 

Review 

 Consultation Sheet 

 Consultation Sheet 

 

Medical 

 

Review and  

 

Form 

Consultation Sheet 

 
 
 
Unplanned Placements 

 

 

 

 

 

 

       

 
FORMS TO BE COMPLETED  

BY: 

PRIOR TO PLACEMENT: 
EIR 1 

Social Worker, Parent and Carer 

Placement Plan Part 1 
(Placement Agreement) 
 

 

FORMS TO BE COMPLETED 

BY: 

IDEALLY WITHIN 3 DAYS AND AT 
THE LATEST WITHIN 14 
EIR 2 

Social Worker and Parent 

 
Placement Plan Part 2 

Placement Plan Meeting 

Day to Day Arrangements 

Social Worker in (consultation with 

Care Plan 

Team Manager and Panel) 
 

Initial Health Assessment Form 

Social Worker/Residential Worker 
Relevant Health Professional 

 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 68 



[bookmark: 71]Placement Plan Meetings 
 
(As for planned) with the addition that where the Team Manager cannot be 
available within an appropriate timescales another Team Manager or the Unit 
Manager [in relation to residential placements] can be asked to chair.   
 
A date for a first review should be established at the Placement Plan meeting. 
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PLANNED  

  

UNPLANNED 

 

 

 

 

 

CARE PLAN Q’s 1-9 

 

 

 

 

EIR 1 AND 2 

 

COMPLETE 

 

EIR 1 

PLACEMENT PLAN 1 & 

 

BEFORE   

 

PP 1 

2 

ADMISSION 

(AT PLACEMENT MTG) 
MEDICAL -  
BAAF FORM R 
 

 

 

 

 

 

 

 

 

MEDICAL -  

AS SOON AS 

BAAF FORM R  

POSSIBLE 

(CHILD’S GP) 
CARE PLAN Q’S 1- 9  
EIR 2 

 

 

 

 

 

  

AT 

 

 

PLACEMENT  

PP 2 

AGREEMENT

 

MEETING 

 

 

 

 

 

COPIES OF FORMS TO 

 ON 

 

COPIES OF FORMS TO 

PARENTS, CARERS, 

COMPLETIO

PARENTS, CARERS, 

CHILD/YOUNG PERSON 

N 

CHILD/YOUNG 
PERSON 

 

 

 

 

 

SEND CONSULTATION 

 BEFORE 

   SEND 

CONSULTATION 

SHEETS 

1 MONTH 

SHEETS 

PREPARE FULLY 

PREPARE FULLY 

COMPLETED CARE 

COMPLETED CARE 

PLAN FOR REVIEW 

PLAN FOR REVIEW 

 

 

 

 

 

1ST REVIEW 

 

1 MONTH 

 

1ST REVIEW 

 

 

 

 

 

 

BEFORE  

 

4 MONTHS 

 

 

 

 

 

  

BEFORE 

 

 COMPLETE 

 

10 MONTHS 

ASSESSMENT 
AND ACTION 
RECORDS 

EIR 1 and PP 1: 
 
WHITE COPY TO FILE 

 

PINK TO PARENTS 
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BLUE TO CARERS 

 
 
NB 1  It is expected that except in the case of ESWT the team, which makes the 
placement, will ensure that the initial documentation is completed before the case 
is transferred.  This is seen as essential in relation to the welfare of the child. 
 
NB 2  SS3’s must be completed for all new admissions, and changes of 
placement or legal status (see section 1) 
 
NB 3  If the placement is in another Local Authority they must be advised that a 
child/young person looked after by Milton Keynes Council is in their area using 
the standard letter.   
 
 

Summary 
 
• 

There are a number of reasons why children become looked after 
the most common being because of abuse or neglect 

• 

Children can become looked After through accommodation, care 
or criminal proceedings 

• 

Unaccompanied asylum seeking children are likely to have 
additional needs, they should be supported under the Children Act 
and many are likely to need to become looked after.  

• 

No child or young person can become looked after in Milton 
Keynes without the proper permissions being sought 

• 

With the exception of emergency placements - required to 
safeguard children at immediate risk of harm – all placements 
should be properly planned to help minimise distress and ensure 
needs are met. 
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Friends and Family (Kinship) Care 
 
Introduction 
 
  Kinship care has generally been shown to be more

  stable than placements with unrelated carers House of

  Commons Health Committee (1998) 

 
 
 
The Children Act via section 17 gives substantial support to the notion that 
friends and relatives should be the first point of consideration if a child’s parents 
are unable to look after him or her:  
 
‘to safeguard and promote the welfare of children within the area who are in need 
and so far as is consistent with that duty to promote their upbringing by their 
families by providing a range and level of services appropriate to their needs’.  
 
And for those who require accommodation there is an option to:  
 
‘place with a family, a relative or any other suitable person on such terms as to 
payment by the authority and otherwise as the authority may determine’ S23(2).  
 
Research 
 
Key benefits of Kinship care can be argued to include the following: 
 
• 

Enables children to live with people they know and trust 

• 

Reduces trauma of separation 

• 

Reinforces sense of identity and self esteem derived from knowing family 
history and culture 

• 

Facilitates connections with siblings 

• 

Strengthens the ability of families to give children the support they need. 

 
Child Welfare League of America (1994) 
 
Research in this area is fairly recent however does tend to indicate that children 
do better in kinship placements than in other sorts of placements, this is qualified 
by the findings of some studies that the children placed in kinship care were 
significantly less likely to have developmental or behavioural problems before 
placement. (DoH 2003) 
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[bookmark: 75]In a study by Broad et al (2001) many of the young people placed with friends 
and family in kinship placement stated that they felt safe and secure living within 
their extended family. Other advantages were seen as avoiding being in care and 
being looked after by strangers, sustaining racial and cultural heritage and 
maintaining links with family and friends. Disadvantages included limitations of 
freedom, financial hardship and inability to access leaving care services. 
 
Barriers To Use Of Friends And Family Care 
 
Although there has been a slow increase in the use of friends and family care 
from 14% of all foster placements in 1996 to 17% in 2000 (DoH 2001) there is 
still reticence to consider this as a viable option. The most common reasons for 
this are cited by the Department of Health (2002) as being: 
 
• 

A view that members of the extended family should not be paid to look 
after their relatives. This can sometimes be a view of families themselves, 
with additional differences between ethnic groups. In reality kinship carers 
are often less well off than non-relative carers and prior to the recent 
Munby judgement were paid less.  

• 

A view that the extended family is part of the problem demonstrated by the 
child’s parent’s lack of parenting and thus the option of kinship care is 
disregarded. This is a discriminatory stance and at odds with the ethos of 
the Children Act. Friends and Family should be actively sought out and 
offered good quality fair assessments before any conclusions about their 
capacity to care are reached.  

• 

Some professionals find the more formally agreed relationship between 
themselves and non-relative carers more straightforward to deal with. 
Conversely kinship carers were more likely to value and benefit from their 
relationship with social workers. (Rowe et al 1984) 

• 

Families may have mixed feelings about offering care and support. There 
may be feelings of guilt and shame or resentment of the responsibility 
placed upon them. Carers may be more reluctant to ask for help and 
support and may under-report difficult behaviours. Prospective carers may 
not understand the assessment process and may perceive it as 
threatening and intrusive (O’Brien 2000) 

• 

The Welfare of the Child – child protection issues may be more difficult to 
detect and raise given the different relationship dynamic between social 
worker and carer. 

  
Options for Friends and Family Care (see also appendix arrangements for 
friends and family care on page) 
 
 There are three possible options for engaging the help of friends and relatives as 
carers, and these are appropriate in different circumstances. 
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Preventing the Child from Being Looked After 

A child whose parents are unable to look after him/her for a time limited period, 
but where there are no other substantial concerns, and where parents remain 
able and willing to exercise their parental responsibility, should not be regarded 
as ‘Looked After’ if there are close relatives or friends willing to help. 
 
If necessary payments should be made out of the Kinship Fund (see below) to 
assist the carers with specific additional expenses such as; bed and bedding, 
activities or childminding. 
 
The parent/s should be prepared to contribute to the child’s upkeep by passing 
on benefits received for the child.  The Benefit Agency do not expect to be 
notified of temporary changes of carer where the parent retains overall 
responsibility. 
 
If such an arrangement lasts over 28 days and is with friends, or distant relatives 
it will need to be treated as a Private Fostering Arrangement. 
 
If such an arrangement becomes permanent in nature it is likely to be in the 
child’s interests for the carers to apply for a Residence Order. 
 
2. 

Regulation 38 Placements 

 
Regulation 38 allows friends and relatives to be approved under these 
regulations before a full assessment has taken place.  Approval under Regulation 
38 can only last 6 weeks and can only be given where a child needs an 
‘emergency’ or ‘immediate’ placement. Regulation 38 should never be used 
merely to provide financial support to carers. The primary decision should be 
whether a child needs to be Looked After or not.  This decision is in the hands of 
the Resources Panel. Weekly visits to children in Regulation 38 placements 
are the statutory requirement. 
 
If the Resources Panel has agreed to accommodation or an emergency 
admission has been authorised, and the most appropriate option for a child 
needing immediate placement, is placement with friends and relatives, then the 
checks required by Regulation 38 should be completed.  The Regulation 38 form 
is designed to work as a checklist and when completed should be passed to the 
Children’s Services Manager for authorisation.   
 
The responsibility for this is with the child’s social worker and a joint visit with the 
Family Placement Social Workers will be arranged as soon as possible after the 
placement.  
 
If the carer indicates that they would like to continue to care for the child either in 
the short-term or on an ongoing basis, then preliminary checks and assessment 
will be started immediately. The immediate checks include: 
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CRB checks on everyone aged 16 and over in the household 

• 

Check with area health (if not based locally) 

• 

Inspection of the accommodation – including health and safety 
considerations. 

 
If this initial assessment is satisfactory, it will be presented to Fostering Panel as 
soon as possible thereafter. Following approval, the assessment will proceed to a 
full assessment (Form F Specific Child) with the applicant(s) being invited to a 
preparation group for foster carers. 
 
If the placement is authorised the carers will be asked to sign a foster carer 
agreement form 
 
A copy of the initial authorisation must always be sent to the Team Manager 
Family Placement. 
 
Other procedures will be as outlined in the Unplanned placements (section 3).  It 
will however be essential to invite the Duty Family Placement Social Worker to 
the Placement Planning Meeting so that they can be informed of the need for a 
presentation to the Fostering Panel. 
 
Boarding-out payments for the 6 weeks of a Regulation 38 payment will be at the 
current Income Support rate for the child. 
 
3. 

Children who are the Subject of Court Orders 

 
When children are the subjects of Care Orders they must be placed under the 
appropriate set of Regulations.  If they are to be placed with friends and relatives 
(other than people with parental responsibility) these regulations are the Foster 
Placement (Children) Regulations. 
 
Children on Orders can be placed under Regulation 38 if there is a need for an 
immediate placement. Where this is the case the above procedures should be 
followed, but it will often be more appropriate to make the assessment of the 
carers before moving the child. 
 
Family Placement Social Workers will carry out these assessments, with input 
from the child’s Social Worker.  As such assessments are likely to take 3 months, 
allowance needs to be made for this in planning for the child. 
 
The first stage in this process is for the child’s Social Worker to arrange with the 
Team Manager (Family Placement) for a Family Placement Social Worker to 
accompany them on an informal initial visit to the proposed carers.  The purpose 
of this is to ensure the proposed carers are fully informed of the assessment 
process, and to provide the basis for a decision on whether a full assessment is 
appropriate. 
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If the decision is taken to proceed the Family Placement Social Worker will need 
the following documents: 
 
Foster Home Application (Specific Child) completed by applicants and Social 
Worker 
Copy of up to date LAC Care Plan. 
Name of Children’s Guardian and Solicitor. 
Copies of other relevant information. 
 
Approximately half way through the process of assessment a meeting between 
the Social Worker, the Family Placement Social Worker, both Team Managers 
and the Solicitor will be essential.  The purpose of this is to discuss progress and 
possible outcomes. 
 
Assessments under the Foster Parent Regulations will be presented to the 
Fostering Panel for approval using the standard Form ‘F’. Where assessments 
are also used to assist the Court this will be subsequent to a Panel decision and 
in the form of a statement. 
 
A Form ‘E’ on the child should be completed by the Social Worker and presented 
to the Fostering Panel simultaneously with the Form ‘F’ on the carers to enable 
the Panel to agree a placement match. 
 
Statements By Family Placement Social Workers 
 
The following areas will need to be covered in Court statements on assessments: 
 
• 

Nature of assessment 

• 

Convictions 

• 

Procedure for approval and outcome 

• 

Description of carers 

• 

Medical information and references 

• 

Racial and cultural factors 

• 

Attitude to assessment 

• 

Family identity 

• 

Observations of direct interaction 

• 

Plans and ability in relation to contact 

• 

Future support to be offered by the Department.   

 
Residence Orders 
 
Relatives and friends who are considering being approved as foster carers 
should be advised that this step can restrict their rights to apply for a Residence 
Order, in that Local Authority foster carers cannot apply for such an Order 
without the Local Authority giving permission. 
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There may be circumstances in which it is appropriate for a child or young person 
to live with a relative or friend who would not meet the requirements for approval 
as a foster carer.  In such circumstances such a person might be eligible to apply 
for a Residence Order himself or herself, and it would be important to be clear 
why approval as a foster carer was not appropriate, but it was in the child’s best 
interests to live with that applicant.  
 
Support Post Placement 
 
Regardless of the legal status of the placement, it is important to recognise that 
kinship carers may face similar stresses to birth parents in caring for relatives. 
Also they may encounter additional financial pressures as well as having to 
renegotiate boundaries and relationships within the wider family network. Kinship 
carers should therefore be provided with the necessary information and support 
to sustain the placement. This may need to be in the form of advice, access to 
services or financial help. 
 
The Kinship Fund 
 
The Kinship Fund enables Team Managers to make interim payments to 
relatives or friends of a child or young person, which would avoid them, 
becoming looked after. Payments will normally not continue for more than 8 
weeks by which time either the situation that led to the kinship care arrangement 
should have been resolved through active social work involvement or longer-term 
solutions, including placement with relatives (Regulation 38) will need to be 
considered. Payments totalling less than £500 can be made by the Team 
Manager using the PD3 system. Payments for larger sums will need to be 
presented to Resources Panel for approval. 
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Middleton (Halswell Place) 
 
Provides accommodation for up to four young people of both genders aged 
between 12 and 16 years on admission (or in exceptional circumstances a senior 
manager may grant an exemption so that a child aged 10-12 can be admitted) 
 
The home will only provide placements for young people who have been 
assessed as being able to live in a group setting and have a care plan stating the 
need for a long-term residential placement. The aim of the unit is to offer young 
people a settled period in their lives in a homely supportive environment until 
each young person is ready to ‘ leave home’ and move on. The emphasis of the 

work is on addressing the issues that have caused the young people to need to 
be cared for by the local authority. All admissions need to be approved by the 
Middleton Admissions Panel. The Unit’s statement of purpose and function is 
available on the L Drive. Contact: Unit Manager Sue White.  
 
Westminster Drive 
 
This unit provides long term residential care for 6 young people with 
moderate/severe learning disabilities. Some of the young people may also be 
physically disabled. Staff work closely with the families of the young people and 
respect and value the individuality of each resident. The unit focuses on 
providing an enabling environment where choice is a matter of course. The Unit’s 
statement of purpose and function is available on the L Drive. Contact: Unit 
Manager Louise Joiner 
 
Furze House (Dulverton Drive) 
 
Provides short breaks for children and young people with a range of disabilities in 
two units ‘Rainbow’ and ‘Pooh’s Den’. Some children may have health needs or 
life limiting conditions. The service has recently developed the ability to provide 
short breaks for children who have moderate /severe challenging behaviour in 
the ‘Powerzone’. The aim of Furze House is to provide a safe and stimulating 
environment for the children and young people to relax, explore, learn and meet 
their friends. Staff promote self-help skills, independence and self-esteem using 
a variety of communication forms beyond the spoken word. The Unit’s statement 
of purpose and function is available on the L Drive. Contact: Unit Manager 
Anne Roberts 
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The following is extracted from the Fostering Service statement of purpose and function. 
The full version can be accessed via the L drive. IT details how we meet the National 
Minimum Standards for Fostering Services. 
 
The Provision Of Foster Care Services Which Value Diversity And Promote 
Equality. 
 
Milton Keynes Children’s Services are committed to providing foster care 
services, which recognise and address the needs of children who are looked 
after in terms of gender, religion, ethnic origin, language, culture, disability and 
sexuality. 
 
Milton Keynes Children’s Services will ensure that each child who is looked after 
will have his or her identity and self esteem valued and promoted. Foster carers 
and social workers will work co-operatively to enhance the child’s confidence and 
feelings of self worth. 
 
Foster carers and social workers will work together to ensure that each looked 
after child’s ethnic, religious, cultural and linguistic background is accurately 
recorded, understood, respected and preserved; the child care plan/pathway plan 
and all placement agreements and reviews will include details of support work in 
these areas. 
 
Foster carers and social workers will work together to ensure that each looked 
after child is supported and encouraged to develop skills to help her or him deal 
with all forms of discrimination; black and minority ethnic children of dual heritage 
will be supported and encouraged to develop specific skills to help them deal with 
racism. 
 
Foster carers and social workers will ensure that every looked after child with a 
disability receives specific services and support to help her or him maximise her 
or his potential and lead as full and normal life as possible, including appropriate 
equipment and, where necessary and appropriate, adaptation of the foster 
carer’s home and/or vehicle. Financial support may be given by Milton Keynes 
Children’s Services for any adaptation made. 
 
Each situation where specific adaptations are required, which have financial 
implications will need to be discussed with the foster carer, the foster carers 
family placement worker, the manager of the Placement Team and ultimately 
Milton Keynes Children’s Services Resources Panel. The child’s best interests 
will be paramount at all times. 
 
Foster carers and social workers will ensure that each looked after child receives 
encouragement and equal access to opportunities to develop and pursue her or 
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range of interests and hobbies appropriate to her or his age and ability. 
 
Foster carers and social workers will ensure that each looked after child is able to 
exercise her or his rights to participate in decisions related to the care she or he 
receives and plans for her or his future according to her or his age, experience 
and understanding and is provided with advocacy and support, where necessary, 
to exercise those rights. 
 
Matching Considerations 
 
Each child or young person placed in foster care will be carefully matched with 
carer capable of meeting her or his assessed needs. 
 
Matching children with carers is based on the child’s care plan/ pathway plan and 
recent written assessments of both the child and themselves. 
 
Matches made with foster carers will be agreed by means of information sharing 
and reflection involving all relevant professionals, the child, the child’s family and 
the foster carers and their family and any child placed with them. 
 
Any written placement agreement will contain specific reference to elements of 
matching which were taken into consideration in agreeing the placement and will 
identify gaps in the match between the child and the foster carers, together with 
any arrangements, which will be made to compensate for these. This will be 
agreed between the foster carers, the family placement social worker and the 
child’s social worker. 
 
Milton Keynes Children’s Services will ensure that any placement decisions will 
take account of the child’s view in the light of her or his age, understanding and 
experience and where appropriate, the views of the child’s family. We will also 
ensure that any placement decisions consider the child’s assessed racial, ethnic, 
religious, cultural and linguistic needs and these will be matched as closely as 
possible with the ethnic origin, race, religion, cultural and language of the foster 
carers family. 
 
Milton Keynes Children’s Services will ensure that any placement decisions will 
consider the child’s assessed development needs relating to gender, disability 
and sexual orientation; risk issues will also be considered and addressed before 
a decision is made to place the child; these will be matched as closely as 
possible with foster carers skills and knowledge and family, social and personal 
circumstances. 
 
If a child is placed with foster carers who are from a cultural or race different for 
the child’s, the carers will be provided with additional training, support and 
information to enable them to help the child to develop a positive understanding 
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information, knowledge and resources that will help them in their work with that 
child. 
 
Where practicable, any child placed with foster carers will have the opportunity to 
go through a period of introduction to them and their family so she or he can 
express an informed view about the placement and to enable her or him to 
become familiar with them and any other children in placement and home, 
neighbourhood and any family pets before moving in. 
 
The Foster Carers Role 
 
The foster carers home must be warm, adequately furnished and decorated and 
must be maintained to a good standard of cleanliness and hygiene. If there is any 
difference of opinion on this between carers and children’s services, then an 
independent inspection may be required.  
 
Each child placed with foster carers must have her or his own bed and 
accommodation arrangements must reflect the child's assessed need for privacy 
and space, and be appropriate to the culture, age and gender of the child.  
 
The foster carers home and immediate environment must be free of avoidable 
hazards that might expose a child to risk of injury or harm. It must also contain 
safety barriers and equipment appropriate to the child's age, development and 
level of ability.  
The foster carers must provide the child with guidance on safety in relation to 
hazardous materials, electrical equipment and fire risk.  

 
If the foster carers are providing transport for a child in their care, it is expected 
that they ensure that this is safe and appropriate for the child's needs. All 
vehicles used by carers, should have comprehensive, business car insurance.  
 
The foster carers will ensure that any child placed in their care has sufficient 
appropriate and well- maintained clothing.  
 
If a disabled child is placed in foster care, every effort must be made to ensure 

that the carers home is equipped to meet her or his needs.  

 
The foster carers must ensure that they provide any child placed in their care 
with an appropriate and adequate diet that takes into account her or his personal 
preferences, their cultural/religious background, and their health needs.  
The foster carers must provide an environment in which the child is valued and 
supported, and her or his emotional and developmental needs are met.  

 
The foster carers must provide an environment in which the child is encouraged 
and helped to understand and value her or his racial, ethnic, cultural, religious 
and sexual identity, and learn to celebrate diversity.  
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child's play and learning; they must also provide the child with age-appropriate 
play and learning materials, which avoid racist, sexist and other stereotypes. The 
foster carers, family placement, social workers can often give suggestions and 
information to assist the carers in this.  

 
The foster carers must ensure that the child is supported in maintaining existing 
peer relationships and interests -unless this is not in her or his best interests -and 
they must encourage and support her or him in making new ones.  
 
Foster carer's preparation for fostering will include training in caring for a child 
who has been abused, safe caring skills and recognising signs of abuse.  
Their family placement social worker will provide them with safe caring 
guidelines, based on Milton Keynes Children's Services policy, and will discuss 
these with foster carer's and everyone else in their household  

 
Foster carers are not allowed to use corporal punishment. Corporal punishment 

means the intentional use of force as a punishment. 

 
This includes:  

• 

slapping  

• 

pinching  

• 

squeezing  

• 

shaking  

• 

kicking  

• 

throwing missiles  

• 

rough handling  

• 

punching 

• 

pushing in the heat of the moment in response to violence from young 

people  

• 

deprivation of contact with family and friends  

• 

deprivation of food - any child should have access to amounts of food and 

drink normally available to children in their home unless they have to be 

withheld because of medical reasons 

• 

all other forms of humiliating treatment or punishment  

The above regulations are part of Milton Keynes Children's Services' policy and if 
foster carers break any of these regulations their approval will be subject to an 
immediate review.  
 
The child's social worker/designated worker will ensure that she or he is taught 
appropriate self-care and self-protection skills. This does not mean that the social 
worker necessary does the teaching themselves, but ensures that the work is 
undertaken. For carers of children with disabilities, this will be regularly discussed 
with all members of the care team, including those with parental responsibility, 
foster carers, children’s services, schools, health as well as the young person 
themselves. 
 
Foster carers will be given full information as is known about any child placed in 
their care and appropriate information about their family to enable to protect the 
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themselves. 

 
Milton Keynes Children's Services will ensure foster carers receive financial 
support for transport or other costs involved in ensuring contacts take place at 
the desired frequency and in the most suitable place.  
Foster carers will record outcomes of contact arrangements and their perceived 
impact on the child; this information, together with the views of the child on 
contact arrangements, will be considered at review meetings.  
Whenever a child is placed with foster carers, the placement agreement will give 
details of any extra support available to help them meet the child's needs and 
how they can gain access to this support.  
 
The assessment report for each prospective carer is considered by the Fostering 

Panel, which makes a recommendation on the approval or rejection of the 

application. 

 
The panel considers the first annual review report for the re-approval of each 
carer and any subsequent significant changes in the carer's approval or major 
concerns regarding her or his suitability as a carer.  
 
The Range of Foster Placements  
 
In order to meet the needs of Looked After Children, foster carers are assessed 
for specific tasks, which include: 
 

• 

Time Limited Foster Carers  - provide short term placements for children 
whilst their permanency is being secured 

• 

Kinship Placements -  

• 

Short Breaks Placement –including those for children with disabilities 

• 

Turnaround Placements – for children in transition from residential 
placements 

• 

Remand Placements – see section 14  

• 

Permanency Placements   

 
Foster carers are approved and regularly reviewed by the Fostering Panel – see 
section 1- Terms and Definitions 
 
Finding a Placement  
 
The decision to ‘look after’ a child and place her or him in foster care will be 
based on the assessment determining this to be in the best interests of the child, 
given all the available options. 
Emergency and unplanned admissions to foster care should only be made in 
exceptional circumstances, with full justification recorded by the placing social 
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made. 
 
Requests for placements should be made to the duty family placement social 
worker once approval has been given by the Resources Panel or in emergencies 
a Children’s Services Manager (if it appears that an external placement will be 
required then approval will need to be explicitly sought for this also). 
 
The duty family placement social worker should be supplied with an EIR 1 and 
either a Panel outcome sheet, or an Emergency Authorisation for a child to be 
Looked After. 
 
The Family Placement Social Worker will then conduct a local placement search 
and if this is not successful will consult with the Social Worker/Team Manager 
over the need to look further a field. 
  
Before The Placement Is Made 
 
The foster carers and their family placement social worker will meet with the 
social worker/designated worker of any child placed with the foster carers to 
ensure that the foster carers receive all relevant information and advice about the 
child's background and history. This will enable the foster carers to assist the 
child to reach her or his potential and to develop into a healthy, happy adult; this 
information will include:  
i)  

the child's health  

ii)  

the child's education  

iii)  

racial, cultural and religious identity and background  

iv)  

details of any abuse or neglect the child may have suffered  

v)  

previous placements and reasons why the child is looked after  

 
Prior to a child being placed with foster carers, the day-to-day arrangements for 
her or his care will be determined. If it is an emergency placement they should be 
agreed within two weeks of the placement being made. Alterations to these 
arrangements can be made, provided these are consistent with the care 
plan/pathway plan. Everyone, including the child, her or his family and foster 
carers, should be made aware of any changes being made.  
 
N.B. A separate written placement agreement will be completed by the family 
placement social worker with foster carers for each child to be placed in their 
care before the child is placed, unless there is an emergency; this agreement will 
be consistent with the child’s care plan/pathway plan and will give details of all 
statuary requirements of the placement e.g. medical treatment. 
 
Foster carers will receive a copy of the LAC form Essential Information Part 1, 
which will give details of who the child’s social worker/designated worker is, what 
the responsibilities of the post-holder are and how to contact them. They will also 
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placement. Foster carers will be given full details for all contacts listed in the 
child's care plan 
 
Foster carers will receive a copy of the placement agreement together with the 
child and the child’s family; where it is not considered appropriate for copies to be 
given to the child and the child’s family, the child’s social worker will record the 
reasons on the case file. A copy will also be kept on fostering records. 
 
Written notification of the decisions or recommendations reached will be provided 
for foster carers, the child and the child’s family as soon as possible after the 
review. 
 
External Placements 
 
External placements should be kept to a minimum and only resorted to when 
there is no other way to meet the child’s assessed needs. Any external 
placement needs the approval of the Resources Panel or in a genuine 
emergency the approval of a Children’s Services Manager until the next Panel 
date. All external placements are regularly reviewed at external placement panel 
to ensure that they continue to be the most effective way of meeting the child’s 
needs. 
 
Legislation, guidance and research all indicate that in the majority of 
circumstances until permanency is achieved, it is in the child’s interests to be 
placed locally where they can maintain significant relationships with family and 
friends and continue to attend the same school. In addition geographical distance 
can increase the vulnerability of children who may not have such robust local 
support networks to help protect them. 
 
Before placing a child in foster care with another authority or agency, Milton 
Keynes Children’s Services always ensures that it is satisfied as to the authority’s 
or agency’s status, appropriate management structures, financial procedures, 
qualified staff, policies and practices, and access to a suitable potential carer 
who can meet the needs of the child. 
 
Milton Keynes Children’s Services ensures that a written agreement is drawn up 
with the authority or agency which specifies the latter’s role as an approved 
provider of foster care services, and stipulates adherence to legal requirements 
and agreed procedures in the placement of each child. 
 
Milton Keynes Children’s Services ensures that any agency or authority to which 
it contracts foster care services is conversant with the National Standards for 
Foster Care and, where applicable, the Code of Practice on the recruitment, 
assessment, approval training, management and support of foster carers, and 
complies with both in all its service provision. 
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[bookmark: 88]Milton Keynes Children’s Services ensures that foster care services provided by 
another authority or agency for a child it is looking after are consistent with the 
child’s care/pathway plan. 
  
When a placement through another authority or agency is at a distance from 
Milton Keynes, the arrangements for supervision and support of the child will be 
robust and at least at a level she or he would expect if placed locally. 
 
If an agency search is needed the Family Placement Social Worker will contact 
appropriate agencies.  When an appropriate placement is identified they will: 
 
• 

Obtain a copy of the Form F and pass a copy to the child’s social worker. 

 
• 

Check the placements approval type and number. 

 
• 

Note and pursue obvious deficiencies in the form F e.g. police checks. 

 
• 

Obtain copies of up to date reviews where applicable. 

 
• 

Clarify whether an exemption will be needed. 

 
• 

Make arrangements for presentation to the Fostering Panel if necessary. 

 
The child’s social worker should: 
 
• 

Gain the necessary approval via the Resources Panel or in emergencies a 
Children’s Services Manager (making it explicit that an external placement 
will be required). 

 
• 

Discuss the proposed placement with the local authority who approved a 
current placement if there is one. 

 
• 

Finalise details of the proposed arrangement with the agency. 

 
• 

Once the placement is authorised the Social Worker should proceed to 
make placement arrangements according to normal procedures. 

 
Please see also the section on placements in Other Local Authorities, as they will 
almost always apply to children in agency family placements. 
 
 
Termination Of Placements 
 
Social Workers and their managers have a duty to monitor whether a placement 
continues to ‘safeguard and promote a child’s welfare if it does not or if it would 
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must be made.  This applies to children and young people ‘Placed with Parents’ 
as well as those in foster homes. 
 
Placements may also end in an unplanned way if a parent decides that an 
accommodated child should return home or if carers are unable to continue to 
care for a child. If a placement ends earlier than planned or disrupts, or there is 
danger of disruption, a meeting will be held and additional support will be offered 
to the foster carers and the child to help them deal with the situation. 
 
Placements also end when there is a planned move on to a more permanent 
arrangement (e.g. a return home, an adoptive placement or a move to 
independence). 
 
In any circumstances where a child or young person permanently moves out of a 
placement the carers must be asked to return all documentation in respect of that 
child. 
 
Some of the returned documentation will duplicate what is on file and will not be 
needed by future carers.  This should be destroyed as confidential waste.  The 
Placement Plan Part 1 will definitely be in this category. 
 
If the placement is terminated because a child/young person on a Care Order is 
returning home the Placement with Parents guidance must be followed. 
 
Where a placement has ended in an unplanned way it is helpful to all concerned 
to hold a disruption meeting to look at the causes of the disruption and identify 
any lessons for the future needs of the child and the Social Worker and family 
placement support available. 
 
As part of professional good practice a placement report will be compiled at the 
end of each placement by the carer, family placement social worker and the 
child’s social worker to inform any future placements either for the child or the 
foster carers. 
 
Change Of Placement 

 

 

 

 

 

       

 
EIR’s should move with a child/young person when there is a change of 
placement.  Carers should be encouraged to keep these forms up to date as well 
as Social Workers.  If that has not happened the Social Worker should be able to 
supply a copy of their own updated EIR. 
 
A change of placement should not require a new care plan to be drawn up, 
although the change may be the result of a new care plan, or of contingency plan 
previously agreed. 
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This may occur before or after the move depending on whether the move is 
planned or otherwise. 
 
Older children and previous carers will need to contribute to the completion of the 
forms as well as parents. 
 
It is good practice to plan a review one month after a change of placement.  This 
will provide a valuable means of ensuring that the placement is fulfilling needs as 
expected, that information has been appropriately transferred and that no other 
issues remain to be resolved in relation to the Care Plan. 
 
Placement In Other Local Authority Areas    

 

       

 
Whenever a child/young person is placed outside the geographical area covered 
by Milton Keynes Council the local authority for that area must be notified. 
 
The above applies whether a child/young person is Looked After by a foster carer 
or in a residential establishment, or placed with parents. 
 
The Arrangements for the Placement of Children (General) Regulations 1991 
specify that the following notifications should be made: 
 
a. 

The district health authority for the area in which the child is living. 

 
b. 

The local education authority for the area in which the child is living. 

 
c. 

the local authority for the area in which the child is living.  This notification 

should be addressed to the Director of Social Services and accompanied by 
copies of the EIR1, the Placement Plan Part 2 and the Care Plan.   
 
All relevant addresses can usually be found in the Social Services Yearbook. 
 
Form letters are available for all these notifications on the L Drive. 
 
The same authorities should be notified when a child ceases to be placed in their 
area.  Form letters are also available for this. 
 
Where children who are Looked After are also on the Child Protection Register 
the Custodian of the Register in Milton Keynes must be informed, and will then 
take responsibility for notifying their opposite number in the appropriate area. 
 
Please note these processes describe only the minimum procedural 
requirements.  Arrangements for another authority to supervise a placement on 
our behalf will require detailed negotiations between the appropriate managers in 
the two authorities concerned. 
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Children With Special Educational Needs Placed In Other Local 
Authority Areas 
 
See section 10  
 
Placement Outside England And Wales 
 
1) 

Children on Care Orders require the Court’s permission to leave the 

jurisdiction of the Court.  Consultation with Legal Services is essential if such a 
move is under consideration. 
 
2) 

Children who are accommodated can move outside England and Wales if 

everyone with Parental Responsibility is in agreement. 
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The Regulations 
 
The 1991 Placement with Parents etc. Regulations place very specific 
requirements on the Local Authority with regard to the return home of children on 
Care Orders, or Interim Care Orders. 
 
The Regulations apply when it is planned that a child/young person be placed 
with a parent, someone who holds parental responsibility, or a person in whose 
favour there was a Residence Order in respect of the child immediately before 
the Care Order was made. 
 
Circumstances When This Type Of Placement Is Likely To Occur 
 
The most likely group of children to whom these regulations may apply are those 
children who have been on Care Orders for some time, where there is a clear 
decision to rehabilitate them as part of the normal care planning process.   
 
Another group may be those who are subject of more recent orders following 
serious child protection concerns and whose names are on the Child Protection 
Register.  A return home is likely to be planned as part of the assessment 
process.  For this group it is essential that a Child Protection Conference has the 
opportunity to consider the implications of rehabilitation for the protection plan 
and make a recommendation accordingly, before a child is returned. The 
Regulations are designed to ensure that full consultation takes place before 
children who have suffered or are likely to suffer significant harm return to the 
situation in which it occurred. 
 
Only in very exceptional circumstances would it be appropriate to apply for 
an Interim Care Order or a Care Order whilst retaining children in 
placement with their parents at home, as a Supervision Order is more likely to 
be appropriate in these circumstances. 
 
Enquiries and Assessment 
 
Before making the placement decision the following enquiries will need to be 
made and documented by the social worker (using BAAF form F2) in respect of: 
 

•  The child’s health, educational and social needs 
•   The suitability of the person with whom the child will be placed (including 

as far as is practable: age, health, personality, marital status, issues of 
religion, race, culture and language, previous experience of and capacity 
to look after a child, CRB Check to determine any relevant criminal 
convictions past and present employment and leisure activities)  
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arrangements) 

•  Details of other children of the family/household – whether living there or 

not 

•  The suitability of all other members of the household, aged 16 years and 

over. 

 
This report could be produced as a result of a Review decision to consider 
rehabilitation, but would be better undertaken following a decision in supervision 
that rehabilitation should be explored and then presented at a Review for full 
consideration and a final decision.  Form F must always be used in this instance 
unless the Team Manager confirms that all the items detailed above are covered 
in another report (e.g. Core Assessment). 
 
Consultation 
 
Much of the consultation required by the Regulation is part of a normal childcare 
review or Child Protection Conference process. Before making a placement 
decision it will be necessary to consult in writing the following: 
 
• 

The child 

• 

The parents 

• 

Anyone with parental responsibility 

• 

Any other person whose views and feelings are considered relevant 

• 

The present carer 

• 

Anyone who had care of the young person prior to an order being made 

 
A number of other people must also be consulted.  Sending a standard letter 
would be appropriate for this group. 
 
• 

Health Visitor or Community Health Manager 

• 

Area Medical Officer 

• 

Young person’s GP 

• 

School or education representative 

• 

The local authority covering the address in which the child lives 
 

The Placement Decision 
 
The placement can only be made after the placement decision is made.  
 
A decision to rehabilitate a child or arrange for this degree of parental contact 
should normally be taken at a Review, as it will usually reflect a significant 
change in the Care Plan.  Such decisions are therefore the responsibility of the 
Team Manager.  It is expected that the longer-term plan would be discharge of 
the Care Order. 
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consider the implications of a return home as such a change has a significant 
impact on the protection plan.  This would also fulfil many of the consultation 
requirements.  In these circumstances the Team Manager can take the decision 
to rehabilitate if this is in line with conference recommendation.  There is still a 
need to ensure that all Regulations are complied with. 
 
In making the placement decision the local authority needs to satisfy themselves 
that this is the most suitable way of performing their duty under section 22(3) of 
the Act (general duty of local authority in respect of children looked after by them) 
having regard to all the circumstances. 
 
Immediate Placements 
 
If it is necessary in order to safeguard and promote a child’s welfare nothing in 
the Regulations prevents an ‘immediate placement’ with parents following: 
 

•  a single interview beforehand in order to gather as much information as is 

possible in relation to the circumstances of the person with whom the 
child will be placed as well as those regarding anyone else aged 16 or 
over who is living in the household. 

 

•  Criminal Records Bureau Checks must be undertaken. 

 

•  A Placement with Parents Agreement must be completed (see schedule 2 

– reproduced on page 94) 

 
The Agreement 
 
If a decision is taken to proceed with reunification a written ‘Placement with 
Parents Agreement’ must be completed with agreement having been reached on 
all the particulars (as far as is practical) outlined in schedule 2 (see page 94). All 
parties must sign the agreement and receive copies of it before the child/young 
person has an overnight stay at home.   
 
Notification of Placements 
 
As far as is practicable the social worker will need to give notice in writing to all 
the persons whose wishes and feelings have been sought in relation to the 
decision to place the child informing them of the placement decision, and 
details of where the child is to be placed. If the child is placed with someone 
other than their parent the notification will also need to give the name and 
address of the person with whom the child is placed, details of arrangements for 
contact with the child and any other particulars relating to the care and welfare of 
the child which are relevant. 
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After the placement is made it is important to continue to give advice and 
assistance to the child and the person with whom the child is placed in order to 
ensure that the child’s welfare continues to be appropriately provided for by the 
placement. 
 
Visiting Frequencies and Review Timescales 
 
Required visiting frequencies and review timescales are the same as for any 
other Looked After Child. For short-term placements this will be the same as for 
respite care/short breaks See section 16 for details. 
 
Young People Aged Over 16 Years 
 
The Regulations are less rigorous with regard to young people over 16 than for 
younger children and there are not the same requirements in relation to enquiries 
and assessment, written agreements, notifications, supervision and termination 
of placements. Please refer to the Regulations themselves for detailed guidance. 
 
Short Term Placements 
 
The regulations also apply where it is proposed to place a child in a series of 
short-term placements with the same person and the arrangement is such that 
no single placement is to last more than four weeks and the total duration will not 
exceed 120 days in any period of 12 months. Any series of short-term 
placements to which the regulation applies may be treated as a single placement 
for the purpose of the regulations. 
 
Placements Outside Milton Keynes 
 
Where the person the child is to be placed with lives outside the Milton Keynes 
area, there is a responsibility for notifications to be sent to the agencies cited in 
the Placement of Children (General) Regulations 1991. 
 
Placements Outside England And Wales 
 
If the child is placed outside England and Wales it is important to ensure as far 
as is reasonably practicable, that the requirements of the Regulations are 
complied with. 
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If it appears that the placement is no longer consistent with the safety of the child 
or is not able to promote their welfare the placement shall be terminated and the 
child removed forthwith. 
 
In the case of a child who has been placed in the Milton Keynes area by another 
local authority and it appears to Milton Keynes Children’s Services that it would 
be detrimental to the welfare of the child if s/he continued to be so placed, Milton 
Keynes Children’s Services may remove the child from the placement forthwith 
and notify the other authority immediately in order that they can make other 
arrangements for the care of the child as soon possible. 
 
Notification of Termination of Placements 
 
If it is decided to terminate the placement, as far as is reasonably practicable (for 
example where the child is not in immediate danger) the following should be 
given written notice: 
• 

The child (having regard to age and understanding) 

 
• 

The person they were placed with 

 
• 

Any other person who has parental responsibility 

 
• 

Any other person whose wishes and feelings are relevant 

 
• 

Those people who were notified that the placement had been made 

 
Looked After Children Forms 
 
When a Looked After child is placed with parents the LAC forms should be used 
as follows: 
 
 

EIR Parts 1 and 2 - should be kept up to date. 

 

Placement Plan and Agreement - are not needed as they are replaced by 
the Placement with Parents Agreement. 

 
 

Care Plan - an up to date Care Plan should be kept on file. 

 

Review and Consultation Sheets - should be used as for other Looked 
After Children. 
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valuable tool in facilitating and subsequently monitoring a child placed 
with parents. 
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ON WHICH THERE SHOULD BE AGREEMENT WITH THE PERSON WITH 
WHOM A CHILD IS TO BE PLACED 
 

1.  The authority's plans for the child and the objectives of the placement. 
 
2.  The arrangements for support of the placement. 

 

3.  Arrangements for visiting the child in connection with the supervision of 

the placement by the person authorised by or on behalf of the local 
authority and frequency of visits and reviews of the child's case. 

 

4.  Arrangements for contact, if any, (including prohibition of contact) in 

pursuance of section 34 of the Act (parental contact etc for children in 
care). 

 

5.  Removal of the child from the placement in the circumstances specified in 

regulation 11. 

 

6.  The need to notify the local authority of relevant changes in circumstances 

of the person with whom the child is placed, including any intention to 
change his address, changes in the household in which the child will live 
and any serious occurrence involving the child such as injury or death. 

 

7.  The provision of a statement concerning the health of the child, the child's 

need for health care and surveillance, and the child's educational needs 
and the local authority's arrangements to provide for all such needs. 

 

8.  Any arrangements for any delegation and exercise of responsibility for 

consent to medical examination or treatment. 

 

9.  The need to ensure that any information relating to any child or his family 

or any other person given in confidence to the person with whom the child 
is placed in connection with the placement is kept confidential and that 
such information is not disclosed to any person without the consent of the 
local authority. 

 

10.  The circumstances in which it is necessary to obtain in advance the 

approval of the local authority for the child living, even temporarily, in a 
household other than the household of the person with whom the child 
has been placed. 

 
    11.    The arrangements for requesting a change in the agreement. 
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Introduction 
 
This section relates to the use of Residence Orders to prevent the necessity of a 
child becoming Looked After, as well as the circumstances in which they may be 
applied for in relation to children who are already Looked After. 
 
In the first instance a friend or relative may be able to provide appropriate care 
for a child on a permanent basis where a birth parent cannot. Such plans should 
be positively encouraged by Children’s Services where they are in the child’s 
best interests.  
 
Although in some circumstances, the child and the person who has been granted 
the Residence Order may not require any further support from Children’s 
Services it is important not to assume this is the case but to assess the situation 
with the child and family to determine whether a family support plan or other 
intervention is required.  
 
There are a number of different circumstances in which an application may be 
made for a Residence Order in respect of a Looked After Child: 
 

•  An accommodated child could be the subject of a Residence Order 

application by friends and relatives or foster carers. 

•  Care proceedings can end with the making of a Residence Order to 

friends or relatives. 

•  Long-term foster carers can apply for a Residence Order on children 

for whom they are caring under a Care Order. 

 
Residence Orders can provide a sense of commitment and belonging for both 
the child and their carers.  They may be particularly appropriate for older children 
who retain strong links to their natural families, but who would benefit from 
ceasing to be looked after, and having carers who can exercise parental 
responsibility without referring back to Children's Services. 
 
What Is A Residence Order 
 
A Residence Order determines whom a child will live with and the making of the 
order gives the applicants parental responsibility, but does not take it away from 
natural parents. The order does not allow for a change of the child’s surname or 
for them to be removed from the UK  (except for a holiday of up to one month) 
without the written consent of anyone else who has parental responsibility or the 
leave of the court. The court can also attach conditions to the order. 
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circumstances it can last until the child is 18 (under the Adoption and Children 
Act 2002 there will also be the provision to extend this to 18 years).  
 
It is important that both the child and the person making the application are made 
aware that should the Residence Order be granted only up until the child is 16 
years old, following this the only person with Parental Responsibility for them will 
be their birth parent(s) 
  
Residence Orders can be combined with other orders (such as prohibited steps, 
contact orders or supervision orders) where this would be in a child's interest. 
 
The Welfare principle and the presumption of no order principle both apply. 
 
Who Can Apply 
 
The following have a legal right to apply: 
 

•  Any parent or guardian  

 

•  Any party to a marriage in relation to whom the child is a child of the family 

(primarily step-parents). 

 

•  Any person with whom the child has lived for a period of at least three 

years within the last five years. 

 
The following can apply with the leave of the court: 
 

•  Anyone else including the child (where the court is satisfied that the child 

has sufficient understanding to make the proposed application) 

 
Local Authority Foster Carers  
 
Special restrictions apply to local authority foster carers who, unless they are 
related to the child or s/he has been living with them for three within the last five 
years must have the consent of the local authority.  (If the foster carers are 
relatives of the child they may be exempt from this restriction). 
 
Also: 
 

•  Courts can make Residence Orders 'of their own motion' in any family 

proceedings. 

 
 

 

NB: A Local Authority cannot apply for a Residence Order 
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The order will last until the child is 16 (or 18 where this was specified at the time 
it was made.) unless: 
 
• 

A Care Order is made 

• 

Where a parent who was granted the order returns to live with the other 
parent who has parental responsibility for a continuous period of more 
than 6 months. 

• 

Upon successful application of any person who is entitled to apply for a 
Section 8 order 

 

 
Criteria For Supporting Residence Order Applications 
 
Wherever it is felt that the granting of a Residence Order is in the child's best 
interests, it should be seen as a preferable option to the child becoming or 
remaining looked after. This is because it will provide for a more ‘normalised’ 
lifestyle with less intrusive involvement in line with the principles of the Children 
Act, United Nation Convention on the Rights of the Child and Human Rights 
legislation. 
 
Factors to be taken into account when considering whether such an order will be 
in the child’s best interests as well as the child’s views and wishes will be that the 
applicants in almost all circumstances meet at least the basic selection criteria 
that are set out for foster carers. In addition it will be important that parents and 
carers as joint holders of parental responsibility are able to work together to 
safeguard the child and promote their welfare. 
 
Residence Order Applications Regarding Looked After Children  
 
The decision to explore a Residence Order Application as a way of meeting a 
child's needs should be taken at a Child Care Review.  Where such an 
application is clearly in a child's interest, but is prevented because of a specific 
ongoing need (e.g. supervised contact) the possibility of building this in to the 
plan must be considered). 
 
A family placement Social Worker undertakes an assessment of the proposed 
applicants as long-term carers for the child (Form F assessment). 
 
The child's needs are also assessed by their social worker (Form E)  
 
The match is presented to the Adoption and Permanency Panel. 
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Local authorities are not required to have a scheme for Residence Order 
Allowances, but can make contributions “towards the cost of the accommodation 
and maintenance” of a child, if that child is living (or is to live) with a person as a 
result of a Residence Order made in respect of the child. 
 
A “Residence Order Allowance” cannot be paid if the carer is the child(s) parent 
or the husband or wife of the child(s) parent. 
 
Criteria For Payment Of Residence Order Allowances 
 
A Residence Order Allowance can be considered in respect of a child: 
 
• 

Who is being Looked After (Section 20 Children’s Act 1989) in a foster 
placement and where the foster carer is applying for a Residence Order. 

 
• 

Who is the subject of Care proceedings where the proposed care plan is 
the making of a Residence Order to a family member. 

 
• 

Who is being cared for by carers who are applying for a Residence Order 
and where the child would otherwise be Looked After by Children’s 
Services.  

(In these circumstances, Children’s Services will have been involved with the 
child and family and a core assessment will have recommended the payment of 
a Residence Order Allowance) 
 
Payment Of Residence Order Allowances In Respect Of Looked After 
Children 
 
Where the child is Looked After, and the care plan for the child will be that 
permanence is best achieved by the making of a Residence Order to the foster 
carer or family member. The recommendation that an allowance should be paid 
will have been made at a Child Care Review. 
 
The maximum allowance payable will be equivalent to the fostering allowance for 
the child dependent on age including clothing and pocket money and holiday 
allowance, but excluding Christmas and birthday allowances, less monies 
equivalent to Child Benefit. 
 
Where the carer is a foster carer – i.e. the child is Looked After by the Local 
Authority – there will be no financial assessment of the carer in relation to the 
allowance, however, the allowance will be reviewed annually. 
 
The allowances will cease if: 
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the child ceases to have a home with the recipient of the allowance 

• 

the child ceases full-time education and commences employment or 
qualifies for a place on a government training scheme 

• 

the child/young person qualifies for Income support or Job Seekers 
Allowance in his/her own right 

• 

the child/young person reaches the age 16 – unless he/she continues in 
full time education- in which case the allowance may continue until he/she 
attains the age of 18 (In exceptional circumstances, allowances could 
continue until the young person reaches the age of 21, if they remain in 
full time education) 

 
• 

any time limit on the payment of an allowance has passed 

• 

if the recipients fail, despite reminders, to return the annual statement of 
financial circumstances or confirmation that the child is still living with 
them. (This would be a suspension of payment until the communication 
was re-established). 

 
Child benefit will be deducted from the allowance except where the carer is in 
receipt of Income Support or Family Credit. 
 
Enhancements of the basic fostering allowance in respect of the children who are 
Looked After will be paid. 
 
Fee payments or reward payments will not be included and the rate of payment 
must not exceed that which would be paid as a fostering allowance re clothing, 
holiday and pocket money.  
 
Private Fostering 
The following is extracted from the Department of Health Guidance relating to Private 
Fostering Arrangements 
 
What Is Private Fostering?  
 
Private fostering refers to when a private arrangement, is made for a child under 
the age of 16 (or 18 if they are disabled) to be cared for by an adult, who is not a 
relative, for a period of more than 28 days.  
 
This does not include children who are being looked after by the local authority. 
Privately fostered children are protected by the Children Act 1989 (Part IX) and 
associated regulations.  
 
It is estimated that approximately 10,000 children in England are privately 
fostered. These include children coming from abroad to access education and 
health systems, those living with a friend’s family after separation, divorce or 
arguments at home, teenagers living with the family of a boyfriend or girlfriend, or 
people who come to this country to study or work, where antisocial hours make it 
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communities are over represented in private fostering arrangements and levels of 
contact with their birth parents can be low for the reasons stated above, which 
will increase the children’s vulnerability (SSI 2002)  
  
The vulnerability of privately fostered children has been highlighted in a number 
of National Reports and Inquiries the most recent of which being the Victoria 
Climbie Inquiry (2003) 
 
The Responsibilities Of The Private Foster Carer Are To: 
 

•  advise Children’s Services of their intention to foster a child at least 6 

weeks in advance or, where an emergency placement is made, within 48 
hours of the child’s arrival.  

•  notify Children’s Services when a child leaves their care, stating why and 

giving the name and address of the person into whose care the child has 
been moved.  

 
The Responsibilities Of The Birth Parents Are To: 
 

•  retain parental responsibility; initiating and participating in all the decision 

making processes in the placement  

•  provide the prospective carer with as much information about the child as 

possible, including health records, dietary preferences, school records, 
hobbies, religion and ethnicity  

•  if the prospective carer has not already done so, advise the local council 

of the private fostering arrangement.  

 
The Responsibilities Of Children’s Services Are To: 
 

•  check on the suitability of private foster carers  
•  make regular visits to the child  
•  ensure that advice is made available when needed  
•  observe the overall standard of care.  

 
In Milton Keynes assessments and monitoring of private fostering arrangements 
are carried out by the Family Placement Team. 
 
Local councils have clear responsibilities towards privately fostered children. 
These responsibilities are discharged through a series of home visits and a Link 
Worker may be appointed to oversee the arrangement.  
 
The purpose of home visits is to ensure that the children are well cared for in a 
safe and suitable environment. There may also be help and support available, 
through the local council and other agencies, to assist the carer(s).  
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could not be returned to the parents, then the council would have to decide what 
action to take to safeguard the child’s welfare. This may include providing 
support to the carer, but may also, in some circumstances, mean taking the child 
into care.  
 
A child can be removed from a private foster placement if there is reasonable 
cause to suspect that the child is suffering, or is likely to suffer, significant harm.  
Although the primary responsibility for safeguarding and promoting the welfare of 
the child rests with the parent, the regulations are intended to help protect 
vulnerable children who are likely to be cared for longer term in households other 
than their own.  
 
It is estimated that more than 50% of private foster placements are not notified to 
local councils even though this is an offence under the Children Act 1989. When 
they are, it is nearly always after the fostering has started. This is a cause for 
concern, as privately fostered children, without the protection provided through 
the regulations, are a particularly vulnerable group as the recent Inquiry into the 
death of Victoria Climbie has highlighted.  
 
Therefore all professionals need to be aware of private fostering and be more 
proactive in identifying and notifying local councils of private fostering 
arrangements. 
 
 
  Summary: 
   
  • 

Friends & relatives should be the first point of consideration if a 

 

child’s parents are unable to look after them. They can care for a 

 

child without them having to become looked after, under private 

 

fostering arrangements or a Residence Order. If it is necessary for 

 

a child to be looked after they can be approved as foster carers. 

  • 

Birth parents, private foster carers and Local Authorities all have 

 

responsibilities in relation to privately fostered children. 

  • 

For children who need to be looked after and who cannot be placed 

 

with friends and family, there is a range of possible placements. 

  • 

External placements should be kept to a minimum and only 

 

resorted to when there is no other way to meet the child’s assessed 

 

needs. Any external placement needs appropriate approval 

  • 

The people who will be caring for the child will require all the 

 

relevant information about the child's history and needs. 

  • 

Children subject to Care Orders can return to live with their parents 

 

under Placement with Parents Regulations. Only in very exceptional 

 

circumstances would it be appropriate to apply for an Interim Care 

 

Order or a Care Order whilst retaining children in placement with 

 

their parents at home 
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The section below is largely taken from the Department of Health guidance on Reporting 
to Court under the Children Act published in 1996. 
 
Introduction 
 
Hearings in relation to the Children Act are brought under Family Proceedings 
(civil law).  Within civil proceedings there are Private and Public law matters. In 
terms of issues relating to children, private law matters refer to issues between 
individuals (for example divorce proceedings) whereas public law matters refer to 
those brought by an agency on behalf of the state (for example Care 
Proceedings) 
 
The standard of proof in civil proceedings is ‘the balance of probabilities’; this is 
lower than in criminal proceedings where it is ‘beyond all reasonable doubt’.  
 
In order to resolve a disputed issue of fact the court will make ‘a finding of fact’, 
alongside which reasons should be given for any decisions/orders made.  
 
The Family Proceedings Court, which is part of the Magistrates Court, hears 
applications for example in relation to Care Proceedings, Residence Orders, and 
Emergency Protection Orders. The magistrates who hear children’s cases 
although not legally qualified are specially trained and are members of the Family 
Panel. The Clerk of the Court will advise the magistrates on points of law. 
 
More complex cases may be heard in a county court, which has been designated 
as a ‘Care Centre’ or to the High Court (Family Division). These cases are 
presided over by Care or High Court Judges respectively. The High Court will 
also hear appeals regarding the decisions of the lower courts. Further stages of 
appeal may also be heard by the Court of Appeal or ultimately referred to the 
House of Lords. 
 
The European Court of Human Rights and The European Court of Justice can 
also be used as an avenue for appeal. They are the highest authorities in relation 
to matters affecting the European Union and Convention on Human Rights and 
their decisions are binding on all domestic courts. 
 
Social workers are required to submit written reports to the court in a number of 
ways for example via statements or schedule 2 reports. Whilst there are standard 
formats for each type of report (see common templates on the L Drive) the 
following are useful guidelines 
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• 

Make sure language is clear and concise 

• 

Remember who the report is for- and make appropriate adjustments to 
style and vocabulary. 

• 

Include a chronology of events. 

• 

A genogram may be useful if there is a complex family make up. 

• 

Avoid jargon  

• 

Be non-discriminatory in the language used. 

• 

Distinguish between facts and opinion. 

• 

Avoid unnecessary repetition within the report of material available to the 
court in other documents. 

• 

Conclusions should flow logically from the body of the report. 

• 

Where more then one option is available to the court, set out and discuss 
each in turn, and make a realistic recommendation. 

• 

Objectivity is all; avoid over-personalising your report, although it is 
inevitable that you will be drawing upon your experience. 

 
(Brammer 2003 pg 96) 
 
Preparation Of Statements For Court 
 
Guidelines for the completion of statements for court can be found in the For 
Circulation/Children’s Services Policies, Action Plans and Guidance on the L 
Drive. 
 
Timetabling And Directions Hearings 
 
The Children Act contains the principle of ‘no delay’ recognising that this can 
have a detrimental impact on the child’s welfare. The court therefore must set a 
timetable to ensure the case is heard as quickly as possible.  The social worker 
will need to discuss issues regarding timescales with the local authority solicitor 
prior to and during the course of the application.  
 
Some delay may be necessary to ensure that specific activities can take place, 
which will be in the long-term interests of the child for example a residential 
assessment. Such circumstances are known as ‘purposeful delay’.  In order that 
they can comply with the court’s timetable, social workers will need to ensure that 
they have drawn up a personal timetable for producing their statements and 
attending necessary appointments.  
 
Social workers must comply with the court timetable and submit statements in 
good time. If in exceptional circumstances you think you may not be able to do 
this it is very important that you make the local authority solicitor aware of this 
straight away. 
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the court timetable and have adequate time and support to do so. In addition they 
have a role in scrutinising statements and ensuring care plans are appropriate 
and realistic in resource terms.    
 
The progress of the case is controlled by the court through a series of directions 
and an agreed timetable for the filing of evidence. Directions may be issued at 
court hearings or appointments chaired by the court clerk. Directions will cover a 
variety of issues including timetables for filing and serving documents and 
subsequent appointments and hearings, the appointment of the children’s 
guardian, the submission of expert reports and the transfer of proceedings to 
other courts. 
 
For more detailed guidance on timetabling and process please refer to the 
Protocol for Judicial Case Management in Public Law Children Act Cases 
published in June 2003 by the government. 
 
Preparation For Court 
 
Although the majority of your evidence will have been submitted to the court in 
written format via your statements, you may also be required to give evidence 
verbally. Understandably people are often nervous about doing this but sound 
preparation will help to reduce feelings of anxiety, as you will feel more in control.  
Your line manager and the local authority solicitor will be able to offer you 
support through the process. 
 
Preparation should include: 
 
• 

A discussion with the solicitor beforehand about the presentation of the 
case 

• 

Making sure the all papers are filed and recording is up to date and key 
documents are flagged so that you can refer to them easily 

• 

Reread the files, your own statements as well as those of others and the 
children’s guardians report.  

• 

Make sure you are clear about the views of all the other parties 

• 

Be clear about the reasons for your conclusions and your interpretation of 
disputed facts 

 
Giving Evidence in Court 
 
In order to create a professional presentation make sure you are punctual, 
appropriately dressed and have all the necessary papers and files with you. 
 
Where the local authority is the applicant, their solicitor will commence by 
outlining the case and then will call witnesses. If called as a witness you will be 
asked for your name, job title and professional address. You will be asked to 
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religious affirmation) 
 
Whilst in the witness box you should address your answers to the magistrate or 
judge not the person asking the questions. Magistrates should be addressed as 
‘sir’ or ‘madam’, judges should be addressed as ‘your honour’ except for high 
court judges who are called ‘my lord’ or ‘my lady’  
 
Speak slowly and clearly, if you do not understand a question do not be afraid to 
ask for it to be explained. If you are unable to answer the question because it 
relates to an area of the case of which you have no responsibility or knowledge 
or because it is outside your area of expertise say so. 
 
When answering questions make your evidence as factual as possible and take 
a balanced view not being afraid to concede a valid point. Equally although you 
should not argue, do not feel pressured to change your answer, if it is accurate, 
just because it has been asked in another way. If you are lead into saying 
something you do not mean, say so immediately.  If you need to refer to your 
case notes in order to answer a question you can ask the courts permission to do 
so. If you do refer to your notes you need to be aware that the other parties 
solicitor can also request to see them. 
 
After the local authority solicitor has finished questioning you the legal 
representatives of the other parties will have the opportunity to cross-examine 
you. 
 
After The Hearing 
 
The social worker should make sure that the child; family members and carers 
are informed and understand what has happened at the court as soon as 
possible. 
 
References  
 
Brammer, A (2003) Social Work Law Glasgow Longman 
 
Department of Health (1996) Reporting to Court under the Children Act London 
HMSO 
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Individual Care Plans For Looked After Children 
 
It is a statutory requirement that the care of children being looked after should be 
subject to rigorous planning. The Children Act (1989) requires all looked after 
children to have a written care plan. 
 
Planning Meetings 
 
A planning meeting is to be convened each time a specific issue needs to be 
discussed in relation to a child/ Young Person’s care plan. This issue can be 
discussed at the review, if this process is about to take place and all the relevant 
people will be attending the review. Each planning meeting will state and record 
the purpose of the meeting at the start. Key issues and discussions will be 
recorded. A plan of action will be noted at the end of the minutes. A copy of the 
minutes will be circulated to everyone present and to anyone who sent their 
apologies. The Independent Reviewing Officer will be invited and if he/she 
cannot attend, a copy of the minutes will be forwarded. These minutes will be 
referred to at the next review. 
 
Professionals Meetings 
 
At various times, it may be appropriate to call a Professionals Meeting, 
particularly if there is an issue about how different agencies work together, to 
provide a service. These meetings should be infrequent and wherever possible a 
Planning Meeting should take place, to include parents and Young Person if 
appropriate. 
 
At the start of the meeting the purpose should be discussed and recorded. 
Key issues and decisions will be recorded. A plan of action will be noted at the 
end of the minutes. The outcome of this meeting has to be shared with everyone 
who has parental responsibility for the child/young person. If the Independent 
Reviewing Officer cannot attend the meeting then a copy of the minutes will be 
forwarded, so that he/she is fully aware of the planning process. 
 
Working With Other Agencies 
 
Regular communications should take place with all other professionals involved 
in a child’s life, i.e. Health Visitor, Teacher, Educational Psychologist, Therapist, 
Family Centre Worker, etc. Their views need to be recorded on contact sheets in 
the child/young person’s file. 
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be sought and represented. Written comments are always helpful and can be 
attached to any minutes. 
 
Care Planning Within Care Proceedings 
 
 The implementation of court care plans makes a difference to the stability and 
 life chances of children on Care Orders. Children whose plans were 

implemented showed the best welfare progress over the 21-month period and 

 displayed the fewest unmet needs at the end point. Non-implemented plans 
 were associated with the poorest welfare progress. (Harwin et al 2001) 

 
 

The Adoption and Children Act 2002 clearly states that no care order (this does 
not include interim orders) may be made with respect to a child until the court has 
considered a care plan (referred to in the Act as a section 31A plan)  
 
Where an application is made from which a care order might be made, the local 
authority must, within such time as the court may direct, prepare a plan ("a care 
plan") for the future care of the child.  While the application is pending, the 
authority must keep any care plan prepared by them under review and, if they 
are of the opinion some change is required, revise the plan, or make a new plan, 
accordingly.  
 
NB The Looked After Children Care Plan is not suitable for use as a court care 
plan and the format that should be used instead is available on the L Drive.  
 
Research indicates that children with disabilities are more often placed in 
residential care than non-disabled children and that they tend to remain away 
from home for longer periods of time (DoH 1998) When developing a care plan 
for a child with disabilities it will be important to show how the child’s individual 
needs will be met by the proposals, paying particular reference to the physical 
features of the environment and the impact these may have on the child’s needs. 
The educational component of the plan should be informed by the principle of 
inclusion of disabled children in mainstream education. {L A C (99) 29} 
 
This section uses as it’s basis the Care planning protocol written in March 2002 
which incorporates the guidance contained in the Local Authority Circular LAC 

(99) 29 "Care Plans and Care Proceedings under the Children Act 1989". This 
can be found on the L Drive. 
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For all care proceedings, a care planning meeting should be held as soon as all 
agreed assessments have been completed and at least 7 days before the date 
on which the Local Authority final evidence is to be filed. 
 
Before the care planning meeting, the Social Worker needs to consult with the 
parents, child (if appropriate), relevant family members and other professionals to 
obtain their views. 
 
It will be the responsibility of the Social Worker to ensure that the meeting is 
attended by his/her Team Manager, Local Authority Solicitor, Family Placement 
Officer (if appropriate) and Family Finder (where appropriate). The Children's 
Guardian must be invited to attend the meeting as observer.  
 
Consideration should be given to inviting other relevant professionals and 
experts, particularly those professionals who will be involved in the 
implementation of the Care Plan. This is to ensure that where services are 
required from a range of agencies, an agreement is reached with the other local 
agencies in respect of those services (particularly where the child is to be placed 
outside the area). Where a P.C.T. is involved as a service provider, the relevant 
health professional should be consulted. 
 
If the designated Local Authority is not to be this authority, there needs to be joint 
care planning involving both authorities SSD/CS and legal representatives. 
 
The meeting should be chaired by the Team Manager who should also take the 
minutes. An agenda should be agreed at the beginning of the meeting.  
 
Approval for funding must be sought and obtained prior to the meeting where 
there are funding implications for the services identified in the Care Plan. 
 
The outcome of the meeting should be shared by the Social Worker with the 
parents and Children's Guardian (if not in attendance) following the meeting. If 
the child is of sufficient understanding, the Social Worker should consult with the 
Children's Guardian to decide who should inform the child of the substance of the 
care plan. 
 
Where the care plan is adoption, the Social Worker should book the child into the 
next available Panel for Best Interests recommendation.  If the child is to be 
freed, the Freeing Application should be issued so that it can be heard back-to-
back with the Final Hearing in the Care Proceedings.  A Freeing Application must 
not be issued before the Best Interests Adoption Panel recommendation has 
been made and the Agency Decider has ratified the recommendation. 
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Following the meeting, the Social Worker or Team Manager will draft the care plan in 
accordance with the standard format. There should be no deviations from this format. 
(The format is available on the L Drive) 
 
The care plan should, as concisely as possible, explain why a particular 
placement/course of action (including decisions surrounding contact) has been 
chosen.  
 
The care plan should contain details of the steps and likely achievable timescales to 
implement the plan. 
 
In exceptional circumstances only, the plan may be for the child to remain at 
home under a Care Order. If this is the case a Placement with Parents 
Agreement will be required; the contents of this agreement are set out under The 
Placement of Children with Parents Regulations 1991 (see section 4).  The 
triggers for removal and the process to be followed if a trigger is activated should 
be clearly set out.  
 
The draft care plan must be approved by the Team Manager and Children's 
Services Manager (Operations) before being forwarded to the Legal Department 
no less than 7 days before it is due to be filed with the court. Once the draft care 
plan is approved, it should be signed by the Social Worker before being 
endorsed by both the Team Manager and Children's Services Manager. 
 
A copy of the care plan will be retained by the Team Manager for supervision. A 
copy will be sent by the Social Worker to the Reviewing Officer and will be 
considered at each LAC Review. The care plan will supersede all previous care 
plans. A separate care plan should be produced for each child. 
 
Initial Care Planning Meeting 
 
A care-planning meeting should usually be held prior to issuing care 
proceedings. The meeting should be attended by the Social Worker, Team 
Manager and the Local Authority solicitor. Other professionals should be invited 
to attend as appropriate. 
 
The following matters should always be addressed at the Initial Care Planning 
Meeting:  
 

•  what level of order, if any, is necessary 

•  purpose of the order 

•  level of contact between the child and his/her parents, other siblings and 

relevant family members 

•  what assessments, by whom and timescales 
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Interim Care Plans 
 
If an order is deemed necessary and the plan is for the child is to remain at home 
with their parent, generally, the most appropriate course of action would be to 
apply for a supervision order. However if in exceptional circumstances, the 
Interim Care Plan is for a placement of the child with a parent under an interim 
care order, a Placement with Parent Agreement is required, see section 4. 
 
It is an expectation that the standard format for interim care plans (available on 
the L Drive) will be followed although the plan may be incomplete. The Social 
Worker should, where appropriate, use the Initial/Core Assessment as the main 
point of reference when preparing the Interim Care Plan. A copy of the approved 
interim care plan should be forwarded to the Local Authority Solicitor prior to care 
proceedings being issued. 
 
Concurrent Planning 
 
Concurrent planning can be used in situations where a child is looked after and 
there is a possibility of the child returning home to parents or wider family. Whilst 
assessment and time limited intervention is underway to work with the family on 
the central issues that prevent good enough parenting the child is placed with 
foster carers who are approved both to foster and adopt the child if necessary. 
The carers also work with the birth parents in open partnership to support the 
child to return home and there is a high level of supervised contact between birth 
parents and the child.  
 
Advantages include fewer moves for the child as well as a speedier route to 
permanence – either within the birth family or via adoption Monck et al (2003)  
In addition there is an opportunity to assess how well the child has bonded with 
the prospective adopter and if the child is unable to return home, for some 
parents there is a reassurance of having got to know the people who will be 
caring for their child and seeing that the child is well cared for by them. In one 
local authority 80% of concurrent planning cases resulted in an uncontested final 
care order.  
  
The difficulties include the stresses on birth parents and concurrency carers who 
are both being assessed during the defined period. In addition the power 
imbalance and inequities that may be inherent for birth parents in this situation 
need to be acknowledged and countered.  
 
Parallel Planning 
 
The following incorporates extracts from Local Authority Circular (99) 29  
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proceedings that adoption will be the preferred option set out in the care plan, 
should a care order be granted at the final hearing.  
 
Parallel planning in such cases can minimise potential delay for children between 
the possible making of a care order and an adoptive placement being found. 
 
Where the facts of the case remain in dispute up to the final hearing, the choice 
of placement may significantly depend on the findings of fact and of course 
whether an order is made or not. Although in such cases it may be difficult to 
affect any detailed preparatory work prior to the final hearing regarding a possible 
adoptive placement, it will be possible to explain within the care plan, the 
principal steps that would need to be taken and the estimated timescales for 
these to occur.  
 
Even in cases where the facts are not in dispute and the preferred option in the 
care plan is adoption, the authority will need to have satisfied itself that sufficient 
assessment has taken place to rule out rehabilitation to birth parents or 
placement with relatives. In the case of Milton Keynes children this will include a 
Family Group Conference having been held. 
 
The amount of progress that can be made before the final hearing will depend on 
the individual factors of the case and sensitivity will be needed to ensure that the 
parents of the child understand that the care hearing is different to any later 
hearing under adoption legislation which would need to address issues of 
parental consent, that is unless a freeing application is being applied for at the 
same time. 
 
However during the course of the care proceedings the local authority should in 
appropriate situations keep under active consideration the option of issuing 
simultaneous proceedings to free the child for adoption. This is to prevent the 
additional delay, distress and expense that can occur if the care order is followed 
months later by a freeing application. 
 
In order to achieve this ‘back to back freeing’ there is a need for forward planning 
linked to a clear timetable. This will include the completion of the Form E and 
presentation to Adoption and Permanence Panel for Best Interests. However it 
will not be appropriate for the agency to have confirmed the Panel’s 
recommendations or for there to be any introductions between the child and 
prospective adopters before the final hearing of the care proceedings. 
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(The following section contains extracts from the paper: Care Planning And Reviews: 
Managing Accountability And Decision Making For Looked After Children) 
 
* The use of the term ‘parent’ within this section also applies to any other person who is 
either a parent or holds parental responsibility for the child or young person looked after. 

 

Introduction 
 
The purpose of the review as defined in the Children Act guidance and 
regulations is: 
 
” to ensure that the child’s welfare is safeguarded and promoted in the most 
effective way throughout the period the child is looked after or accommodated. 
Progress in safeguarding and providing for the child’s welfare should be 
examined and monitored at every review and the plan for the child amended as 
necessary to reflect any significant change” (Volume 4 para 3.1) 
 
 A Reviewing Officer who is independent of the line management of the case will 
chair the Review.  
 
Care planning should not be confined to reviews, as it is an ongoing activity. 
Neither are reviews to be seen as a rubber-stamping process. 
 
Roles and Responsibilities 
 
It is the responsibility of the Reviewing Officer within the review to facilitate the 
process for considering and agreeing a care plan in order to ensure that each 
Looked After Child has a clear care plan, which is being actioned. A key part of 
this facilitation is to ensure that particular attention is paid to the wishes and 
feelings of the child/young person and the views of their parents. 

 

At each review the Reviewing Officer has the responsibility of making sure that 
all aspects of a child’s life are monitored to improve outcomes. In addition the 
Reviewing Officers have a role in quality assurance in respect of care planning 
and decision-making and will provide regular feedback on these issues to the 
rest of the service.  
 
It is the responsibility of the child’s social worker in consultation with others to 
plan, devise and implement the care plan. 
 
It is the responsibility of the Team Manager to ensure that each Looked After 
Child’s care plan is implemented. They support and supervise the child’s social 
worker to plan, devise and implement the care plan. 
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Decisions regarding Looked After Children are made in a variety of different 
places such as the courts, planning meetings, supervision sessions and reviews. 
The majority of decisions are quite rightly taken day to day by social workers and 
team managers. If however decisions are needed about a change in the care 
plan for example a decision regarding whether to attempt reunification for a child 
where the current plan is long term fostering, then this is not a decision that the 
social worker or team manager should take unilaterally. 
  
The Children Act Regulations are explicit about the role of the review in decision-
making. They state that the review is the only forum in which a care plan for a 
Looked After Child can be changed. What constitutes a change in a care plan is 
less explicit, for example a change in placement may or may not constitute a 
change in plan depending on the circumstances.  
 
In making decisions of this nature the review provides an objective and inclusive 
forum in which all major ‘stakeholders’ can participate in care plan decision-
making. As well as complying with the Regulations this is more likely to lead to 
better-informed decisions and increased ownership of the plan by all involved.  
 
In addition The Adoption and Children Act 2002 reinforces the responsibility of 
the local authority to keep the care plan for the child under review and, if they are 
of the opinion that some change is required, to revise the plan, or make a new 
plan. Clearly the role of the review in this process in central. 
 
Children/young people, parents and carers should all be advised that they can 
request a review is held if they believe a change in care plan is required. 
 
Where care proceedings are ongoing, the review will not change court approved 
care plans or the detail contained within them as it applies to the type of order, 
placement or contact. These plans are subject to independent external scrutiny 
until proceedings are concluded. At this point the review takes on this function.  
 
Ensuring Consultation and Participation 
 
It is essential that the Looked After Child or young person and their parents are 
prepared to enable them to attend/participate fully in the review process. Venues 
for reviews should be chosen with this aim in mind and in consultation with the 
young person.   
 
Views of looked after children and young people and their parents can be 
gathered in a number of ways. As well as views being gathered through the 
consultation documents, which should be sent out beforehand (see below 
booking reviews) children and young people will be offered the opportunity to 
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specially designed computer programme, which asks specific questions following 
the Review of Arrangements Format.  
 
The child’s social worker should establish in consultation with the child who they 
would like to help them use viewpoint interactive (some young people who have 
used the system before may feel confident in doing this without support however 
the majority are likely to require some assistance)  
 
The child/young person should be given the choice of receiving assistance from 
their social worker, their carer or the Reviewing Officer. If the child/young person 
would like their advocate or Independent Visitor or another professional such as 
a teacher to support them in using viewpoint interactive, this will need to be 
negotiated with the person concerned who should be offered advice and support 
on how to use the system.  
 
If the person who supports the child in using the system is not the Reviewing 
Officer they should ensure that the completed questionnaire is sent to the 
Reviewing Officer before the review takes place. 
 
Children and young people should also be offered the option of providing their 
views in a different format if this is more conducive to them being able to do so, 
for example the my review format or by writing a letter or poem, preparing an 
audio or video tape or using an advocate or friend. 
 
In order to empower young people in the planning and decision making process, 
there is now an option for those aged 15+ to chair or co-chair their own review. 
The Reviewing Officer will provide support to young people who express an 
interest in doing so. 
 
Timescales 
 
Outlined below are the minimum statutory requirements in relation to the intervals 
at which childcare reviews should be held, depending on individual 
circumstances they might be required more frequently.  
 
In order to ensure that minimum timescales are met appropriately subsequent 
reviews will be booked to take place one month before the deadline so for 
example the second review will be booked at 3 rather than 4 months and 
thereafter reviews will be booked at a minimum of 5 monthly. It is important that 
the date for the next review is booked even if the plan is for the child to return 
home before then, in case the plan is not achieved within this period and the 
child remains looked after.  
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The first review must take place within four weeks of the child becoming looked 
after. Even if it appears that the child will not remain looked after for that length of 
time, a review must be booked as a contingency against a change of plan. 
 
The Second Review 
 
The second review must take place within 3 months of the first review. In order to 
ensure that permanency planning is properly considered at an early stage the 
second review will need to specify what the permanency plan is and a timescale 
for when it is likely to be achieved, incorporating monitorable milestones along 
the way. 
 
Subsequent Reviews 
 
Subsequent reviews must be held at a maximum of 5 monthly intervals after the 
second review. 
 
Other Circumstances In Which Reviews Must Be Held 
 
As well as the minimum statutory requirements, there are other circumstances, 
which will prompt the convening of a review:   
 
• 

New placements should be reviewed after one month. 

• 

Where events take place that challenge the fundamental objectives of the 
care plan or where a significant change in the care plan is proposed.  

 
Booking Reviews 
 
Booking First Reviews 
 
As soon as practicable after the child becomes Looked After the social worker 
will contact the Administrators (Cripps Lodge) in order to arrange the first review. 
The social worker will be responsible for ensuring that any agreed date is 
convenient for the child/young person, their parents and carers and other 
professionals. In order to save time and effort it is helpful if the social worker can 
offer 2 or 3 possible dates that are convenient to all participants. The social 
worker will also inform the administrator of the venue for the review and will be 
responsible for booking this. 
 
The administrator will ensure that the Reviewing Officer is informed of the date 
and having received details of other participants from the social worker will also 
send them a written invitation to the review (this will include parents, carers, 
professionals and children over the age of 12 years, younger children should be 
informed by their social worker) Where appropriate consultation papers and 
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workers responsibility to offer support in completing consultation papers and to 
facilitate their return ready for the review. The administrator will also send an 
email to the social worker with a copy to their line manager notifying them, which 
Reviewing Officer has been allocated to the child. 
 
Booking The Second And Subsequent Reviews 
 
The date for the second review will be agreed at the first review and so on. The 
administrators will automatically contact the social worker around 5 weeks before 
the review is due to obtain details of invitees and the venue. Once these have 
been gathered the administrators will send out a written invitation and 
consultation papers as well as information leaflets where appropriate to all 
relevant parties (see above for arrangements for informing children)  
 
If an additional review is required the social worker after agreeing the need for 
this with the Reviewing Officer will contact the administrators and the process 
outlined above will be followed. 
 
Cancelling Reviews 
 
Reviews are statutory meetings and should not be cancelled or rearranged 
except in circumstances, which are appropriate (e.g. the child is no longer looked 
after) in the best interests of the child (e.g. the child is due to move placement 
within the next week) or for reasons, which are truly unavoidable (one of the key 
participants is unable to attend due to illness and no-one else can attend in their 
place) No review will be rearranged or cancelled without discussion with 
the Reviewing Officer. Any review, which is cancelled, must be rearranged 
within the statutory timescales.  
 
Following this discussion, if the administrators at Cripps Lodge have been 
notified by the social worker/team manager more than 24 hours in advance that 
the review needs to be rearranged or cancelled they will inform the professionals 
who have been invited to attend. N.B. The child and any family members who 
have been invited will need to be notified by the social worker/team manager. 
 
 If there is less than 24 hours notice the responsibility for notifying all participants 
will rest with the social worker/team manager   
 
Before the Review 
 
The social worker will need to complete the following tasks before the 
review: 

• 

Make sure that up to date versions of the following forms are available on 
the file: Care Plan (to be finalised at review), EIR parts 1 & 2, Placement 
Plans 1 & 2 
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Fill in the relevant parts of the Review of Arrangements Form (including 
recording consultations in section 17 of the form) and ensure these have 
been shared with parents and young people as appropriate. 

• 

Clarify how the child/young person wants to be consulted (if they would 
like to use the viewpoint Interactive system see Ensuring Consultation and 
Participation above) and inform the Reviewing Officer 

• 

Ensure the Reviewing Officer receives the following paperwork before the 
day of the review: Consultation Papers, Review of Arrangements Form 
completed up to and including section 22, partially completed care plan, 
(for 3rd and subsequent reviews a summary of the Action and Assessment 
record will also need to be available beforehand), the file if requested 

• 

Consult as appropriate with representatives from Health, Education and 
other professionals as required. NB depending on age/ situation of the 
child of the child others may need to be consulted/invited for example 
Family Placement social worker, Personal Advisor (child 13+) OFI Team 
(child 15+) 

• 

Have a pre-review discussion/meeting with the Reviewing Officer to 
discuss the current situation and any possibly contentious issues. N.B the 
social worker should discuss with their Team Manager if it would be 
beneficial for them to also take part in this discussion and if so should 
notify the Reviewing Officer. 

 
The Reviewing Officer will complete the following tasks before the review: 

• 

Instigate a pre-review discussion/meeting with the social worker to discuss 
the current situation and any possibly contentious issues.  

• 

Ensure that they have read all the available, relevant documentation and 
are fully prepared. 

• 

Ensure parents and children have a copy of the information leaflet about 
reviews and arrange to meet with the child/young person and their parents 
as appropriate (in some cases this will incorporate support provided to the 
young person in giving their views via the Viewpoint Interactive System) 

 
Pre-Review Discussions 
 
It is essential for there to be a pre-review discussion either by telephone or in 
person between the social worker and the Reviewing Officer to raise key issues, 
anticipate obstacles and desired outcomes. The Reviewing Officer will instigate 
this. If considered necessary by the Team Manager or Reviewing Officer the 
Team Manager will be invited to take part in this discussion. This will be 
especially important where a change of care plan is envisaged or there are 
particularly contentious issues that require resolution. The Reviewing Officer will 
write up all pre-review discussions/meetings briefly with copies being emailed to 
the social worker and their team manager. 
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At The Review 
 
The Reviewing Officer follows a prescribed agenda, which will be made explicit at 
the beginning of the meeting. This is to ensure that all statutory requirements are 
met. This will include discussion of the following topics: 

 

• 

Have all the decisions reached at the last Review been acted on? 

• 

What work from the Assessment and Action Records remains to be 
completed? 

• 

Does the child/young person have any specific complaints about any 
aspect of his/her care? 

• 

Should steps be taken to secure the discharge or variation of an existing 
order or should any new order be sought?  Does anyone else have 
parental responsibility/are there any other significant adults? 

• 

For how much longer is it expected that the local authority will look after 
the child/young person? 

• 

Should any changes be made to the arrangements for the child/young 
person’s health care?  Are health assessments and health plans,(including 
dental checks, eye tests and immunisations) up to date?  Any hereditary 
health issues, e.g. sickle cell anaemia? 

• 

Should any changes be made to the arrangements for the child/young 
person’s education/employment?  Does the child/young person have a 
PEP and if so is it up to date?  Do they have a Statement of Special 
Educational Needs?  If so, when was the last Annual Review?  

• 

Should any changes be made to contact arrangements? 

• 

Are the child’s needs being met in respect of race, culture, religion/faith 
and language. 

• 

Should an independent visitor or an advocate be appointed? 

• 

What arrangements should be made to prepare the child/young person for 
leaving care/accommodation? 

• 

What assistance and aftercare will the child/young person continue to 
need after s/he ceases to be looked after by the local authority/other 
agency? 

• 

What else still needs to happen before the plan for this child/young person 
can be achieved? 

• 

Could the child/young person now live permanently with a parent/relative 
or friend, if additional resources were provided? 

• 

Should a decision be made to change the long-term plan for the 
child/young person? 

• 

Further issues not covered above, e.g. Criminal Injuries Compensation. 

• 

Date of the next Review. 
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parts at different times in order to enable children and young people and their 
parents to participate. 
 
The agenda for the second review will include plans for completion of the Action 
and Assessment Records if a child/young person is likely to be Looked After for 
more than 6 months. This review will also need to consider the need for a full 
medical (BAAF form C or D). Most importantly this review is where a permanency 
plan will need to be specified incorporating timescales (see second reviews 
above) 
 
At the first review following a young person’s 15th birthday the Options For 
Independence Team will need to be invited and arrangements for the 
assessment of need and completion of a Pathway Plan will be discussed. 
The Pathway Plan and the care plan should inform and complement each other.  
(see section 15) 
 
The Reviewing Officer will take notes of the meeting and is responsible for writing 
these up. At the end of the meeting the Reviewing Officer will make a 
handwritten note (on the relevant proforma) of the agreed care plan and the 
agreed actions required to achieve it. A copy will be given to the social worker 
who will pass this to their team manager and the Reviewing Officer will keep a 
copy.  
 
The Team Manager will have 14 days from the date of the review to comment 
back to the Reviewing Officer on any part of the plan or agreed tasks. If no 
comments are received these will be added into the minutes and sent to other 
participants.   
 
If there has been a pre-review discussion involving the team manager it is 
unlikely that there will be any disagreement about the plan however if this does 
occur the reviewing officer and team manger will need to have further discussion 
in order to resolve the contentious issue. 
 
NB Whilst reviews may agree that a social worker explore how a need can be 
met, they will not specify type of provision or provider unless this has been 
agreed prior to the review. 
 
After The Review 
 
The social worker will forward any amended care plan to the Reviewing Officer 
as well as to other parties as appropriate. 
 
The Review of Arrangements Form will be completed and distributed by the 
Reviewing Officer along with the minutes of the meeting; participants will receive 
a copy of the front sheet and part 23 onwards.  
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In addition the Reviewing Officer will write to the child/young person following the 
review and the paperwork for them and their parents will usually be sent directly 
to them in the post.  
 
Children Whose Names Are Also On The Child Protection 
Register  
 
For a small minority of children there may be a period of overlap when they are 
looked after and their names are on the child protection register, in such 
circumstances it is important to avoid duplication of effort and the Reviewing 
officer and the Child Protection Co-ordinator will liase to this effect. A pragmatic 
solution is to hold the childcare review directly after a child protection review or 
core group meeting. 
  
Children Placed For Adoption 
 
The 1997 Adoption Agency and Children Regulations have the effect of removing 
children placed for adoption (regardless of whether a Freeing Order has been 
granted) from the Review of Children’s Cases Regulations. However the 
Adoption Regulations specify that children must be reviewed one month into 
placement, 3 months after that and 6 months thereafter until an adoption 
application is made. Reviews are required after that date but no frequency is 
specified. Reviews for children in adoptive placements are chaired by the 
Independent Reviewing Officers. 
 
There are locally devised forms for the social worker, prospective adopters and 
Reviewing Officer to complete in situations where children are placed for 
adoption, which should be used instead of the Review of Arrangements Form 
(copies are available on the L Drive) 
 
Children With Disabilities 
 
There is a Reviewing Officer post, which is dedicated to the reviews of children 
with disabilities. This includes those who are Looked After Children and those 
who receive short breaks (overnight) provision from Children’s Services.  
 
Children with disabilities who receive a short break service that amount to more 
than 120 days per year or 72 hours in any single visit are deemed to be looked 
after and as such should have their care plan reviewed on a six monthly basis.  
 
Those who receive an overnight short break service whose accumulative totals 
do not reach these levels, are not deemed to be looked after but are 
nevertheless required to have their cases reviewed on an annual basis (see 
section Short Breaks below) 
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All children with disabilities who are looked after or who are eligible for short 
break (Respite) Reviews, and placed at The Redway School will have one of 
their child care reviews annually arranged to co-incide with their annual 
statement of special education needs review as per the joint protocol which has 
been devised to cover such circumstances (available on the L Drive) The 
eventual aim is that joint reviews will be the norm for all children who have a 
statement of special educational needs and are looked after/ receives a short 
break service. 
 
Short Break Reviews 
 
Introduction 
 
Children who receive short breaks from Children’s Services are required to be 
reviewed under the Children Act guidance and Regulations (volume 4)  
 
Locally this will include children who receive overnight stays (amounting to less 
than 120 days per annum) at Furze House and/or regular stays exceeding 
24hours at a time or more than 2 nights per week with Family Link Carers.  
 
“The purpose of the review being to ensure the child’s welfare is safeguarded 
and promoted in the most effective way throughout the period the child is looked 
after or accommodated. Progress in safeguarding and providing for the child’s 
welfare should be examined and monitored at every review and the plan for the 
child amended as necessary to reflect any significant change” (paragraph 3.3)  
 
Reviews will be held on an annual basis wherever possible to co-incide with the 
review of the statement of Special Educational Needs (see section Children with 
Disabilities above) 
 
The social worker will need to inform the administrators at Cripps Lodge when a 
child starts to receive a level of short break provision, which necessitates a 
review, so that one can be arranged. 
 
Consultation and participation are key principles in ensuring that children and 
their parent’s views are fully considered within the process. There are a variety of 
consultation tools that may be appropriate and those who are responsible for 
ascertaining the child’s views will need to ensure they use the method which is 
most suitable depending on the child’s specific needs and method of 
communication.  
 
Short Breaks Via Family Link 
 
Most children using the Family Link Scheme are not actually ‘looked after’ in that 
their stays with link families never exceed 24 hours.   
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If a child in the Family Link Scheme has a stay exceeding 24 hours on a ‘one off’ 
or infrequent but regular basis, the Family Link review arrangements continue to 
apply. 
If a child starts to have frequent stays with a Family Link Carer of over 24 hours 
or for more than 2 nights per week the Care Plan may need to be revised.  The 
documentation outlined in the table below should be used and the Reviewing 
Officer should chair the review.   
 
Children who have stays both at Furze and with Family Link may need to have 
two reviews, as the Family Link review focuses on reviewing the ‘link’ as opposed 
to the overall Care Plan. 
 
Short Breaks At Furze House 
 
Children receiving short breaks at Furze House are reviewed once a year, unless 
they receive over 120 days in one year or more than 72 hours at a time in which 
case they are reviewed twice. 
 
Relevant documentation and reports should be completed by the child’s social 
worker and Link worker as outlined in the table below.  
 
The reviewing officer may need to see the child’s file before the review in order to 
check previous review decisions and familiarise themselves with the situation. 
 
The PP3 is updated during the review by social worker or link worker. 
 
Review Agenda 
 
The agenda for discussion at the short breaks provision review will vary from a 
review for a Looked After Child, as the following questions are not likely to be of 
relevance: 
 
 

b) 

(work on assessment and action records) 

 
 

d) 

(discharge or seeking of orders) 

 
 

e) 

(length of being looked after) 

 
 h) 

(contact 

arrangements) 

 
 i) (independent 

visitors) 

 
 

m) 

(returning to parents care) 
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j) and k) are likely only to be needed from 14 onwards. 

 
 
The following issues will always need to be discussed. 
 
 

o) 

Are any changes to the pattern of short break provision required. 

 
 

p) 

Are all services working well together to meet the child’s needs. 

 
 

q)       Does the child have a good relationship with everyone in the                                        

placement. 

 

n) 

How does the provision meet the child’s needs (including the views               
of the child and their parents)? 

 

 

Looked After Children Documentation 
 
Full use of the LAC Documentation can be as valuable for Children with 
Disabilities as for any other child, but there are some problematic areas.  These 
can be identified as follows: 
 
• 

The documentation does not offer space for sufficient detail of the Care 
Needs of some Children with Disabilities. 

 
• 

The documentation sometimes feels overly intrusive where children are 
only looked after on a respite care and have parents who are completely 
fulfilling their responsibilities. 

 
• 

The assessment and action records are based around age appropriate 
expected outcomes, and can sometimes be very discouraging for children 
with disabilities and their families. 

 
• 

At present some children who receive short beaks on a respite basis do 
not have an allocated social worker. 
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the diagram below. 
 
FUNCTION LOOKED  SHORT BREAKS FURZE HOUSE  FAMILY 

AFTER  

 

LINK 

 

FULL TIME 

Over 120 DAYS (OR  UNDER 

Over 

72 HOURS) 

120 DAYS  24hrs or 
OR 72 

more 

HOURS 

than 2 
days per 
week 

BASIC INFO 

EIR 1&2 

EIR 1&2 

EIR 1&2 

EIR (FL) 

SPECIAL 

 

 

 

 

NEEDS 

EIR 3 

EIR 3 

EIR 3 

EIR 3 

INFO 
PLACEMENT   

 

 

 

PLANS 

PP 1 & 2 

Placement Plan 1-2 

    3  PP 

    3  PP 

(Respite) 

(Respite) 

MEDICAL 

SPECIAL MEDICAL CONSENT FORMS 

CONSENTS 
CARE PLAN 

LAC CARE 

LAC CARE PLAN 

SECTION IN 

PLAN 

PLACMENT PLAN 

A & A 

USE AS APPROPRIATE 

NOT NORMALLY 

RECORDS 

USED 
 

REVIEW 

REVIEW OF ARRANGEMENTS 

SHORT BREAK 

PAPERWORK  FORM AND CONSULTATION 

PROFORMA AND 

FORMS/OTHER METHOD OF 

CONSULTATION 

CONSULTATION AS APPROPRIATE  FORMS/OTHER 

METHOD OF 
CONSULTATION AS 
APPROPRIATE 

 
 
For children who are looked after full time the documentation should be used as 
far as possible as for any other Looked After Child with the EIR3 and any specific 
medical consents in addition. 
 
For children receiving short breaks at Furze House the EIR 1, 2 & 3 should be 
completed before a child starts to visit Furze House, so that full information is 
available from the start.  The EIR 1 & 2 will be completed by the referring Social 
Worker and the EIR 3 by the Key Worker at Furze House, or the Family Link 
Worker. 
 
The Placement Plan and Placement Agreements should be completed one 
month into the introductory process, or before the child has an overnight stay.  
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Worker and the Child’s Link Worker.  An SS3 should be completed when a new 
agreement for short break provision is completed. 
 
If the short break provision is for over 120 days per year, or over 72 hours at any 
one time, an application must be made to Resources Panel 
 
 
EIR 1/EIR 2/EIR 3 needs to be updated prior to annual reviews. 
 
6. 

PP3 updated following review by F L Worker. 

 
For further details of process see Joint Review Protocol Between The Redway 
School And Children’s Services accessible via the L Drive 
 

Summary: 
 
• 

The Children Act requires all looked after children to have a written 
care plan. 

• 

The format of this plan will vary depending on the legal status of the 
child 

• 

Planning processes for children who are looked after are continuous 
and do not take place in just one forum 

• 

Children, young people, their carers and family members should all be 
involved as far as possible in the planning process. 

• 

All children who are looked after are required to have a permanence 
plan made at their second review, which includes monitorable 
milestones. 

• 

In the best interests of the child, court proceedings and good practice 
in care planning work on the principle of avoiding delay. 
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ASSESSMENT AND ACTION RECORDS 
 
These documents are the most innovative feature of the LAC documentation.  
They can be used at four different levels: 
 
• 

discussion documents 

• 

planning tools 

• 

information gathering 

• 

evidence for evaluating services overall 

 
The records make it clear that children and young people’s progress is 
dependant on the quality of care they receive (although a variety of factors can 
impede progress even when care is of a high standard).  For each of the seven 
dimensions covered there are three basic stages. 
 
• 

Information gathering. 

 
• 

Assessment against a range of specific objectives 

 
• 

Action plan 

 

 

for example, 
 
(i) 

15+ Years Assessments and Action Records - Health Dimension 

 

Information - P.13  

 

Have you used drugs such as crack, speed, LSD, ecstasy, heroin,  
cocaine, magic mushrooms or glue? 

 

Assessment - P.16 - Objective 5.   

 

The young person does not put his/her health at risk. 

 

The worker has to comment on where the young person is in relation to 

this   objective. 
 

Action Plan - P.58 - Health.  

 

Work required.  

 

Person Responsible.   

 

Target Date.   

 

Date completed.   

 

Decisions about actions, which are desirable but cannot, happen yet. 

(ii) 

3 and 4 Years Assessment and Action Record - Identity Dimension 

 

Information - P.24 

 

Have the carers made efforts to ensure that toys, pictures, books and 

music in the  placement positively reflect the racial/ethnic background and 
culture of the child’s family? 
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Assessment - P.27 - Objective 4 

 

The child can relate to his/her racial/ethnic background. 

 

The worker then comments on where the child is in relation to this 

objective. 
 
 
 
 

Action Plan - P.46 - Identity 

 

Work required.   

 

Person Responsible.  

 

Target Date.   

 

Date completed.     

 

Decisions about actions, which are desirable but cannot, happen yet. 

 
It is important to recognise that the Assessment and Action Record is a tool to 
assess progress and to plan future work to be undertaken to help young people 
achieve their potential. The questions included in the Record should be used to 
stimulate conversation on the topics raised, rather than in rigid question and 
answer sessions. 
 
There are some basic ground rules, which assist in the completion of the 
Assessment and Action records. As the Assessment and Action Records are 
designed around developmental milestones based on chronological age groups, 
the way in which they are used with children with disabilities will need to be given 
careful consideration to ensure that this is an appropriate and positive 
experience.  
 
Assessment and Action records should be completed for all children who are 
expected to continue to be looked after for more than 6 months.  The decision to 
start this work should be taken at the second review, and the first record should 
be completed by the third review. 
 
Start by negotiating with the child or young person concerned, who is the best 
person to complete the documentation with them, it is likely that you will also 
need to talk with their carers, parents and other professionals about how this can 
be achieved and what their input into the process will be. Record decisions on 
the file and set timescales. 
 
For children under five a new record should be completed every six months.  For 
children over five a new record should be completed every year. 
 
Assessment and Action records on children up to nine years (Pink, Violet, Yellow 
and Aquamarine) should be kept with the child’s file when completed. 
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opportunity to retain their own forms.  In these circumstances it will be necessary 
to produce a duplicate for the file. 
 
If it becomes apparent during the completion of the Assessment and Action 
Record that there are significant issues with implications for the Care Plan the 
review date should be brought forward. 
 
HMSO have produced their own guidelines for users of the assessment and 
action records.  This is a slim A5 size white and blue booklet, which has been 
distributed in the Department. 
 
Assessment Framework For Young People Aged 15 + 
Living In And Preparing To Leave Care 

 

The following guidance was developed by John Short for Milton Keynes in October 2003 
 

Introduction 
 
The purpose of this document is to provide a framework within which to 
undertake a needs assessment of young people aged fifteen and over who are 
looked after and preparing to leave care, in line with the Children (Leaving Care) 
Act 2000. 
 
The assessment framework contained in this document addresses the 
requirements of Regulations 5, 6 and 7 of the Children (Leaving Care) Act 2000 
and is also informed by the Framework for the Assessment of Children in Need 
and their Families. 
 
The main purpose of the Children (Leaving Care) Act 2000 is to improve the life 
chances of young people living in and leaving care.  The Act aims to achieve this 
by improved assessment, better planning and preparation for leaving care.  
Undertaking a thorough and comprehensive assessment is essential in 
understanding the needs of young people preparing to leave care, evidencing 
their needs and subsequently developing a pathway plan to meet identified 
needs. 
 
Regulation 5 - Assessments And Pathway Plans- General 
 
5. -(1) The responsible authority must prepare a written statement describing the manner 
in which the needs of each eligible and relevant child will be assessed. 
(2) The written statement must include, in relation to each child whose needs are to be 
assessed, information about, in particular- 
(a) the person responsible for the conduct and co-ordination of the assessment; 
(b) the timetable for the assessment; 
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(c) who is to be consulted for the purposes of the assessment; 
(d) arrangements for recording the outcome of the assessment; 
(e) the procedure for making representations in the event of a disagreement. 
(3) The responsible authority must make a copy of the statement available to the child 
and the persons specified in regulation 7(5). 
(4) Nothing in these Regulations shall prevent the carrying out of any assessment or 
review under these Regulations at the same time as any assessment, review or 
consideration under any other enactment. 
 
Regulation 7 
 
(4) In carrying out an assessment the responsible authority shall take account of the 
following considerations- 
(a) the child’s health and development (a); 
(b) the child’s need for education, training or employment; 
(c) the support available to the child from members of his family and other persons; 
(d) the child’s financial needs; 
(e) the extent to which the child possesses the practical and other skills necessary for 
independent living; and 

(f) the child’s needs for care, support, and accommodation. 

 
Framework for the Assessment of Children in Need and their Families 
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The transition from adolescence to adulthood is an ill-defined phase but is a 
critical time for young people, during which they seek to establish a viable adult 
identity.  This transition is characterised by uncertainty and change as well as 
excitement, expectation and opportunity.  Many young people in their own 
families experience a slow transition to adulthood within secure and supportive 
settings and have opportunities to ‘test out’ situations, make mistakes and often 
return home when necessary.  In addition, as young people mature at different 
rates this process will take place over a range of ages.  The changing patterns of 
employment and education over recent years have contributed to the increased 
length of this transition from childhood to adulthood in the overall population. 
 
The process of the assessment of need and, the development of the subsequent 
pathway plan for young people in and leaving care, must try to replicate the 
experience of transition for young people who live in their own family home. 
 
The assessment of need process and, the subsequent pathway plan aimed at 
preparing young people for leaving care, must recognise this group’s varied 
needs and the fact that becoming independent is a gradual process, where 
chronological age and maturity do not necessarily correspond.  Young people in 
and leaving care are not a homogenous group and represent an extremely 
diverse set of young people with differing needs.  Particular attention in the 
assessment must be given to issues of race, gender, class, ability and disability. 
 
At the beginning of the assessment process, the personal adviser must reassure 
the young person that the pace of the assessment and, any subsequent work on 
the pathway plan, will be undertaken at a rate appropriate to the individual.  By 
undertaking the assessment of need over a period of time, it can genuinely 
progress at the young person’s pace and balance their status as a child in need, 
with that of a young person preparing for independence.  Where appropriate, and 
in circumstances where the young person is undertaking exams, changing 
placement etc these should take precedent over the assessment. 
 
The department’s strategy for preparing looked after young people for 
independence aims to mirror and recognise that preparing for adulthood begins 
from an early age for many people living in their own families.  With careful 
planning and thought, young people can learn skills such as basic cooking, 
household cleaning etc as an integrated part of foster placements and within 
children’s homes.  This low-key learning does often take place in foster and 
children’s homes and should form the basis and beginnings of the leaving care 
assessment of need and pathway plan.  Additionally, when a formal focus on 
independence begins with the assessment of need, the young person already 
has a good grounding of skills on which to build. 
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1 

Informal preparation from the day a young person becomes looked after 

2 

Formal preparation from about age fifteen commencing with the leaving 
care assessment of need. 

 
Preparation for independence, the assessment of need and the pathway plan 
must be developed within the following principles: 
 
•  Preparation for independence is not a distinct phase; small tasks and steps 

can be undertaken from the point of being ‘looked after’. 

 
•  A formal focus and planning for the transition to independence begins with the 

assessment of need at 15 through to 21. 

 
•  Appropriate pathway planning and services are based on sound 

assessments, knowledge of available services and joint approaches. 

 
•  A broad range of tools, resources and methods for working with young people 

is essential to enable a creative and flexible approach. 

 
•  Assessments and pathway plans while being flexible, must highlight what 

needs to be achieved, how and what role workers and carers will play. 

 
•  Assessments must address issues of health and development, education, 

training and employment, practical skills, accommodation and support. 

 
•  Assessments and pathway plans should aim to empower young people taking 

account of stepped learning and that tasks can be revisited. 

 
•  Particular attention should be paid to the types of placements young people 

live in and how these may impact on their pathway plan and preparation for 
independence. 

 
•  Young people should have an element of choice in who they identify to help 

them with independence tasks.   

 
•  Workers and carers must be allowed sufficient time to work at the young 

person’s pace. 

 
•  The process of preparing for adulthood can be extremely unsettling and must 

be undertaken sensitively. 

 
Regulation 6 of the Act specifies that the responsible authority should take all 
reasonable steps to make sure that it seeks out and takes account of the views 
and wishes of the young person for the assessment, the preparation of the 
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[bookmark: 137]pathway plan, and the review of the plan.  Clearly, the further the young person 
can be involved in the process, the more successful it will be.  Where these 
processes involve meetings then the responsible authority should take 
reasonable steps to make sure that the young person can attend and take part.  
Such steps might include scheduling meetings at a time that is convenient for the 
young person, or, if he or she has to travel in order to attend, paying reasonable 
travel and subsistence costs.  If young people have any particular needs relating 
to impairment, the responsible authority should make sure that meetings and 
information are accessible to them.  Methods of assessment and review should 
take full account of any communication or cognitive impairment in order to fully 
involve the young person. 
 
When deciding who needs to be involved in the assessment, the responsible 
authority should make every effort to take account of the wishes of the young 
person.  This does not amount to giving young people the right of veto, but if, for 
example, they have strong objections to parents taking part, the authority should 
balance the desirability of involving them, against the risk of alienating the young 
person and possibly losing his or her co-operation. 
 
It is vital that the assessment process is seen as an integral part of developing a 
pathway plan and a preparation for independence programme and that these 
elements are complementary.  For example, a session exploring a young 
person’s knowledge of community based support organisations should not simply 
be a question and answer process, but one that results in the development of 
creative and interactive learning tasks.  In addition, the session could explore 
potential gains from the use of community organisations, identifying new sources 
of support and rehearsing telephone and written requests for information, as well 
as investigating the possibility of supported introductory visits and ways of 
collecting information in order to develop personal resource guides. 
 
The Regulations and Guidance associated with the Children (Leaving Care) Act 
2000 states that preparation for leaving care should help develop young people’s 
capacity to make satisfactory relationships, develop their self-esteem and enable 
them to acquire the necessary practical skills for independent living. 
 
The Act places emphasis on involving and including young people in the 
assessment and pathway planning process.  Plans should be developed through 
discussion, negotiation and the involvement of all parties in order to ensure 
successful implementation of the plan for the young person. 
 
Plans must progress at a pace that suits the young person and should identify 
the time scale that is required to make a successful transition to adult life.  Where 
it is identified that a young person will require an ongoing service because of a 
disability or other special need, clear plans must be developed to ensure a 
smooth transition from the leaving care service to an adult service. 
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1.  When a looked after child undergoes his or her final review, at the age of 

fourteen, information must be provided about the leaving care service.  
This information should cover the purpose of the leaving care assessment 
of need and its parameters, the process of the assessment, who will co-
ordinate it and the time scale for its completion. 

 

2.  Approximately one month prior to the first review in the young person’s 

fifteenth year, the social worker, the young person’s primary carer and the 
young person should meet to discuss the leaving care assessment of 
need.  This meeting should explore the timing of the assessment, who will 
be involved and the key areas it will cover.  The young person should be 
given a copy of the ‘Introduction to the Options for Independence Team’ 
leaflet. 

 

3.  The meeting should decide when it would be appropriate to commence 

the leaving care assessment of need.  In the majority of cases it should be 
standard procedure that the leaving care assessment commences when 
the young person is fifteen and a half.  This decision should be determined 
by the young person’s maturity, their therapeutic needs, and any potential 
change of placement and educational situation that may coincide with this 
date. 

 

4.  The provisional timing for the commencement of the leaving care 

assessment of need should be ratified and agreed at the subsequent 
statutory review.  Following the commencement of the assessment timing 
being ratified at the review, the social worker should complete a leaving 
care commencement of service form (can be found on the L Drive), which 
must be authorised by his or her supervisor and passed to the team 
manager of the Young People’s Service. 

 

5.  The commencement form should be accompanied by the following 

documents: 1) the minutes of the last statutory review, 2) the young 
person’s care plan, 3) the essential information record part 2, and where 
available, or appropriate, 4) the assessment and action record, 5) the 14 
plus education plan and statement of special education needs, 6) 
immigration documentation.   

 
6.  The team manager of the Young People’s Service (looked after) and the 

team manager of the Options for Independence Team (leaving care) will 
meet monthly to allocate leaving care assessment cases and discuss case 
transfer. 
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responsible for co-ordinating and completing the leaving care assessment 
of need. 

 

8.  In the majority of cases it should be standard procedure that a member of 

the leaving care team is introduced to the young person and their primary 
carer/s by the social worker at an informal meeting held within one month 
of the statutory review.  This meeting should be used to reassure young 
people and their carer/s that by beginning the process of addressing 
leaving care issues early; it means that the assessment and preparation 
for independence can progress at a pace suitable to the young person. 

 

9.  The leaving care team member should explain the purpose of the leaving 

care service, the leaving care assessment of need process and how this 
will inform the subsequent development of the young person’s pathway 
plan. 

 

10. Where it is decided that it would not be appropriate to start the leaving 

care assessment of need at fifteen and a half, then a date to begin the 
assessment must be set and recorded on the commencement form.  This 
must be no later than age fifteen and three quarters.  In these situations 
the form should also record the reason for this decision, and it’s likely 
impact on the young person’s leaving care assessment of need. 

 

11. The leaving care assessment of need must be completed on, or 

immediately after, the young person’s sixteenth birthday at which point if 
they have been looked after for the prescribed thirteen weeks they will 
become an ‘Eligible’ child.  The assessment of need should immediately 
be converted into the young person’s pathway plan and at the very latest 
within three months of them becoming an ‘Eligible’ child. 

 

12. Where a young person becomes looked after immediately prior, or after 

their sixteenth birthday and it is anticipated that they will remain looked 
after for at least thirteen weeks, the leaving care assessment of need will 
commence immediately.  The assessment must be completed by the time 
they acquire their ‘Eligible’ child status and converted into the pathway 
plan within three months of becoming an ‘Eligible’ child. 

 

13. Where a young person becomes looked after immediately prior, or after 

their sixteenth birthday and it is anticipated they will return home, but is 
subsequently unable to do so, the leaving care assessment of need will 
commence when they have been looked after for thirteen weeks.  The 
assessment of need and the subsequent pathway plan must be completed 
within three months of the young person becoming an ‘Eligible’ child. 
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care assessments of need. 

 

15. The views of the young person will be central to their assessment of need 

and should be included in each section.  The views of the social worker 
and other relevant people who have contributed to the assessment should 
also be included and any differences of opinion with the young person 
highlighted where this applies. 

 

16. When deciding who needs to be involved in the assessment the personal 

adviser should take account of the wishes of the young person and 
balance the desirability of involvement against the risk of alienating the 
young person from the process. [Children (Leaving Care) Act 2000 
Guidance] 

 

17. Throughout the assessment it will be vital to take the views of the young 

person into consideration and respect their right to privacy, while at the 
same time balancing these with issues of confidentiality and the need to 
obtain an accurate picture of their needs and support available to them. 

 

18. When the assessment is complete it should be agreed by the young 

person and their personal adviser and authorised by a senior member of 
the leaving care team. 

 

19. The assessment must be written in a style and language that is 

understandable to the young person and, where English is not their first 
language, translated.  Where language and literacy may present 
difficulties the assessment should be provided in a medium that is readily 
understood and suits the young person. 

 

20. Each of the eight sections of the assessment should be completed using 

the bullet point information as a guide and prompt. The format for the 
Assessment can be accessed via the L Drive. 

 

21. Whole copies of the assessment will be made available (as a minimum) to 

the young person, their social worker and the young person’s personal 
adviser. 

 

22. When completed, it will be important to provide elements, or whole copies 

and providing information on a ‘need to know basis’. 

 

23.The young person must be made aware of what they can do if they are 

unhappy with their assessment and how to resolve any disputes in regard 
to their assessment.  The young person should be given information about 
the complaints procedure, accessing independent advocacy and children’s 
of the assessment to parties who contributed to it.  This should be done in 
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rights services. 

 

Summary: 
 
• 

Assessment is the key to ensuring children and young peoples 
needs are identified and that appropriate plans can be put in place. 

• 

As children and young peoples situations do not remain static, 
assessment needs to be an ongoing process with records updated 
periodically 

• 

In order to be meaningful assessments need to be conducted and 
recorded in a way that facilitates participation and understanding by 
children and young people  
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Providing continuity in relationships is important for young people and 
consistent with the care plan, most will benefit from ongoing relationships with 
parents, siblings, other relatives and former carers. Thoburn et al (2000) 

 
The Legal Context 
 
The Children Act requires local authorities to: 
 

• 

place children near to home  

• 

place siblings together 

 
so far as is reasonably practical and consistent with their welfare s.7.  
 
In addition there is a duty to allow children reasonable contact with 
parents/guardian and anyone else with whom the child was living under an order 
prior to them becoming Looked After s. 34(1).   
 
Such people as well as the child or the local authority can apply to the court for 
an order in relation to contact. Other people can apply for a contact order with 
the leave of the court. 
 
The child or the local authority can also apply for contact to be refused where the 
presumption under s.34(1) operates. 
 
Before the court makes a Care Order it will consider the proposed contact 
arrangements and invite the parties to comment upon these. 
 
The welfare of the child will be the court’s paramount consideration and as is the 
case generally with the Children Act there is a presumption of no order unless it 
is considered by the court that to make an order would be more beneficial for the 
child. If the application is refused the person making it cannot reapply for six 
months unless given leave of the court. 
 
If an order is made conditions may be attached and it will last for the duration of 
the care order, unless discharged or otherwise specified. The local authority can 
refuse to allow contact for a period of up to seven days, if this is necessary as a 
matter of urgency to safeguard or promote the child’s welfare s 34 (6). 
 
The person named in the order or the child or local authority can apply for a 
discharge or variation.  
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It is well accepted that continuing contact with their birth families is a positive 
experience for the majority of Looked After Children. The prospect of children 
returning to live at home is likely to be increased by maintaining family links,  
(Aldgate cited in Cleaver 1998) it is also linked to an enhanced sense of Identity 
(DoH cited in Cleaver 1998) and is associated with fewer breakdowns of foster 
placements (Berridge and Cleaver cited in Cleaver 1998)  
 
Research has also indicated that where contact ceases this can lead young 
people in long term care without the knowledge and understanding of their 
personal history, which is required to develop a positive sense of identity (Ryburn 
1994) 
 
Good Practice 
 
Decisions about contact arrangements will be made through the care planning 
process and discussed at every statutory review. When making such decisions it 
is important to take the views of children and other family members into account. 
There is also the need to recognise the logistical and emotional difficulties that 
contact arrangements can present for children, families and carers and in as 
sensitive way as is possible to attempt to minimise these barriers for all 
concerned.  
 
It is also vital that we do not make assumptions about which relationships are 
significant for children for example; there may be other people such as 
neighbours and school friends who have played a significant part in the child’s 
life to date as well as family members. This information should be gathered in 
conjunction with the child using methods suitable to their age and understanding 
(a network map for example might be a helpful tool in this respect) Particular 
attention will need to be paid to contact arrangements where a child is at risk of 
losing touch with specific aspects of her or his heritage.  
 
Except where there is a need to supervise contact in order to ensure that the 
child is safe or for the purpose of an assessment, children and those with whom 
they have contact should be afforded privacy and the opportunity to undertake 
appropriate activities on contact visits. The child's social worker will carry out a 
risk assessment before making contact arrangements.  
 
It is important to note that as well as face to face contact other forms of staying in 
touch can also be effective, such as letters and emails and telephone calls.  
 
The child’s social worker/designated worker will be responsible for arranging and 
co-ordinating all contact arrangements, (including frequency and location and 
any supervision required) as set out in the care plan./pathway plan, between 
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significant person. The child’s social worker/designated worker will also ensure 
that they maintain contact with the carers regarding any contact arrangements. 
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 Principles  
 
Children looked after want their lives to be as normal as possible and do not want 
to be seen as being different from their friends. 
 
The Department has a responsibility to promote a policy that complies with its 
statutory obligations, but enables children it looks after to enjoy normal childhood 
pastimes without the need to follow unnecessarily restrictive procedures. 
 
This policy concerns Children/Young People aged 5 to 18 years in Foster Care or 
Residential Establishments. Generally these stays away will be with 
children/young people close in age to the Looked After child.  
 
This policy covers stays up to a maximum of 4 nights 
 

1)  A single overnight stay can be agreed by a Carer 
2)  A stay of 2-4 nights needs to be agreed in consultation with a Social 

Worker (and wherever possible with the Child/Young Person’s parents.  
(See section on occasional overnight stays)  

 
This is guidance. There remains a need to exercise professional judgement (e.g. 
Consideration of Age, Maturity, any particular vulnerability of the Child/Young 
Person, Relationship of child/young person with whom s/he is staying)  
 
 
TERMS 
 
 

 

 

Carer 

Means 

Foster Carer or Residential Social Worker 

  

 

 

 

 

Social 

Means 

The Child or Young Person’s Social Worker or  

Worker 

His/her manager or 
His/her Team’s Duty or Cover Social Worker or 
The Emergency Social Work Team 
 

 
 
Legal Duties 
 
 The Children Act and accompanying Regulations made no provision for the 
possibility of children 'looked after' staying overnight with friends.  Therefore 
there is no provision under that Act for criminal conviction checks (police checks) 
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their appointed carer. 
 
 A Carer has a duty “to care for the child as if he were a member of the Carer’s 
family, and to promote his welfare.”  Family Proceedings (Children) Regs. 1991 
Reg. 3(6), Sch 2(7). 
 
 The Local Authority has a duty “to safeguard and promote the welfare of the 
child.” Children Act 1989 S.22 (3) (a). 
 
 Implicit within these duties is the need for children to be encouraged to pursue a 
full social life without unnecessary barriers being put in the way. 
 
Occasional Overnight Stays 
 
 The duty placed on a Carer presumes that they will act as a “reasonable parent”.   
It will therefore be a matter for the Carer to decide if a child in their care can stay 
at another address overnight, e.g. at a school-friend’s home. 
 
 The Carer as a “reasonable parent” will be expected to make all reasonable 
enquiries to satisfy himself or herself that good care will be provided for the child.   

These would include: 

•  Knowing the address at which the child will be staying 

•  Knowing who will have responsibility for caring for the child 

•  Having personally spoken with that responsible adult, to satisfy themselves of 

their suitability as a temporary carer 

 
 If parents of an Accommodated Child make a request for an overnight stay away 
which they specify, the child/young person will be considered to be the 
responsibility of her/his parent. This must be explained to the parent(s) by the 
Social Worker, if possible and the carer if not.  
 
 In some instances Parents will not give consent for an overnight stay for their 
Accommodated Child. In exceptional circumstances, the Social Worker might 
decide that the parent is acting unreasonably and go ahead and agree the short 
stay (the parent has the option to remove the child/young person from 
Accommodation). Agreeing a stay against the expressed wishes of the parent 
would occur only in very exceptional circumstances. Parents’ views will always 
be considered and almost always followed.  
 
 The Care Plan and Placement Agreement for a Looked After Child/Young 
Person should detail the proposed arrangements for Contact including overnight 
stays, who is consulted and who gives consent.  
 
 For Children on Interim Care Orders or Care Orders, there may be specific 
conditions regarding Contact with other people. This protocol does not override 
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proceedings, this protocol does not override any conditions made by the court 
about where the young person should be).  
 
 The Carer should, as a matter of good practice, notify the child’s social worker of 
any overnight stays beforehand whenever possible. 
 
Similarly, the Carer and/or Social Worker will make every effort to inform the 
parents of the child or young person of any proposed overnight stay as soon as 
possible.  
 
If the Social Worker in consultation with her/his Supervisor feels that a pattern of 
frequent or regular overnight contact has developed, the process for longer term 
stays away should be implemented e.g. Police Checks etc. 
 
The Carers will “check in” with the child/young person and/or his carers during 
their stay away (i.e. make a Telephone Call to where s/he is staying to ensure 
s/he is happy and well). 
 
The Social Worker should record the decision to agree or not to agree an 
overnight stay and any important considerations in reaching the decision. This 
record to be added to the Child/Young Person’s file.  
 
The Carer should also record, at least, that she consulted with the Social Worker 
and the decision reached.  
 
Children In Foster Care Staying With Foster Carers’ Extended Family  
 
There are situations where a child/young person in a well established  
foster placement may wish to stay with members of his/her carers’      
close extended family. This may be to accompany the carers’ own children 
 
In such situations, the same process as outlined in 3 will apply.   
Agreement of the Parents will be obtained and Social Worker will be consulted, if 
possible, before the overnight stay, covering a stay of 2-4 nights.  
 
Repeated or longer stays are not covered by this protocol.  
 
Planned Longer Term Stays 
 
 If an opportunity arises, or there is a need for a child to stay elsewhere for a 
longer period of time (more than 4 nights), such a placement needs to be agreed 
with the Child/Young person’s Social Worker and the checks detailed below need 
to be made. 
 
All the checks detailed in Para 3.2 should be met, as well as the following:  
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undertaken on all those over 16 years old living in the household.  

•  A Children’s/Social Services records check. 

•  Consultation with Parents wherever possible – this requirement only being 

waived in exceptional circumstances e.g. if their whereabouts is unknown. 

•  A social worker must also exercise his or her professional opinion as to other 

people that need consulting, e.g. independent visitors, extended family 
member etc. 

•  If a holiday involves travel abroad, written consent of a Service Manager is 

needed beforehand (see also section 16) 

 
Stays For Friends At The Home Of The Child/Young Person 
 
Carers can make their own judgements about who they have to stay with them 
including friends of the children or young people that they foster. 
 
 Children and Young People who live in Residential Establishments should  
be able to have their friends/family members stay with them. Each Residential 
Establishment should has their own guidelines on this. 
 

Summary: 
 
• 

So far as is reasonably practical and consistent with their welfare children 
should be placed near to home and together with their siblings  

• 

There is a duty to allow children reasonable contact with parents/guardian 
and other significant people 

• 

Research indicates that contact with their birth families is a positive 
experience for the majority of Looked After Children. It increases the 
prospect of them returning home, is linked to an enhanced sense of 
Identity and is associated with fewer breakdowns of foster placements.  

• 

In considering contact arrangements the views of children and family 
members into account.  

• 

There is a need to be sensitive to the logistical and emotional difficulties 
contact arrangements can present for children, families and carers.  

• 

The child’s social worker/designated worker will be responsible for 
arranging and co-ordinating contact arrangements and keeping the 
relevant people informed of these 

• 

The service has a policy to enable children to have short stays away from 
placement or friends to visit their placement in recognition of the fact that 
looked after children have a right to lead lives that are as normal as 
possible. 
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SECTION 8 SAFEGUARDING LOOKED 
AFTER CHILDREN 

‘ The best safeguard is an environment of overall excellence’ (Utting 
1997) 
 
Much of the following section is extracted from Milton Keynes Inter-Agency Procedures 
to Safeguard and Promote the Welfare of Children and reference should be made to this 
document for fuller guidance. 
 
Inquiries 
 
The Children Act 1989 states that Looked After Children should be afforded the 
same level of safeguarding and promotion of their welfare as children in need 
within the community. 
 
There have been numerous inquiries in recent years relating to the abuse of 
children and young people who are looked after and it is important that all those 
who work with Looked After Children are aware of these and their   
recommendations in relation to practice. 
 
Some of the main national inquiries are listed below: 
 
Pindown Experience And The Protection Of Children: Report Of The 
Staffordshire Child Care Inquiry (Levy, A and Kahan, B 1990)  
 
This was an inquiry into the physically and emotionally abusive regime in 
Staffordshire between 1983 and 1989. ‘Pindown’ involved: removal of ordinary 
clothing and enforced wearing of night clothes, persistent isolation in a separate 
area; loss of "privileges" such as visits, television, radio and reading and writing 
materials as well as non-attendance at school.  
 
The Warner Report 1992  ‘Choosing With Care’  
 
This report made a number of recommendations about recruitment and selection 
of staff that have been implemented to help minimise the risks of unsuitable 
people gaining entry into employment with children. 
 
The Utting Report (1997) ‘ People Like Us: The Review Of Safeguards For 
Children Living Away From Home’.  
 
This review was established to consider revelations of widespread sexual, 
physical and emotional abuse of children living away from home in settings such 
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hospitals over the preceding twenty years. 
 
The review identified that certain groups of children including: younger children, 
children looked after, disabled children; children with emotional and behavioural 
difficulties and children with parents overseas were particularly vulnerable to 
abuse. 
 
The review highlighted that abusers will be drawn into work in this type of setting 
where there will be opportunities to abuse children and that whilst such people 
may be relatively small in number, a single perpetrator is likely to abuse 
hundreds of children during the course of their career. Such abusers are adept at 
avoiding detection and may be good at their jobs, gaining the respect of 
colleagues and parents. 
 
The review made a number of recommendations at a national and local level; in 
relation to recruitment and selection of carers, placement choice, meeting health 
and educational needs of children and young people, the provision of relevant 
information to parents and ensuring that the experiences of Looked After 
Children are used in the development of policy, practice and training for services 
for children and young people living away from home. Many of which have since 
been incorporated into practice.  
 
The Waterhouse Inquiry (2000)  ‘Lost In Care’: The Report Of The Tribunal 
Of The Inquiry Into The Abuse Of Children In Care In The Former County 
Council Ares Of Gwynedd And Clwyd Since 1974’   
 
This was a public inquiry into abuse in children’s homes in North Wales over a 
twenty-year period, which made far-reaching recommendations relating to how 
children living away from home could be better safeguarded. As well as echoing 
many of the recommendations of the Utting Report, this report gave the impetus 
for the establishment of a Children’s Commissioner for Wales and the Choice 
Protects Initiative which recognises that greater choice in placement is one way 
of helping to safeguard children.   
 
Basic Safeguards For Children Living Away From Home 
 
Every setting in which children live away from home should provide the same 
basic safeguards from abuse, founded on an approach which promotes 
children’s general welfare and protects them from harm of all kinds and treats 
them with dignity and respect.  Revelations of widespread abuse and neglect of 
children living away from home have raised awareness of the increased 
vulnerability of these children.  There is a need for continuing vigilance and child 
protection procedures will apply for these children just as they would for any 
other. 
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[bookmark: 151]Children feel valued and respected and their self-esteem is promoted. 
There is openness on the part of the institution to families, the wider community 
and external scrutiny. 
 
Staff and foster carers are trained in all aspects of safeguarding children and are 
alert to vulnerabilities and risks and knowledgeable about child protection 
procedures. 
 
Children have ready access to a trusted adult outside the institution and are 
aware of where they can receive help from independent advocacy services and 
help lines etc. 
 
Complaint procedures are clear, effective, user friendly and readily accessible to 
children and young people, including those with disabilities or whose first 
language is not English.  There should be a complaints register in every 
children’s home, which records all representations and complaints, action taken 
and outcomes. 
 
Recruitment and selection procedures are rigorous and create a high threshold of 
entry to deter abusers. 
 
Clear procedures and support systems are in place in relation to care and 
discipline (including in relation to sanctions and restraint) and for dealing with 
expressions of concern by staff and carers about other carers or staff. 
 
There is respect for diversity and sensitivity to race, culture, religion, gender, 
sexuality and disability. 
 
There is effective supervision and support, which extends to all staff and 
volunteers. 
 
Staff and carers are alert to the risks to children in the external environment from 
people prepared to exploit them. 
 
Foster Care 
 
As foster care takes place in the private domain of the carers home, it may be 
more difficult to identify abusive situations or for children to find a voice outside 
the family.  It is important therefore that social workers regularly see children on 
their own and document this. 
 
Foster carers also need to monitor the whereabouts of their foster children, 
including their patterns of absence and contacts, notifying the child’s social 
worker of unauthorised absences. 
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[bookmark: 152]The duty to conduct s.47 enquires, where there is concern regarding significant 
harm to a child in foster care, applies on the same basis as it would to any other 
child.  It will be important to look at the child’s situation holistically and avoid rash 
decisions.  Enquiries will also need to consider the safety of other children living 
in the household including the foster carer’s own. 
 
In addition those involved in the Strategy Discussion which plans the S47 
enquiries, will need to be mindful of the fact that the Local Authority may have 
Parental Responsibility for the children concerned and that this will raise 
particular issues. It is important therefore that an unbiased person carries out any 
enquiries.  Strategies to support the child and also the carers through the 
process will need to be developed. 
 
Where foster carers are looking after children who have been abused or who 
may have abused others, they have a right to be given full information in the 
interests of both the child and the foster family. 
 
Allegations Made Against A Professional, Foster Carer Or 
Volunteer 
 
Children may be subjected to abuse by those who work with them in any setting, 
therefore all allegations of abuse by a professional, staff member; volunteer or 
foster carer should be taken seriously.  Concerns and allegations against 
colleagues can be distressing and sometimes difficult to believe.  It is essential 
that all allegations are examined objectively by staff who are independent of the 
service, organisation or institution concerned.  
 
Investigating Allegations 
 
Where contemporary and/or historical allegations of child abuse (including those 
made by adults who are reporting abuse they experienced as children) are made 
against a staff member or volunteer these should be referred to Children’s 
Services in the same way as other concerns about possible abuse.  The social 
worker receiving the allegation will notify their team manager in lie with the 
departmental procedure for dealing with allegations of abuse by professionals. 
Children’s Services will discuss the case with the police at the earliest 
opportunity if a criminal offence may have been committed against a child. 
 
Organised Or Multiple Abuse  
 
Organised or multiple abuse is defined as abuse involving one or more abuser 
and a number of related or non-related children or young people.  The abusers 
may be acting in organised groups to abuse children or in isolation.  They may be 
using an institutional framework or position of authority to recruit children for 
abuse. 
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[bookmark: 153]There is no such thing as a typical investigation each will be different, according 
to its scale and complexity. A local procedure exists and will need to be referred 
to in relevant situations.  
 
Children Who Are Looked After And Whose Names Are On The Child 
Protection Register  
 
Generally children who are Looked After will be afforded adequate protection 
through the care planning process and therefore their names will not also need to 
be included on the Child Protection Register.  If in exceptional circumstances this 
is necessary for a time for example; where a child has been placed back at home 
with a parent, there is a need to ensure that both processes are integrated in a 
way which provides a child centred approach.  It is important to link the timing of 
meetings so that information from the Child Protection Review Conference is 
brought to the LAC review and informs the overall care planning process. 
 
Children whose names are on the child protection register, who have been made 
subject of a full Care Order where a plan has been made for permanency, may 
be deregistered by letter, on the agreement of the child protection co-ordinator.  
To request such a deregistration the Keyworker must furnish the child protection 
co-ordinator with a copy of the Care Plan and written confirmation of the child’s 
current situation signed by themselves and their line manager 
 
The Sexual Exploitation Of Looked After Children 
 
The involvement of children in prostitution is not always prominent or visible.  
Children involved in prostitution are not necessarily found on the streets.   
 
There is no single pattern of what draws children into prostitution although the 
most common factors are vulnerability and low self-esteem.  These may result 
from a multitude of factors including difficult or abusive experiences, educational 
under-achievement, pressure from those already involved or substance misuse.  
School absence through exclusion or truancy may make children especially 
vulnerable. Those Looked After who run away are at particular risk. 
 
The vast majority of children and young people do not enter prostitution willingly 
and their involvement is indicative of coercion, enticement and desperation and 
as such they will need support to develop strategies to leave prostitution.  They 
may be physically and emotionally dependent upon the co-ercer.  They should 
not be viewed as miniature adults, capable of making informed choices in the 
way an adult might be.  
 
Children and young people under the age of 18, involved in prostitution and other 
forms of commercial sexual exploitation should be treated as children in need 
who may be suffering or likely to suffer significant harm and their needs will 
require careful assessment.  The identification of a child involved in prostitution 
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[bookmark: 154]or at risk of being drawn into prostitution should always trigger the agreed local 
procedures.  
 
Staff/ carers may become aware of situations where children are involved or at 
risk of becoming drawn into prostitution for example through concern about a 
child’s ‘friendship‘ with an older person and/or frequent absences from home or 
school.  Such concerns should be taken seriously and the possibility considered 
that this pattern of behaviour could be part of a grooming pattern intended to 
draw the child into prostitution.  Staff in residential establishments may become 
aware that children are being picked up regularly by unauthorised older people in 
cars or that there are individuals loitering outside to meet children.  Such events 
should always be reported to the manager of the unit and the police.  The reports 
should be taken seriously and investigated. 
 
Children involved in prostitution may come to the attention of the police in the 
course of their duties, such as the investigation of drug offences, if necessary 
immediate action should be taken to safeguard the child and there should be 
liaison with the Child Protection and Sexual Crime Unit. 
 
Gaining a child’s trust and confidence is vital if s/he is to be safeguarded and 
enabled to exit from prostitution.  Children need to be enabled to express their 
views and contribute to decisions that affect them.  When assessing the views of 
children involved, professionals need to be aware that those who have co-erced 
and abused them may have ‘groomed’ them and conditioned their responses so 
that they deny their abuse and co-ercion. 
 
The creation of a successful exit strategy and re-integration into life free from 
abuse through prostitution are dependent on working with the child to construct a 
plan s/he can agree to.  Wherever possible family members should also be 
involved in this. 
 
For children the emphasis must be on preventing their entry into prostitution and 
for those already involved to protect them from further abuse and to support them 
out of prostitution.   
 
Children And Young People Who Abuse Others 
 

 

Children, especially those living away from home, are also vulnerable to abuse 
by their peers.  Such abuse should be taken as seriously as abuse perpetrated 
by an adult.  It should be subject to the same child protection procedures as 
apply to any child who is suffering or is at risk of suffering significant harm.  
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Bullying can be defined as deliberately harmful behaviour, usually repeated over 
a period of time, where it is difficult for those who are being bullied to defend 
themselves.  The three main types of bullying are: 
 
physical (e.g. hitting, kicking, theft)  
 
verbal (e.g. racist or homophobic comments, threats or name-calling) 
 
 emotional (e.g. isolating an individual from activities and social acceptance of 
their peer group).   
 
Damage inflicted by bullying can be underestimated.  It can cause considerable 
distress to the extent that it affects children’s health and development or at the 
extreme causes them significant harm (including self-harm).  All settings in which 
children are living away from home should have in place rigorously enforced anti-
bullying strategies.   
 
Sexual Abuse 
 
Work with children and young people who abuse others, including those who 
sexually abuse others, should recognise that such children are likely to have 
considerable needs themselves, which may include protection from significant 
harm.  It is also important to be mindful that they may pose a significant risk of 
harm to other children.  Children and young people who abuse others should be 
held responsible for their abusive behaviours whilst being identified and 
responded to in a way, which meets their needs as well as protecting others. 
 
Evidence suggests that such children may have suffered considerable disruption 
in their lives, been exposed to violence within their families, have witnessed or 
been subjected to sexual or physical abuse, have problems with their educational 
development and may commit offences.  
 
Work with adult abusers has shown that many of them began committing abusive 
acts during childhood or adolescence and that significant numbers themselves 
have been subjected to abuse.  Early intervention with young people who abuse 
others may therefore play an important part in protecting the public by preventing 
the continuation or escalation of abusive behaviours.  It is important therefore 
that the procedures as documented are followed. 
 
Possible Indicators Of Sexual Abuse By A Child Or Young Person 
 
Professionals sometimes perceive difficulties in distinguishing between normal 
childhood sexual development /experimentation and inappropriate or abusive 
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[bookmark: 156]behaviours.  Presence of any of the factors below may indicate that abuse has 
occurred and there is a need for referral and further assessment: 
 
Consent has not been given i.e. force, inducements, pressure, violence or undue 
influence have been used.  N.B. Consent means informed consent within an 
equal relationship.  This is not the same as co-operation or compliance. 
Sexual contact has resulted in physical and/or psychological trauma for the 
victim. 
 
There is a power imbalance in the relationship, this could be as a result of 
differences in: age, size, development, and maturity, levels of sexual knowledge 
or understanding, gender, culture, ability.  A power imbalance may also be 
present if one young person is in a position of authority over another e.g. 
babysitter. 
 
 
Summary: 
 
• 

Looked After Children are entitled to the same level of safeguarding as 
other children 

• 

All workers need to be aware of the relevant inquiries relating to the abuse 
of children and young people who are looked after and their additional 
vulnerabilities. 

• 

Every setting in which children live away from home should provide basic 
safeguards from abuse, founded on an approach which promotes general 
welfare, protection from harm and dignity and respect. 

• 

Abuse can be difficult to detect or for children to talk about so it is 
important that social workers regularly see children on their own  

• 

All allegations of abuse by a professional, staff member; volunteer or 
foster carer should be taken seriously and properly investigated 

• 

If a child’s name is also on the Child Protection Register both processes 
need to be integrated in a way, which provides a child centred approach.   

• 

Children and young people involved in prostitution and other forms of 
commercial sexual exploitation should be treated as children in need who 
may be suffering or likely to suffer significant harm. Their needs require 
careful assessment.   

• 

Looked After Children are also vulnerable to abuse by their peers.  Such 
abuse should be taken as seriously as abuse perpetrated by an adult and 
should be subject to the same child protection procedures as apply to any 
child 
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[bookmark: 157]SECTION 9 PROMOTING GOOD HEALTH  
 
Extracts From: MKC Administration Of Medicines To 
Pupils And Clients Code Of Practice The entire code of practice 
is accessible via the L Drive. 
 
 Purpose 
 
All medicinal substances are potentially hazardous if misused and therefore 
require care to be taken in their storage, control and administration. 
 
The purpose of this Code, which has been produced in co-operation with the 
Health Authorities, is to clarify the legal position regarding the administration of 
medicines.  It is also intended to provide standards of good practice, which are 
recommended to Heads of Establishments and Foster Carers.  The Code of 
Practice provides a framework within which colleagues may be assured that they 
are protected by the Council’s insurance arrangements in agreeing to assist with 
the administration of medicines. 
 
Definition Of Medicine 
 
For the purposes of this Code of Practice, a medicine is a substance that has 
been prescribed for the treatment or prevention of disease or conditions by a 
doctor.   
 
The Code of Practice also covers the control of substances, which are available 
without a prescription but are commonly identified as medicines, e.g. cough 
remedies, aspirin, and paracetamol. 
 

 

Guidance contained within the code on invasive medical procedures will also be 
relevant to other intimate care procedures not involving medicine, e.g. 
colostomies, assistance with catheters and mytrofanof. 
 
Duties Under The Law And Personal Liability 
 
Children In Care Establishments 
 
For the purposes of this document the term “Social Services Staff” includes all 
staff employed by the directorate. 
 
Disabled children have statutory rights to services under the Children Act 1989, 
Children (Scotland) Act 1995, Northern Ireland Children Order 1995, and under 
the Chronically Sick and Disabled Person’s Act 1970.  Under the Children Act 
1989, the local authority has particular responsibility to provide a range of 
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[bookmark: 158]services and support for disabled children and their families which are designed 
to minimise the effects of disability and give them the opportunity to lead lives 
which are ‘as normal as possible’. 
 
The Chronically Sick and Disabled Person’s Act places various duties upon local 
authorities with reference to disabled people of all ages including disabled 
children.  In particular, it requires local authorities to make arrangements for a 
number of social services if they are satisfied that it is necessary for them to do 
so to meet a disabled person’s needs.  These services include practical 
assistance in the home; facilities for or assistance with travelling to and from 
home; adaptations to the home; holidays; and provision or assistance in 
obtaining a telephone. 
 
A failure to include children who need medication or invasive procedures within 
family support services such as short breaks and play schemes could result in 
these children being denied their rights. 
 
Consequentially, the Authority has a duty to make provision for children with 
special medical conditions and to administer medicines to them.  This duty will be 
put into practice by delegating the functions to care staff and their managers.  A 
willingness and competence to administer medicines will therefore be included as 
a selection criteria/job description item for many care staff. 
 
Employees 
 
Where Heads of Establishments or Heads of Service decide to agree to requests 
to administer medicines to pupils or clients they are covered by the Authority’s 
employer’s liability insurance in the event of a claim, provided that they have 
acted in accordance with this Code of Practice.  Employees involved in the 
administration of medicines enjoy the same cover. 
 
Responsibilities 
 
General Duties 
 
The Council, as the employer, is responsible under the Health and Safety at 
Work etc. Act 1974 for ensuring, so far as is reasonably practicable, the health, 
safety and welfare at work of its employees and other persons who may be 
affected by its work activities, e.g. pupils, clients.  The Council also has a 
common law duty of care to pupils and children in care amongst others.  The 
Council’s overriding responsibility includes in this context responsibility for policy 
on administration of medicines. 
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[bookmark: 159]Managers of Social Services Establishments 
 
In Social Services establishments the manager will be responsible for the safe-
keeping of all medicines. 
 
The responsibilities of the manager include: 
 
a)The correct storage of medicines 
b)Administration of medicines to clients 
c)Ensuring that unwanted medicines are returned to parents or to a pharmacy 
d)The control of medicines including the keeping of appropriate records 
 
The manager may designate senior care staff to administer medicines.  Staff 
carrying out these tasks must have received appropriate training.  Overall 
responsibility remains vested in the manager. 
 
The senior staff member on duty may delegate any of the above tasks to 
competent members of staff as they judge appropriate in the circumstances. 
 
Care Workers 
 
Staff in the community may be designated to advise and assist with the 
administration of medicines by their line managers.  All staff undertaking such 
duties must receive appropriate training. 
 
Members of staff must not write out prescriptions (Form F10) for doctors to sign.  
The whole prescription is the legal responsibility of the doctor and cannot be 
delegated. 
 
Authorisation Of Requests For Administration Of Medicines 
 
All Establishments 
 
Variations 
 
No variations may be made to the instructions on the label on prescribed 
medicines other than by a Doctor, confirmed in writing. 
 
Personnel Management 
 
Arrangements may need to be made to relieve a member of staff from other 
duties while preparing to administer doses (to avoid the risk of interruption before 
the procedure is completed) and to provide cover because of absence.  If more 
than one person administers drugs, a system must be arranged to avoid the risk 
of double dosing (e.g. a rota, routine consultation of the Drug Record Book 
before any dose is given, etc.) 
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[bookmark: 160]Minimising the number of persons involved in the administration of medicines 
reduces the risk of incorrect dosing.  However, arrangements for cover in the 
event of absence may need to be made. 
 
Authorisation of Requests 
 
The establishment’s health and safety statement should indicate who has been 
given the responsibility for determining whether requests to administer 
medication to pupils/clients have been agreed to.   
 
In considering whether to agree to requests to administer medicines, the Head of 
Establishment or other designated person will have to satisfy themselves as to 
the availability of the necessary personnel and facilities e.g. a medical room or 
suitable designated space for the administration of medicines, medicine cabinet 
and refrigerator (where necessary). 
 
All staff who are expected to administer medication must be willing to undertake 
this task and must receive specific instructions and training if necessary. Certain 
medication, notably rectal diazepam (stesolid) , can only be administered by 
persons who have been specifically trained by nursing or medical staff. 
 
Care Establishments 
 
Staff may be involved in the collection and delivery of prescribed 
medicines on behalf of their clients. 
 
When a Parent/Carer requests that respite care services should administer or 
supervise the administration of a medicine prescribed by a doctor then they 
should provide the following: 
 
(a) a letter or signed request from the parent/carer. Changes in medication            
or dosage should be notified in writing; 
 
(b) the medication fully labelled to indicate the name, dose and frequency of 
administration. 
 
For clients receiving long stay care, where the above measures may be either 
impossible or inappropriate, it is acceptable to act on the advice of a medical 
practitioner. Ideally this should be in the form of a written letter but a photocopy 
of a prescription will suffice if this unavailable. 
 

 

Family Link Carers 
Family Link Carers will be provided with a Medication and Emergencies Form 
(Appendix 2) prior to placement, which specifies medication, which the child is 
currently receiving, and which the Carer is requested to administer. 
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[bookmark: 161]Changes of medication should be notified to the Carer by means or a new Family 
Carers - Medication and Emergencies Form, signed by the Parent 
 
Management Of Medication 
 
Labelling 
 

1.  The dispensing pharmacist will label each item with the name of the drug 

and the person for whom it is prescribed; 

 

2.  Labels must never be altered, nor containers re-labelled, under any 

circumstances; 

 

3.  Where labels have become detached or defaced and illegible, the 

contents of the container must be returned to the pharmacist who will 
inform the doctor if necessary 

 

4.  Medicines must never be transferred from the original to another 

container.  Pharmacists will provide additional labelled containers on 
request. 

 
Storage of Medicine 
 
General 
 
The dispensing pharmacist can advise on the safe storage of medicines, the 
most appropriate dosage system and the safe disposal of medicines. School 
Nurses or the Community Pharmacist at MK General Hospital (Tel: 660033) can 
provide further advice on the safe storage of medicines, e.g. suitable 
temperatures required for certain items, possible damage by exposure to light 
and the life span of medications. 
 
Residential Establishments See Appendix 3 
 
Dosage Systems 
 
Use of a dosage system provided and filled by a pharmacy is recommended for 
two situations: 
 
To help the client remember to take their own medication; and 
if staff are to administer tablets and capsules. 
 
The cost of the dosage system should be budgeted within the care plan if the 
care assessment indicates either of the above situations. 
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[bookmark: 162]Staff should not be involved in the filling of dosage systems for the client.  This 
task should be done either by the pharmacist, where the dosage is sealed, or by 
the District Nurse. 
 
Access to Medication 
 
Pupils/clients must have access to their medicine when required.  The school 
may want to make special access arrangements for emergency medication, 
which it keeps. However, it is also important to make sure that medicines are 
only accessible to those for whom they are prescribed.  This should be 
considered as part of the school’s policy about pupils/clients carrying their own 
medication. 
 
Records 
The dose to be given should be entered in a record book, having checked that it 
has not already been administered.  The book should be signed to confirm that 
the dose has been given.  A sample page from an Administration of Medicines 
Record book is attached at Appendix 6. An administration of medicines record 
form for Family Link Carers is attached at Appendix 7.   Separate arrangements 
exist for controlled drugs (see paragraph 6.8).  Any concerns about medication or 
discrepancies in records should be queried immediately with a senior member of 
staff before administration. 
 

 

Controlled Drugs 
 
These drugs are legally described as ‘controlled’ because of their potentially 
dangerous or addictive qualities.  The Council requires that we handle these 
drugs in a particular way in order to ensure their safe use. 
 
A stock record of controlled drugs must be kept in all locations where they are 
stored, in order that any loss of these substances can be easily identified and 
acted upon. 
 
Controlled drugs must be stored in a separate lockable compartment within the 
drugs trolley or cupboard. 
 
The Officer-in-Charge will be informed by a child’s Parent/Carer whenever a 
controlled drug is prescribed and full details regarding the properties and 
handling of the drug will be given.  Any controlled drug given to a child must be 
checked and signed for by two members of staff.  This should be recorded on the 
appropriate record (e.g. a drugs card). 
 
Hygiene/Infection Control 
 
All staff should be familiar with normal precautions for avoiding infection and 
must follow basic hygiene procedures.  Staff should have access to protective 
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[bookmark: 163]disposable gloves and take care when dealing with spillages of blood or other 
body fluids and disposing of dressings or equipment.  Further guidance is 
available in the DfEE publication HIV and Aids: A Guide for the Education 
Service. 
 
Medicine pots and spoons to be re-used should be thoroughly washed in hot 
soapy water for at least 10 seconds and dried.  Soak in Milton or sterilise items 
where there is a risk of transferable infection. 
 
Disposal Of Unwanted Medicines 
 
Arrangements and Legal Position - General 
 
When a course of treatment is completed or discontinued, any remaining 
medicines should be returned to the Parent/Carer (for school pupils) or pharmacy 
(for other staff) as soon as possible, by the same means by which they were 
delivered, where possible. 
 
The Environmental Protection Act 1990 places strict duties on employers to 
ensure the safe disposal of clinical wastes.  Uncontrolled discharge of even small 
quantities of hazardous waste into sewers may cause adverse effects not only to 
water sources but also in the treatment of sewage.  Unwanted medicines must 
never be put into dustbins. 
 
Used or unwanted ampoules, together with syringes, should be disposed of in a 
suitable ‘sharps disposal bin’. 
 
Care Establishments and Residential Schools 
 
When a course of treatment is completed or discontinued, any remaining 
medicine should be destroyed.  This may be achieved by returning them to a 
parent/carer as soon as possible.  Alternatively, if the medicines were supplied 
direct to the school/care establishment, by returning the medicines direct to a 
pharmacist.  Empty containers should also be returned to a dispensing 
pharmacist. 
 
Whenever medicines are returned to the pharmacist, either directly or via 
Parent/Carers, a written record should be kept in the administration of medicines 
record book. 
 
Monitoring Side Effects and Toxicity 
 
Care staff should note any change in the client’s condition and report it to the 
senior on duty who would then be responsible for reporting it to the child’s 
Parent/Carers or GP. 
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commonly used medicines. 
 
Emergency Procedures 
 
All staff should know how to call the emergency services.  All staff should also 
know who is responsible for carrying out emergency procedures in the event of 
need.  Guidance on calling an ambulance is provided on form 8.  A pupil or client 
taken to hospital by ambulance should be accompanied by a member of staff 
where practicable who should remain until the pupil’s parent arrives. 
 
Generally, staff should not take pupils/clients to hospital in their own car.  
However, in an emergency it may be the best course of action.  The member of 
staff should be accompanied by another adult and have public liability vehicle 
insurance. 
 
Pupils/Clients With Special Medical Needs 
 
Information, Instruction and Training 
 
Where pupils/clients require more complex administration of medicines, written 
instructions must be provided by the parent/carer.  The training, if necessary, 
must be provided by a school doctor and/or nurse. Family Link Carers should 
contact their Link Worker, who will liase with the Health Authority to arrange any 
necessary training.   The training should confirm personal protective clothing 
(e.g. gloves) to be worn during administration of medicines. 
 
Supervision 
 
For the protection of both staff and pupils/clients a second willing member of staff 
must be present while the most intimate procedures, for example the 
administration of rectal valium, are being followed. 
 
Medicines, which may only be administered by trained persons (e.g. Rectal 
Diazepam Stesolid) 
 
If staff are unable to administer treatment (e.g. no trained person is available 
owing to unforeseen circumstances), appropriate aid should be summoned 
urgently by telephoning for an ambulance.  In some cases the ambulance crew 
will be able to administer the medication en route to the nearest hospital.  In any 
event, they will be able to radio for advice and give advance warning of the 
child’s condition before arriving at hospital. 
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Owing to the invasive nature of this medication, a separate consent form should 
be used following training but prior to first use.  A model is attached at Appendix 
8. 
 
Conditions requiring Rapid Intervention (e.g. epilepsy) 
 
Where pupils/clients have conditions, which may require rapid intervention, 
arrangements should be made to enable the early recognition of the symptoms 
by the members of staff teaching or supervising the pupils/clients in order that 
appropriate action may be taken.  Such arrangements will vary according to the 
nature of the medical condition and the establishment’s size and ease of internal 
communication.  Suitable arrangements might include regular briefing of all 
members of staff in smaller schools or one central point of reference (e.g. 
Matron) or regular briefings of all First and Emergency Aiders in a larger school. 
 
Adrenaline 
 
Arrangements for the administration of adrenaline should be made in accordance 
with this Code of Practice.  Appendix 9 provides further information on the 
recognition of anaphylaxis (or severe allergic reaction) and a procedure to be 
followed in an emergency. 
 
Asthma Inhalers 
 
Separate guidance has been issued regarding the use of asthma inhalers in 
schools.  See Health and Safety Handbook, section 10.2 : Code of Practice for 
Asthma. 
 
Medicines Not Prescribed By A Doctor 
 
General 
 
Many such medicines (e.g. cough mixture, homeopathic treatments) may not 
need to be given in school hours.  If a child is given a dose just before they come 
to school, then it will normally be possible to wait until they go home.  It is 
recommended that Headteachers or other designated persons from 
establishments, which undertake to consider such requests, should require the 
completion of a request form.  The request should be assessed critically before 
being agreed. 
 
Analgesics 
 

 

Paracetamol tablets may only be administered to pupils/clients for whom there is 
written parental consent to administer them to treat the following conditions: 
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Headache (except where associated with head injury) 
Toothache 
Dysmenorrhoea (painful periods) 
 
In general, it is safe to administer paracetamol to pupils/clients provided that it is 
the dose specified on the container for the age of the child.  Calpol is a form of 
paracetamol. 
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MODEL LETTER- REQUEST FOR SCHOOL TO ADMINISTER MEDICATION 
 
Dear Headteacher 
 
I request that ...................................................................................  (Full Name of 
Child) 
 
of Class .......... be given the following medication: 
 
.................................................................................................................................
............. 
The preferred time and method for administering the medication is 
....................................................... 
 
.................................................................................................................................
.................................. 
The above medication(s) have been/have not been* prescribed by a doctor.  
They are clearly labelled indicating contents, dosage and child’s name in full. 
(*please delete as appropriate) 
 
I understand that the medicine must be delivered personally to the school and 
that the school will only be able to administer the medicines if it can make the 
staff time available.  I understand that I remain responsible for ensuring that my 
child receives the medication and that I may have to make the necessary 
arrangement if the school is unable to. 
 
Signed: ...................................................................................... 
(Parent/Carer) 
 
Address: ...................................................................................... 
 
  ...................................................................................... 
  ...................................................................................... 
 
Date:  

...................................................................................... 

 
 
For completion by the school 
 
I agree to arrange for the administration of medicines requested by the 
Parent/Carer. 
 
Signed:  

......................................................................................   Date: 

........................... 
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STORAGE OF MEDICINES - RESIDENTIAL CARE ESTABLISHMENTS 
 
The home should have one or more medicine cabinets, which can be securely 
locked, fixed to the wall and away from a direct source of heat.  They should be 
sufficiently strong to offer a reasonable degree of resistance to theft. One of the 
medicine cabinets should have a lockable compartment for the storage of 
Controlled Drugs (Dangerous Drugs) should they be prescribed for a resident. 
 
Medicine cabinets should be sited in the medical room in those homes where a 
room is allocated for this purpose, or in the office of the manager/officer in 
charge, or in the dining area where group living is practised. 
 
The cabinets should always be kept locked, except when medicines are actually 
being issued or received. 
 
The keys to the medicine cabinet must be kept on the person of the senior 
member of staff on duty or the designated residential worker in the unit.  Keys 
must be handed in to the senior on duty in the office when residential workers are 
going off duty and not passed between residential workers on shifts. 
 
Except for medicines retained by individual residents, all medicines must be 
stored in the appropriate medicine cabinet, which should be large enough for the 
medicines of each resident to be kept separately. 
 
A suitably designed trolley may be used for the storage of drugs, but it must be 
fitted with a strong lock and, when not in use, kept in a locked cupboard or 
rendered immobile by being fixed securely to a wall or other immovable object, 
e.g. by means of a strong chain and padlock. 
 
The storage arrangements should enable medicines in the process of distribution 
to be shut away safely and quickly in the event of an emergency. 
 
Medicines required to be stored below room temperature should be kept in a 
refrigerator and must be stored in a distinctively marked closed box on the 
bottom shelf.  Medicines must never be placed in the freezer compartment.  
Residents should not be permitted access to refrigerators in which medicines are 
stored. 
 
External preparations such as ointments, creams and lotions should be stored in 
a separate, lockable cupboard kept solely for these products.  Urine testing 
reagents must be stored in a separately marked container within the cupboard.  
Dressings should be stored within the cupboard, preferably on a separate shelf. 
Domestic disinfectants and cleaning materials should be stored out of reach of 
residents, in a locked cupboard and never in the medicine cabinet. 
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MODEL ADMINISTRATION OF MEDICINES RECORD BOOK 
(Specimen Page) 
 
 

 

 

 

 

Date 

Time 

Name of Child 

Medication Given 

Signed 
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MODEL CONSENT FORM 
 
ADMINISTRATION OF RECTAL DIAZEPAM 
 
TO BE COMPLETED BY A DOCTOR (FAMILY DOCTOR, SCHOOL MEDICAL 
OFFICER, CONSULTANT, ETC.) 
 
 
Name of Patient:     .....................................................................................    
D.O.B................... 
 
Address: ...................................................................................... 
 
  ...................................................................................... 
 
  ...................................................................................... 
 
 
I CONFIRM that Rectal Diazepam has been prescribed for the above-named 
patient.   
Specific Recommendations are: 
 
Dose:  ...................................................................................... 
 
Indications: ...................................................................................... 
 
Further Information: ........................................................................ 
 
  ...................................................................................... 
 
  ...................................................................................... 
 
 
 
 
 
I consent to the administration of Rectal Diazepam (STESOLID) as detailed 
above. 
 
 
 
 
Signed: ......................................................................................   Dated: 
..................................... 
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ANAPHYLAXIS (SEVERE ALLERGIC REACTION) - FURTHER 
INFORMATION 
 
1.  

Introduction 

 
Anaphylaxis is an acute allergic reaction the severe form of which is a medical 
emergency and can be fatal.  Any situation where people are acting in loco 
parentis, e.g. schools, must have a system for managing anaphylaxis in young 
people with a history of severe allergic reaction.  These guidelines have been 
drawn up to provide further information on the recognition of anaphylaxis, and a 
procedure to be followed in the event of an emergency. 
 
2. Causes 
 
In a susceptible individual an attack may be brought on by, for example: 
• 

insect stings (bees/wasps) 

• 

foods (shellfish, fish, eggs, cow’s milk, nuts and, in particular, peanuts.  
The commonest allergy is to dairy products.  Children grow out of most of 
their allergies but it is unusual to grow out of peanut allergy 

 
3. 

What Happens (Symptoms/Signs) 

 
The speed of onset varies from immediately to a few hours.  Any of the following 
may occur: 
 

 Symptoms 

Signs 

(things that the child may complain 

(things that you may 

of) 

see) 
 

Itching (mouth, eyes, body) 

Swollen face 

Feeling sick 

Rash 

Tummy pain 

Hoarse voice 

Shortness of breath or wheezing 

Sweating 

Dizziness Vomiting 
Feeling anxious 

Restlessness 

Feeling hot 

 

Nasty taste 

 

 
 

The only way to avoid reactions is to avoid the substance. 

 
Despite everyone’s best efforts, accidental ingestion may occur.  If this happens, 
then symptoms should be treated as they occur.  In most cases, the pupil will be 
able to self-administer an injection. 
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Management of a Severe Attack 

 
 Recognition 
 
 

Presence of any one of these: 

 

1.  Difficulty with breathing 
2.  Difficulty with talking/hoarse voice 
3.  Severe swelling of tongue 
4. Looking pale/clammy 
5. ‘collapsed’ 

 
 

 

 ACTION 
 
 

Call for help   

 

 

Put child on floor, place on one side 

      Do 

not 

leave 

him/her 

alone 

 
 Ambulance 

999 

  Give 

adrenaline* 

 

Saying it is a severe 

 

allergic reaction and 

 need 

paramedic 

 
 Call 

Parent/Carer 

   Observe 

for 

breathing/pulse 

 

 

 

Ambulance to take child   

If no signs, give mouth to mouth 

 
 

To nearest AE Department  

Resuscitation/cardiac massage: 

 

giving details of reaction/   

1 breath to 5 chest pushes 

 

treatment even if child has 

          recovered completely 

 

Continue until professional help arrives 

 
 
 
*This will depend on what form of adrenaline has been supplied.  In most cases, 
pupils/clients will self-administer an injection.  Some forms will require an 
injection by trained staff.  The school doctor will advise schools on appropriate 
arrangements and will arrange to train staff where necessary.  Headteachers 
should consult the Health and Safety Officer if they envisage any difficulty in 
making the recommended arrangements.
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Policy developed by Fiona Parker 2003 
 
Introduction 
 
Teenage Pregnancy’ 1999 and Sexual Health Strategy 2001 identified that 
improving information and support for young people about sex and relationships 
was a key factor in reducing the numbers of unintended teenage pregnancies 
and sexually transmitted infections. (The Social Exclusion Unit Report) 
 
In relation to young people who are ‘looked after’ by the local authority, the need 
for a policy relating to personal relationship and sexual health is highlighted in the 
1989 Children Act Guidance 
 
For young people to develop, an understanding of personal relationships, sexual 
behaviour and   sexuality are fundamental to their maturation and future well 
being.  This document is intended to support carers, parents and other 
professionals in this complex and often difficult area. 
 
Within this section: ‘Carers’’ refers to those with day-to-day responsibility for the 
young person; primarily, residential social workers, foster carers and parents. 
 
“Other Professionals” refers to those who work with young people in a range of 
settings both at home and within the community, including youth workers, social 
workers and community workers. 
 
Aims Of The Policy 
 
This policy aims to provide guidance for carers and other professionals about 
age appropriate sex, sexuality and personal relationships for young people.   It 
sets out the legal position regarding sex education and sexual activity, and aims 
to describe ‘best practice’ in relation to supporting young people’s personal and 
sexual development.  
 
To ensure high quality in terms of a learning experience, the aim of which should 
be to enable young people to:- 
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Develop interpersonal skills to enable them to express emotions, resist 
pressures, and negotiate and manage relationships and conflict. 

• 

Make decisions and informed choices. 

• 

Obtain contraception and advice about appropriate use. 

• 

Develop into adults who can enjoy their sexuality. 

• 

Gain skills and confidence in coping with sexual matters. 

•  Access sexual health services, confidential support and advice 
 
Objectives 
 
To be effective, any policy on personal relationships needs to be relevant and 
accessible to each person and respectful and responsive to diversity e.g. race, 
gender, disability, religion and sexuality. It should therefore:- 
 
• 

Be delivered by trained and confident carers and other professionals. 

• 

Be delivered in an environment, which is supportive and safe. 

• 

Be age appropriate and responsive to young people’s previous knowledge 
and experience. 

• 

Help young people to make informed decisions. 

• 

Be delivered in an anti-discriminatory context. 

• 

Not perpetuate shame, guilt or prejudice. 

• 

Respect, promote and support the rights of young people 

 
Context 
 
Young people grow up in an environment where they are presented with a 
bewildering array of information and imagery in relation to sexual behaviour.   
Western society’s apparently more tolerant attitude towards sexual behaviour in 
general and willingness for this to be discussed more openly, combined with 
advances in sex education programmes in schools, suggests that young people 
are now better informed than are their predecessors. 
 
The converse of this however, is that stereotypes and prejudices still abound, 
often accentuated by powerful media prejudice, and young people are confronted 
and often pressurised into actions and behaviours which they may be ill-
equipped, at an emotional level, to deal with appropriately. 
 
Since the 1950’s the trend for young people growing up is one of increased and 
earlier exposure to sexual activity.  Young people consequently face increased 
risks of HIV and other sexually transmitted infections, and of unplanned 
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unsatisfactory and premature sexual relationships.   Research indicates that:- 
35% of girls and 46% of boys claimed to have had sexual intercourse before their 
16th birthday. (1) 
 
54% of 16-24 year olds feel they are at no risk from HIV/AIDS. (2) 
 
The average (mean) age of first homosexual experience is 15.7 years. (3) 
 
Peer group conformity is at its strongest in adolescence, making it difficult for 
young people to exercise choice and freedom of expression, and to resist the 
pressure to experiment and become involved in sexual activity, often in 
ignorance of, and without regard to their own personal health. 
 
For those young people who are ‘looked after’ by the local authority they may 
face additional pressures.  They may have experienced inadequate parenting in 
their earlier life and poor adult role modelling.   Many have suffered earlier abuse, 
which may lead them to display inappropriate personal and sexual behaviours 
with their peers, and the adults who care for them.   They often have low self-
esteem and lack the necessary skills and confidence to negotiate personal 
relationships.   These young people are therefore particularly vulnerable, 
especially young women who may have experienced sexist and oppressive 
relationships. 
 
Research has indicated that:- 
 
25% of looked after young women are mothers by the time they have moved to 
independence or ceased to be ‘looked after’.   This contrasts with a national 
figure of 3% for the 16-19 year old age range. (4) 
66% of male prostitutes interviewed by Streetwise had been in Local Authority 
Care or Accommodation. (5) 
 
Young people from different ethnic backgrounds have, as part of their cultural 
heritage, a variety of different attitudes in relation to social activity and sexual 
behaviour.  Due attention must be paid by carers and other professionals to 
understand and appreciate these differences and to support the young person in 
making informed decisions with regard to their cultural background and religious 
beliefs. 
 
Policy Framework 
 
MKC policy in relation to personal relationships and the sexual health needs of 
young people is framed within the context of legislative requirements. 
In relation to personal relationships and sexual health, ‘best practice’ is achieved 
through:- 
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A commitment to the rights of young people. 

 
• 

Working in partnership with young people (according to their age and 
understanding) and their carers and other professionals. 

 
• 

Acknowledging that young people have a choice as to who is best placed  
to provide the support, advice and information about personal 
relationships. 

 
• 

Committing to practices, which are anti-discriminatory and sensitive to the 
issues of race, culture, disability, religion, gender and sexual orientation. 

 
• 

Taking an active role in promoting all aspects of the health of young 
people including sexual issues involved in personal relationships and 
HIV/AIDS. 

 
• 

Recognising that young people should have opportunities to develop 
caring and fulfilling personal relationships.  It is acknowledged that these 
relationships may at some stage involve sexual expression.   Providing 
that this is not abusive, coercive or illegal, the department will respect 
acceptable expression by young people.   

 
• 

MKC acknowledges its responsibility to safeguard and promote the 
welfare of those in its care. This should include the provision of advice, 
information and access to contraception and HIV prevention services, 
where it is considered necessary and appropriate (having due regard to 
the constraints of individual placement settings.) 

 
• 

The promotion of a multi-disciplinary approach to the provision of services, 
collaborating with young people, their carers and other agencies. 

 
• 

A commitment to training, targeted at key carers and carers involved in 
direct work with young people. 

 
 
Legal Framework 
 
With regard to those young people who are ‘looked after’ by the Local Authority, 
duties and responsibilities with regard to their personal relationships are 
contained within legislation and case law, the most important being the Children 
Act Guidance 1989, which states: 
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(6) 
 
‘The experience of being ‘looked after’ should also include the sexual education 
of young people….’ (7) 
 
 Ages Of Consent 
 

 

The law states that it is a criminal offence for a boy or man to have intercourse of 
any kind or sexual contact with a girl who is under 16.   
 
A man or boy over 14 who has intercourse with a girl who is under 16 can be 
charged with unlawful sexual intercourse.   Boys under 10 are deemed incapable 
in law of sexual intercourse, but can be charged with indecent assault.   
 
If a girl is under 16 she is deemed incapable, in law, of consenting to a sexual 
act.    
 

 

In relation to contraception, a House of Lords judgement (1985), usually known 
as the Frazer Guidelines (app.2) using the Gillick judgement, allows young 
people of “sufficient understanding and intelligence”, to consent to such 
treatment on their behalf. (Gilleck V West Norfolk and Wisbech Authority and the 
Department of Health and Social Security 1985).   
 
While the Gillick judgement emphasised that girls under 16 seeking contraceptive 
advice should be encouraged to inform their parents, it upheld the right of doctors 
to prescribe contraceptives without parental knowledge. 
 
There is no statutory age of consent for lesbian relationships, however, a woman 
aged over 16 can be charged with indecent assault for any kind of sexual contact 
with a girl under 16.  The age of consent to male homosexual activity in private is 
16.  
 
Anti-Discriminatory Practice 
 
The young person’s welfare is paramount when making decisions about their 
development.  Milton Keynes Council has policy statements relating to overall 
equality, gender equality, race equality and disability equality.  When promoting 
issues of sexual health, consideration must be taken of issues of race, culture, 
religion, disability, gender and sexuality and HIV status as they relate to the 
young person. 
 
In terms of best practice, the following should apply:- 
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religious and moral beliefs and while they will not be expected to alter those 
beliefs, they should not, however, impose those beliefs on young people, where 
they differ from the guidance within this policy. 
 
It is recognised that young men and women have different needs in terms of 
sexual education and this should be reflected in its delivery.   In order to be 
sensitive to young people it may be necessary that any programme meets 
specific needs i.e. same sex groups/advice. 
 
It is acknowledged that stereotypes exist.  When considering personal 
relationships and sexual health issues therefore, carers and other professionals 
will be expected to actively challenge these 
 
Disabled young people and young people with learning difficulties have an equal 
right to accurate information on personal relationships and sexual health that is 
appropriate to their age and understanding, and their disability should not 
preclude them from having fulfilling personal and sexual relationships. 
 
To ensure that information is accessible to young people and their carers and 
other professionals it may be necessary to use translation, interpretation, signing 
and Braille services. 
 
Black young people, young women and lesbian, gay and bisexual young people 
are particularly vulnerable to sexualised verbal abuse and carers and other 
professionals need to be sensitive to young people facing such discrimination. 
 
Young people themselves may also use sexualised language towards their 
peers, which carers and other professionals will need to challenge. 
 
Sexual health/advice is not just about providing information about sex but also 
putting this into a context in terms of relationships, emotions, choice and 
exploitation. This is particularly important when considering the needs of 
girls/young women and those young people who have been sexually abused. 
 
Carers and other professionals should consider all the needs of a young person 
i.e. race, culture, religion, disability, gender and sexuality when undertaking a 
programme of sexual health. 
 
In terms of anti-discriminatory practice carers and other professionals have a 
responsibility to examine their own beliefs and how that affects the work they 
carry out. 
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MKC is committed to a working practice that supports, promotes and respects 
children’s rights. These rights apply universally to all young people. 
 
In relation to health, articles 24(1) & (3) of the ‘UN Convention on the Rights of 
the Child’ (8) state: 
 
“Parties recognise the right of the child to the enjoyment of the highest attainable 
standard of health… and shall strive to ensure that no child is deprived of his or 
her right of access to such health care services.” 
 
This includes access to information, resources and the provision of preventative 
initiatives, and the provision of sex education and information on personal 
relationships for young people, which should support, promote and respect their 
rights both legislatively and as individuals. 
 
Best practice should involve: 
 
Providing young people with age- appropriate, informative, accessible and 
accurate information on which to base the choices they make.   Clearly young 
people of different ages have difference needs and a distinction has to be drawn 
between what is appropriate for young children as opposed to a mature 
adolescent.   It is important however, that information is available and provided 
as a matter of course without the young person having to ask for it. 
 
Providing information on issues that young people identify as important without 
them needing to divulge the reason why they require it. 
 
Responding to young people as individuals. Having their personal relationships 
and sexual health respected. 
 
Allowing young people to define their own sexual orientation and to seek advice 
and support without fear of stigma. 
 
Being allowed to take risks and make mistakes. 
 
Having access to counselling on personal relationships, sexual health and 
sexuality and being advised by their carers of the most appropriate places to 
obtain this.   If the young person requests this carers and other professionals 
should be proactive in providing this support. 
 
Access to privacy and confidentiality. 
 
Being allowed to make choices in all aspects of their personal relationships and 
sexual health 
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In order to uphold these rights MKC recognises its responsibility to support its 
carers and other professionals in providing information and access to services for 
young people. 
 
Confidentiality 
 
The guiding principle of confidentiality is that personal information about an 
individual should not be disclosed to anyone without the person’s consent.   
Issues of confidentiality are fundamental to promoting positive sex and 
relationship education and health and young people have a right to expect that 
those who work with or care for them respect their privacy. 
 
MKC has a confidentiality procedure, which states that all service users have the 
right to expect that personal information acquired by the department should be 
kept in confidence. 
 
Best practice means:- 
 
Personal information must only be shared on a ‘need to know’ basis. 
 
Carers/workers and other professionals must never promise complete 
confidentiality to a young person.    Information may need to be shared in cases 
of suspected or actual abuse or where the general health or safety of that young 
person may be an issue. 
 
Carers and other professionals do not have a duty to inform parents of evidence 
or suspicion of sexual activity; however, it is a principle of the Children Act that 
they should work in partnership whenever possible and appropriate. 
 
Information relating to sex, sexuality and personal relationships can often be very 
sensitive.  Carers and other professionals should not divulge such information 
without the prior knowledge and preferably consent of the young person to whom 
the information relates 
 
Information that is recorded should be stored securely so that unauthorised 
people cannot have easy access to it.   Good practice should involve the routine 
sharing of information that is recorded with the young person. 
 
Carers and other professionals should be aware of sources of information and 
advice that provide young people with confidential, personal, sexual health 
advice and treatment. 
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There is no legal definition of what constitutes contraceptive advice.   Carers and 
other professionals should engage in general discussion and provide information 
on matters of sexual health and identify local sources of professional help and 
information for young people and support them to access this as appropriate. 
 
Safer Sex Preventing Sexually Transmitted Infections. [ S.T.I.’s ] 
Information and advice on safer sex, to prevent HIV and other sexually 
transmitted infections are very important. 
 
Carers and other professionals need accurate and up-to-date information on their 
local services and how to access them, including where young people can obtain 
condoms. 
 
Young people have a right to be tested for S.T.I.’s. The opportunity to discuss 
this with carers and professional counsellors should be available.   Carers and 
other professionals should advise young people of clinics where anonymity and 
appropriate pre – and post-testing counselling are available.   Young people 
should not be tested without them having access to appropriate counselling 
services. 
 
Sexuality 
 
Sexual health information and education should be supportive of and responsive 
to the needs of all young people including those exploring their sexual identity 
an/or those identifying themselves as gay, lesbian or bisexual. 
 
This is clearly stated in the Children Act: 
 
“…the needs and concerns of gay young men and women must be recognised 
and approached sympathetically…”(9) 
 
“…some young people may need considerable counselling before they come to 
accept themselves…Gay young men and women may require sympathetic 
carers to enable them to accept their sexuality and to develop their own self 
identity.” (9) 
 
MKC’s overall equalities statement offers support to people experiencing 
discrimination on the basis of their sexuality.   In practice this means that same 
sex relationships should be acknowledged and valued so that young lesbians, 
gay men and bisexual young people value themselves and their relationships. 
 
The legal situation regarding issues relating to lesbian and gay relationships in 
the light of Section 28 of the Local Government Act 1988 can be confusing.   
However, this legislation does not forbid the provision of appropriate information 
or counselling to young people who think they might be lesbian, gay or bisexual. 
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Best practice in this area means: 
 
Carers and other professionals should ensure the safe sexual development of all 
young people and be sensitive to their feelings about same sex relationships.   
Personal views should not be imposed on young people and care should be 
taken with language and behaviour. 
 
In order to support young people in their healthy sexual development, workers 
will need to be aware of the services available. 
 
Carers and other professionals need to be aware of and sensitive to the 
discrimination faced by lesbians, gay men and bisexual young people in relation 
to all areas of life.   This means being aware of the particular difficulties faced by 
black, disabled and other young people who may already face discrimination.  
Any discrimination encountered should be challenged. 
 
Looked After Children 
 
Being accommodated either in residential or foster care is a unique experience 
that can highlight many feelings and emotions.  This can present particular 
challenges during times of sexual development whilst living with people who are 
not of the birth family.   Relationships often develop between children/young 
people that can have a sexual element.  Carers need to recognise and respect 
the feelings involved for those young people.    
 
The following points of good practice should be noted:- 
 
Young people have a right to, and deserve, confidentiality, respect and privacy 
when working with their relationship issues. 
 
Positive relationships between young people should be valued and they have the 
same rights to sexual information as young people in relationships outside 
placement. 
 
The young people involved need to know about the difficulties such relationships 
in placement can present and be informed of the implications of their behaviour. 
 
In the event of sexual relations between ‘looked after’ young people such 
information should be treated with respect and only key people should be 
involved/informed. 
 
Considering many ‘looked after’ young people have experienced abuse of some 
kind in the past it is important that carers are mindful of issues of power/abuse in 
their relationships. 
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begin to make their own choices regardless of advice/guidance from adults.    
This should not discourage those responsible adults continuing to express their 
concern; however, this needs to be done in a non-judgmental way. 
 
Religion, Culture and Sex Education 
 
Young people come from a variety of cultural and religious backgrounds and this 
needs to be acknowledged and respected.   However, this does not mean that 
some children should be denied the benefits of receiving sexual health and 
relationship education.   Research has shown that the anxieties of professionals 
delivering sexual health and relationship education have hindered its delivery and 
parents from all religious and cultural backgrounds feel ill equipped, and 
sometimes unwilling, to educate their children in an area where they themselves 
may have received little formal education. 
 
Best practice in this area includes:- 
 
Carers and other professionals who are not of the same religious persuasion as 
the young person need to inform themselves of the content of that faith whilst 
trying not to make assumptions based on that information. 
 
Different cultures and religions have different sexual norms.   It is important to 
remember that in all religions and cultures there will be a range of views and 
values held. 
Working With Parents 
 
The Children Act places emphasis on working in partnership with parents in all 
matters concerning their children’s upbringing.   Consistency and understanding 
between providers of care will always benefit children/young people particularly 
in the area of sexual health. 
 
In working with parents, the following needs to be considered:- 
 

Parents or those with parental responsibility should be informed of the sexual 
health or educational programmes available to their child and be given an 
opportunity to make points or express concern about such information. 
 
Parents can often find providing their children with sexual health and relationship 
education a difficult task and welcome the opportunity to discuss this with 
another adult. 
Some parents may have religious/cultural beliefs that affect their views on sexual 
health education, which need to be acknowledged and respected. 
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increase their confidence and trust in the information given. 
 
It is essential to always consult with the young person before divulging any 
information about their sexual activity to their parents and to gain the consent of 
the young person, unless it is a matter of child protection. 
 
 
Child Care Reviews 
 
The health and education of all young people is an important issue. For those 
who are ‘looked after’ these needs should be addressed throughout the review 
process. In relation to issues of sexual health or education the following need to 
be considered: 
 
Sex and sexuality can be very private and sensitive topics and a review is often 
not the place to discuss these issues in depth. 
 
Young people should always be consulted beforehand about what is going to be 
brought up in their review and have some say in whether they want issues 
discussed in this forum. 
 
A review can be the place to discuss general issues around sex education and is 
one way of ensuring that the young person is receiving sex education. 
The young person’s annual health assessment, which takes place on a one to 
one level, can be a place to discuss specific issues around sex and sexuality, 
providing both sex education and referral to local services 
 
 
Puberty 
 
Puberty is often a difficult time for young people, when they experience both 
physical and emotional changes.   Some young people may feel confused and 
distressed by such changes and may need additional support in order to help 
them come to terms with growing up and feeling happy about themselves.   For 
carers and other professionals, the following need to be borne in mind:- 
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and as late as 17.  Changes do not happen overnight and young people will 
develop at different rates.   This may lead to anxiety among some young people, 
if they perceive themselves as ‘different’ from their peers, and they may need 
extra reassurance 
 
During puberty, the body’s sweat glands produce more sweat and personal 
hygiene becomes particularly important.   Young people are particularly prone to 
acne and other skin problems during puberty, and carers need to encourage 
them to take responsibility for their personal hygiene and ensure that they have 
access to suitable toiletries, skin care products etc. 
 
For young women, the most obvious change is the beginning of menstruation.   
This can cause embarrassment and anxiety and extra re-assurance will need to 
be given as well as adequate provision of sanitary materials, young women 
should not have to approach a male for these items. 
 
The onset of puberty in young men is generally later than for young women.   
Changes in the voice and physical appearance, nocturnal emissions or ‘wet 
dreams’ are all normal manifestations of the onset of puberty, however, they can 
cause embarrassment and anxiety and must be treated sensitively by 
carers/other professionals. 
 
Pornography 
 
Pornographic material containing sexually explicit images is often degrading and 
offensive and MKC does not condone its use or availability.   Pornographic 
material can only be purchased by adults aged 18 years and over, if a young 
person is found to be in possession of pornographic material, it should be 
removed from them.   In addition the opportunity should be taken to discuss with 
them how such material could lead to the development of a distorted view of 
sexuality and degrade the dignity of the individual. 
 
Cross-Dressing or Transexuality 
 
Young people who identify their gender as being other than their physical gender 
may choose to live their lives as transsexuals.   Other young people exploring 
their sexuality may choose to cross-dress.  Carers/other professionals should 
support young people who choose to live an alternative lifestyle through 
providing an environment where stigma and harassment are not tolerated.   
Carers/other professionals should make known to young people sources of 
information, advice and counselling and assist the young person in accessing 
this support. 
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Masturbation is part of normal sexual behaviour for people who are exploring 
their emerging sexuality.   Young people should not be made to feel guilty or 
embarrassed about masturbation or to be prevented from doing it.   It is important 
however, that young people understand the social conventions associated with 
sexual behaviour in general and masturbation in particular, in that it is a private 
activity. 
 
Prostitution (see also section 8) 
 
Prostitution is a term used to refer to what is often called sex work.  Those 
involved can be male or female and of any sexual orientation.   It usually refers to 
the exchange of sex for money but sex can also be exchanged for other 
‘rewards’ such as gifts, drugs, a bed for the night or simply for affection. 
 
Young people become involved in the selling/exchange of sex for a variety of 
complex reasons.  These are often associated with homelessness, 
unemployment, drug/alcohol problems and mental health problems. 
Prostitution is a stigmatised activity and those involved face negative attitudes 
and hostility from others, including some service providers.   This may make 
them reluctant to be open about their involvement and may therefore prevent 
them from obtaining the services they need. 
 
Carers and other professionals need to develop an understanding of the issues 
involved.   It is important to create a safe, accepting non-judgmental and open 
environment to encourage the trust that will enable a dialogue about the issue 
with the young person concerned.  In promoting the welfare of the young person 
and protecting them from adult exploitation.  Children involved in prostitution 
should be treated primarily as victims of abuse. 
 
 Carers will need to address their own feelings, views and attitudes about sex 
work, in particular that which involves young people and should have access to 
specialist support when dealing with this complex issue. 
 
The following issues will need to be considered in looking after young people 
involved in prostitution:- 
 
The various settings in which young people may sell or exchange sex. 
The life experiences young people involved in such activity may have had. 
 
The messages they will have received about involvement in selling sex. 
The attitudes they may have developed about themselves. 
 
 For young people under 16, the child protection procedures must be 
implemented. 
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Working With Sex Offenders 
 
Work in this field challenges carers at many levels; their confidence in 
themselves, emotions, feelings about their own sexuality, belief in other people’s 
humanity and their concepts of crime and punishment, and treatment and 
rehabilitation. 
 
The treatment of sex offenders is complex and requires psychotherapeutic input 
outside the scope of this policy.   Such treatment, however, should form an 
integral part of the young person’s care plan, within which the carer has a 
specific role in supporting the young person.   It should be remembered that 
many young people who commit sexual offences have themselves been 
subjected to earlier abuse.  It is therefore important to work with the young 
person on a holistic level treating them as a young person first and a sex 
offender, second. 
 
The Milton Keynes Area Children Protection Committee offers clear guidelines on 
how to work with sex offenders (see also section 8)  
 
Pregnancy 
 
Young women who are pregnant can be alienated from their family and therefore 
lack the support normally available.   They may face prejudice and criticism about 
their sexual behaviour.   It should be considered that the pregnancy may be the 
result of an abusive relationship.   Young women in such situations need specific 
guidance and support to enable them to make informed choices about their 
future and their child’s future. 
 
Best practice involves: 
 
Assisting the young woman to get the pregnancy confirmed as soon as possible. 
 
Talk through and explore the options available to her, termination, adoption or to 
keep her baby and suggest she seeks additional support to enable her to make 
an informed choice. 
  
Re-assuring the young woman that she will be supported whatever her choice. 
 
All women have the right to have an abortion providing they satisfy the criteria of 
the 1967 Abortion Act. 
 
Discussing with the young woman whether she wants the father to be involved. 
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mother and the unborn child.  Therefore carers and other professionals need to 
balance support to the young woman and the protection of the unborn baby. 
 
 
Sexual Abuse and Handling Disclosures 
 
Some young people have been the victims and sometimes the perpetrators of 
sexual abuse, and may at times enter into abusive relationships that replicate 
these earlier experiences. 
 
Any allegation or suspicion of sexual abuse must be followed up immediately in 
accordance with the Area Children Protection Committee Procedures. 
 
Information and Advice 
 
Young people are entitled to receive information and guidance appropriate to 
their individual needs. 
 
This should include: 
 
Effective and anti-discriminatory sexual health and relationship education 
including sexual practices and prevention of STI’s 
 
Access to information on sexual health services, including contraception, support 
and counselling on personal sexual matters. 
 
An understanding of the legal framework of sexual activity. 
 
 
The range of information provided to young people on personal relationships 
should develop from simple concepts to more complex issues as they mature 
and their understanding increases.   It is important that such advice is not just 
based on sexual facts, but is framed within an understanding of different kinds of 
relationships, values, attitudes and moral issues. 
 
Some young people may find accepting advice and support in the development 
of their personal relationships difficult if not impossible.   In such circumstances, it 
should be made clear to the young person that their wishes will be respected.  
Clarify that other support is available to them should they wish to access it in the 
future  
 
In helping young people to develop socially and culturally, carers and other 
professionals must be prepared to let young people take some risks, for 
example, in attempting relationships that do not work; offering 
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Professional Boundaries and Safe Practice 
 
Maintaining appropriate boundaries with the young person is particularly 
important in relation to matters concerning personal relationships.  While 
carers/other professionals need to provide young people with opportunities to 
safely discuss and explore their emerging sexuality and sexual behaviour, this 
must at all times be undertaken in a professional context. 
 
Some young people have had previous experiences of abuse and involvement in 
high-risk lifestyles.   This may influence their response to work undertaken with 
them concerning personal relationships and sexuality.   Young people may 
misinterpret situations and conversations and on occasions make allegations 
against carers/other professionals.   Caution must be observed by carers in 
sharing their own personal life experiences, which however well intended, may 
be open to misrepresentation and misunderstanding by the young person.   If in 
doubt carers should discuss with their supervisor/link-worker the most 
appropriate means of working with a young person in this area.   Under no 
circumstances would it be acceptable for a carer/ other professional to engage in 
a sexual relationship with a young person in their care. 
 
Support, Supervision and Training 
 
In order for carers to provide accurate and appropriate information to young 
people in their care, it is essential they receive appropriate training, supervision 
and support.  The following points need to be considered to ensure this happens 
successfully: 
 
MKC will ensure all carers/other professionals responsible for providing sexual 
health and relationships education are given appropriate training. 
 
Carers/other professionals have a responsibility to ensure that they 
are aware of relevant policies and procedures. 
 
If carers/ other professionals are unsure and more information is needed they 
should seek the help or advice from other organisations.   
 
Some young people are very vulnerable to abuse.  Carers/other professionals 
need to be mindful of the young person’s history when undertaking sexual health 
education and take steps to protect young people and themselves.   This may, 
for example, mean undertaking group work, setting up prior agreements and 
informing line managers/link workers of any work that is being planned. 
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Appendix 1: 
 
Department of Health:  Contraceptive Advice and Treatment for Young People 
under 16 LAC 86 3. 
The following guidance draws the attention of health authorities and others 
concerned to the considerations doctors and other professionals need to have in 
mind when providing contraceptive advice and treatment to young people under 
16 and to the circumstances in which such advice and treatment can be given 
without parental knowledge or consent.  This guidance results from a review of 
that in section G of the Memorandum of Guidance of the Family Planning 
Service, as specified in the appendix to Health Notice (81)5 Local Authority 
Social Services Letter (8102) in the light of the House of Lords decision in the 
case of Gillick v west Norfolk and Wisbech Area Health Authority and the 
Department of Health and Social Security delivered October 1985. 
 
In considering the provision of advice or treatment on contraception, doctors and 
other professional carers need to take special care not to undermine parental 
responsibility and family stability.  The doctor or other professional should 
therefore always seek to persuade the young person to tell the parents or 
guardian (or other person in loco parentis), or to let him inform them that advice 
or treatment is given.  It should be most unusual for a doctor or other 
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person under 16 without consent. 
 
Exceptionally, there will be cases where it is not possible to persuade the young 
person either to inform the parents or to allow the doctor or other professional to 
do so.  This may be, for example, where family relationships have broken down.  
In such cases, a doctor or other professional would be justified in giving advice 
and treatment without parental knowledge or consent, provided he was satisfied:- 
 
• 

That the young person could understand his advice and had sufficient 
maturity to understand what was involved in terms of the moral, social, 
and emotional implications; 

 
• 

That he/she could neither persuade the young person to inform the 
parents, nor to allow him/her to inform them, that contraceptive advice was 
being sought; 

 
• 

That the young person would be very likely to begin, or to continue having, 
sexual intercourse with or without contraceptive treatment; 

 
• 

That, without contraceptive advice or treatment, the young person’s 
physical or mental health, or both, would be likely to suffer; 

 
 
• 

That the young person’s best interests require him/her to give 
contraceptive advice, treatment or both, without parental consent. 

 
Decisions about whether to prescribe contraception in such cases are for a 
doctor’s clinical judgement.  If a doctor who is not the young person’s general 
practitioner has formed the view, after due consideration of the points made 
above, that it is in the best interests of the young person to prescribe 
contraception without parental knowledge or consent, it may be advisable and 
helpful for him/her with the young person’s agreement, to discuss the matter in 
confidence with his/her own general practitioner before making his/her decision. 
 
In organising contraceptive services for young people, health authorities may find 
it helpful to make separate, less formal arrangements than those for older age 
groups.  The carers should be experienced in dealing with young people and 
their problems. 
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OPPORTUNITIES 
 
1.  

Introduction 

 

"It is the duty of a local authority to safeguard and promote the welfare of a 
child looked after by them and in particular a duty to promote the child’s 
educational achievement”  
Section 22(3)a of the Children Act 1989 amended by section 52 of the 
Children Act 2004 

 
School is often the most stable element in the experience of a looked after child 
or young person so their educational needs must take a high priority. It is not 
unusual for such children, because of past difficulties and disruptions, to be 
underachieving. It is particularly important, therefore, to find ways of 
encouraging and enabling children or young people who are looked after by 
Milton Keynes Council to take full advantage of educational opportunities 
regardless as to where they are placed. 
 
 
1.1 Legislative basis 
 
Section 52 of the Children Act came into force on July 1st 2005 and builds on 
practice local authorities are already following from The Guidance on the 
Education of Children and Young People in Public Care (May 2000). A 
consultation to the statutory guidance finished in the summer and the final 
documents were published on 5th December 2005. 
 
The Act places a duty on local authorities to promote the educational 
achievement of Looked After Children. 
 
Local Authorities must show that they are working towards the five outcomes for 
children under Every Child Matters. These are: 
 
• being 

healthy 

• staying 

safe 

• 

enjoying and achieving (through learning) 

• 

making a positive contribution ( to society) 

• 

achieving economic well – being 

 
 
The White Paper of June 2007 –Time for Change – proposes: 
  
• 

Improving access to high quality early years provision 

• 

Ensuring children and young people in care have access to the best 
schools 

Judi Vipers - June 2007 
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learning 

• 

Personal learning allowances 

• Extended 

activities 

• 

Improved 14 – 19 provision 

• 

Making Designated teachers a statutory requirement 

• 

Targeting poor attendance and exclusions 

• Supporting 

carers 

• Increased 

accountability 

• 

Introduction of virtual school heads to improve outcomes 
 

Time for Change 
 
1.2 Context and rationale 
 
Although some looked after children and young people do well the group, as a 
whole, have poor experiences of education and very low educational 
attainment. Their educational outcomes, in terms of the proportion who reach 
the average levels of attainment expected of seven, eleven, fourteen and 
sixteen year olds, remain significantly lower than for all children. A relatively 
small number of looked after young people progress to higher education. 
 
Section 52 revolves around the five key reasons for looked after children’s 
underachievement identified by the Social Exclusion Unit (SEU) in “A Better 
Education for Children in Care (SEU 2003). These are: 
 
• 

they spend too much time out of school 

• 

their lives are characterised by instability 

• 

they do not have sufficient help with their education if they fall behind 

• 

carers are not equipped to provide sufficient support for learning and 
development 

• 

they have unmet emotional, mental and physical health needs that 
impact on their education 

 
 
2. 

Securing Education   

 
When a child comes into the care of Milton Keynes Council - Children’s Social 
Care will arrange a suitable care placement. In doing so the Social Worker, 
supported by management and resources, should do everything possible to 
minimise disruption to the child’s education. Subject to age and understanding, 
it is important to seek the child’s view about his/her education. 
 
In the circumstances when are placement has been made in an emergency, or 
where the education provision breaks down, the authority should ensure that a 
suitable education placement is secured within 20 school days. In all other 
cases suitable education should be arranged before the child is placed. 
 

Judi Vipers - June 2007 
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• 

take educational provision to mean a full-time place in a local 
mainstream school unless the circumstances of the child or young 
person – such as his or her special educational needs – make full-
time/local or mainstream inappropriate 

• 

ensure an educational placement is not made unless it is appropriate to 
the child’s educational needs and it’s suitability has been satisfactorily 
tested by arranging a visit with the child or young person 

 
3.  

Admissions 

 
Research has shown that one of the factors most likely to disadvantage young 
people is the amount of education they have lost. 
 
3.1 Policy 
 
Children in care are among the most vulnerable children in society and it is of 
paramount importance that a school place that is in the best interests of the 
child is found, as quickly as possible. All admission authorities must give 
highest priority in their oversubscription criteria to these children as required by 
the Education (Admission of Looked after Children) (England) Regulations 
2006. The practical effect of this is that in a school’s published admission 
arrangements the first and highest oversubscription criterion must be in respect 
of these children.  

 
Securing a full time place in a local mainstream school (or other appropriate 
educational placement, according to need) is one of the main criteria to be used 
in identifying a suitable care placement. Other than for clear reasons of health 
and safety – for example when a child or young person needs a place of safety 
immediately – care placements should not be made unless an appropriate level 
of education will be provided, which may include a school which can meet a 
child’s or young person’s special educational needs. 
 

The School Admissions Code came into force on 28 February 2007 and applies 
to all maintained schools and Academies when setting their admission 
arrangements for September 2008 and subsequent years. 
 

3.2 Admissions to Milton Keynes Schools 

The admissions policy for all primary and secondary schools in Milton Keynes is 
explained in detail in the following booklets: 
 
‘Admission to Primary Schools in Milton Keynes – Information for Parents 
2007/2008’ 

Judi Vipers - June 2007 
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‘Admission to Secondary Schools in Milton Keynes – Information for Parents 
2007/2008’ 
(For children aged 11+ to 18/19) 
 
The parents or carers of a child or young person seeking admission to a school 
must complete an application form.  Schools give priority to those living within 
the school’s defined area.  There is, however, no guarantee of a place at a 
particular school even if it serves the area in which the parents or carers reside 
if the school is full in the year group. 
 
Admissions forms and the admissions booklets are available from: 
 
      Pupil Support Section 
      Saxon Court 
      PO Box 106 
      502 Avebury Boulevard 
      Central Milton Keynes 
      MK9 3ZE 
 
For further information contact the admissions section at Saxon Court on 
(01908) 253489/253450.   The booklets are available on the internet at: 
 
www.milton-keynes.gov.uk/schools 
 

3.3 Admissions to schools outside Milton Keynes 

Each Local Authority will have its own admissions policy – all based on The 
School Admissions Code (the Code) which came into force on 28 February 
2007. 

The details of the Local Authority’s policies and procedures can be found on 
their individual web site -  

www.nameoflocalauthority.gov.uk 

 

4.  

Appeals 

 

Many children and young people in the care system change schools frequently, 
and finding a school place can be difficult if the child or young person is 
transferring outside the normal entry time, generally because all the schools are 
full. This is particularly the case with popular & successful schools.  
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[bookmark: 196]Parents can apply for a place at whatever school they want their child to go to. 
So too can a child or young person’s Social Worker acting as corporate parent. 
 

Should the place be refused the Social Worker should request appeal forms 
and should seek to work with the child of young person’s parents where 
possible, in particular where the child or young person is accommodated under 
Section 20 of the Children Act 1989 and the parents retain parental 
responsibility. The child or young person’s views should be represented at the 
appeals panel by the most appropriate person with parental responsibility, who 
may be accompanied by a friend, adviser or interpreter to speak on the child or 
young person’s behalf. 
 

The appeal should be lodged within the period specified by the admission 
authority but this should not be less than 14 days (10 working days) from the 
date the application was deemed unsuccessful. 

 
Written notice should be sent at least 14 days (10 working days) before the date 
the appeal will be heard. Appeal hearings should be held in a “reasonable time” 
– normally within 30 days of an appeal being made. 

 

The key principles which should guide any appeal panel hearing are: 

Independence 

Discipline 

Informality 

Evidence 

Representation and 

Questioning 

 

More detailed information can be found on: 

Appeals 

 
5.  

Attendance 

 
 
The Education Act (1996) regards the local authority as ‘the parent’ of a child in 
care. The authority is therefore subject to the same responsibilities as a parent 
to ensure young people in care attend school. The attendance of a looked after 
child or young person at school should be at least as good as that of their 
peers. 
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[bookmark: 197]In terms of good practice it is recommended that each LA (Local Authority) 
should have an Officer who has responsibility to keep an overview of the 
attendance of children and young people in public care.  Local authorities will 
want to take preventative action to prevent absence of twenty-five days or more 
arising.  They should therefore set up systems for monitoring attendance. 
 
 
5.1 Policy and Responsibilities 
 
1 

The child’s or young person’s carer has a responsibility to notify the 
school of a pupil’s absence. The school should provide the carer with 
details of the reporting procedure to be followed by parents and carers 
when a child is unable to attend school. This usually means a phone call 
before the start of the school day. 
 

2 

Unauthorised and un-notified absences should be followed up quickly 
with the carers/parents and the child’s or young person’s Social Worker 
should be informed. Many schools already have a procedure for following 
up the unauthorised absence of pupils on the same day. If a school does 
not have such a routine, the Designated Teacher for looked after children 
and the school’s administrative officer will need to establish a procedure, 
which ensures that, this happens. It is particularly important in these 
cases to persist until contact is made and a response obtained. The 
reason for the absences should be recorded. 

 
3 

A record of attendance for all children in public care must be kept up to 
date in the school and provided for the authority’s nominated officer upon 
request. The Education Welfare Service will send half - termly 
attendance reports to Children’s Social Care. 
 

5.2 If there are problems  

 
1 

The Designated Teacher is to ensure that the child’s class teacher or 
form tutor (including, where relevant, supply or temporary teachers) is 
made aware if there are attendance problems and extra vigilance is 
necessary. Attention should be paid to any issues of confidentiality. 
 

2 

The school is to notify its attached Education Welfare Officer after five 
days of absence. The attached Education Welfare Officer will inform the 
Education Welfare Officer for looked after children. 
 

3 

The carer, pupil, Designated Teacher and, where appropriate, the parent 
will seek to resolve the attendance problem by examining its causes and 
devising strategies for improvement. The Social Worker is to be informed 
of developments and kept up to date. A date or dates should be fixed for 
reviewing the strategies and actions agreed upon. 
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The Education Welfare Officer for looked after children is to be kept fully 
informed and will monitor progress made. 

 
 
6.  

Designated Teacher 

   

“A Designated Teacher, with sufficient authority to make things happen, is an 

important resource for the child, carers and parents, Social Workers and other 

teachers, school governors and support staff” 

 
Schools are to designate a teacher as a resource and advocate for children and 
young people in public care. The Local  Authority and Children’s Social Care will 
co-ordinate suitable training for Designated Teachers and maintain an up to 
date list of Designated Teachers in schools. 
 
The specific duties of the designated teacher will vary depending on the number 
of looked after children in the school and the needs of the individual child. All 
designated teachers for looked after children are responsible for; 
 
• working 

in 

partnership 

with the Social Worker to develop and maintain a 

Personal Education Plan for every looked after child the their school role 

• 

providing a central point of contact for all professionals working with each 
looked after child 

 

Designated teachers should be encouraged by the school’s Senior 
Management Team and/or governing body to attend relevant training. 
 
Designated teachers should act as a champion for looked after children within 
the school. 
 
 
7.  

Procedures Relating To Children and Young People in  

Public Care 
 
Children and young people often blame themselves for being looked after. This 
can have long term effects on both their self-esteem and their ability to learn 
and benefit from school. 
 
7.1 Procedures 
 
The Social Worker must notify the Designated Teacher as soon as possible 
after the child or young person becomes looked after. In the first instance a 
phone call will suffice. If the child or young person becomes looked after during 
the weekend the Social Worker must contact the Designated Teacher by phone 
as soon as possible – usually on the Monday morning. 
From the very first school day of caring for the child, the Designated Teacher 
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[bookmark: 199]should have contact telephone numbers for the Social Worker and for the 
carers, and should know who to contact in an emergency. It is the responsibility 
of the Social Worker to ensure this. 
 
 
7.2 Form of Notification (SS3’s) 
 
SS3’s are the means by which new episodes for Looked After Children are 
recorded to ensure that the necessary actions associated with these changes 
can be carried out, for example the commencement of payment of Boarding Out 
allowances to foster carers once a child is placed with them. An SS3 is required 
every time a child or young person becomes looked after, following a change in 
legal status or a change in placement or other change in circumstances for 
example changes in G.P. or education provider / school. 
 
The SS3 is completed electronically via Outlook and can be accessed via the 
icon on the left hand toolbar. Once you have filled in all the information required 
you should click on the button, which says ‘email to LAC GROUP’, and the SS3 
will automatically be sent to all those requiring the information including 
appropriate colleagues in the LA . 
 
It is then the responsibility of the receiving officer in the LA to inform, without 
delay, the Designated Teacher of the appropriate school and any other relevant 
LA officers e.g. SEN Officers, EWOs etc 
 
8.  

Personal Education Plans 

 
A  PERSONAL EDUCATION PLAN is a record of what needs to happen for 
looked after children to enable them to fulfill their educational potential. 
 
8.1 Initiating the Personal Education Plan process 
 
When a child becomes looked after his/her Social Worker must ensure that the 
child’s needs and services to meet them are documented in the Care Plan. 
 
The Care Plan – of which the Personal Education plan is an integral part – is 
made before the child becomes looked after or in the case of an emergency 
placement, within 14 days. 
 
A Personal Education Plan is a record of what needs to happen for looked after 
children to enable them to fulfill their potential. It should reflect and support any 
existing plans such as Statement of Special Educational Needs (SEN) and 
Individual Education Plan (IEP). 
 
Wherever the child is placed his/her Social Worker should take the lead to: 
 
• 

initiate a Personal Education Plan even where the looked after child is 
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• 

ensure that where a child is placed in an emergency the Personal 
Education Plan is initiated within 14 working days of his/her becoming 
looked after 

• 

ensure that every looked after child has an effective, high quality 
Personal Education Plan which is available for the first CCR ( Child Care 
Review on or before 28 days); and 

• 

ensure the Personal Education Plan gives details of - 
 

who will take the plan forward 

 

timescales for actions 

 

any sources of funding required for implementing the Personal 
Education Plan 

 
Initiating a Personal Education Plan means that Social Workers are responsible 
for getting the process underway. It does not mean that Social Workers are 
expected to develop the educational content of the Personal Education Plan. 
This should be done by appropriate education professionals from schools and 
other agencies 
 
 
8.2 Developing the Personal Education Plan – the process 
 
To ensure that the Personal Education Plan fully meets the needs of looked 
after children or young people and help them achieve their full potential, Social 
Workers should: 
 

•  involve the child or young person ( according to understanding and 

ability, their  parents      ( where appropriate) and the carer 

•  use the Personal Education Plan  as a tool to support the personal 

learning of the child or young person 

•  work in partnership with designated teachers, other education 

professionals and carers to ensure that the Personal Education Plan  
sets clear targets 

 
8.3 Personal Education Plan Content 
 

 
 

Efficient and high quality Personal Education Plan s should: 

 

 

 

•  be an achievement record 

 

•  be linked to information in other education plans 

 

•  identify developmental and educational needs 

 

•  set short term targets 

 

•  set long term plans, educational targets and aspirations   
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[bookmark: 201]8.4 The Social Worker’s Section of the Personal  
 
Education Plan  
 
See Appendix 1 – Milton Keynes Council Personal Education Plan Social 
Worker Section 
 
8.5 The Personal Education Plan Meeting 
  
See Appendix 2 – Milton Keynes Council Personal Education Plan flow chart 
See Appendix 3 - Milton Keynes Council Personal Education Plan Planning 
Meeting  
The school will complete the Personal Education Plan using the pro forma   
appropriate to the child or young person’s National Curriculum Year Group 
 
See Appendixes 4 – 16 – Milton Keynes Council Personal Education Plans for 
Years Reception – Year 11 (for completion by school/ education provider) 

8.6 What Happens When… 

A looked after child moves school? 
 
The principles and procedures are the same for a child moving school as those 
for a child or young person who has just become looked after, and the same 
exchange of information is required. 
 
The Social Worker must ensure that a copy of the current Personal Education 
Plan to the new school ideally on the child’s or young person’s first day of 
attendance. 
 
The foster carer should preferably visit and at least contact the school. 
 
The Social Worker should contact the school’s Designated Teacher. 
 
A looked after child moves from primary to secondary school? 
 
The transfer from primary to secondary school is one of the most significant 
changes for any child and one that can cause looked after children much 
distress. We know that a number of children who do quite well in primary school 
quickly start to “fail” when they reach secondary school. There has been 
considerable academic research to find out why this might be. This points to the 
need for the transition to be planned very carefully. 
 
The transferring and receiving schools will have in place procedures for 
inducting pupils into their new settings and for the transfer of information. For 
looked after children and young people – 
 
The parent/Social Worker/foster carer must submit preference forms within set 
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[bookmark: 202]timescales (see section on Admissions). 
 
1 

The Designated Teacher in the primary school should liaise with the 
Designated Teacher in the secondary school to ensure that records 
(including the Personal Education Plan) are transferred as soon as 
possible. 

2 

The secondary school Designated Teacher should ensure the new 
Personal Education Plan is created in consultation with the child or 
young person, Social Worker, foster carer and, when appropriate, the 
parent(s), within twenty days. Special attention should be given to the 
support available to the parent(s)/carer(s) and the child or young person. 

3 

The Social Worker should contact the school. 

4 

The foster carer should contact the school. 

 

A looked after child or young person has special educational needs? 

 
1 

The process starts by the class teacher recording the fact that a child or 
young person has special educational needs and communicating with the 
Social Worker/foster carer and, if appropriate, the parent(s). The nature 
of the need(s) will be clarified in the Personal Education Plan 

2 

If a child or young person requires additional support within the 
mainstream setting, an Individual Education Plan (IEP) will be drawn up. 
A copy of the IEP should be attached to the Personal Education Plan. 
The school will place the looked after child or young person on its SEN ( 
Special Educational Needs ) Register 

3 

Where it is decided that a looked after child or young person may have 
special educational needs, which require additional support, a request for 
formal assessment should be made to the LEA. 

4 

Any additional involvement from supporting services should be recorded 
in the Personal Education Plan. This will ensure that it forms part of the 
Child Care Review. 

 
The school attended by the child or young person holds a consultation evening, 
sports day or any other special event? 
 
The Personal Education Plan will list the names and roles of all those directly 
involved in supporting and caring for the child or young person. The Designated 
Teacher should, in consultation with the child or young person and others, 
establish who from the list should be invited to a particular event. 
 
Priority should be given to recognising and celebrating the achievements of the 
child or young person. 
 
A looked after child or young person has a Child Care Review? 
 
At each Child Care Review the date of the next review is agreed. The Social 
Worker or Independent Reviewing Officer will arrange the Child Care Review to 
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[bookmark: 203]ensure minimum disruption to the child or young person and taking account of 
their wishes. 
 
The Social Worker will contact the school regarding the date and time of the 
review, giving as much notice as possible. 
 
One purpose of the review is to discuss the Personal Education Plan. The 
Designated Teacher or their representative will attend the meeting or provide a 
written report.  
 
Once a young person reaches the age of 13, Connexions will be consulted or 
invited to the review, since all young people are entitled to a Personal Advisor.  
At the Child Care Review prior to their sixteenth birthday, the Personal 
Education Plan will transfer into a Pathway Plan. 
 
If the young person has a Statement of Special Educational needs, their first 
Annual Review in Year 9 will include a Transition Plan. This plan should be 
reflected in the Personal Education Plan and included in subsequent annual 
reviews. 
 
It is the responsibility of the Social Worker to ensure all relevant parties are 
invited to the review. 
 
A looked after child or young person moves to Milton Keynes from another 
Local Authority? 
 
1 

The originating authority will need to contact the Pupil Support section of 
Milton Keynes Local Authority in order to arrange an appropriate 
educational placement. It is the responsibility of Milton Keynes to provide 
appropriate educational provision. 

2 

The case responsibility remains with the originating authority. 

3 

Once educational provision has been secured for a looked after child or 
young person it is the responsibility of the Designated Teacher and 
Education Services to support the looked after child or young person in 
the same way as if he or she was under the care of Milton Keynes 
Council. 

 
 
9.  

Home-School Agreement 

 
Home-School agreements promote good behaviour in partnership with parents 
and carers.   
 
Sections 110 and 111 of the School Standards and Framework Act (1998) 
define a home-school agreement as ‘a statement explaining the school’s aims 
and values; the school’s responsibilities towards its pupils who are of 
compulsory school age; the responsibility of the pupils’ parents/carers; and what 
the school expects of its pupils.’ The act also states that a school must not 
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[bookmark: 204]make the signing of the parental declaration a condition of the child’s admission. 
The agreement offers a basis for discussion with pupils, foster parents, Social 
Worker or school staff when difficulties arise. It also provides a regular method 
for reinforcing agreed good behaviour and attitudes. 
 
Home-school agreements should cover: 
 
1 

The standard of education to be provided 

2 

The ethos of the school 

3 

Regular and punctual attendance 

4 

Discipline and behaviour 

5  

Homework 

6 

The information the school and the persons involved will give to one 
another 

 
The responsibility for signing the home-school agreement rests with the person 
identified in the Personal Education Plan. The child or young person should be 
involved in the creation of the home-school agreement and should sign it. 
 
 
10.   Transfer And Transitions 
 
Research shows:  
The educational time lost by looked after children & young people through not 
securing a school place, exclusion , poorly managed transitions is a primary 
reason why their attainment level falls below that of their peers. 
 
Looked after children and young people are by definition vulnerable. The 
importance of continuity of schooling to their overall well-being and future life 
chances has already been emphasised. Milton Keynes Council will make every 
effort to ensure that, except in cases of emergency, no placement will be made 
without the education element being satisfactorily secured. The placement 
made will be a full time place in a local mainstream school unless the 
circumstances of the child make full time or local or mainstream provision 
unsuitable. 
 
Where the placement has been made in an emergency and education has not 
been secured, or where education provision breaks down, an education 
placement will be secured within twenty days. Any delay, e.g. through the need 
to appeal against an adverse admission decision, will be kept to a minimum. If 
an educational place for a looked after child or young person is not secured 
within twenty days, the Pupil Support Section will follow the processes 
described above in meeting the twenty-Day Limit. 
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Pupils who do not respond to the actions taken by a school to combat 
disaffection may be at serious risk of permanent exclusion or criminal activity, 
and may need a longer term intervention to prevent them from dropping out of 
school altogether. 

 

11.1 Preventing or Reducing Exclusions 

 
The Government has set targets for reducing the number of exclusions, and the 
guidance it has provided stresses the need for rapid re-integration of pupils who 
are removed from mainstream provision. 
 
Only the head teacher is able to exclude a pupil from school. The decision to 
exclude will be taken only in response to serious breaches of the school’s 
discipline policy and once a range of alternative strategies have been tried and 
have failed, and if allowing the pupil to remain in school would seriously harm 
the education or welfare of the pupil or other pupils. 
 
The need to exclude a pupil can often be avoided by: 
 
1 

The school’s positive behaviour schemes and anti bullying strategies.  

2 

Having an effective advocate who prioritises the child’s education and 
supports them when things go wrong. 

3 

Setting up and implementing a Pastoral Support Programme (PSP). 

 
Pupils may be excluded from school either for a fixed period, when the head 
teacher will inform parents or carers of the number of days of the exclusion, or 
permanently, when the head teacher has made the decision that the child will 
not be allowed to return to that school. 
 
Every effort should be made to avoid matters reaching the stage of exclusion. It 
is important for parents and anyone else involved to work with school staff as 
soon as a serious discipline problem occurs in order to help the child overcome 
the difficulty and to prevent its recurrence. If a child is excluded from school, the 
Education Welfare Officer or the Pupil Support Team will be able to offer advice. 
 
11.2 Pastoral Support Programme 
 
A Pastoral Support Programme (PSP) should be set up automatically for a child 
or young person who has had several fixed period exclusions that may lead to a 
permanent exclusion, or who has been otherwise identified as being at risk of 
failure at school through disaffection. 
 
If the looked after child or young person is being supported by a PSP this 
should be included in the Personal Education Plan. 
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Further information regarding exclusions can be found on: 

 
http://www.teachernet.gov.uk/wholeschool/behaviour/exclusion 
 
 
12.   Special Educational Needs 
 
It is estimated that young people in care are six to eight times more likely to 
require a Statement of Special Educational Needs than pupils in the general 
school population. Pre-care experiences, disrupted schooling and previously 
unmet needs may explain why they are so over-represented. 
 
12.1 When A Looked After Pupil with a Statement Is In Local Education          
Provision 

 

The designated teacher and SENCO at the school will follow the process of 
providing appropriate support. 
  
Further information regarding special educational needs can be found on: 

 
www.mkweb.co.uk/at_school. 
 

12.2 Annual Review of A Statement of Special Educational Needs within 
Milton Keynes 
 
1 

The Special Educational Needs Case Worker will send notification to 
Head teachers and Designated Teachers of the date by which annual 
reviews should be completed, with a copy to the Independent Reviewing 
Officers. 

2 

The Child Care Review and the annual review of the statement are to be 
carried out simultaneously and in parallel, in order to provide an 
integrated approach to meeting the child’s needs. See also section 5 
Child Care Reviews 

3 

Education providers are to use the section in the SEN Handbook, which 
provides guidance on convening an annual review of a statement. The 
guidance contains a list of who should be invited to the review. The 
Social Worker should also invite anyone else they deem necessary for 
the Child Care Review. For out of authority placements the appropriate 
documentation will need to be sent to the child’s or young person’s 
school in the receiving authority. 

 
12.3 When A Child or Young Person Is at risk of being excluded 

 

1 

The Designated Teacher will ensure that strategies are devised to 
address the disciplinary reasons for the child’s or young person’s 
exclusion (recorded in the Personal Education Plan or IEP) in 
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[bookmark: 207]consultation with the carer, Social Worker and the child or young person. 
Regular contact will be kept with all parties to review and revise the 
strategies as appropriate. 

2 

The Designated Teacher will ensure that use is made of all resources 
within the authority’s services, including the Psychological Service, 
Education Welfare Service, Education Support Services and the 
Behaviour Support Team. 

3 

If little progress is made, the Designated Teacher will call a multi-
disciplinary Pastoral Support Programme (PSP) meeting, to which the 
Social Worker is to be invited, simultaneously reviewing the Personal 
Education Plan and any time limit agreed upon. 

4 

All parties should review the PSP at least half way towards the agreed 
time limit. 

 

12.4 When A Looked After Child with a Statement Is Permanently 
Excluded from an Education Provider 

 
1 

The Social Worker and, if appropriate, the child or young person’s 
parents and/or carer will attend the meeting of the Discipline Committee 
of the school’s governors, which will be held within 15 days of the 
exclusion. The Social Worker may submit a written statement to the 
Discipline Committee about events prior to the exclusion.  A member of 
the Pupil Support Team will attend on behalf of the LEA. 

2. 

If the Discipline Committee upholds the exclusion, the Head of Care 
Practice (Children’s Homes) or the foster carers will, in consultation with 
the child or young person’s Social Worker, decide whether to appeal 
through the independent appeals tribunal. An appeal would be 
appropriate if they felt that the incident was not sufficiently serious to 
justify permanent exclusion or if they felt that the school had not 
complied with procedures laid out in Circular 10/99 

3. 

It is the responsibility of the educating authority to find the child or young 
person a new school place or suitable alternative provision. This should 
be done within twenty school days. 

 

12.5 When A Looked After Pupil with a Statement Is placed In care outside 
the originating authority and a Review Of A Statement is to be held 
 
1 

The Special Educational Needs officers within the educating authority will 
liase with the Social Worker. 

2 

The Designated Teacher will liaise with the SENCO and the Social 
Worker about who should attend the review. 

3 

The child’s foster carer should always be invited to attend the review. 

4 

The Designated Teacher will ensure that all persons who are presently 
supporting the child are informed so that they can attend the review. 

5 

The Designated Teacher will ensure that the child’s care situation is 
discussed sensitively and only where relevant. 

6 

If the Children’s Social Care Department is not present at the review it is 
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of any decisions made relevant to the child’s or young person’s care and 
general welfare.  

 

For further details of these and associated processes see the SEN Handbook 

 

 

12.6 When a Looked After Child or Young Person who has a Statement Of 
Special Educational Needs Is Placed In Out-Of-Authority Provision 

 

1 

When considering placing a child outside the originating authority, the 
Social Worker should ensure that the care, health and educational needs 
of the child or young person are considered in consultation with other 
appropriate personnel. This should be discussed initially at the Children’s 
Social Care Resources Panel followed by the Joint Placement Panel, 
involving both Education and Health Departments. 

2 

The SEN department will be informed of the detail via the Form of 
Notification (SS3’s) – see Section 7 

3 

It is the responsibility of the child’s or young person’s Social Worker to 
inform the Social Services Department of the new authority when a child is 
placed in or removed from their authority. 

4 

The Social Worker will ensure that a clear and robust communication 
system is established between school teaching staff (i.e. through the 
Designated Teacher), Children’s Social Care and the SEN department. It is 
up to others involved, including school staff, to contribute to this. 

5 

The Personal Education Plan must still be developed, implemented, 
monitored and reviewed. It is the responsibility of the Social Worker to 
ensure that this occurs. The Personal Education Plan of the originating 
authority may be used or the one used by the receiving school 

 

12. 7 When A Looked After Child with a Statement Is placed in an 
Emergency Care Placement 
 
1 

When the new care placement is out of the authority but in a 
neighbouring authority it may be possible to provide transport to achieve 
continuity of education. 

2 

In situations where transport cannot be provided, the SEN section of the 
LEA should contact the admissions department in the receiving authority 
to ascertain whether the authority has appropriate provision to meet the 
needs of the child or young person, as detailed in the statement of 
special educational needs. If the authority cannot provide appropriate 
provision, an alternative and appropriate educational placement must be 
secured within twenty days.  

3 

Where a child or young person is to attend an independent school the 
case will be brought to the Joint Placement Panel, where appropriate 
provision is discussed and secured. The Joint Placement Panel meets 
once a month.  

4 

The Social Worker should notify any changes of education placement to 
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Work Team. 

 

12. 8 When A Looked After Child with a Statement Is part of a planned 
move to a different care setting, with access to LEA provision envisaged 
 
The Social Worker should notify the Senior Administration Officer in the Special 
Education and Inclusion Division, of the school the child or young person is to 
attend. A copy of the statement and other relevant documents will be sent to the 
educating Local Authority. 
 
If the statement stipulates that a special school is required, the Special 
Educational Needs Case Work Officer (placements) should contact the 
admissions department in the host authority to ascertain whether there is 
suitable provision within the authority. A care placement should not be made 
without ensuring that the care, health and educational needs will be met in the 
new placement. 

 
 

13.   Life Long Learning 
 

Participation in education and training is clearly the single most effective 
method of preparation and the most reliable route to better life chances. 

 

13.1 Further and Higher Education 
 
The Learning & Development Directorate of Milton Keynes Council is committed 
to ensuring that young people who are or have been in public care are 
encouraged to participate in further and higher education. A Pathway Plan, 
which incorporates and takes forward the Personal Education Plan, is drawn up 
for each young person leaving care. The Pathway Plan should describe post-
school routes, building upon the educational foundation experienced by the 
young person. 
 
13.2 Education Maintenance Allowance 
 
To get EMA, the young person must be aged 16, 17 or 18, and about to leave, 
or have already left, compulsory education. 
 
They must also be thinking about starting one of the following types of course or 
learning programme in England: 
 
• 

a full-time further education course at college or school (for example, A 
levels, GCSEs or NVQs)   

• 

an LSC-funded Entry to Employment (e2e) programme; or   

• 

a course that leads to an Apprenticeship 
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[bookmark: 210]More detailed information can be found on: 

EMA : Directgov - Education and learning 

 
13.3 Student Grants 
 
Grant application forms can be obtained from The Student Awards (Milton 
Keynes) Section, Buckinghamshire County Council, County Hall, Aylesbury, 
and should be returned to the same address. The young person together with 
their Social Worker and carer should complete appropriate application forms. 
 
More detailed information can be found on: 
 

http://www.direct.gov.uk/en/EducationAndLearning/UniversityAndHigherEducati
on/StudentFinance 

 

13.4 Additional Grants For Care Leavers In Higher Education 
 
The Children (Leaving Care) Act (2000) requires local authorities to ensure that 
any care leaver in full time or higher education has suitable accommodation for 
the vacation and must provide assistance, which may be in cash, in order to 
meet the needs outlined in the Pathway Plan. This would consist of providing 
assistance with the expenses associated with education, such as buying 
educational equipment, providing help with transport and providing (or providing 
the funds for) vacation accommodation. Any agreement to provide additional 
financial support will be made on the basis of individual need and with 
management approval. If the young person is on an approved education 
programme the duty to support will continue beyond the age of 21, up to the 
end of the course or programme. 

14.   Transport to School  

When children and young people become looked after, they sometimes have to 
be placed some distance away from their home and school. Considerations of 
transport should not be uppermost in such arrangements, although they will be 
factors. The value of consistency in school placement is great for these 
children, and all reasonable efforts should be made to enable children to 
continue to remain on the roll of their present school and avoid disruption to 
their routines. 
 
In circumstances where a rapid return home for a looked after child appears 
unlikely, planning should include consideration of the relative merits of 
maintaining them in their original school and moving to a school nearer to their 
care placement. The decision reached will depend on the Care Plan and the 
duration of the placement, but in general we should seek to have children in 
schools local to placements where those placements are likely to continue for 
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[bookmark: 211]more than a term. This will remove the need for unnecessary travel and 
transport. 
 
If it becomes necessary for transport to be provided this will be arranged 
through Children’s Social Care at its discretion. 
 
In the case of the Child or Young Person having a Statement of Special 
Educational Needs the Special Educational Needs section of the Local Authority 
should provide transport where appropriate. 
 
Special educational needs (SEN) transport policy is the responsibility of 
individual local authorities (LAs) and entitlement should be based on a child's 
individual needs. LAs are generally only under a duty to provide free transport 
to a child's nearest suitable school, provided it is beyond statutory walking 
distance of their home, (three miles for children aged eight and above and two 
miles for the under eights). The nearest suitable school for a pupil with SEN, 
with or without a statement, may well be different than for other pupils and 
walking may not be an available option. Nevertheless, the principle still holds. If 
a child is attending a school of parental preference, i.e. not the one that the LA 
considers to be the nearest suitable, there is no duty to provide free transport. 
LAs do not have a duty to provide transport to a school simply because that 
school is named on a statement. However, it is for an LA to consider each case 
on its merits. 
 
For most looked after young people aged 14+, use of public transport (buses 
and trains) should be encouraged as part of moves towards independence and 
the fulfilment of realistic expectations. 

 
 
15.   School Uniforms 
 
School uniform allowances are available to Foster Carers in the situations when 
Children & Young people arrive in placement with no or insufficient uniform and 
when they move school as a phase transfer. 
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[bookmark: 212]Summary: 
 
1 

The Children Act places a duty on local authorities to promote the 
welfare of those who are ‘looked after’. A critical aspect of a child’s 
welfare is their education. 

2 

It is not unusual for such children, because of past difficulties and 
disruptions, to be underachieving. 

3 

In order for children to truly benefit from educational opportunities, the 
adults around them need to have higher expectations of their personal 
and academic achievement.   

4 

School is often the most stable element in the experience of a looked 
after child. Recognising the need for continuity, Education Department 
and Children’s Social Care staff will seek to avoid changes of school 
where possible, and particularly where there is a Statement of Special 
Educational Needs. 

5 

Every child and young person in public care is to have a Personal 
Education Plan.  

6 

Every schools should have a Designated Teacher for Looked After 
Children.  

7 

There are set procedures to follow in respect of the education of Looked 
After Children and liaison between Children’s Social Care staff and 
Education personnel is vital to ensure that children can maximise their 
potential. 
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APPENDIX 1 

Education of Young People in Public Care 
Personal Education Plan  
Prepared under DfEE 0269/2000, ‘Education Protects – guidance  

 

on the education of children and young people in public care’ 

Introduction 
 
This form confirms the educational arrangements made for a child in public care.  It is the educational part of the Child 
Care Review. 
 
The Personal Education Plan sets out the authority’s responsibilities, summarises the educational history, outlines the 
opinions and aspirations of the young person and describes the current educational arrangements.   

Pupil: 

Date 

PEP 

First Name 

Last Name 

Date of Birth  Year Group  Became LAC Date 

 

 

 

 

 

 

 

Legal Status: 

 Care Order     

 Interim Care Order     

 Accomodated     

 Other: 

Ethnicity:            Language 

Used:            

Disability:            

On Child Protection Register: 

   Yes    

   No 

Education Provider Contact Details: 

 
 
 
 
 

Contact Information:  

Name of Carers:            

Address:            
 
Post Code:            

Home Telephone No:            

Work Telephone No:            

Mobile No:            

E-Mail:            

Who should NOT have contact with the child or young person and other contact issues: 
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Emergency Contact details (eg. Medical Problems): 

Status 

Contact (Name) 

Contact Numbers 

Parent  

 

Foster Carer 

 

 

Social Worker 

 

 

Team Manager 

 

 

Planning - Personnel, Responsibilities and Distribution 

TO BE COMPLETED BY THE SOCIAL WORKER  

Send 

Title Name 

Address 

Telephone 

Invite? 

PEP?

Parent(s) 

 

 

Phone:       

 

 

 

 

Parent(s) 

 

 

Phone:       

 

 

 
 
 
 
Carer(s) 

 

 

Phone:       

 

 

 
 
 
 
Designated, 

 

As on front page 

Phone:        

 

 

Class or Form 

Fax:            

Teacher 
 
Social Worker 

 

Milton Keynes Council, 

Phone:       

Yes Yes 

 

Children’s Social Care, 

Fax:            

 

Saxon Court, 502 Avebury 
Blvd, Central MK, MK9 3HS 

Assistant 

Alecia 

Looked After Children 

Phone:       

Yes Optional

Education 

Oliver 

Education Team, Holne 

Fax:            

Officer – 

Chase Resource Centre, 

Looked After 

Buckingham Road, 

Children 

Bletchley, MK3 5HP 
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[bookmark: 215]Responsibilities Name 
Who will receive and respond to communication from 

 

school, including school reports? 
Who will attend consultation evenings? 

 

Who will give permission for school trips? 

 

Who will support with home study and related issues? 

 

Who will give permission in medical and health issues? 

 

 

Medical Factors Affecting School: 
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Putting a New Personal Education Plan (PEP) in Place 

 
 
 
 

The PEP is to be reviewed for 

If a child/young person has a 
statement, it is recommended 

 

each Child Care Review. 
There is to be at least one 

that the Child Care Review and 

 

PEP meeting per academic 

Annual Review of the statement 
take place concurrently. 

  

year. The PEP can be 

 

Significant decisions about a child 

reviewed by the school without 

or young pe

hold a meeting.  

 

rson’s education 

should not ta

-- 

ke place without 

reviewing the PEP and this must 

 

involve the child or young person.  

The Social Worker needs to 

 

notify the Designated 

The Designated Teacher 

 

Teacher (DT) for LAC as 

and the social worker are 

the child/young person 

 

to check at interim periods 

becomes Looked After. A 

 

between Child Care 

phone call is sufficient 

Reviews, that the PEP is 

 

initially. 

running as planned.  

 
 

 
 
 
 
 
 

The main PEP will be kept within the 

 

educational setting but copies should 

Children Social Care will e-

be issued by the Designated Teacher 

mail a completed SS3 to 

 

to all those identified in the PEP. The 

LACET and it will be sent to 

 

list is within the Contact Details 

the Designated Teacher.  

 

section. 

Further SS3s will be 

 

forwarded as changes 

 

occ r

 

 

LACET have 5 school days 
before PEP has to be sent to 

School receives the PEP, 

school.  During this time 

and has 15 school days to 

LACET team will fill in the 

complete it.  During this time 

contact details section of the 

it is their responsibility to 

The PEP should be 

PEP, in liaison with the SW.  

contact the SW and if needed 

completed within 20 school 

The PEP must be sent out to 

the LACET to arrange a 

days of notification, of a 

the school after the 5 school 

meeting regarding the new 

child/young person entering 

days even if the contact details 

LAC.  PEP should be 

care or joining a new school 

section is not complete.  

completed in this meeting. 
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Personal Education Plan Planning Meeting 

 

Timing of Meeting: The meeting should be held in preparation for each statutory Child Care Review 
or as a result of (a) a change in school placement or (b) a child becoming looked after.  
Invitations:  The Designated Teacher will invite all that are detailed within the Social Workers’ 
section of the PEP - ‘Contact Details’. 

 

 

Person 

Agenda Items 

Responsible 

1  Introductions  

Chair 

Check that all the appropriate participants have been invited to the meeting. 

(teacher) 

2 

Social Worker 

Contact Information 

Go through the contact details section, to check that everyone understands who 
needs to be contacted and when. Make sure that the legal situation is clarified, 
particularly with regard to parental responsibility. Lines of communication need to 
be clear. 

3 

Social Worker 

Background Information 

Social worker to provide a brief background to the present situation and 
future plans, to ensure that the school is fully aware of all the issues.   

4 

School 

Records 

representative

Go through the education information sheets, which should include, details of 
previous schools attended, attainment results, attendance figures and school 
reports. This is to review any difficulties the young person may have experienced 
but also the achievements, highlighting where progress has been made, and any 
foreseeable difficulties that s/he may face. Add any new data.  

5 

Young Person 

Young Person’s Point of View 

or a 

The collation of their views must be sought prior to the PEP meeting. Guidance  nominated 
is provided. The young person can present their views at the meeting if  person  
appropriate, or a representative do so on their behalf.  

6 

All 

Medium Term Aim  

In light of the young person’s views, ensure that the plan has a clear aim it needs 
to achieve and examine what measures need to be taken to make things 
happen. The short-term targets need to reflect and support the medium term 
aim.  

5 

All 

Short Term Targets and Support 

Current updates, to include any other plans that are in place, as applicable: 
Individual Education Plan, Pastoral Support Programme.  Review action points 
from last meeting.  Discuss the challenges they face in the near future, out of 
hours learning opportunities, lunch time/after school clubs etc.  Examine what 
measures need to be taken to ensure success.  Look at what support can be 
offered to promote progress at school and at home.  
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Chairperson 

Summary 

Review with foster carers, parents, social worker and young person (if 
applicable) the required action.  Ensure that all the targets and the names of 
those responsible are recorded. A person must be identified who will feedback 
the outcomes from the meeting to the young person. 

8 

Chairperson 

Dates 
Fix a provisional date for the next PEP planning meeting, to be in line for their 
next Child Care Review.  If the young person is struggling to settle, or where 
problems are anticipated, this review should take place sooner rather than later.  
Where appropriate, these targets may need to be reviewed informally at more 
regular intervals by the school. Ensure that the date for Child Care Review, 
statement annual review, as applicable, are recorded too. 
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RECEPTION CLASS - FOUNDATION 

YEAR 

 
Baseline Assessment 

Reading 

Writing Spelling  Maths 

 

 

 

 

 

PEP Planning Meeting 
Attended 

by:      Date: 

 
 
 
Attendance: 

 % 

   Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 

 

Any extra curricular activities: 

 
 
 
 
Summary of Progress – Social, emotional & general overall attainment 
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[bookmark: 220]Short-term targets  Actions to be taken 

By whom 
& Target 
Date 

 

Do you have a National Record of Achievement/Progress File? 
Date of next SEN Annual Review:                          Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Distribution list to: 
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YEAR ONE 

 
Baseline Assessment 

Reading 

Writing Spelling  Maths 

 

 

 

 

 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
 
Review targets from previous meeting: 
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[bookmark: 222]Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review: 
Person responsible for explaining outcome from PEP meeting with young 
person:                                       

Update of educational and social development: 
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[bookmark: 223]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 

• 

 

 
 
 
 

• 

 

 
 
 
 

• 

 

 
 
 
 

• 
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[bookmark: 224]Appendix 6 
  Key Stage 1 SATS 

KS1 national average = Level 2 

YEAR TWO 

SATS Score 

 

 

 

 

 

 

Last year’s 

Reading

English 

Spelling

Reading 

Maths 

Science 

baseline 

Writing 

Age 

 

 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date:   

 

 

 

 

 

Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
 
Review targets from previous meeting: 
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Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 

Update of educational and social development: 
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[bookmark: 226]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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YEAR THREE 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 
Update of educational and social developments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Judi Vipers - June 2007 

37



[bookmark: 229]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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YEAR FOUR 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date:   

 

 

 

 

 

Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 

Update of educational and social development: 
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[bookmark: 232]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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YEAR FIVE 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 
Update of educational and social development 
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[bookmark: 235]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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[bookmark: 236]Appendix 10 
  Key Stage 2 SATS 

KS2 national average = Level 4 

 

YEAR SIX 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP / Pathway Plan Review: 
Person responsible for explaining outcome from PEP meeting with young 
person: 

 
Update of educational and social development: 
 
 
 
 
 
 
 
 
 
 
 
What additional support is in place to prepare the child for SATS? 
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[bookmark: 238]Short-term targets 

Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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YEAR SEVEN 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Do you have a National Record of Achievement/Progress File? 
Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP / Pathway Plan Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 

Update of educational and social development: 
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Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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YEAR EIGHT 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date: Attended by:  
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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Do you have a National Record of Achievement/Progress File? 
Date of next SEN Annual Review:                 Date of next Statutory Child Care 
Review: 
Date of next PEP / Pathway Plan Review:  
Person responsible for explaining outcome from PEP meeting with young 
person: 

 
 
 
Update of educational and social development: 
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Actions to be taken 

By whom 

 

& Target 

 

Date 

• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 

 

 
 
 
 
• 
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  Key Stage 3 SATS 

KS3 national average = Level 5 

 

YEAR NINE 

SATS Score 

 

 

 

 

English 

Maths 

Science 

 

 

 

 

Last NC Level 
scores 

 

 

 

 

Current working 
level 

PEP Planning Meeting 
Date:  
Attended by:  
 
 
 
Attendance:  

 

 

       % 

Is Attendance Sheet 

included:  Yes

  

No

 

Attendance last year: 

 

       % 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 

 

Any extra curricular activities, including after school clubs and hobbies:  

 
 
 
 
 
Review targets from previous meeting: 
 
 
 
 
 
GCSE Option Choices for Key Stage 4 / Year 10: 
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Do you have a National Record of Achievement/Progress File? 
Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP Review:                                       
Person responsible for explaining outcome from PEP meeting with young 
person: 

 
Does the young person have any ideas about what they would like to do 
after Year 11 / Post 16? 
 
Continue at School    Yes  

    Go to College   Yes  

         Seek 

Employment Yes 

 

 

 

 

 

      No  

   

 

          No  

   

 

 

                No 

 

Other 
 
 
Name of Careers Adviser / Connexions PA: 
 
 
Does the young person have a particular career / job in mind? If yes, 
what is it? 
 
 
 
 
What support / advice has the young person been given in order to 
achieve this? 
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Actions to be taken 

By whom 

 

& Target 

Careers 

 

Date 

interview/action plan, 

 

 

GCSE options or other 

 

 

courses 

 

 

 

 

• 

 

 
 
 
• 

 

 
 
 
• 
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YEAR TEN 

 

 

 

 

 

GCSE 

 

 

 

 

 

 

English 

Maths 

Science

Subjects 

 

 

 

 

 

Y9 SATS 

 

 

 

 

 

 

Score 

 

 

 

 

Predicted 

 

 

 

 

 

 

Grades 

PEP Planning Meeting 
Date:   

 

 

 

 

 

Attended by:  
 
 
Attendance: 

   % 

 Is 

Attendance 

Sheet 

included:  Yes

   

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
Review targets from previous meeting: 
 
 
 
 
 
 
Update on educational and social development: 
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Do you have a National Record of Achievement/Progress File?  
Date of next SEN Annual Review:                  Date of next Statutory Child Care 
Review:  
Date of next PEP / Pathway Plan Review:  
Person responsible for explaining outcome from PEP meeting with young 
person:  

 

Post 16 Planning - Career Aspirations 

 
Does the young person have any ideas about what they would like to do 
after Year 11 / Post 16? 
 
Continue at School    Yes  

    Go to College   Yes  

         Seek 

Employment Yes 

 

 

 

 

 

      No  

   

 

          No  

   

 

 

                No 

 

Other 
 

Has the young person had a careers interview? 

Yes  

 No 

 

  

 
Has the young person got a Careers Action Plan?  Yes  

 No 

 

  If 

yes, please attach 
 
Has the young person got a Pathway Plan?   

Yes  

 No 

 

  If 

yes, please attach 
 
Name of Careers Adviser / Connexions PA:  
 
What work experience has the young person had? (paid or unpaid) 
 
 
 
 
Does the young person have a particular career / job in mind? If yes, 
what is it? 
 
 
 
 
 
What needs to be done to help the young person to work towards post 
16 plan/career aspirations? 
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Target 

person organise this?  (list 

 

Date 

names, roles and telephone 

 

 

numbers) 

 

 

 

 

 

• 

 

 

 

 

 

 

 

 

• 

 

 

 
 
• 
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YEAR ELEVEN 

 

 

 

 

 

GCSE 

 

 

 

 

 

 

 

Englis

Maths 

Scienc

Subjects 

h 

e 

 

 

 

 

 

Y10 GCSE 

 

 

 

 

 

 

 

Scores 

 

 

 

 

Predicted 

 

 

 

 

 

 

 

Grades 

PEP Planning Meeting 
Date: 
Attended by: 
 
 
 
 
Attendance:  

 

 

% 

Is Attendance Sheet included:  Yes

 

 

No

 

Attendance last year: 

 

% 

Transport arrangements: 

 

 

Forms: 

 

IEP 

Yes

 

PSP  Yes

 

Statement Yes

 

Child 

View Form  Yes

 

 

 No 

 

 

 No 

 

 

 

 No 

 

 

 

 

 No 

 

 
If yes to any of the above, please attach copies 
 

 

Any extra curricular activities, including after school clubs and hobbies: 

 
 
 
 
 
 
Review targets from previous meeting: 
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[bookmark: 252]Update on educational and social development: 
 
 
 
 
 
 

 

Do you have a National Record of Achievement/Progress File? 
Date of next SEN Annual Review:                            Date of next Statutory 
Child Care Review: 
Date of next PEP / Pathway Plan Review: 
Person responsible for explaining outcome from PEP meeting with young 
person: 

Post 16 Planning - Career Aspirations 

 
Does the young person have any ideas about what they would like to do 
after Year 11 / Post 16? 
 
Continue at School    Yes  

    Go to College   Yes  

         Seek 

Employment Yes 

 

 

 

 

 

      No  

   

 

          No  

   

 

 

                No 

 

Other 
 

Has the young person had a careers interview? 

Yes  

 No 

 

 

 
Has the young person got a Careers Action Plan?  Yes  

 No 

 

  If 

yes, please attach 
 
Has the young person got a Pathway Plan?   

Yes  

 No 

 

  If 

yes, please attach 
 
Name of Careers Adviser / Connexions PA: 
 
What work experience has the young person had? (paid or unpaid) 
 
 
 
 
Does the young person have a particular career / job in mind? If yes, 
what is it? 
 
 
 
 
 
What needs to be done to help the young person to work towards post 
16 plan/career aspirations? 
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Who needs to help the young  What do they need to do? 

Target 

person organise this? (list 

Date 

names, roles and telephone 
numbers) 

 
• 

 

 
• 

 

 
• 

 

 
• 
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Judi Vipers - June 2007 

63



[bookmark: 255]Appendix 16 

Young Person's* Point of View 

 

Guidance Points – for those involved in helping young people to make their 
contribution to the PEP 

 

1  The Designated Teacher will have responsibility for ensuring that the young person's 

point of view is generated for this section of the PEP. 

 

2  The Designated Teacher may pass responsibility for talking with the young person to 

a more appropriate adult or peer.  For example, someone who has particular 
experience in overcoming learning or communication difficulties or someone who has 
developed a close relationship with the young person, (this could even be a person 
from the previous school!), may be the most useful individual to assist with this task. 

 

3  The prompt questions are suggestions and not directions.  The helper may take 

responsibility for asking more individually relevant questions. For example, the young 
person may be moving to a new school and more appropriate questions may need to 
be asked in order to plan the transition effectively.  

 

4  The responsibility of helping individuals is to assist young people to consider the 

questions carefully and to represent their points of view as clearly as possible. For 
young people who do not communicate in English, an interpreter may de 
approached. However an interpreter would only be used to assist, and not to replace 
the helper.   

 

5  To elicit young people’s thoughts and feelings, helpers may have to think of creative 

ways to engage them. For example, a reception child could make a school scene, 
using a variety of different media to stimulate dialogue. 

 

6  Individuals in this helping role have a responsibility to agree the task with the young 

person. Their names should be included at the bottom of the blank sheet. 

 

7  The young person's point of view may be recorded in the boxes with the questions or 

on the additional blank sheet provided. It may be appropriate for views to be recorded 
using audio or visual equipment.  

 

8  Recording the responses may be done at the time of the interview either by the 

young person or by the helper.  The young person may also choose to talk first and 
write down considered views at a later stage. 

 

9  Whatever the young person may wish to say, the helper will respond within a 

relationship that is accepting and affirming of the young person. 

 

10  The young person should be offered a copy of recorded information. 
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SECTION 4 – Young Person's Point of View 

Your views about your learning are important to everyone involved in your Personal 
Education Plan and in the Review of your Care Plan. 

On the next two pages, there is space for you to say what you think about school.  Here 
are some questions to help you think about and talk through the points you would like to 
make. They relate to your learning experiences. 

1  What do you enjoy? 
•  Do you enjoy the work you do? What do you enjoy the most? 
•  What are break-times and lunch-times like for you? 
•  Are other people friendly to you and are you friendly to other people? 
•  Do you like your teachers? What do you like about them? 
•  What makes you smile or laugh? 
2  What do you not like? 
•  Are there any lessons that you really do not like doing? 
•  Do you become upset with anything you have to do? 
•  If you are unhappy, is it usually more to do with: the work, teachers, other young 

people or with something else? 

3  What are your strengths? 
•  Are you good at any of these: reading; writing; spelling; mathematics? 
•  Are you good at any particular lessons? Are you good at a sport or a hobby? 
•  Are you someone who: makes friends, helps others, likes to talk a lot, likes to act, 

dance or read out loud in front of the class? What else would you say about yourself? 

•  What have you got better at over the last 6 months? What do you could have done 

better, if you had had more help or tried harder? 

4  What is difficult for you? 
•  Have you difficulty with any of these: reading; writing; spelling; mathematics? 
•  Have you difficulty with any particular lessons? 
•  Would you like to make more friends? Would you like any help with this? 
•  What do you do when you are angry, sad or lonely?  
5  How would you like to be helped in future? 
•  Do the teachers help you with your religion or culture: can you do what you do at 

home like say your prayers, eat particular food, or wear particular clothes? 

•  Who has helped you learn in a way you would like to be helped in the future? Would 

you like anyone else to help you?  

•  Is there any work that you have missed out on and that you really need some help to 

catch up with? 

•  How important is it for you to get certificates and a good report? 
•  Have you any ideas yet about what you want to be able to do when you are 16? 
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6 What 

else 

would 

you like to say? 

•  Teachers try to make sure that: you feel safe, that you feel welcome, that everyone 

knows what to do if there is bullying, that you are listened to, that extra help is given 
when it is needed and that there is a policy of being fair to everyone.  What are the 
things that this school does well that help you to learn and to feel happy in school? 
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APPENDIX  17 

RELATED GUIDANCE AND OTHER USEFUL PUBLICATIONS 

In addition to guidance already mentioned in the introduction to  this 
document, a range of statutory and non-statutory guidance documents, 
published or in preparation, will be relevant to supporting the Every Child 
Matters agenda and the implementation of the duty on local authorities to 
promote the educational achievement of looked after children.   

STATUTORY GUIDANCE  

School Admissions Code of Practice 

School Admission Appeals Code of Practice 

These documents are available at Codes of Practice  

Making Arrangements to Safeguard and Promote the Welfare of Children 
(DfES 2005) 

Section 11 of the Children Act 2004 places a duty on a range of public sector 
bodies to make arrangements for ensuring that their functions are discharged 
having regard to the need to safeguard and promote the welfare of children.  
The aim of the duty is to evaluate the priority given to safeguarding and 
promoting the welfare of children by those organisations and encourage them 
to incorporate this in their objectives and priorities, thus improving safeguards 
for all children, particularly the most vulnerable.  

This document is available at Arrangements to Safeguard and Promote the 
Welfare of Children  

Care Matters – Time for Change ( DfES June 21 2007) 

This guidance changes the terminology from Looked After Children back to 
Children in Care. 

It addresses 

• 

Children on the edge of care 

• 

Role of corporate parent 

• Education 

• Placements 

• 

Life outside school 

• 

Transition to adult life 

This document is available at Time for Change 
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This guidance relates to the duty on local authorities, schools of all kinds and 
further education institutions to have arrangements for carrying out their 
functions with a view to safeguarding and promoting the welfare of children. 

This guidance replaces: 
 
• 

 Child Protection: Preventing Unsuitable 

 

People from Working with Children and 
Young Persons in the Education Service: 
 
• 

 Criminal Records Bureau: Managing the 

 

Demand for Disclosures 
 
• 

 Safeguarding Children in Education; 

• 

   Safeguarding Children: Safer Recruitment 

and Selection in Education Settings; 

• 

 Dealing with Allegations of Abuse against 

 

Teachers and Other Staff. 
 

This document is available at Safeguarding children in education  

 

Improving Behaviour and Attendance: Guidance on Exclusion from 
Schools and Pupil Referral Units (DfES 2006) 

  

These procedures apply to all maintained schools and Pupil Referral 
Units and all pupils in them, including pupils who may be below or 
above compulsory school age. They also apply to maintained 
nursery schools. 

 
 This document is available at Guidance on Exclusion   
 

Special Educational Needs Toolkit (DfES November 2001) 

This section was devised in collaboration with the Department of 
Health and social workers. It is of particular relevance to social 
service departments and social workers. It is helpful to those who 
need information about discharging their statutory functions under 
Part 4 of the Education Act 1996. For ease of reference this section 
repeats some material from the SEN Code of Practice, however, it 
should be read in conjunction with the statutory guidance in the 
SEN Code of Practice. 
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Independent Reviewing Officers Guidance Adoption and Children Act 
2002 (DfES 2004) 

This guidance supports the Review of Children’s Cases (Amendment) 
(England) Regulations 2004.  These Regulations require all local authorities to 
have IROs in place to chair the statutory review meetings of all looked after 
children.  

This document is available at www.dfes.gov.uk/adoption  

The Children’s Homes Regulations 2001 and Children’s Homes National 
Minimum Standards (DH March 2002) 

Fostering Services Regulations 2002 and Fostering Services National 
Minimum Standards (DH March 2002) 

These Regulations and Standards set out National Minimum Standards for 
Children’s Homes and Fostering Services, including standards which relate to 
the promotion of the educational achievement of looked after children. 

These documents are available at Regulations 

Children (Leaving Care) Act 2000 Regulations and Guidance (DH 2001) 

The main purpose of the Children (Leaving Care) Act 2000 is to improve the 
assessment, preparation and planning for leaving care; to provide better 
personal support for young people after leaving care; and to improve the 
financial arrangements for care leavers. 
 
This document is available at Leaving Care 

 

EVERY CHILD MATTERS - Key Publications 

Every Child Matters: Change for Children (HM Government 2004) 

This document launches a national programme of change, Every Child 
Matters: Change for Children; setting out the action local areas will want to 
take to ensure that services meet the needs of children, young people and 
families and what Government will do to support local areas.  Documents 
explaining what Every Child Matters means for schools, social care, health 
and the Criminal Justice System are also available. 

These documents are available at Every Child Matters  

The Outcomes Framework 

This document supports the five outcomes with underpinning aims.  It links to 
national targets and other key indicators and makes clear that inspections will 
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looked after children. 

This document is available at The Outcomes Framework 

 

National Service Framework for Children Young People and Maternity 
Services (DH October 2004) 

The National Service Framework for Children, Young People and Maternity 
Services (Children’s National Service Framework) is a 10 year programme 
intended to stimulate long-term and sustained improvement in children’s 
health and wellbeing.  

This document is available at National Service Framework  

 

Common Assessment Framework For Children And Young People: 
Guide For Practitioners (DfES March 2005 – updated May 2006)) 
 
The CAF will provide a common approach to needs assessment that can be 
used by the whole children’s workforce, whether they are in universal or 
specialist services, for any child in need of support. The CAF aims to provide 
a non-bureaucratic “whole child” assessment, enabling the practitioner to 
make a decision about how far they themselves can meet the needs of the 
child and who else needs to be involved.  

This document is available at: 

Guide For Practitioners  

Common Assessment Framework For Children And Young People: 
Guide For Managers (DfES March 2005) 

Guide For Managers  

 

The Children’s Workforce Strategy 

This describes the action to be taken nationally and locally to ensure there are 
the skills, ways of working and capacity in the children’s workforce to deliver 
change for children. 

Further information on the Children’s Workforce Strategy is available at: 

 The Children’s Workforce Strategy 
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Education of Children and Young People in Public Care (DfES/ DH May 
2000) 

This guidance is intended to bring the educational attainment of children and 
young people who are looked after by local authorities closer in line with that 
of their peers by assisting local authorities in their role as corporate parent.  
The Government intends to update this guidance in due course to take 
account of the statutory guidance under section 52 of the Children Act 2004. 

This document is available at Education of Children and Young People in 
Public Care  

A Better Education for Children in Care (Social Exclusion Unit Report 
2003) 

This report from the Social Exclusion Unit examined the barriers that prevent 
children in care achieving their educational potential and highlights specific 
areas of action for improving their education and life chances. 

This document is available at A Better Education for Children in Care  

Who Does What: How Social Workers and Carers Can Support the 
Education of Looked After Children (DfES May 2005) 

This guide and accompanying checklist focuses on clarifying what tasks and 
responsibilities carers and social workers have in supporting the education of 
a looked after child.  

This document is available at Who Does What 

Supporting Looked After Learners: A Practical Guide for School 
Governors (DfES 2005 ) 
 
This guide and “key questions” resource identifies the main challenges and 
actions that need to be taken by school governing bodies in order to provide 
better support for and to raise the educational achievement of looked after 
children. 
 
This document will be available at Supporting Looked After Learners  
 
 
Taking Part: making out-of-school-hours learning happen for children in 
care (ContinYou 2005)  
 
This pack is designed to assist local authorities, working in partnership with 
others, in making study support/out-of-school-learning an integral part of 
raising the achievement of looked after children. 
 
This document is available from ContinYou Taking Part  
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2005) 

This handbook provides a set of tools and resources to assist partnerships 
carry out audits of services, devise action plans and evidence their progress.  
It includes case studies and examples of healthy care work from 13 pilot local 
authorities. 

This document is available at Healthy Care  

Department for Education and Skills: Five-year Strategy for Children and 
Learners (DfES July 2004) 
 
This document summarizes central government’s plans for Early Years, 
Primary & Secondary Schools, 14-19 education and training, adult skills and 
higher education.  It outlines the principles for the reforms and the expected 
outcomes.  More information and copies of the strategy are available at  Five-
year Strategy . 

Higher Standards, Better Schools For All: More choice for parents and 
pupils (HM Government October 2005) 
 
This document sets out the next stage of the Government’s proposals for 
school reform.  Copies are available from Better Schools For All   
 
 
 
Should any of the links in this section not work properly it could be due to a 
web site archiving or moving a documents. 
Please contact Judi Vipers by clicking the link below 
 
Judi Vipers 
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Extracted from procedures and practice guidance written by Steve Hadrell and Jenny 
Lund June 2003  
 
When the plan for a looked after child is permanence and adoption there 
are timescales, which need to be adhered to: 
 
Planning For Permanence: 
 
Whenever plans for permanence are being considered, they will be made on the 
basis of the needs of the looked after child and within the following timescales: 
 
The child’s needs for a permanent home will be addressed at the four 
month review and a plan for permanence made - (See also section 5 -
Reviews) 
 
The child’s social worker will need to complete a Form E and reserve a time at 
the Adoption and Permanence Panel (hereafter called the Panel) with the Panel’s 
administrator. 
 
The child’s social worker will present a Form E to the Panel for a 
recommendation of best interests within two months of the decision being made 
for permanence through adoption.  
 
The child’s social worker will follow the guidance available for the booking 
reference form for Panel 
 
The child’s social worker must: 
 

•  arrange with the agency medical adviser to have an adoption medical  
     completed.  BAAF form C (for child under 5 years)  
     or BAAF Form D (for child aged 5 years and over)  

 

•  prepare the child for adoption (assisted where appropriate by the child’s 

current carer(s) and birth relatives) 

 

•  give the older child the BAAF leaflet “If you are adopted” and the child 

should sign to acknowledge that she/he has received and understood it.    

 

•  advise and counsel the birth parents and other birth relatives in order to 

obtain co-operation with the agency’s plan for the child.    

 

•  give the parent(s) the BAAF leaflet “If your child is being adopted” and a 

copy of Annexe A LAC (84) 3 “Information for Parent(s) about Adoption” . 
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has been explained and understood.   It may be appropriate to ask the birth 
parent(s) to sign the Parent(s)’ Agreement to Placement of Child for Adoption  
 

•  request that the birth parent(s) complete the BAAF Form A (giving medical 

background information)   

 

•  ask the child’s carer to complete BAAF Annex to Form C or D “Profile of 

Behavioural and Emotional well-being”.  for child under 5 and for child 
aged over 5 .This is passed to the agency medical adviser; another copy 
is attached for the Form E. 

 
Planning Of Best Interest At Adoption And Permanence Panel: 
 
The child’s social worker should attend the Panel to present the Form E.  
 
Panel members will discuss the case and make recommendations to the agency 
decider about whether adoption is in the child’s best interests.   The Panel will 
also make recommendations as to whether or not a freeing order should be 
sought and whether or not an adoption allowance is appropriate (taking into 
account the child’s assessed needs). 
 
Following Panel, the agency decider will consider the Panel’s recommendation 
and decide on approval of the plan. 
 
Family Finding, Matching And Preparation: 
 
Referral For Family Finding: 
 
The referral is made following a care planning meeting, once best interest is 
agreed. The child’s social worker should make a referral to the Adoption Team 
for family finding allocation and will need to provide: 
 

•  a completed permanency referral form  

 

•  the completed Form E 

 

•  the Child Care Review where the decision for adoption was ratified 

 
A family finder is identified from the Adoption Team who will be responsible for 
assisting in identifying prospective adopters. 
 
Finding The Right Family: 
 
The family finder and the child’s social worker will give positive regard to 
approved 
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with the child’s social worker. 
 
Where no internal match can be identified, the family finder will circulate details 
of the child/ren to other members of the local adoption consortium and 
partnership arrangements. 
 
Again, if no match is identified, details of the child/ren will be circulated to other 
local authorities and possibly voluntary agencies.   It may also be appropriate to 
feature the child/ren’s profile/s in adoption journals. 
 
A referral will need to be made to the National Adoption Register. 
 
The family finder and child/ren’s social worker will request Form F’s on potential 
adopters and up to three possible matches will be short listed by the workers.   
The Form E on the child will be sent to the adopters’ social worker. 
 
A visit to the short-listed adopters will be undertaken by the child/ren’s social 
worker and family finder.  The adopters’ social worker is normally present. 
 
After the interviews have taken place the final match will be agreed at a matching      
considerations meeting chaired by the Adoption Team Manager. 
 
The family finder will inform the adopters’ social workers of the outcome. 
 
The family finder and child/ren’s social worker will prepare a matching report. 
 

 

The progress on family finding must be kept under constant review by the child’s 
social worker, family finder and  adoption  team  manager.   Clear timescales will 
be set for achieving the plan. 
 
The Panel will be informed where the process is unsuccessful and 
consideration for a review of the plan for adoption will need to be discussed. 
 
Matching: 
 
Children should be matched with adopters who can best meet their assessed 
needs.  Where possible, the identified family will reflect their ethnic origin, 
cultural background, religion and language.    Wherever possible sibling groups 
should remain together unless this will not meet their individually assessed needs 
or a family cannot be identified within an agreed timescale.   The reasons for this  
must be carefully recorded. 
 
Where the child cannot be matched with a family, which reflects their ethnic 
origin, cultural background, religion and language, every effort should be made to 
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review process and reviewed at the Panel. 
 
Throughout the matching process, the views and feelings of the child/ren 
should be taken into account, as far as these can be ascertained, based 
on their age and understanding, the child’s care plan and the written 
assessments of the child, his birth family and potential adoptive family. 
 
Once potential adopter(s) have been identified a matching meeting, chaired by 
the adoption team manager, will take place to identify the most appropriate 
adopters.  
 
When a suitable match is identified, the child’s social worker and family finder will  
prepare a matching report for panel and will book the nearest available panel 
date.   
 
Direct work should be undertaken sensitively with the child/ren so that 
she/he/they begin to understand that a permanent or forever family is being 
sought for them. The way this is done and the timescales will depend on the age 
and understanding of the child/ren.   Work with the child/ren should include 
involving them in information to be shared with the adopters or foster carers, 
dependent on age and understanding.    
 
Photographs, reports of any kind, anecdotal information must be kept to compile 
a life storybook that will keep a record for the child of events, places, experiences 
and people from her/his past.   Whilst it should be as truthful a record as 
possible, care should be taken to ensure that information is presented in a 
positive light for the child/ren i.e. in a way that preserves their self-esteem and 
shows significant people in their lives in a constructive way. 
 
Presentation Of A Match To The Adoption And Permanence Panel: 
 
The social worker for the child, the adopter/s’ social worker and family finder will 
forward all the necessary paperwork i.e. Form E, Form F and matching report to 
the panel administrator at least two weeks prior to Panel. 
 
The social worker for the child, the adopter/s’ social worker and family finder will 
attend Panel to present the match. 
 
Panel recommendations will then be passed to the agency decider who has final 
responsibility for the decision. 
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Agency Decision: 
 
Agency decisions will be conveyed orally to the applicants, the child/ren (where 
appropriate to age) and the birth parent(s) within 24 hours. 
 
Written confirmation will be sent to applicant(s), birth parent(s) and child/ren 
where appropriate to age within 7 working days.    
 
The family finder will arrange with the adoption team manager an adoption 
placement planning meeting (known as an H2 meeting). 
 
A separate H1 meeting, which confirms financial arrangements, should be 
arranged, where another adoption agency is involved. 
 
The introduction process should normally be discussed and agreed at the H2 
meeting where the plans are made in more detail.    
 
The proposed date for the placement will be confirmed at the H2 meeting. 
 
There will usually be a mid-way review of the introductions between all parties 
and to make final arrangements for the placement. 
 
The child/ren’s social worker will arrange a date with the independent reviewing 
officer for the first Child Care Review one month after the placement. 
 
The child’s social worker will ensure that all statutory notifications of the 
child/ren’s status change will be made in advance of the placement, to include: 
 

•  confirmation to the child/ren of the placement with the prospective 

adopter, in a way which is appropriate to the age of the child/ren  

 
•  the prospective adopter’s GP, who should be sent the child/ren’s health 

history with details of the proposed placement . 

 

•  the Director of Social Services of the local authority where the child/ren 

are to be placed.   

 

•  the Health Visitor, by telephone, if pre-school child/ren 

 

•  the Local Education Authority (if a school age child or where the child/ren 

has a disability .   

 

•  the Area Health Authority.   
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possible (normally before the start of the placement) to include adoption 
allowances where applicable.    
 
The child/ren’s social worker will send the adopter/s a proposal letter for 
placement   
 
Post Placement 
 
A letter of origin (also known as a “later in life” letter) should be prepared by the 
social worker explaining the circumstances in which the child/ren came to be 
looked after and why a decision was made that adoption or permanence was in 
her/his best interests.   Details of how adoptive parents or carers were selected 
should be recorded.   Again, it is important that the letter is sensitively written, in 
a way that will be as positive as possible for the child/ren.    
 
The social worker for the child/ren must visit the child/ren in placement within 7 
days. 
 
Subsequent visits will be in accordance with the Looked After Children 
Procedures.   
 
The placement will be reviewed within 4 weeks and an independent reviewing 
officer will chair the meeting. NB The child/ren’s social worker will need to 
discuss this with the independent reviewing officer prior to the H2 meeting to 
enable a date to be identified. 
 
A subsequent review will be held after three months and then every six months 
until an application for the adoption order is made. 
 
A looked after medical examination may be necessary during the placement until 
such time as an adoption order is granted.  The child/ren’s social worker will 
need to give the adopters the relevant paperwork to enable them to make 
arrangements for the medical with the child/ren’s new GP.      
 
An Adoption Order cannot be granted until the child/ren has been in placement 
for thirteen weeks.  The point at which the adopters submit their application is 
normally ratified at the second childcare review.   However, for children under the 
age of one year consideration can be given to the adopters submitting their 
application very soon after placement or following the first Child Care Review. 
 
Where the care order and plan for adoption on the child/ren was made at a 
County Court, the application for the adoption order has to be made at that court.   
However, if the adopters wish the application to be heard in the area in which 
they live they can request a transfer at the point at which they submit their 
application.    
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report is completed, usually within five weeks.   The report should be prepared by 
the child/ren’s social worker and Part 4 on the adopters is usually completed by 
the adopter’s social worker. 
 
Action When A Freeing Application Is Recommended By The Panel 
 
When the Agency is still involved in Care Proceedings for the child/ren, 
consideration must be given to applying for freeing at the final hearing of the 
Care Proceedings.   This avoids unnecessary delay for the child/ren, further 
stress for the family and additional cost to the local authority.   
 
The social worker will deliver notification from the Director of Children’s Services 
to the birth parent(s) and discuss the implication of freeing.  The parent(s) may 
choose to have no further information about the child/ren after a Freeing Order is 
made. 
 
The social worker must record each parent’s decision and advise him or her that 
they will be asked to confirm their decision by a Reporting Officer once the 
freeing application is made. 
 
The social worker will prepare three copies of a report for the court and one for 
the case file.  A medical report will also be needed. 
 
The department’s solicitor will also require the child/ren’s long birth certificate and 
a copy of the Care Order. 
 
If the application is contested, the Court will be asked to dispense with parental 
consent for which a Statement of Facts is required.  This is prepared in 
consultation with the solicitor. 
 
The department’s solicitor will make an application to the court for freeing.   The 
social worker and the parent(s) will receive notice of the hearing from the court.   
If the child is already placed with prospective adopters, and their identity is 
unknown to those with parental responsibility, the social worker must ensure that 
the court is requested to preserve confidentiality. The social worker should attend 
the hearing. 
 
The following action should be taken after freeing is agreed: 
 

a.  the solicitor will forward the original order to the child/ren’s social 

worker. 

 

b.  the child/ren’s legal status will be changed from “looked after”. 
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already placed) or current carers of the child/ren’s new status. 

 

d.  the social worker will inform the Family Placement Team for a 

report for Panel. 

 

e.  the prospective adopters should make their application without 

undue delay. 

 
If freeing is refused the social worker will discuss with the Team Manager and the 
solicitor the plans for the child/ren and subsequent application for an adoption 
order. 
 
If a declaration of no involvement is made then no further action is required. 
 
If the parent(s) wish/es to be involved the social worker must inform them in 
writing when the child/ren is/are placed for adoption and when an adoption order 
is made.   If no adoption order has been made one year after freeing the social 
worker should notify the parent(s) in writing. 
 
Revocation Of A Freeing Order: 
 
A parent may apply for the revocation of a freeing order if the child/ren is/are not 
adopted or placed.   If a notice of application is received, the social worker must 
inform the solicitor urgently and inform the Panel. 
 
If a revocation is refused because the court considers it would not promote the 
child/ren’s welfare, then the parent may not make a further application without 
first obtaining the court’s permission.   In this case the parent will no longer need 
to be kept informed.   If a revocation is refused for any other reason, the parent 
may reapply at any time until the child/ren is/are placed for adoption and will 
therefore have to be kept informed of any developments. 
 
If the Freeing Order is revoked the local authority will no longer retain parental 
responsibility as this returns to the parent(s).   The social worker will notify the 
Panel and the Family Placement Team of this. 
 
Adoption At The Request Of Parent(s) 
 
Adoption Of Newborn Babies: 
 
Prior to birth: 
 
On receipt of a request by an expectant mother or health professional to place a 
baby for adoption, the following procedures should be adhered to: 
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•  the adoption social worker will complete an initial referral and pass it to the 

Referral and Assessment Team. 

 

•  a copy of the referral will be passed to the Adoption Team Manager for 

allocation to an adoption social worker who will work with the birth mother. 

 

•  the infant will have a separate social worker from the Family Support 

Team, via the Transfer Panel. 

 

•  the family support social worker will liaise with the health visitor/midwife to 

ascertain whether or not the expectant mother is known to them and what 
their involvement has been so far. 

 

•  the adoption social worker should counsel the expectant mother to ensure 

that all options alternative to adoption have been considered, that she is 
fully aware of the implications of adoption and that she understands the 
process involved.   The adoption social worker must give the expectant 
mother the BAAF leaflet “If your child is being adopted” (Section 4, Forms 
- 4.6) and the form “Information for parents about adoption” (Section 4, 
Forms - 4.7).   The expectant mother should sign the last page of the 
document to acknowledge that she has read it, has had the contents 
explained by the social worker and that she has understood it.   If the 
acknowledgement is refused the adoption social worker must record this 
on the case file. 

 
•  the adoption social worker will co-ordinate a Birth Experience Plan 

meeting.   This should include the birth mother, birth father and/or birth 
partner, the midwife, the health visitor, the child’s social worker, the family 
placement social worker and a team manager to chair the meeting. A plan 
will be drawn up with roles and responsibilities clearly identified. 

 

•  consideration should also be given to offering the birth father the same 

 

support. The expectant mother must be made aware of the need for the  
social worker to interview the birth father wherever possible.    

 

•  Where the birth father fails to respond to any attempts made to contact 

him, the actions taken must be recorded on the case file with dates and on 
the subsequent Form E and Schedule II Report to the Court. 

 
Around And Immediately After The Birth: 
 
 

a) 

the hospital midwife will inform the adoption social worker/Adoption 

Team  Manager as soon as possible after the baby’s birth.   If this is out of hours 
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about contacting the Adoption Team Manager.   Thereafter, a decision will be 
made as to the most appropriate person to go to the hospital and when.    
 
 

b) 

the adoption social worker will encourage (where necessary) the 

birth mother to name the child and have photographs taken together with the 
child. 
 
On discharge: 
 
 

c) 

if mother decides to keep the infant the family support social worker 

will offer on-going support. 
 
 

                                                           Or 

 
 

d) 

if the mother still wishes for the infant to be adopted then the infant 

should be placed with foster carers.   The family support social worker will follow 
the Looked After Children procedures. 
 
 

e) 

liaison between the family support social worker and the adoption 

social worker must be maintained. 
 
f) 

if possible the birth mother should be given the opportunity to read a  

 

profile of up to three sets of prospective adopters to assist in selecting 

 

the most appropriate family for her child. 

 
g) 

once adopters have been identified the parent/s will need to sign the 

 

form “Parent(s) Agreement to Placement of child for adoption”.  

 

  

 
Post Adoption Contact 
 
Consideration for post adoption contact must be given due regard throughout the 
adoption process.   It is vital that a child maintains ongoing links with her/his birth 
family throughout their childhood unless there are exceptional circumstances, 
which preclude this.  
 
The contact arrangements will be discussed at the H2 meeting.   It is good 
practice to have a post-adoption worker present at this meeting to meet the 
adopters and be a part of the discussions relating to contact. 
 
As soon as possible after placement the adopters and birth family should be 
asked to sign a post contact agreement form    
 
The post adoption workers will facilitate the exchange of information under the 
terms agreed by all parties. 
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The Adoption National Minimum Standards require that the adoption agency 
ensure comprehensive and accurate case records are maintained for each child 
(Standard 20).   The case file should contain the information as set out in the 
Adoption Regulations 1983.    The file should be separate from any other pre-
existing care files maintained on the child. 
 
This obligation recognises the special, lifetime significance of adoption.   Such 
files should, accordingly, be afforded proper importance.   Their organisation and 
maintenance and the arrangements for their security should reflect this and they 
should therefore be archived appropriately.   The Adoption File Guide Sheet 
gives details of the contents for such files. (See recording guidelines). 
 
Adoption files should be cross-referenced with care files, files on any siblings for 
whom adoption was the plan, and the adopters. 
 
Practice Guidance 
 
The Permanency Policy: 
 
Planning Issues 
 

•  Whenever possible, brothers and sisters should be placed together and, 

where this is not possible, clear reasons should be recorded and thought 
given to how these reasons will seem to the child/ren in later life. 

 

•  The wishes and feelings of the child/ren must receive serious 

consideration, according to their age and understanding. 

 

•  Consideration of what contact with the birth family will be appropriate for 

the child/ren, when adopted or permanently placed, needs to start as soon 
as permanency is considered.  Experts usually distinguish between 
contact that gives a child knowledge of the birth family and contact, which 
encourages a relationship.  What is appropriate will be different for every 
child and likely to vary over time. 

 

Knowledge of the birth family can be provided by indirect or very limited 
contact, involving the exchange of information in controlled circumstances. 
 
Contact that encourages a relationship is likely to be more frequent and 
less controlled.   It will be most helpful if the birth relative has a positive 
attitude to the permanent placement and the adopters or carers are also 
able to view it constructively.  The key to achieving successful contact is to 
keep the focus on the child/ren. 
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reflects the child’s race, culture and religion.   Recent research reported in 
“Adoption Now: Messages from Research” (1999) indicates that 
placements may give the impression of being ethnically matched when 
colour is treated as the pre-eminent consideration, but placements 
matched for colour are not necessarily matched for race and culture. 

 

However, no child/ren should be denied a permanent family solely on the 
grounds that the prospective new family do not share the same racial 
heritage, culture or religions as the child/ren.   If the search for a family is 
likely to mean significant delay in permanently placing the child/ren (over 6 
months) consideration should be given to a family which can most closely 
resemble an ‘ideal’ match and which can deal sensitively with all the 
child/ren’s needs. 
 
In some cases this may mean placing a child/ren trans-racially with a 
family who can help nurture a child/ren’s black or dual heritage identity 
and deal with racism.  Older children should be asked for their views when 
considering placement options and these should be respected. 

 

•  The decision to place siblings separately or to place children trans-racially 

should be taken at a Care Planning Meeting and ratified at a Child Care 
Review; reasons should be carefully recorded. 

 
The Planning Process 
 
Reviews (held under the Review of Children’s Cases Regulations) are the 
planning forum for any decision to change the care plan of a Looked After Child. 
(See section 5) 
 
Even when the overall care plan is Time Limited Assessment, consideration can 
be given to contingency plans for permanency and to the work needed to 
establish this.   This will include, at an early stage, exploring whether members of 
the extended family can care for the child/ren in the event that assessment rules 
out return home. 
 
Child Care Reviews should include a member of the permanence team as soon 
as a return to birth parents is thought unlikely. Parents will need to be prepared 
for their presence at the review. 
 
The decision to pursue permanency for a child should be taken at a Care 
Planning Meeting and ratified at a Child Care Review and parents should be 
involved as fully as possible.   The Court Care Plan should be a reflection of 
planning decisions taken at the Care Planning Meeting/Child’s Care Review.   
The LAC Care Plan should be amended to reflect this.   The plan for permanence 
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outside the birth family is not the care plan, reasons should be recorded. 
 
The plan to pursue adoption should cover the matters detailed above and in 
addition consider: 
 
1) the need for legal advice on the appropriate route 
 
2) the need for independent counselling for parents 
 
3) whether an adoption allowance should be payable in respect of the child 
 
Parallel planning / twin tracking is the process whereby plans for permanence for 
a child are considered, and elements of those plans put into place, at the same 
time as plans for rehabilitation. 
 
The aim is to avoid delay in securing a permanent family for the child. 
  
Where adoption is the preferred option Circular No. LAC 98/20 gives advice as to 
what steps should be taken before the final hearing. 
 
In summary, the circular states that it is important that local authorities satisfy 
themselves that sufficient assessment has been undertaken to rule out 
rehabilitation or placement with relatives. Where this has been done the following 
should be addressed before the final hearing:- 
 

(a) Steps should be taken within the local authority to coordinate information 

between the team responsible for the care proceedings and those 
responsible for family finding. 

(b) The form E should be completed. 
(c) The adoption panel should consider the case with a view to 

recommending whether adoption is in the child’s best interest. 

(d) The local authority should have identified key steps and timetable for 

placement including family finding. 

(e) The care plan should consider a contingency plan if adoption cannot be 

achieved. 

(f) Consideration should be given to freeing. 
 

The Circular also states that it is important to identify at an early stage those 
cases which require the child to be freed for adoption as soon as possible so that 
the timetabling of the court hearings can be coordinated. It is expensive for the 
local authority, stressful for the parents and may cause delay for the child to have 
a care application followed months later by a freeing application. 
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the agency decider should not confirm the panel recommendation and 
introductions should not begin prior to the final hearing. 
 
In order to follow this advice, thought needs to be given to parallel planning at the 
time of commencing the care proceedings. If adoption is the plan (should 
rehabilitation be unsuccessful) then an initial referral to the adoption team should 
be made. The form E should be started at an early stage. 
 
The extended family should be considered at this stage.  
A family group conference should be held and members of the extended family 
asked whether they wish to be considered as carers if rehabilitation is 
unsuccessful. If so, they should be assessed at the same time as attempts at 
rehabilitation. Attempts should be made to trace family members if necessary. 
 
By the time of the final care planning meeting any assessments of family 
members should have been completed. A member of the adoption team should 
be invited to give advice about family finding. 
 
Once the decision is made that adoption is the care plan the child should be 
presented to the adoption panel for a “best interests” decision. It is unlikely to be 
appropriate for the panel to make a recommendation whilst assessments of the 
parents or extended family have not been completed. 
 
When timetabling the care proceedings time needs to be allowed for the case to 
go to panel and a freeing application to be made prior to final hearing. 
Presentation to the panel will be a social work step to be timetabled. In the 
county court there must be a directions hearing for the freeing application 28 
days before the final hearing. 
 
Permanence planning should be discussed as part of the child care review 
process once a child becomes looked after.  The permanence plan has to be 
specified at the second (four month review).  
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Initiate Care Proceedings 

(via Resource Panel) 

 
 
 

 

 

Interim Care Planning Meeting 

(Child’s S/W, Legal and T.M.) 

Consideration given to parallel plan should 

rehabilitation plan not be successful.  Permanence 

plans should be discussed at Child Care Reviews 

and the Permanence Plan should be specified at the 

4 month (second review after becoming looked 

after). 

Prepare Form E 

 

             

Prepare profile of child 
 

 

 

 
 

Case timetabled for 

 

                Referral to Adoption Team                    FGC  

Court (ensure that there                           for preliminary family finding        (this should have 
Is enough time for the                                                                                      occurred before 
case to be presented for                                                                                 initiating care  
a  B.I. recommendation and                                                                              proceedings) 
Freeing application to be  
issued between Final Care  
Plan meeting and Final Hearing) 
                                                                                                                        

Any family  

member interested in 

caring for child to be 

assessed alongside  

rehab plan 

                                                                                                              

 

 

Final Care Planning meeting                      to include:   

- Team Manager (F.S.) 

Information 

about 

feasibility 

 

    - 

Legal 

of finding adopters at this stage 

 

 

 

- Adoption social worker 

 

 

 

 

 

 

 

 

- Other relevant professionals 

 

 

 

 

 

 

 

 

- Children’s Guardian (invited) 

 

 

 

 
 
Decision that Adoption is the Care Plan 
 
 

 

 
Presentation to Adoption & Permanence Panel 
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Care Proceedings Prior To An Adoption Care Plan 
 
1) In a minority of applications for a care order, it becomes apparent, during the 
proceedings, that adoption will be the preferred option should a care order be 
made at the final hearing.   Some courts are presented with evidence, about the 
preliminary steps that the local authority has taken to effect an adoption 
placement, should a care order be made at the final care application hearing.   
Elsewhere, courts are informed that no or only minimal preparatory work has 
been undertaken.   This poses the likelihood of serious delay before placement 
and as such, may well be detrimental to the child’s welfare.   Each child and 
family situation is different and so guidance setting out the preferred approach 
has to be flexible.  Where adoption is the probable option, the courts will need to 
be advised of the likely steps and time-scales to implement the plan.   The 
following paragraphs offer a framework where adoption is envisaged which is 
intended to achieve greater consistency within both the care proceedings and the 
preparation of the care plan. 
 
2) Where the facts of the case remain in dispute up to the final hearing, the 
choice of placement may significantly depend on findings of fact and indeed, in 
some cases no care order is made at all.   It is these cases where it is most likely 
to be most difficult to effect much, if any, detailed preparatory work prior to the 
final hearing concerning possible adoptive placement.   However, it should 
normally be possible to explain the principal steps which would need to be taken 
before an adoptive placement could be made within the care plan and give 
estimated time-scales for each of the key steps.   This would include those cases 
where it is necessary to time-table therapeutic work with the child before 
preparing the child for placement. 
 
3) Even when the facts in certain cases of the care application are not disputed 
and the preferred option in the care plan is adoption, it is important that local 
authorities have satisfied themselves that sufficient assessment has taken place 
to rule out rehabilitation or placement with relatives, for example, under a Section 
8 Residence Order.   In these cases, local authority procedures should facilitate 
the process of finding an adoptive placement.   The progress, which can be 
made before the final hearing, will depend on a range of factors, including the 
overall time-scale of the care proceedings.  In addition, sensitivity is needed to 
ensure that the child’s parent(s) understand that the care hearing under the 
Children Act is not the same as any later consent, unless a freeing application is 
being considered at the same time (see paragraph 5 below). 
 
4) In cases described in the preceding paragraph, the following points should 
always be addressed: 
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information between the team responsible for the care proceedings application 
and those responsible for family finding; have they allocated responsibilities for 
carrying out the necessary work? 
 
b) Has the BAAF Form E (details about the child) been completed as far as 
possible, including obtaining from the parent(s) relevant medical and other 
details, although there may be difficulty in obtaining the necessary medical and 
other information from the parents. 
 
c) Has the Panel considered the case, with a view to making recommendations 
on whether the adoption is in the child/ren’s best interests? 
 
d) Has the local authority identified the key steps and time-table, including family 
finding and any necessary therapy, and issues of contact (for inclusion in the 
care plan) which would lead to an adoptive placement, if the court made a care 
order? 
 
e) Does the care plan include a contingency plan, for use in specified 
circumstances, if the preferred option for adoption cannot be achieved? 
 
f) Is this a case where freeing ought to be considered?   (see paragraph 5 
below). 
 
5) There are also some (but not many) care cases with a view to adoption which 
may also require the child to be freed for adoption as soon as possible.   It is 
important that there is full discussion with the local authority’s legal advisors to 
ensure that such cases are identified as early as possible so that the gathering of 
evidence and the time-tabling of the court hearings can be co-ordinated.    
 
It is expensive for the local authority, stressful for the parent(s) and possibly an 
unnecessary further delay for the child to have a care application, followed 
months later by a freeing application, both of which may be contested.   
However, it is not appropriate before the final care hearing for there to have been 
introductions between the child and the prospective adopters or for the agency to 
have confirmed the panel’s recommendations.   From Care plans and care 
proceedings under the Children Act 1989 circular March 1999. 
 
Procedures For Referrals For Family Finding 
 
The child’s social worker will complete a permanency referral form with the 
child’s details as soon as adoption or long term fostering is considered to be a 
possibility and this should be passed to the Adoption & Permanence Team 
Manager. 
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search of information held on prospective adopters and/or foster carers. 
 
A BAAF Form E will be completed as soon as it is established that the child 
needs a permanent substitute family, as this is the accepted format for identifying 
appropriate placements. 
 
A copy of the last Child Care Review should also be provided to accompany the 
referral. 
 
Finding The Right Family 
 
A family finder will be identified from the Adoption & Permanence Team in order 
to identify prospective permanent carer(s) for the child/ren. 
 
Details of the child/ren will be circulated to other members of the local adoption 
consortium for information on possible matches. 
 
Local authorities and other adoption/fostering agencies will also be circulated and 
advertisements placed in Adoption and/or Fostering Journals. 
 
The family finder will prepare summaries of all suitable responses for the child’s 
social worker. 
 
Up to 3 possible matches can then be short listed at a meeting with the social 
worker and joint visits planned.   The birth parents are also relevant to the family 
finding process and should be involved in the planning process. 
 
Prior to the interviews, questions should be prepared giving consideration to the 
child’s needs and to fairness in selection. 
 
After interviews have taken place, the final matching proposal will be agreed at a 
meeting with a Team Manager.  The matching chart should be used, see sample 
of matching form. 
 
The family finder will inform all possible matches of the outcome. 
The family finder, together with the child’s social worker, will then write the 
matching report. 
  
Adoption Files 
 
The SSI produces the following guidance. 
 
Child’s Adoption Case File - Suggested Contents 
 
Context 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 230 



[bookmark: 282] 

Standard 25.1 
The adoption agency ensures comprehensive and accurate case records 
are maintained for each child and prospective and approved adopters with 
whom the adoption agency has worked.  Adoption Regulation – National 
Minimum Standards (Care Standards Act 2000) Section 9. 
 

  
Each child should have a separate adoption file with their care file(s). There is a 
suggested checklist for adoption files. It is important to remember that the child 
may wish to see their adoption file once they are 18 years old and therefore, as 
much information from the checklist should be included in the file. 
 
Files should be cross-referenced with those of birth families, any siblings for 
whom adoption is the plan and the adopters. 
 
Practice Guidance 
 
Planning For Permanence 
 
The objective for planning for permanence for a child or children is for them to 
have a secure and stable family to offer them parenting throughout childhood and 
beyond.   When making permanency plans for children who are being looked 
after by Milton Keynes Children’s Services the options available include: 
 

•  returning home to birth family 

•  living with the wider family or friends 

•  long term fostering 

•  adoption 

 
The option of adoption provides legal permanence for the child or children; 
however, the other options may provide the best opportunity in securing the 
child’s permanency needs. 
 
The decision to pursue permanency for a child will be made at a Care Planning 
Meeting or at a Looked After Children Review.  Birth parents should be involved 
as fully as possible.   Where adoption is considered to be the best option for the 
child the social worker will need to attend the adoption and permanence panel for 
recommendation of ‘Best Interest’ of the child.   The final decision for this 
recommendation will be made by the agency decider. Normally the plan for 
adoption will run parallel with the care proceedings and Milton Keynes Children’s 
Services’ decision about adoption will be reflected in the care plan for the court.    
 
The plan to pursue adoption should also cover: 
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•  the need for independent counselling for the birth family  

•  whether an adoption allowance needs to be pursued in respect of the child 

 
It is important that the care planning process gives due consideration to birth 
family members offering permanency to the child and should be fully explored 
before presenting to the adoption and permanence panel. Issues for contact will 
need to be discussed at the care planning meeting/child care review. 
 
Where adoption has been at the request of a birth parent, the care planning 
process still has to be adhered to.  However, in most circumstances, care 
proceedings will not need to be instigated. 
 
Work With Birth Parents: 
 
In Contested Cases: 
 
Where the plan for adoption has arisen in the context of care proceedings, this is 
a complex area of work and requires great sensitivity in helping birth parent(s) 
understand the actions of Milton Keynes Children’s Services.   Birth parent(s) 
must be consulted and, wherever possible, involved in the decision making 
process and planning for the child. 
 

•  The birth parent(s) need to be kept informed at each stage of the process 

and made  

•  aware of the timescales involved for their child 

 

•  The birth parent(s) must be informed, when it has been decided at a 

review or care-planning meeting, that the care plan is adoption.   As part 
of good practice this decision should be confirmed in writing 

 

•  The conditions and procedures for dispensing with parental consent must 

be discussed with the birth parent(s) and should include supporting them 
in seeking legal advice 

 

•  Birth parents should be provided with the explanatory leaflet “Information 

for Birth Parents”. They should be asked to sign that they have received 
the information 

 

•  The child’s social worker should gather the views of the birth parent(s) 

about the plan and should include their wishes in respect of race, culture, 
religion and language.  This should be recorded clearly on the child’s 
BAAF Form E.  It will be also helpful if parents can contribute to the 
information in the Form E.  
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much information about family background (including medical history of 
family members) to provide information for the child in the future.   Form A 
should be filled in by the social worker with the parents if possible.   If it is 
not possible, attempts should be made to gather the information from 
close family members.   

 

•  Adoption agencies are obliged to take the wishes of birth parents into 

account and should do their best to place the child with a family which 
comes as close as possible to that envisaged by the parents.   If at all 
possible, the birth parents should be involved in the selection of the 
adoptive parents.   This can have positive benefits.   It can help the birth 
parents come to terms with the adoption, help adopters in the care of the 
child and help the child in later life.   However, it may not always be 
possible to do this:  their wishes may be too restrictive, looking to their 
own needs rather than the child’s, or may be unrealistic or even 
misguided.   Adoption is a service essentially focused on meeting the 
needs of children as the first consideration.  It may also be the case 
that the particular needs of a child are so complex or diverse as to limit the 
availability of choice. 

 
If there is parental agreement to placing an infant for adoption or a child is placed 
with foster carers from birth, it is essential that consideration is given to the 
child’s needs in later life from it earliest hours.    
 
Care should be taken that there are infant photographs available as soon as 
possible after birth, and that souvenirs such as the hospital bracelet are kept.   
The hospital will record the usual factual information but time of birth and weight 
must be kept on the child’s file together with any less formal information. 
 
Adoption Requested By Birth Parent(s) 
 
Prior To Baby’s Birth 
 
Where adoption has been at the request of a birth parent the adoption social 
worker will normally work closely with them in making plans to best secure their 
child's future. 
 
It must be explained to the birth mother that she does not commit herself to 
adoption until after the baby is born and only then when she feels certain that this 
is the right course of action for her child.  The birth mother should be informed 
that she can continue to have contact with her child until the application for 
adoption is submitted.  Until this time, she retains full parental responsibility for 
the child.  After the adoption application is submitted, the child becomes a 
protected child and the court will make any decisions regarding the child.  An 
adoption order cannot be granted until the child is 19 weeks old and he/she must 
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discuss all the alternatives to adoption that are available including what help and 
support can be offered if she decided to keep the baby.   The question to be 
explored fully is why she believes adoption is the best option.   It is imperative 
that the birth mother understands the nature and legal status of adoption, that it 
is legally permanent, that legal ties with her will be severed and that her child will 
have access to their birth records at the age of 18. 
 
The adoption social worker needs to explore with the birth parent(s) the viability 
of a family member caring for their child.  Any family member who is suggested 
by the birth parent should be written to, seeking their views and asking whether 
they wish to be considered as potential carers.  This is likely to be a sensitive 
issue and the birth parent(s) may not wish to suggest anyone within their family. 
Therefore they need to be reminded that they have a responsibility to their child 
at this stage in order to best secure their child’s future. 
 
Where their child is to be placed outside the family, consideration for their wishes 
and feelings about the kind of family the child will grow up in should be explored.   
An explanation must be given about the birth parent(s) being able to make their 
wishes known in respect of the nature and level of contact and religion, language 
and culture.   It may be appropriate to share the profile of the potential adopters 
as recorded in the Form F Part I. 
 
The need for full disclosure of information by the birth parent(s) is vital to assist 
the adopters telling the child about the circumstances of his or her birth and 
adoption so that as he/she grows and matures, they have an increasing 
understanding about their family of origin.   This may also assist the child, as an 
adult, to seek more information and possibly trace birth family members.   
Medical information is also required, including an obstetric report on the health of 
the mother before and after delivery and a neonatal report on the child, which 
may be relevant to the child’s present condition and future prospects.   This is 
recorded on the BAAF Form MB.     
 
The legal position at the various stages of the process which may include the 
birth parent(s)’ rights and responsibilities, Section 8 Orders, Contact Orders and 
the role of court officials must be explained.    
 
Where possible, birth parent(s) should have the opportunity to visit the foster 
placement before the child is born. 
 
It is important to interview the birth father, particularly where he holds parental 
responsibility.   If this is not the case, the birth father should still be interviewed 
unless strongly counter-indicated.   
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Adoption agency regulations require the agency to counsel the birth father, 
provide him with information about adoption and advise him of his rights.   There 
may, however, be circumstances where this is impracticable and/or not in the 
child’s best interests i.e. where the birth father is already married or where the 
child was conceived as a result of rape.   The birth mother may not know or 
choose not to disclose the identity of the father:  she should be informed of the 
importance of providing as much background and medical information as 
possible, for her child’s future welfare. 
 
If the birth father is liable to contribute towards the child’s maintenance by a court 
order or by agreement, he is a respondent to the adoption application and can be 
heard in the adoption proceedings. 
 
Where the birth father has obtained parental responsibility he will be required to 
sign an agreement to an adoption order. 
 
A reporting court official may inform the court that the birth father (who does not 
hold parental responsibility) wishes his views to be heard and the court may 
make him a respondent 
 
Where the birth father cannot be interviewed, the reasons and circumstances 
must be clearly recorded on the Form E and in the Schedule II report. 
 
Husband To Birth Mother  
 
In this situation the husband must be interviewed and counselled regardless of 
the paternity of the child.   His wishes about the proposed adoption must be 
ascertained and if he is not in agreement, he must be asked what alternative he 
proposes.   If the child was conceived extra-maritally when the birth mother and 
her husband were living together, the husband is presumed to be the father of 
the child and his agreement to the adoption is required, or must be dispensed 
with. 
 
The birth mother may make a statement to the court that the husband is NOT the 
father.   In this case the court may order DNA tests.  If the court finds that the 
mother’s husband is not the father, attempts should be made to interview the 
birth father.   In this situation, the husband’s agreement to the adoption is not 
required but his wishes and feelings should be ascertained. 
 
Birth Mother Under 16 Years Of Age 
 
Where the mother is under 16, she must be counselled as to the need to 
interview her parents.   This also applies to the birth father’s parents if he is also 
under 16.   Their parents should be counselled and their views must be 
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and Annexe to LAC (84) (3) “Information for parents about adoption” and sign to 
acknowledge receipt of this. 
 
The social worker must consider any child protection issues and any action 
necessary under Child Protection Procedures. 
 
Birth Experience Plan Meeting   
 
It is good practice to organise a birth experience plan meeting in order to agree 
tasks and responsibilities once the baby is born.   It is the adoption social 
worker’s responsibility to co-ordinate such a meeting and, wherever possible, 
include as many of the following: 
 

•  The birth mother 

•  The birth father/birth partner 

•  The child’s social worker 

•  The adoption social worker 

•  The family placement social worker 

•  A representative from the Emergency Duty Social Work Team 

•  The midwife 

•  The health visitor 

•  A Team Manager (to chair the meeting) 

 
The aim of the meeting is to draw up a plan with roles and responsibilities clearly 
identified and, where appropriate, timescales should be included.   The contact 
numbers of all professionals involved should be given at the meeting.   
Contingencies need to be considered in the event of the child being born out of 
normal office hours.   The meeting should address the issue of the birth mother 
remaining in hospital for a minimum of 48 hours after the birth. 
  
 Presentation To Adoption And Permanence Panel: 
 
Introduction 
 
This guide provides summary information as to what needs to be done to bring 
cases to panel for a recommendation as to approval as adoptive carers and 
permanent foster carers, approval for permanent placement and agreement to 
seek freeing orders and matching for adoption. 
 
The following pages contain: 
 
Procedure for presenting plan for adoption: 

 

 

BAAF Form E 

Procedure for presenting carers for approval:   

 

BAAF Form F 

Procedure for presenting a match: 

 

 

 

Matching Report 
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Adoption and permanence team social workers can advise and may already be 
involved as part of the care planning process.   An identified family finder will be 
allocated in the team once the care plan is finalised or following a best interest 
decision at the Panel. 
 
FORM E 
 
Present carers should be encouraged to contribute to the Form E.   The Form E 
must be up to date as children’s needs and development change over time.   
Social workers should attempt to use flow charts, genograms and other diagrams 
to clarify complex information.   It is vital to record, very carefully, the number 
of placements/moves the child has experienced since removal from birth 
family.   Other reports e.g. from schools should be provided where possible.    
An up-to-date photograph of the child should be brought to panel.   The Form E 
should always have a copy of the current Looked After Children care plan 
attached. 
 
Social workers should bear in mind that the Form E may be the first information 
that prospective carers get about a child, and that the information in it is likely to 
stay with the child for life.   It is essential that information is presented accurately, 
simply and clearly using non-judgmental language. 
 
The report should be written in such a way as to be perfectly understandable by 
someone with no knowledge of the case.   Where siblings are concerned it is 
appropriate, where they share parenting histories, to use the same recording 
(Part 2A of the Form E) on the child’s family history in each Form E. 
 
The planning process that led to the decision to seek permanency for the child 
must be clearly identified (nature of meeting, responsible officers, date of 
decision) (Part 2C). 
 
In order to ensure good practice the Form E should be read and signed by the 
birth parent(s) or the child’s social worker should go through it with them 
 
The views of parent(s) and child/ren should be presented clearly.   Wherever 
possible, and where children are of an appropriate age, the written views of 
parent(s) and child/ren should be made available to the panel in the form of a 
letter or similar communication. 
 
Social workers should take great care to check the accuracy of dates and proof 
read the Form E carefully 
The Form E must be signed by the Team Manager to endorse accuracy and 
quality. 
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 A full adoption medical must be undertaken and the adoption medical report 
must be sent to the panel medical adviser who will make comments on the form, 
which is then returned to the social worker.   Panel members need copies of 
her/his comments, not copies of the supporting medical reports. 
 
Annex to Form C or D (depending on the child’s age) describing what the child is 
like to live with should be given to the family placement social worker for 
completion by the child’s primary carer (usually a foster carer).  Care should be 
taken to ensure that a balanced view of the child is presented.   
 
A paediatrician at the Child Development Clinic at Milton Keynes Primary Care 
Trust, Standing Way, Eaglestone, Milton Keynes undertakes adoption medicals.   
A written request for an appointment is required.   If the child is known to a 
paediatrician it may be more appropriate for them to undertaken the medical 
examination.   In either case, several weeks’ notice will be required.  The 
following information should be included in the letter: 
 

•  Annexe to form C or D 

•  Obstetric report and neonatal report (Form MB) 

•  Medical report on birth parent(s) (Form A)   

 
It is usual for the primary care giver to take the child to the appointment.  
However, in some circumstances this may be undertaken by the social worker. It 
is very helpful for the following information to be available at the appointment: 
 

•  Personal child health record (red book) 

•  Any previous medical and relevant specialist reports 

•  Current medical contacts (including recent and outstanding appointments) 

•  Other medical, social and family history 

•  Name and address of the child’s current (and previous) GP 

 
It is good practice for the child to have their medical undertaken before the 
Best Interests are presented to Panel. 
 
If a child is placed outside the area the social worker should make arrangements 
for the medical to be carried out by whoever normally undertakes such medicals 
in the placement area.   This should be a doctor experienced in paediatrics and 
developmental assessment. 
 
When adoption medicals are returned they must be passed, without delay, to the 
panel administrator who will forward them to the panel’s medical adviser. 
NB 

BAAF Practice Note 32 offers further information on using the medical 

forms  (Section 4, Forms - 4.26). 
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This must be sought in the course of care proceedings, but also in adoption 
cases, whether or not the adoption is at the request of the parent(s).   The legal 
adviser will attend for all cases and the social worker should discuss the case 
with the legal department. 
 
NB 

If a child has not been matched within 3 months of the original 

presentation to the adoption and permanence panel, the social worker and family 
finder must return to panel to present a short written report on progress to date.   
Progress updates should be reported to panel every 3 months thereafter until a 
match is presented. 
 
Adoption Allowances 
 
If there is likely to be a need for an adoption allowance in respect of the child, an 
assessment should be made in accordance with procedures relating to financial 
matters for looked after children.   The proposal for an adoption allowance should 
be presented to panel at the same time as the best interests decision.     
 
Procedure For Presenting A Match To The Panel 
 
Form E 
 
The form needs to be as up to date as possible for presentation for a match. 
 

•  If the Form E was first presented to panel more than 4 months ago, an 

updated report should be added and a new date on the front page; this 
indicates that more work has been undertaken 

 

•  Medicals may also need updating, depending on circumstances and on 

the child’s age 

 

•  The summary of the child’s needs must be clearly identifiable as part of 

the matching report that adoption was in the child’s best interests 

 

•  Previous Panel minutes need to be attached 

 

•  Where a child/ren attract an adoption allowance (confirmed at best 

interests) the adopters’ eligibility for such an allowance should be 
considered and presented to panel 

 
Form F 

•  The minutes of the panel which recommended the approval of the carers 

must be provided, plus confirmation in writing that the recommendation 
was agreed by the agency, in writing, with the date 
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•  Checks should be made to ascertain whether or not the proposed 

placement is in accordance with the nature of the approval agreed by the 
agency (e.g. this should not be linked for a girl if the approval is for boys 
only, unless there has been a ‘change of use’ approval process 
completed) 

 
Matching Report 
 
This must clearly identify the priority needs of the child.   It must detail the search 
to find suitable carers, and summarise those who were considered but who were 
judged less suitable for this particular child’s needs and the reasons for this. 
 
It must detail in a structured and systematic way both the needs of the child, and 
the carers’ capacity or skills to meet them.     
 
It should be signed by the worker for the child and either the family finder or the 
link worker for the carer. 
 
Matching reports are required by the Panel to enable them to assess the 
suitability of carers for a particular child.   A good matching report should act as a 
swift reference point for Panel members to isolate the areas, which need to be 
assessed and considered. 
 
A ‘matching report’ must accompany the Form F and Form E when presenting a 
child and a family to the adoption panel.  The format can be found on page 259.  
      
Operation And Composition Of The Adoption & Permanence 
Panel 
 
Introduction 
 
All adoption agencies are required to have adoption panels under the Adoption 
Agencies Regulations 1983.   Milton Keynes operates an Adoption & 
Permanence Panel. Each aspect of the agency’s adoption and permanence work 
- making adoption and permanency fostering plans for children, considering the 
suitability of prospective adopters and long term foster carers and matching 
individual children with adoptive parents/long term foster carers - must be 
considered by the Panel and the panel’s recommendation must be taken into 
account by the agency decider when making its decision. 
 
Membership Of Panel 
 
The composition of the Panel is in part dictated by the Adoption Agency 
Regulations 1983 and subsequently modified by the 1997 Amendments.   These 
state that: 
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1) 

An agency shall establish at least one panel and shall appoint no more 

than 10 persons, including at least one man and one woman to be members of 
such a panel. 
 
2) 

The adoption agency shall appoint a chairperson. 

 
3) 

Two social workers in the employment of the adoption agency. 

 
4) 

At least one member of the adoption agency’s Management Committee 

where the agency is an approved adoption agency or, where the adoption 
agency is a Local Authority, at least one member of the authority’s Social 
Services Committee. 
 
5) 

A person nominated as the medical adviser of the adoption panel. 

 
6) 

At least three other persons (“independent person(s)”), not being 

members or employees of the adoption agency, or elected members where the 
agency is a local authority. 
 
7) 

The agency shall appoint one of the members of the adoption panel as 

vice chairperson. 
 
8) 

The regulations also allow for the appointment of a legal adviser and 

professional adviser.  These are non-voting members. 
 
The Panel is only quorate when at least six members are present and this must 
include the chairperson or vice chairperson and a social worker in the 
employment of the adoption agency. 
 
Panel members, apart from the medical adviser and the other two professional 
advisers, need to serve at least one year and not more than three years.   Panel 
members are expected to attend at least for 75% of panel dates. 
 
Organisation 
 
The Panel is held 12 times per year, normally on a Friday morning. 
 
It is the role of the Panel to make recommendations to the agency decider 
(currently the Strategic Director of Neighbourhood Services). 
 
Panel members receive papers a week in advance of the panel date and usually 
identify a list of questions for the social worker/family placement worker 
presenting the case before inviting them in to the discuss the report. 
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Notification of Panel Outcomes 
 
Panel recommendations are passed to the Agency Decider who has final 
responsibility for the decision. 
 
Letters confirming the agency’s decision to approve adopters will be sent out to 
applicants by the Agency Decider.  
 
Letters to parents confirming the child’s plan must be sent by social workers 
following receipt of the Agency Decider’s decision.  
 
The prospective adopters should be sent a formal proposal of any adoption 
allowance payable.   A standard letter is available for this purpose.  
 
Adoption Placement Planning Meeting (Inter-Agency Planning Meeting) 
 
(See page 216)  
 
Preparing The Child For Placement 
 
The following is the work to be undertaken with the child by the child’s social 
worker: 
 

•  Developing an appropriate child focused relationship with the child 

 

•  Discussing the plan with the child and helping them to understand what 

this means including the meaning of being adopted and the time it will take 

 

•  Gathering their views and writing this down in relation to: 

 
a) 

their birth parent/s and birth family, including their brothers and sisters 

b) 

other significant people in their lives 

c) 

their life and experiences to date including constructing a life story book 

d) their 

school 

e) their 

friends 

f) 

their hobbies, interests and sports activities 

g) 

contact with birth parent/s and other family members 

 

•  Presenting their views in planning and decision making meetings 

 

•  Arranging for them to participate in planning and decision making 

meetings when appropriate 
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through the Assessment Framework, the Looked After Children 
documentation and BAAF Form E 

 

•  Gathering their views on what a new family should be like and writing this 

down 

 

•  Supporting them to draw up a profile of themselves that can be shared 

with potential adopters 

 

•  Preparing and supporting them through all court proceedings 

 

•  Talking to them about any family identified as a potential adoptive family.   

This should include: 

 
a) 

who lives in the family 

b) 

a pen picture of what they are like 

c) 

what the house is like 

d) 

what experience of children they have had 

e) 

any pets that the family have 

f) the 

school 

g) 

potential new friends 

 

•  Introducing them to the adoptive family in a supportive, structured and 

unhurried way 

 

•  Planning for the final move to the new family in a supportive and sensitive 

way, taking account of the need for thorough and timely preparation 

 

•  Preparing other children who may be affected by the child’s placement, 

including any birth siblings and children in the adopters’ household, in co-
operation with the family finding social worker 

 

•  Ensuring that all their belongings and possessions are transferred with the 

child, working with the child’s current carers to ensure that all 
belongings/clothing are packed appropriately in suitcases/boxes 

 

•  Arranging for them to start and make the transition into a new school 

 

•  Planning for their health needs to be addressed in co-operation with the 

family finding social worker 

 

•  Planning for them to say “goodbye” to those people who are important to 

them, including birth parents, birth family and their current carers 
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family and, where agreed, after the adoption order has been made 

 

•  The following is the work to be undertaken by the child’s social worker with 

the child’s current carer(s): 

 

•  Gathering their views and writing this down in relation to: 

 
a) 

the child’s needs in relation to a new family.   This should take account of 

issues of race, culture, religion, language and the placement of brothers and 
sisters.   It should also take account of the carer’s experience and views in 
relation to readiness for family life using the dimensions of the Assessment 
Framework 
 
b) 

the child’s needs in relation to brothers and sisters 

 
c) 

the child’s needs for contact, after placement, with birth parent/s and birth 

relatives 
 
d) 

any other matters where the carer/s have information, experience and 

views relevant to the child’s future welfare 
 
e) 

their role in preparing the child to be introduced to the adoptive parent/s in 

a supportive and sensitive way 
 
f) 

their role in arranging for the child to move to the new family in a 

supportive and sensitive way 
 

•  Ensuring that all the child’s belongings and possessions are moved  

 

•  Ensuring that appropriate leaving parties are arranged 

 

•  Ensuring that schools are informed and that learning materials, records of 

achievement and progress are properly gathered together, in co-operation 
with the family finding social worker 

 
H2 Meeting 
 
The H2 is a planning meeting to agree the introduction process of a child/ren to 
their prospective adopter(s) (See page 216). This meeting is also to ensure that 
all the information needed to care for the child/ren is shared with the adopter(s); 
there may be some information, which it might not be possible to share at this 
point.   However, all relevant information should be shared at the point of 
placement. 
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authority and includes:  
 
: 

The prospective adopter(s) 

: 

The adopters’ social worker 

: 

The child’s social worker 

: The 

foster 

carer(s) 

: 

The family placement social worker 

: 

The family finder 

: 

Any other relevant person 

 
The BAAF Form H1 (See page 216) which confirms financial arrangements, is 
normally agreed outside the H2 meeting between the agencies involved and 
signed by the respective team managers.  
 
Introductions can commence, if appropriate, straight after the planning meeting 
but the agency decision for the match will have to be confirmed.  The plan for 
when the adopter(s) will meet the child/ren is usually agreed well in advance of 
the H2 meeting.   
 
It is normal practice for the first meeting between the adopter(s) and the child/ren 
to take place at the foster carer’s home and it is fairly brief; about an hour. If this 
happens, it is important that the momentum continues into the days immediately 
following.   If this is not possible, the first meeting may be better delayed until the 
rest of the introduction programme can follow. 
 
The length of the introductions can vary from a few days to a few weeks 
depending on the needs of the child.   A number of tasks need to be undertaken 
before placement, for example:  a meeting with birth parents/other family 
members, introducing the child to his or her new school, a time for goodbyes to 
friends and foster carers etc.   It is important for the prospective adopters and the 
child/ren to spend time together in a variety of settings and at different times of 
the day, like mealtimes, bedtimes and seeing the child/ren’s daily routines.   If 
feasible, it is very helpful for the foster carers to go with the child to visit the 
prospective adopters at their home.   “Breathing spaces” and the opportunity to 
reflect are also important for everyone.   A review of how introductions are going 
is an important part of the plan in order to build in some flexibility to the time-
scale and to ensure that the placement takes place when everyone feels it is 
right for the child. 
 
After Placement 
 
Notifications Of Placement  
The following should be notified of the child’s placement: 
 
* 

The Health Authority responsible for the area in which the child will reside 
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The Local Education Authority responsible for the area in which the child 

will reside 
* 

The Social Services Authority responsible for the area in which the child 

will reside 
 
Standard letters are available on the L Drive 
 
The child’s parents should be formally informed that the move has taken place.  
 
Documentation For Adopters 
 
The adopters should be provided with the following: 
 
* 

BAAF Form E 

* 

BAAF Form H2  

* 

BAAF Form C or D (medical information on child) 

* 

LAC Care Plan should accompany Form E 

* 

EIR 1 & 2 

* 

Latest version of Action and Assessment Record 

* Birth 

Certificate 

* 

Child Health Record 

* School 

reports 

* 

Copies of assessment from other professionals, if permission has been 
obtained 

 
Health Consent  

s

 
The adopters should receive a standard letter signed by the child’s Team 
Manager, which gives them the authority to authorise medical treatment.  
 
Legal Information 
 
i) 

There are various legal issues, which affect children in the adoption 

process and unlike many other areas of children’s work, the Children Act, 1989 is 
not the only relevant piece of legislation.   This section provides guidance on 
some of the legal terminology but it will always be essential for social workers to 
seek advice where legal issues affect individual children. 
 
ii) 

Some of the relevant legislation in this area is contained in the following: 

 
 

The Adoption Act 1976 (as amended by the Children Act 1989) 

 

The Adoption Allowance Regulations 1991 

 

The Adoption Agency Regulations 1983 

 

The Adoption Agencies and Children (arrangements for placement and 
reviews) 

 (miscellaneous 

amendments) Regulations 1997 
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iii) 

Placed For Adoption - children who move to a planned adoptive 

placement after        the Agency Decider has confirmed a matching 
recommendation, will normally be regarded as ‘placed for adoption’ under 
adoption regulations, from the start of their placement.   When children are 
adopted by foster carers, a date must be set and notified in writing when the 
placement changes from foster care (Children Act P1989 S23) to placement for 
adoption. 
 
The practical significance of this is that Child Benefit can be claimed for children 
who are placed for adoption and that Foster Care Allowances (if paid) should 
stop and Adoption Allowances (if applicable) commence from the date a child is 
‘placed for adoption’. 
 
iv) 

Protected Children - the term ‘protected child’ applies to children for whom 

the prospective adopters have given notice of their intention to apply for an 
adoption order.   This applies to non-agency adoptions.   Notice of intention must 
be supplied to the Local Authority 3 months before the order can be made and is 
the trigger for the Local Authority to make investigations under Schedule II.   The 
status of ‘protected child’ comes to an end after 2 years if no application is made. 
 
v) 

Pending Adoption Applications - once an application for adoption has 

been made to the court for an Adoption Order by the prospective adopters, the 
Local Authority and/or parents’ powers to remove the child may be restricted.   If 
this situation arises legal advice will be needed.   Consent to adoption - where a 
child is being adopted with parents’ agreement this cannot be given until 6 weeks 
after the child’s birth.   At this stage, the parents can sign a form, which allows 
the Adoption Application to be made to the court, but which is not a final consent. 
 
vi) 

Contested Adoption - it is possible for a prospective adopter to apply for 

an Adoption Order without the parent(s) consent. The adopter(s) would need to 
instruct a solicitor who would assist in them making a statement of facts to 
support the argument that birth parent(s) are withholding their consent 
unreasonably. 
 
Nationally, there is considerable variation over the making of applications for 
Freeing Orders or pursuing contested adoptions.   In Milton Keynes, it is usually 
recommended that Freeing Orders are sought ‘back to back’ with the Care Order. 
  
vii) 

Freeing For Adoption - an order under Section 18 of the Adoption Act 

1976, extinguishes pre-existing responsibilities (parental responsibility) and 
orders and vests parental responsibility in the adoption agency which obtained 
the order, though the child will not be ‘in care’. The purpose of an application for 
freeing is to allow any issue regarding parental consent to adoption to be 
resolved before the child is placed with prospective adopters.   In certain 
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child is not placed with prospective adopters after one year. 
 
viii) 

Guardian - under the Children Act 1989 and the Adoption Act 1976 a 

guardian means a person who has been formally appointed as a child’s guardian 
after the death of one or both parents.   The appointment may be made in writing 
by a parent or by a court. 
 
ix) 

Children’s Guardian - a person appointed by the court to safeguard a 

child’s interests in court proceedings.   Local authorities are required to establish 
panels of people to act as Children’s Guardian (and reporting officers - see 
below) in care proceedings and in adoption proceedings.   Their duties are set 
out in court rules and include presenting a report to the court.  
 
x) 

Reporting Officer - A member of the panel of guardians ad litem and 

reporting officers, appointed by the court in adoption proceedings.  His or her 
specific task is to ensure that the agreement of a parent or guardian to an 
adoption order is given freely and with full understanding of what is involved and 
to witness the agreement. 
 
xi) 

Schedule II Report - under the court rules for adoption proceedings a 

report has to be submitted to the court covering the details that are set out in 
Schedule ll to the Adoption Rules 1984.   In the case of an adoption, which has 
been arranged by an adoption agency, or an application to free a child for 
adoption, this report is the responsibility of the placing agency.   In cases where 
the adoption has not been arranged by an adoption agency (e.g. step-parents or 
inter-country adoption) the local authority prepares the report. 
 
Reviews 
 
Adoption placements must be reviewed within four week of placement (unless an 
application for an order has been made), not more than three months after that 
date and thereafter at least every six months until an application for an adoption 
order is made see also section 5). 
 
Reviews of adoptive placements will use the Looked After Children format but will 
always include reference to any issues outstanding from the inter-agency 
agreement, and consider progress on any contact agreement.   Parental 
participation in a review meeting would be exceptional at this stage but social 
work contact with parents may be a valuable part of the overall process. 
 
Sensitivity would be needed with respect to the use of the LAC consultation 
forms. 
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informed in writing of the review outcomes, unless the child is the subject of a 
freeing order. 
 
Visits 
 
Adoption regulations [Reg.12 Adoption Agency Regulations 1983] state that the 
child must be visited within one week of placement and thereafter on such 
occasions as the adoption agency considers it necessary to supervise her/his 
well being (see section 16) 
 
In Milton Keynes, good practice dictates that visits will be made in line with LAC 
procedures.   The child’s social worker should visit once in the first week of 
placement and at least once again before the first review at one month.  
Thereafter, frequency of visits should be dictated by need but must not fall below 
minimum statutory requirements for Looked After Children (i.e. every 6 weeks in 
the first year of placement and 3 monthly thereafter). 
 
Completion of Assessment and Action records is not required in adoptive 
placements, although the forms can be used if it appears appropriate. 
 
Applications To Court 
 
i) Adopter(s) 

are 

permitted to make an application for adoption to the court 

at the point of placement.  However, it is usual practice for this to be discussed 
and ratified at the first and/or second review (unless it is a baby placement, 
where they may be advised to submit their application immediately).  A child 
cannot be made subject to an adoption order unless they have lived with the 
applicants for 13 weeks. 
 
The adopter(s) will need to make their application to a County Court where the 
Care Order on the child was granted.  Where a Care Order was made in a 
Magistrates Court, the adopter can make their application to either the 
Magistrates or County Court. Please refer to the Family Court Proceedings 
for further information When adopter(s) request an application, they will be 
given/sent three copies of the form for each child to be adopted.  The 
application(s) will need to be returned with the following documents: 
 

•  The child’s birth certificate  

•  The adopters marriage certificate 

•  A copy of the decree absolute (if either applicant has been divorced) 

•  Any court orders relating to the child/ren   

•  A copy of a the Care Order(s) /Freeing order(s)  

•  A statement of facts (if the application is a contested) 

•  The fee for the application 
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In due course the court will issue notice of a hearing date. NB It is 

important to establish if the hearing is an Adoption or Directions Hearing: 
sometimes this is not clear on the notice. 
 
iv) 

The preparation of the Schedule II Report is undertaken jointly by the 

child’s social worker and the applicant’s family placement worker. 
 
Post Adoption Support 
 
The Adoption Act 1976 requires that local authorities provide a service designed 
to meet the needs in relation to the adoption of: 
 

•  children who have been or may be adopted 

•  parents and guardians of such children 

•  persons who have been adopted as a child 

 
Access To Birth Records 
 
The Children Act, 1989 amended section 51 of the Adoption Act 1976 to include 
a requirement that those adopted before 12 November 1975 should attend a 
counselling interview before being given information about their adoption.   
Although people adopted after this date are not required to attend counselling 
this should be available to them. 
 
In Milton Keynes the Adoption and Permanence Team undertake this work.   
Further information is available from the team, including leaflets about the access 
to birth records issued by the Office of National Statistics. 
 
Consortium Arrangements 
 
Milton Keynes Council belongs to a consortium with these other authorities as 
follows: 
 

•  Buckinghamshire 

•  Hertfordshire 

•  Bedfordshire 

•  Northamptonshire 

•  Luton 

•  St Francis Children’s Society (based in Milton Keynes and is an associate 

member).   

 
 The aims of the consortium are: 
 
1 

to facilitate the placement of children for adoption within the area covered 
by the Member Authorities 
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2 

to co-operate, where practicable, in the development of shared 
arrangements for training and support of professionals and families 
involved in the adoption process 

 
The Adoption Team Manager attends quarterly consortium meetings. A member 
of the adoption team will attend in the manager’s absence. 
 
Consortium members routinely exchange details of available placements and 
children needing adopter(s).   There is also an arrangement where inter-agency 
fees are reduced because of the relative benefits of a regional approach to 
adoption. 
 
There is an ADOPTION AGENCY CONSORTIUM AGREEMENT.   If you wish to 
see a copy of this please speak to the Adoption Team Manager. 
 
Post Adoption Contact 
 
The purpose of contact after adoption is to maintain links between the child and 
his/her birth family to enable him/her to: 
 
* 

develop a realistic understanding of the circumstances leading up to the 

separation from their birth family 
* 

enable a child to grieve about her/his loss 

* 

enable a child to move on and develop an attachment to new carers with 

the acceptance of her/his parents 
* 

reassure a child that the birth parents or other relatives continue to care 

about them, which may enhance self-esteem 
* 

promote stability in a new or existing placement by providing continuity 

and enabling connections to be maintained 
* 

reassure the child about the well-being of birth relatives 

* 

provide an opportunity for an adopted child to gain more knowledge and 

understanding of her/his family history, giving the child a sense of socio-
genealogical connectedness 
* 

maintain a flow of communication, which may result in face-to-face contact 

in future years, if requested by the adoptee. 
 
(Taken from the Good Practice Guide - Contact in Permanent Placement - BAAF 
1999) 
 
When writing a Care Plan for Care Proceedings, arrangements for contact after 
adoption should be considered.   Later, these will need to be clearly defined. 
 
All contact arrangements should centre on the benefits for the child, whilst 
acknowledging the adults’ wishes and feelings and meeting these as far as is 
consistent with promoting the child’s welfare. 
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i) 

Contact can be considered between the child and any person who is 

significant to him/her i.e. birth parents, birth grandparents, siblings, foster carers 
etc. 
 
ii) 

Types of contact, whether direct or indirect, is a complex one and each 

case has to be approached individually with reference to the purpose of the 
contact as listed above, the age of the child at placement.   Arrangements for 
contact should give regard to the type and depth of the relationship the child had 
with their birth family prior to placement. 
 
It may not be appropriate to consider direct contact with birth parent(s) who have 
actively contested the adoption or where direct contact with the birth parents 
would be detrimental to the child/placement.   Indirect contact, exchange of 
information, birthday cards, and photographs may be more appropriate. 
 
Indirect (letterbox) contact should be a reciprocal arrangement. 
 
iii) 

Frequency and duration of contact - it should be made clear that these 

may change according to the child’s needs, age, her/his wishes and that the 
contract agreement is not a legal contract and is open to review and change. 
 
iv) 

Time of year - the child’s birthday, naming ceremony, Christmas or any 

festival important to participants, might be best avoided, as they might be 
particularly emotive.   Moveable feasts such as Passover, Shawwal or Eid will be 
more difficult to avoid, but sensitivity to the emotional influence of festivals should 
be kept in mind. 
 
v) 

Setting up post adoption contact - contact agreements should be 

completed with adopters and birth relatives. Dates and criteria should be clearly 
stated to avoid confusion.  The number of photographs to be sent and whether or 
not birthday cards etcetera are acceptable should be clearly recorded.   The 
adopters must be encouraged to be clear about what arrangements they are 
prepared to accept.   Problems might arise if they agree to something and then 
find this unacceptable at a later stage. 
 
A contact file should be made up by the social worker (the family 
placement team clerks will do this with the social worker).   A front sheet 
with all the relevant information must be completed.  This file will join the 
adoption file when the child reaches the age of eighteen and will form part of the 
child’s records.  The child will have access to this file from the age of eighteen 
onwards. 
 
Indirect/direct contact becomes the responsibility of the post adoption workers 
when the adoption order is made. 
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the agreement and in the child’s interests) can be sent/given at the time of 
contact. 
 
All correspondence will be opened and read to check suitability.  If it is 
appropriate and contains what was agreed then an exchange can take place.   If 
this is not the case then help will be offered in order to provide more appropriate 
correspondence.   Letters and photographs will be photocopied and kept on file 
for the child to refer to from the age of eighteen.  For reasons of security and 
confidentiality, contact files will not be shown to birth parents, birth relatives or 
adopters.   A record of all contact will be kept on the file. 
 
Post adoption contact must be set up in such a way that it remains flexible.  A 
child’s needs will change throughout their childhood and any agreed contact may 
change over time.   All parties should be aware of this. However, all legal rights 
and responsibilities rest with the adoptive parents and they could renege on an 
agreement for contact, unless the court at the making of the Care or Adoption 
Order made a contact order. 
 
Post Adoption Support 
 
The following applies until the new regulations on adoption support services are 
implemented: 
 
This is a developing area of work within Milton Keynes Children’s Services and is 
recognised as a vital component of the service offered by the agency.   The 
service is available on self-referral to all adopters approved by the agency and to 
children placed with them.   Support varies according to need and can be formal 
or informal but could include the following: 
 

•  Group sessions with other adopters 

•  Individual counselling/support/advice to adopters 

•  Individual counselling support/advice to adoptees 

 
Child Appreciation Meeting 
 
 The aim of this meeting is to make the children we place for adoption more ‘real’ 
before or soon after meeting adopters.  It is helpful to have a chairperson for the 
meeting who is independent of the case and has the skills and knowledge to 
manage this process.   
 
In a Child Appreciation Meeting, all parts of a child’s life are brought together in 
an attempt to provide as much information as possible for adopters.  The process 
usually lasts half a day but occasionally longer depending on the child/ren.   
Information about siblings would usually be considered at the same meeting. 
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journey through the life of the child, helping them to understand how the 
perceptions and reactions of the child have been influenced by her/his 
developmental stages and the effect of accumulating negative influences. 
 
Prior to the meeting, the child’s social worker will need time to read through the 
files, think about the gaps in paper knowledge and list the people who might have 
something to contribute.  This should include current carers and any previous 
foster carers, childminders, nursery, school, health visitor etc. 
 
A flow chart of key milestones in the child’s life e.g. moves, changes of carer etc 
will be drawn up at the meeting to enable participants to understand the 
placements that the child has had and the impact on their life.   The Chair will 
prompt questions to the participants to encourage sympathetic engagement in 
the child’s life experience.   Participants should interact and ‘spark each other off’ 
into intuitions, remembrances and exploring the issues that arise.  
 
At the end of the process, the adopters should be in a position to make a full 
commitment to the child both emotionally and intellectually. 
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Adoption Checklist 
 
STAGE 1 - ADOPTION UNDER CONSIDERATION 
 

•  Explore possibility of care by the birth family. 

 

•  Advise the parents of considerations. 

 

•  Obtain wishes and feelings of the child. 

 

•  Obtain legal advice on appropriate routes (freeing or direct applications). 

 

•  Inform the Adoption Team Manager to consider the attendance of 

adoption staff at a childcare review or care-planning meeting if adoption is 
to be discussed. 

 
STAGE 2 - REVIEW DECISION THAT CARE PLAN SHOULD BE ADOPTION 
 

•  Consider the need for adoption allowance. 

 

•  Make preliminary plans for contact. 

 

•  Set timescales for presentation to the Adoption & Permanence Panel. 

 

•  Consider the need for freeing application. 

 

•  Inform all review participants in writing of the review/care planning 

decisions. 

 
STAGE 3 - IMPLEMENTING REVIEW / CARE PLAN DECISIONS 
 

•  Prepare Form E (including child’s p profile for advertising). 

 

•  Obtain up to date photographs. 

 

•  Continue the preparation work with the child. 

 

•  Set up a separate adoption file (PINK FILE). 

 

•  Arrange an adoption medical for the child. 

 

•  Complete the medical forms with the parents and annexes with the foster 

parents. 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 255 



[bookmark: 307]•  Book a date for the Panel. 

 

•  Establish what level allowance will be recommended to the Panel in 

respect of the child. 

 

•  Give the birth parent(s) information leaflet on adoption (i.e. general 

leaflet). 

 
STAGE 4 - ADOPTION PANEL (BEST INTERESTS) 
 

•  Recommendation on whether adoption is in the best interests of the child. 

 

•  Recommendation on the need for a freeing order. 

 

•  Recommendation on the need for an adoption allowance. 

 
STAGE 5 - FOLLOWING PANEL 
 

•  The Agency Decider considers panel recommendations. 

 

•  The parents will be notified of panel decisions and given explanatory 

memorandum. 

 
STAGE 6 - FAMILY FINDING 
 

•  Check suitability of the local/consortium carers. 

 

•  Identify the carers through national network. 

 

•  Book the  Panel for matching. 

 

•  Visit most suitable carers. 

 

•  Discuss strengths and weaknesses for child at matching meeting. 

 

•  Select one or two carers for presentation to panel. 

 

•  If carers are willing and allowance had been agreed for the child, complete 

financial assessment for the allowance. 

 

•  Complete matching report including recommendation on level of 

allowance payable. 

STAGE 7 - ADOPTION PANEL (MATCHING) 
 

•  Recommendation on matching. 
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allowance. 

 
STAGE 8 - FOLLOWING PANEL 
 

•  Agency Decider considers panel recommendations. 

 

•  Notification of panel decisions (parents, adopters etc.). 

 

•  Written proposal of allowance to adopters. 

 

•  Inter-agency Planning Meeting  (Provision of Information and 

Equipment) 

•  (Provision for special needs) 

•  (Meeting with parents) 

•  (Contact Agreement) 

 

•  Introductions 

 

•  Placement (handover in presence of social worker) (E1.SSID). 

 
STAGE 9 - FOLLOWING PLACEMENT 
 

•  Notifications (parents, local and health authorities). 

 

•  Child Benefit claim. 

 

•  Registration with a G.P. 

 

•  Social work visits to the child. 

 

•  Review 

 

•  Application to the Court. 

 

•  Schedule II Report 

 

•  Court Hearing Grants Order (E1.SSID). 

 
 
 
STAGE 10 - FOLLOWING ADOPTION 
 

•  The Court will provide new birth certificate. 
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•  The adopters receive an allowance will complete an annual statement of 

financial circumstances. 

 

•  A support group operates in Milton Keynes area. 

 
 
Summary: 

• 

The objective of permanence is for a child to have a secure and stable 
family to offer them parenting throughout childhood and beyond.    

• 

Plans for permanence will be made on the basis of the needs of the child 
and within the necessary timescales  

• 

The wishes and feelings of the child must receive serious consideration, 
according to their age and understanding. 

• 

The birth parent(s) need to be kept informed at each stage of the process 

and made aware of the timescales involved for their child 

• 

Children should be matched with adopters who can best meet their 
assessed needs.  Where possible, the match will reflect their ethnic origin, 
cultural background, religion and language.  

• 

Sibling groups should remain together unless this will not meet their 
individual needs or a family cannot be found within an agreed timescale.    

• 

Consideration for post adoption contact must be given due regard. It is 
vital that a child maintains ongoing links with their birth family throughout 
childhood except in exceptional circumstances 

• 

The child should be thoroughly prepared for the placement 

• 

The child’s social worker should visit once in the first week of placement 
and at least once again before the first review.  Thereafter, visits should 
be at least once every 6 weeks in the first year and 3 monthly thereafter. 

• 

Local authorities are required to provide post adoption support services to 
children who may/have been adopted their birth and adoptive parents 
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British Agencies for Adoption and Fostering 
Head Office 
200 Union Street 
London  
SE1 0LX 
 
Tel: 0207 593 2000 
 
BAAF has consultants at head office and at each of its regional centres.   BAAF’s 
Black Issues Project consultants can be contacted at Head Office 
 
General Register Office (England and Wales) 
Address for postal applications for birth records information and for Adoption 
Contact Register: 
 
General Register Office (Adoptions Section) 
Smedley Hydro 
Trafalgar Road 
Southport 
Merseyside 
PR8 2HH 
 
Tel : 0170 456 9824 
 
Addresses for indexes of all births, marriages and deaths registered in England 
and Wales: 
 
Public Search Room 
Family Record Centre 
1 Myddleton Street 
London  
EC1R 1UW 
 
National Organisation for the Counselling of Adoptees and Parents (NORCAP) 
112 Church Road 
Wheatley 
Oxford 
OX33 1LU 
 
Tel: 01865 87500 
 
Offers seeking advice, counselling and intermediary services, plus the 
opportunity to join local groups throughout England and Wales.  Publishes 
quarterly newsletter. 
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Lower Boddington 
Daventry  
Northamptonshire 
NN11 6YP 
 
Tel: 01327 260295 
 
Post Adoption Centre 
5 Torriano Mews 
Torriano Avenue 
London 
NW5 2RZ 
 
Tel: 0207 284 0555 
 
Provides advice, counselling and group activities for all individuals involved in 
adoption - adopted people, adoptive parents and birth families (fees for extended 
work charged on sliding scale according to income). 
 
St Francis’ Children Society 
20A Park Avenue North 
Northampton 
NN3 2HS 
 
Tel: 01604  715202 
Fax: 01604 791853 
 
St Francis’ is a local adoption agency operating in this area. 
 
Parent and Children Together (PACT) 
48 Bath Road 
Reading 
Berkshire 
RG1 6PG 
Tel: 0118  958 1861 
 
PACT is an adoption agency operating in the local area. 
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Booking reference form 
 
BAAF Form C – Medical Report on Child under 5 
 
BAAF Form D – Medical Report on Child aged 5 years and over 
 
BAAF Form YP – Medical Report on Young Person 11 years and over 
 
BAAF  Leaflets “If you are adopted” and “If your child is being adopted” 
 
Annexe A LAC (84) 3 of guidance to regulations entitled “Information for Parents 
about Adoption” 
 
Parent(s) Agreement to Placement of Child for Adoption 
 
BAAF Form A – Medical Report on Birth Parent  
 
Annexe to Form C – Profile of Emotional and Behavioural Well-being of a child 
aged 1½ to 5 years 
 
Annexe to Form D - Profile of Emotional and Behavioural Well-being of a child 
aged over 5 years 
 
Permanency Referral Form 
 
Exemplar ‘later in life’ letter 
 
Post Adoption Contact Agreement Form 
 
The Adoption File Guide Sheet and Check List – Adoption File 
 

 

Check List – Matching Consideration Chart 
 
BAAF Form MB Obstetric Report on Mother and Neonatal Report on Child 
 
BAAF Form AH1 and BAAF Form AH2 
 
Matching Report Format 
 
BAAF Forms H1 and H2 
 
Post adoption contact agreements 
 
Non-agency notification form 
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Matching reports are required by the adoption panel to enable them to assess 
the suitability of carers for a particular child.   A good matching report should act 
as a swift reference point for panel members to isolate the areas, which need to 
be assessed and considered. 
 
A ‘matching report’ must accompany the Form F and Form E, when presenting a 
child and a family to the adoption panel for ‘matching’.   The format is listed 
below: 
 
A. Child’s 

Needs 

 
Brief pen picture of the child 

Consider the physical description, 

temperament and current behaviour 
 
Geography  Consider the extended family/friendships of both natural families 
and contact if necessary 
 
Medical 

The child’s genetic and/or current health 

 
Ethnic Cultural origins 
 
Religion 

The natural parents’ wishes must be considered 

 
Legal  e.g. possibility of contested cases and/or contact, 
custodianship etc. 
 
Educational 

Needs 

   Presently identified or future needs 

 
Lifestyle 

    Particularly 

relevant for older children.   

Include 
experiences in care 
 
Emotional Needs  e.g. attention seeking, demanding behaviour, adjustment to 
new environment etc. 
 
“Telling” 

This will include the facts of the child’s separation(s), facts about 

the family of origin and the implications of these for the child and how the child 
coped.   It also includes what preparation has taken place with the child - please 
be specific (life story work etc.) 
 
Contact 

Parents’ ability to deal with the proposed agreement on contact 

 
The wishes of the natural parents e.g. a young couple, family where there is 
already a child 
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The family finding process for the child or children includes advertising, the 
carers considered and the actions of the social worker and family finder. 
 
C. 

Capacity of adopters to parent this child 

 
a) 

Adoption Placement Planning Meeting (Interagency Planning Meeting) 

 
i) 

Comment on the adopters’ capacity to meet the child’s needs as 

described above 
 
ii) Attitude 

to 

natural 

parents, including attitudes to the background and 

circumstances leading to the adoption and the ability to cope with contact 
 
iii) 

Other family members.   Comment upon the preparation and attitude of 

other family members (e.g. other children, and where appropriate, extended 
family) and how these are significant in relation to the child’s needs.   Ability to 
adjust to another person being part of the family 
 
D. 

Comment on any striking similarities/dissimilarities 

 
Between the child and adopters and how these will be handled (e.g. physical 
characteristics, intellectual and emotional needs, special talents). 
 
E. 

Comment on areas of potential difficulty and the areas of built in post 
adoption support. 

 
F. 

Conclusion and any other comments 

 
 

Discuss the families considered and the reasons why a match with these 

people is not seen as appropriate. 
 
 
G. 

Post placement considerations 

 
Consider what post placement support is likely to be needed.   If the child is 
eligible for an adoption allowance does the financial assessment indicate that the 
carers would be eligible to receive it. 
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Available on the L Drive 
 
• 

Written confirmation of agency decision of match between child and 
adopter(s) 

 

• 

Letter to older child confirming placement 

 
• 

Letter to prospective adopters’ G.P. 

 
• 

Letter to local authority where child is to be placed. 

 
• 

Letter to local authority education department (where applicable) 

 
• 

Letter to Area Health Authority 

 
• 

Letter to adopter(s) proposal for placement 

 
• 

Letter to adopter(s) confirming their approval 

 
• 

Letter to birth family members (as potential carers for a child) 

 
• 

Letter to parent(s) confirming the child’s plan for adoption 

 
• 

Letter regarding adoption allowance 

 
• 

Letter to parent(s) informing them that their child has moved to their 
adoptive placement 

 
• 

Letter to adopter(s) giving authority for medical treatment for the child 
 

• 

Letter regarding an adoption allowance 

 
• 

Letter to adopter(s) confirming their approval 

 
• 

Letter to parent(s) confirming the child’s plan for adoption 
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Information/Support Organisations For Children And 
Young People Who Are Looked After 

 
 

YPInc – Local group made up of young people aged between 12 and 18 years 
who are or have been looked after. The group meets regularly for social events 
and is also active in offering consultation to the council regarding issues in 
respect of looked after children. Membership forms can be accessed via the L 
Drive. 
 
Contact: Milton Keynes Children’s and Young People’s Rights Service 01908 
253167 or xxxxxxxxx.xxxxxx.xxxxxxx@xxxxxxxxxxxxx.xxx.xx  
 
YIPEE PACKS – this is an information pack for children and young people 
who become looked after, which has been developed by staff and young people 
in Milton Keynes who are or have been looked after themselves. There are two 
versions of the pack one for young people aged between 10 and 14 years and 
another for those aged 15+ and social workers are responsible for ensuring that 
young people receive the relevant pack once they become looked after. 
 
PERSONAL HEALTH FAX – This is a red A5 filofax style book packed with 
information and advice aimed at helping Looked After Children and young people 
keep themselves healthy and encouraging them to keep their own health. All 
Looked After young people aged over 11 years who have been Looked After for 
4 months and where the plan is for them to remain Looked After are entitled to 
their own health fax copies should be collected by the child’s social worker from 
the Specialist Nurse for Looked After Children. 
 
MAC40 – This is a regional group run by young people who are or have been 
looked after. The group is a partnership between young people and social 
services and it’s objective is to enable young people to fulfil their potential. 
 
Contact: Linkpersons for Milton Keynes are Anne Simpson/ Debi Morgan.   
MAC40’s secretary for more info by email: xxxxxxxxxxxxx@xxxxxxx.xxx T or 
co-chairs Craig Nicholson xxxxxxxxxxxxxx@xxxxxxx.xxx or Emily Joslin 
xxxxxxxxxxx@xxx.xxx or write to Karen Bays Medway Council, Compass Centre, 
Pembroke, Chatham Maritime, Chatham, Kent. ME4 4YU. 
 
Voice For the Child in Care – This is a national charity committed to 
empowering children and young people in public care and to campaigning for 
change to improve their lives. Services provided include advocacy for children 
and young people who are looked after or are leaving care.  
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9PF. www.vcc-org.uk Email : xxxx@xxxxxx.xxx  Freephone 0808 8005792 
 
Who Cares Trust - a national charity operates a FreeCall telephone line 
offering support and information in confidence to children and young people who 
are in or have left the care system. The Line is staffed by trained people who 
listen, offer support and provide information on a number of issues including 
bullying, feeling violated, benefits, leaving care, etc. The LinkLine is open 
Mondays, Wednesdays and Thursdays between 3.30pm and 6.00pm. 0500 
564570. 
WHO CARES MAGAZINE – this is a nationally published quarterly magazine 
from the Who Cares Trust, copies should  be given to every looked after child 
aged over 10 years by their social worker.  
 
Contact: The Who Cares Trust, Kemp House, 152-160 City Road, London EC1V 
2NP, Telephone: 020 7251 3117. www.rhrn.thewhocarestrust.org.uk E-mail: 
xxxxxxx@xxxxxxxxxxxxxxxx.xxx.xx
 
A National Voice is a national organisation set up to represent the views of 
young people in and leaving care and to help them meet with young people in 
other local authorities. It also aims to increase the understanding the general 
public have of young people in care. It holds events, puts people in touch with 
each other and runs regional forums. A group of young people from all over 
England are in charge of what the organisation does. 
 
Contact : A National Voice, 22 New Mount Street , Manchester , M4 4DE , 
Telephone: 0161 953 4011, E-mail: xxxxxx@xxx.xxxxx.xxx
 

National Youth Advocacy Service is a national body, which offers 
advocacy services to any young person aged 25 or under. This includes help 
with complaints and legal proceedings.  

Contact: 1 Downham Road South,Heswall, Wirrall, Merseyside, L60 5RG. 
Telephone: 0151 342 7852 Freephone 0800 616 101 www.nyas.net Email: 
xxxx@xxxxxxx.xxxxx.xxx

ChildLine is a free national helpline for children and young people in danger 
and distress, providing a confidential phone counselling service for any child with 
any problem 24 hours a day every day.  

Contact: Freepost 1111, London N1 OBR. Helpline: 0800 1111 (24 hours 
everyday) 0800 884444 "The Line". A special helpline for children living away 
from home (3.30pm-9.30pm Monday -Friday and 2pm-8pm Saturday & Sunday) 
0800 400222 Minicom (9.30am-9.30pm Monday-Friday and 9.30-8pm Saturday 
and Sunday) www.childline.org.uk Email: xxxx@xxxxxxxxx.xxx.xx
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confidential listening and information service for young people under the age of 
26 affected by adoption whether they are adopted, are relatives or friends of 
adopted people. The service is available also to young people who are thinking 
of giving up their child for adoption. TALKadoption also provides information on: 
counselling and groups run by after adoption organisations, how to trace birth 
families and children including the Adoption Contact Registers. 

Contact: 12-14 Chapel Street, Manchester M3 7NN. Tel: 0808 808 1234 
freephone (Tue - Fri 3pm - 9pm) www.talkadoption.org.uk

Refugee Council is a national organisation providing advice and support to 
asylum seekers, unaccompanied children and refugees.  

Contact: Head Office, 3 Bondway, London SW8 1SJ 
Telephone 020 7820 3000. One Stop Service and Panel of Advisers for 
Unaccompanied Refugee Children, 240-250 Ferndale Road, London SW9 8BB, 
Telephone 020 7346 6700 Information line Open Mondays, Tuesdays, 
Wednesdays and Fridays, 10.00am to 1.00pm.  Advice line Open Mondays, 
Tuesdays, Thursdays and Fridays, 10am - 1pm, 2pm -5pm Telephone 020 7346 
6777.Children's Section telephone 020 7582 4947. www.refugeecouncil.org.uk

The Children's Legal Centre provides free and confidential legal advice in 
relation to al  aspects of the law affecting children and young people. 

Contact: The Children's Legal Centre, University of Essex, Wivenhoe Park, 
Colchester Essex C04 3SQ  Advice line: (44) 01206 873820 (Opening Times: 
Monday to Friday 10:00-12:30 and 14:00-16:30) Education Legal Advocacy 
Unit phone: (44) 01206 874807 E-mail: xxx@xxxxx.xx.xx  
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Introduction 
 
An Independent Visitor should be appointed for any Looked After Child who has 
infrequent contact with the adults who have Parental Responsibility for them or in 
situations where they have not lived with or visited or been visited by their 
parents or anyone else who has Parental Responsibility for them and it would be 
in the child’s best interests for them to have an Independent Visitor (Children Act 
1989 Schedule 2, paragraph 17) 
 
The Independent Visitor is a volunteer whose role is to visit the child regularly in 
order to advise and befriend them. All visitors have undergone the necessary 
checks and receive training and ongoing support. They are individually matched 
with the child in order that the likelihood of a positive relationship is increased. 
 
It is important when considering whether to appoint an Independent Visitor to 
discuss the possibility with the child (where they are of sufficient understanding) 
and to take on board their views. An Independent Visitor should not be appointed 
if the child does not want one.  
 
Referral 
 
In order to make an inquiry regarding an Independent Visitor, the social worker 
should contact the project (see Independent Visitors Project (IVP) Leaflet for 
details) A meeting will then be arranged between someone from the IVP, the 
young person and their social worker and carer. The purpose of this meeting will 
be to explain how IVP works and get more information about the young persons 
interests and what they would like from the friendship with the Independent 
Visitor. If the young person wants to proceed a match to a visitor will be made 
(sometimes this will necessitate finding a new Independent Visitor) An 
introductory meeting will then be arranged and if everything is okay the young 
person and the Independent Visitor will make their own arrangements to meet in 
future. 
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• 

There are a number of local and national organisations, which can provide 
information and support for Looked After Children, and those working with 
them should make children and young people aware of these.  

• 

Independent Visitors should be appointed for any Looked After Child who 
has infrequent contact with those who have Parental Responsibility or in 
situations where they have not lived with, visited or been visited by anyone 
who has Parental Responsibility and it would be in the child’s best 
interests to have an Independent Visitor 
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Introduction 
 
Restricting the liberty of young people is a serious step, which must be taken 
only when there is no appropriate alternative.  It must be a ‘last resort’ in the 
sense that all else must first have been comprehensively considered and 
rejected - never because no other placement was available at the relevant time, 
because of inadequacies in staffing in open residential units, because the young 
person is simply being a nuisance or runs away from her/his accommodation and 
is not likely to suffer significant harm in doing so, and never as a form of 
punishment. 
 
It is important in considering the possibility of a secure placement that there is a 
clear view as to what is hoped to be achieved by admission and how this fits into 
the overall care plan.  Therefore, young people should not be admitted without a 
firm plan having been made for their discharge. 
 
This is best achieved by holding a Child Care Review.  The young person and 
those with parental responsibility will have the opportunity to hear the current 
concerns, to have their rights explained, (see also section 5), and to debate the 
optional courses of action.  The other professionals involved will also contribute 
to this debate.  Consultation with legal services will be essential. 
 
It must be remembered that, even where the criteria for making a Secure 
Accommodation Order application exist, it is not automatic that such an 
application must be made.  There are difficulties, which may outweigh the 
positive contribution to the young person’s welfare that a Secure Accommodation 
Order might otherwise make.  These include waiting for a vacancy, let alone one 
where the needs of other residents do not disadvantage our young person, the 
distance involved and the lack of access to suitable educational or psychiatric 
resources particularly if our local professionals are unable or unwilling to travel. 
 
Secure placements, once made, should be only for so long as is necessary and 
unavoidable.  Care should be taken to ensure that young people are not retained 
in security simply to complete a predetermined assessment or ‘treatment’ 
programme.  It is important that plans are made for continuity of care, education 
and, where appropriate, access to professional (e.g. psychiatric) support when 
the young person leaves secure accommodation. 
 
For young people who are provided with accommodation on a voluntary basis, a 
person with parental responsibility for a young person may, at any time, remove 
her/him from accommodation, which has been provided.  This includes removal 
from placements in secure accommodation, whether or not the authority of the 
Court to restrict the liberty of the young person has been obtained. 
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for the Courts to appoint a Children’s Guardian to protect the welfare of the 
young person (This applies only to applications on welfare grounds) The Court, 
with the assistance of the Guardian, will need to satisfy themselves that 
adequate factual evidence has been produced to demonstrate that statutory 
criteria are met.  Having granted an Order, if at any stage the criteria for keeping 
the young person in secure accommodation cease to apply, they should be 
released, as the Court’s authorisation is merely that - an authorisation.   
 
It is important to remember that it is UNLAWFUL for the liberty of a young person 
to be restricted unless the criteria are met, no matter how short the period in 
security.  Equally there should not be an assumption that because a young 
person meets the criteria set out in legislation, placement in security is 
automatically appropriate.  The principle of proportionality (Human Rights Act 
1998) should be remembered here in that any interference with a convention 
right must be proportional rather than excessive to the intended outcome.  
 
Legal Criteria – Welfare Grounds  
 
Section 25 of the Children Act 1989 sets out the criteria, which must be met 
before a young person being looked after by a Local Authority, can be placed, 
and if placed, kept in Secure Accommodation.  It should be read in conjunction 
with the Children (Secure Accommodation) Regulations 1991. 
 
Young people over the age of 13 years can be placed in secure accommodation; 
those under 13 cannot be placed in secure accommodation without the Secretary 
of State’s approval. 
 
Who Can Apply 
 
The purpose of secure accommodation is to restrict the liberty of the child and 
applications can be made by any of the following that are providing 
accommodation for the young person:  
• 

The Local Authority,  

• 

Health Authority,  

• 

Education Authority  

• 

or those who run residential care/nursing homes. 

 
Criteria For Placement In Secure Accommodation 
 
A young person may not be placed/kept in secure accommodation unless it 
appears 
 
a) that s/he - 
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accommodation;  
 
and 
 
if he absconds he is likely to suffer significant harm;  
 
or 
 
 
b) that if he is kept in any other description of accommodation he is likely to injure 
himself or other persons [s25 (1)]   
 
It should be noted in this context that by virtue of Section 105 of the Children Act 
1989 (Interpretation), “harm” has the same meaning as in Section 31(9) and the 
question of whether harm is significant shall be determined in accordance with 
Section 31(10). 
 
In addition to ensuring that the above criteria are met, the Court must also be 
satisfied that the Order will positively contribute to the young person’s welfare, 
and must not make an Order unless it considers that doing so would be better for 
the young person than making no Order at all. 
 
A young person meeting the requirements may be placed in secure 
accommodation for a maximum of 72 hours on the authority of Strategic Director 
of Neighbourhood Services (Director of Social Services) delegated to the Head of 
Children’s Services, but without the authority of the Court, and without obtaining 
legal opinion from the Council’s Solicitors if this is not practical. 
 
72 hours can be either consecutively or 72 in aggregate in any consecutive 
period of 28 days as part of a planned programme. 
 
Beyond 72 hours the authority of the Court will be required, following the Head of 
Children’s Services, in consultation with the Council’s Solicitors, giving his 
authority for an application to Court. 
 
Young people (other than those remanded to local authority care) can be kept in 
secure accommodation for up to 3 months on the first application and 6 months 
on any further application. The Court may, of course, make shorter orders in 
each case. 
 
A court must make an order authorizing the placement in secure accommodation 
if it is satisfied that the criteria are met. The Children Act welfare principle does 
not apply. 
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Act 1989 (i.e. not subject to a Care Order) any person who has parental 
responsibility for them may remove the child from accommodation provided by or 
on behalf of the Local Authority.  
 
The young person may not be removed from the accommodation by a person 
with parental responsibility if she/he is subject to a Care Order or if she/he has 
been remanded or detained in relation to criminal proceedings. 
 
An Order Under S25 Cannot Be Applied For In The Following 
Circumstances 
 
• 

any child or young person detained under Mental Health legislation 

• 

people aged 16 or over, but under 21, accommodated in a community 
home under Section 20(5)  

• 

children subject to a Child Assessment Order. 

 
 
Legal Criteria – Criminal Grounds 
 
The Criminal Justice and Police Act 2001 (s. 130 & 133) has amended S23 of the 
Children and Young Persons Act 1969. The conditions for a court to impose a 
security requirement in remands and committals are as follows: 
 
• 

The child/young person has been charged with or convicted of one or 
more imprisionable offences which amount to a recent history of 
repeatedly committing imprisionable offences while remanded on bail or to 
local authority accommodation 

And  
• 

The court is of the opinion after having considered all the options, that only 
remanding the child/young person to local authority care with a security 
requirement would be adequate to: 

 
a) protect the public from serious harm from him/her 
 
                                           or  
 
b) prevent the commission by him of imprisionable offences 
 
The child/young person is defined as aged 12, 13 or 14 and any female person 
who is aged 15 or 16 years. For males aged 15 or 16 years there is a possibility 
of the remand being to a remand centre or prison as an alternative to local 
authority secure accommodation. 
 
The Authority with the consent of the Secretary of State may arrange for the child 
to be detained in a secure training centre for the whole or part of the committal. 
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accommodation can be kept in secure accommodation for the duration of the 
remand up to a maximum of 28 days.  
 
The maximum period of remand for an unconvicted young person is 8 clear days; 
in the first instance and 28 days thereafter, and for a young person who has been 
convicted 3 weeks.  When a young person is committed to the Crown Court to be 
dealt with, the period before trial may well be several months.  As a Secure 
Accommodation Order on Criminal grounds may not last more than 28 days, 
several re-applications may be necessary if the Local Authority wishes to 
continue to have the power to keep the young person in secure accommodation. 
 
On any adjournment of a hearing of an application to keep a young person in 
secure accommodation the Court may make an interim Order permitting the 
young person to be kept in secure accommodation during the period of 
adjournment. 
 
In addition to ensuring that the above criteria are met, the Court must also be 
satisfied that the Order will positively contribute to the young person’s welfare, 
and must not make an Order unless it considers that doing so would be better for 
the young person than making no Order at all. 
 
PLEASE NOTE this is a complex and changing area and it is essential that 
up to date legal information is obtained. 
 
Provisions Applying To All Cases 
 
A Court must not make an Order unless the young person is legally represented 
in Court, except where a young person, having been informed of her/his right to 
apply for Legal Aid and having had the opportunity to do so, has refused to do so 
or failed to apply. 
 
Application Procedure 
 
Authority To Make An Application 
 
Social Workers wishing to apply for or to renew a Secure Accommodation Order 
are required to take the following steps: 
 
Discuss the proposal with their Team Manager and Children’s Services Manager 
to ensure that the following criteria are met: 
 
  i) all 

positive 

alternatives 

and strategies have been considered 

and/or tried; 
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ii) 

the application to be authorised would be more in the 

interest of the young person than for no Order to be made; 
 
 

 

iii) 

the application is part of an overall plan for the care and 

assistance of the young person; 
 
 

 

iv) 

time limits can be established and rehabilitation goals set 

prior to admission. 
 
  v) 

if 

criteria 

i-iv 

are not fully satisfied, there are truly exceptional 

circumstances attaching to the immediate likelihood and risk of injury to self and 
others, which is a matter of grave concern. 
 
Establish, in consultation with the Council’s Solicitors, that the statutory grounds 
are likely to be fully satisfied and that the criteria above are met.   
 
Hold a Child Care Review in order to: 
 
• 

discuss the changed situation and current concerns; 

 
• 

debate the benefit of making a Secure Accommodation Order application 
against any disadvantages 

 
• 

explain the implications if an Order is sought and made, including the 
young person’s right to seek legal advice themselves and engage a 
solicitor (an application for legal aid can be made by the young person), 
and the right of those who have parental responsibility to remove her/him 
from Secure Accommodation in certain circumstances . N.B. if necessary 
the Social Worker can give the young person the list of solicitors 
registered with the Child Care Panel and support her/him to obtain legal 
advice and representation;  

 
• 

set a post-discharge plan. 

 
4.         When a Review cannot be held but, in consultation with the Council’s 
Solicitors, the statutory grounds are likely to be fully satisfied and the criteria in 1 
are met or in an emergency and legal opinion is not available, move on to the 
next step.  However, the Social Worker must first ensure that both that young 
person and those who have parental responsibility are told the situation and the 
decision promptly and that these are confirmed in writing to those parties as a 
matter of urgency. 
 
5 

Establish that funding is available through application to Resources Panel 

(in an genuine emergency agreement can be sought from a Children’s Services 
Manager with a retrospective application being made to Resources Panel at the 
earliest opportunity) 
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Seek authority from the Head of Children’s Services to  

 
 

 

a) 

make an application for or to renew a Secure 

Accommodation Order, or 
 
 

b) 

in the case of an emergency to seek an immediate secure 

placement. 
 
See Delegated Decision-Making Document for levels of decision-making 
authority for other activities related to Secure Accommodation. 
 
Reviews   
 
Legal Criteria 
 
The Secure Accommodation Regulations 15 and 16 of the Children (Secure 
Accommodation) Regulations 1991 as amended by the Children (Secure 
Accommodation) Amendment Regulations 1992 apply. 
 
Regulation 15 requires that the placing authority for a young person in Secure 
Accommodation in a community home holds a Review within one month of the 
start of the placement and thereafter at intervals not exceeding three months 
where a young person continues to be kept in such accommodation.  It is 
essential that these reviews are held within the specified timescales.  
They are sometimes known as CRITERIA REVIEWS. 
 
This requirement refers to young people who are subject to: 
 
 

(a) 

Section 23 - Remands to Secure Accommodation (see Reg 6) 

 
 

(b) 

Section 25 - Secure Accommodation Orders  

 
but not to young people who are detained under any provision of the Mental 
Health Act 1983 and those sentenced under Section 53 of the Children and 
Young Persons Act 1933 (see Regulation 5(1)). 
 
This Review is additional to the Review required by Section 26 of the Children 
Act 1989.  It should be quite distinctive from any other meeting even if, because 
of distance, it is necessary to hold another meeting on the same day. Another 
meeting should usually take place after the Secure Accommodation Review 
Panel. 
 
The Review Panel 
 
Each Local Authority is required to appoint at least three persons who will review 
the keeping of the young person in Secure Accommodation for the purposes of 
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of the Local Authority looking after the young person or the Local Authority 
managing the Secure Accommodation in which she/he is accommodated.   
 
Issues of ethnic background and gender should be addressed in deciding on the 
make up of the Panel.  The Head of the Secure Unit should not act as Chair.  
 
Purpose Of The Review 
 
Regulation 16(1) requires the persons appointed under Regulation 15 to satisfy 
themselves: 
 
that the criteria for keeping the young person in Secure Accommodation in a 
community home continue to apply 
 
 

(b) 

that such a placement continues to be necessary 

 
 

(c) 

whether or not any other form of accommodation would be 

appropriate, and in doing so shall have regard to the welfare of the young 
person. 
 
Section 25 of the Children Act 1989 specifies the criteria, which must apply 
before a young person may have his liberty restricted.  It is unlawful for the liberty 
of a young person to be restricted unless one of these criteria is met, no matter 
how short the period in security. 
 
Similarly, a young person must not continue to have her/his liberty restricted 
once the criteria cease to apply, even if there is a Court Order authorising 
restriction of liberty currently in existence. 
 
For the criteria see page 267 Legal Criteria – Welfare Grounds: 
 
Regulations 16(2) and (3) require the persons appointed to undertake the Review 
to ascertain and take into account, as far as is practicable, the wishes and 
feelings of: 
 
 

(a) 

the young person 

 
 

(b) 

any parent of hers/his 

 
 

(c) 

any person not being a parent of hers/his, but who has parental 

responsibility for her/him 
 
 

(d) 

any person who has had care of the young person, whose views 

the persons appointed consider should be taken into account 
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(e) 

the young person’s Independent Visitor if one has been appointed  

 
  and 
 
the Local Authority managing the Secure Accommodation in which the young 
person is placed if that Authority is not the Authority looking after the young 
person. 
Where a Children’s Guardian is involved it would be normal practice to invite 
them to participate in the review. 
 
These consultations are an essential part of the review process. 
 
Setting Up The Review Meeting 
 
The Social Worker will inform the administrators at Cripps Lodge of the need for 
a Secure Accommodation Review Meeting as soon as the Secure 
Accommodation Order is obtained. It must be held within one month of the start 
of the placement and thereafter at intervals not exceeding three months where a 
young person continues to be kept in such accommodation. 
 
The Review should be held in the residential establishment to ensure that the 
young person can attend.   
 
In liaison with the Reviewing Officer and the Secure Unit (including whether they 
have any special arrangement about Review Panels e.g. a particular day of the 
week) the Social Worker will arrange a provisional date and time and inform all 
relevant parties. 
 
The Social Worker will give the Reviewing Officer all the relevant details of those 
people whose wishes and feelings are to be ascertained and taken into account 
(see page above) and will ensure that they are invited to the review or have the 
opportunity to submit their opinions beforehand.   
 
Consultation Prior to the Review 
 
The social worker in consultation with their manager will identify the other two 
members of the Review Panel, one of whom will be the Independent Person and 
confirm that they can attend the Review Meeting at the provisionally set date and 
time. The Independent Person role is usually carried out by someone from the 
organisation ‘Voice for the Child in Care’ (VCC). 
 
The other Panel member should not have had significant involvement in the 
placement decision. The Reviewing Officer will enable the Independent Person to 
access any relevant material he/she wishes to see though it is NOT expected 
that files will be waded through. 
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date or time of meeting agreed. 
 
The Review Meeting 
 
The Reviewing Officer will discuss with the Social Worker the form of the Review 
Meeting and decide the appropriate Agenda. 
 
Reports will be available to the meeting from the unit and the Social Worker.   If 
people have not had access to these prior to the meeting, these should be read 
and discussed. 
 

 

There are two distinct ways of conducting the Meeting: 
 
 

(i) 

to have everyone in together, or 

 
 

(ii) 

to see people separately 

 
Both models have advantages and disadvantages and the Reviewing Officer 
should decide which will be the most effective option in the circumstance.  The 
guiding principle should be to choose the option with which most facilitates full 
participation by the young person. 
 
The Children Act welfare checklist should be kept in mind by all people involved 
with the Review Meeting (see Reporting to Court under the Children Act 1989: A 
Handbook for Social Services DoH 1996 Chapter II). 
 
In making a decision about a child’s welfare, consideration must be given to: 
 
• 

the wishes and feelings of the young person (with regard to his/her age 
and understanding) 

• 

his/her physical, emotional and educational needs 

• 

the likely effect on him/her of any change in his/her circumstances 

• 

his/her age, sex and background including factors such as race, culture, 
language, religion, any characteristics of his/hers and any harm he/she 
has suffered or is at risk of suffering. 

• 

how capable each of his/her parents is, and any other relevant people, of 
meeting his/her needs. 

 
It should be clear whose responsibility it is to prepare the young person for the 
Review - the Social Worker or the Unit Key Worker.  VCC Reps who visit Units 
have a role here to check with the young people that this is happening. 
 
The Independent Person on the Review Panel should see the young person 
before the Review for about half an hour to do a final check that they understand 
the purpose of the Meeting and have seen the reports, as well as to introduce 
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the Meeting. 
 
It is important that young people are enabled to participate fully, recollections of 
young adults who have been in care highlight the trauma of attending Reviews; 
how powerless they felt and the fact no one listened to them. The young person 
should be encouraged to put something in writing to go alongside the other 
reports. 
 
Any new information should be shared with the young person, parents and any 
others with parental responsibility before the meeting.  There should be no 
surprises. 
 
He/she should be informed of the right to independent representation and 
arrangements should be made for briefing both before the Meeting and 
debriefing afterwards. 
 
If the Meeting takes the form of individual interviews and the young person is 
seen first and then invited back with everyone else at the end, it is important to 
plan what will happen to the young person in the interval.  He/she should not just 
be “sent back to the Unit”. 
 
Whether the review takes the form of a meeting or a series of interviews there 
are six distinct stages: 
 
• 

Introductions 

• 

Presentations of information 

• 

Opinions and recommendations 

• 

Consideration by Review Panel 

• 

Presentation of Review Panel decision 

• 

Formal notification to all concerned 

 
There is a format for recording secure accommodation reviews at the end of this 
section.  It is intended to support the Reviewing Officer in conducting the review. 
 
After The Review 
 
If the conclusion of the Review Panel is that the criteria for restricting liberty no 
longer apply, the placement is no longer necessary or other accommodation is 
appropriate, the Authority looking after the young person is under a duty to 
review immediately the child’s placement and circumstances This will be at 
Strategic Director level, though decision-making may be delegated). 
 
To assist the Authority to consider whether to accept this decision of the Review 
Panel, the Chairperson should immediately fill in and sign the simple Record of 
Secure Accommodation Review form (available on L Drive).  This will enable the 
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the necessary consultation within the Authority. 
 
If the conclusion of the Review Panel is that the criteria for restricting liberty 
continue to apply, the record of the Review Meeting should be written up within a 
week and contain a statement confirming which criteria were met and the 
reasons for the placement continuing. 
 
This should be signed by the Chairperson and circulated to all those invited, 
obviously including the young person. 
 
A date should be set for the next Review, with preferably the same Panel.  The 
date must be within three months and should be recorded at the end of the 
minutes of the Review Meeting.   
PLEASE NOTE - Voice of the Child in Care produce very full guidance on 
secure reviews and other areas relating to secure accommodation.  
Reviewing Officers will find it helpful to refer to this. 
 

Summary: 

• 

Restricting the liberty of young people is a serious step, which must be 
taken only when there is no appropriate alternative 

• 

Young people over 13 years can be placed in secure accommodation; 
those under 13 cannot be placed without the Secretary of State’s 
approval. 

• 

There are strict criteria, which need to be fulfilled, and it is UNLAWFUL for 
the liberty of a young person to be restricted unless the criteria are met, no 
matter how short the period in security. Equally just because a young 
person meets the criteria placement in security is not automatically 
appropriate.   

• 

Consultation with legal services will be essential. 

• 

A young person meeting the requirements may be placed in secure 
accommodation for a maximum of 72 hours on the authority of Strategic 
Director of Neighbourhood Services (Director of Social Services) 
delegated to the Head of Children’s Services, but without the authority of 
the Court 

• 

There needs to be a clear view as to what will be achieved by admission 
and how this fits into the overall care plan. Young people should not be 
admitted without a firm plan having been made for their discharge. This is 
best achieved by holding a Child Care Review 

•  The court can impose a security requirement in remands and committals 

in certain circumstances 

•  The placing authority must hold a Review within one month of the start of 

the placement and thereafter at intervals not exceeding three months 
where a young person continues to be kept in secure accommodation.   
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Introduction 
 
Children and young people may become looked after as a result of an Order 
made by the Criminal Courts.  Normally the Court concerned will be the Youth 
Court or Adult Magistrates Court but occasionally the Order may be made in the 
Crown Court. 
 
The Police can also ask the Local Authority to detain a young person in 
accommodation in certain circumstances. 
 
Milton Keynes Council will also provide accommodation for some 16 and 17 year 
olds bailed by the Courts. 
 
The table below sets out the various Orders and the relevant statutes.  Unless 
otherwise stated any child or young person aged 10-17 years may be eligible. 
 

ORDER STATUTE 

TIME 

LIMITS 

AUTHORISATION 
 

Detention following 

Police and Criminal 

Overnight - at 

Police can request.  

charge. 

Evidence Act 1984 

most a few 

Local Authority 

(PACE) S38(6). 

days. 

have a duty to 
provide. 

 

 

 

 

Remand to Local 

Children and Young 

Up to 8 days 

Youth Court 

Authority 

Persons Act 1969 S23  initially then up 

Magistrates Court 

Accommodation (10-16  (1) (Children Act 1989  to 28 days at a 

Crown Court 

years only) 

S21(2)). 

time.   
When 
transferred to 
Crown Court 
any period up 
to hearing. 

 

 

 

 

Remand with Security 

Children and Young 

As for non-

As for non-secure 

Requirement (12-16 

Persons Act 1969 

secure remand.  remand. 

years only) 

S23(5) (Children Act 
1989 S21(2)). 

 

 

 

 

Bail Local 

Authority

Variable as set 

 

As for remands. 

discretion (Children 

by Court. 

Act 1989 S20).  Bail 
Act 1976 S3. 
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Up to 6 months. Youth Court 

Residence 

Criminal  

Crown Court 

Requirement 

Courts(sentencing)Act 
2000  

 

 

 

 

Detention following 

S90 Powers of 

Length of 

Crown Court 

conviction for a grave 

Criminal  

sentence 

(placement 

offence 

Courts(sentencing)Act  subject to 

decision by Home 

2000 formerly Children 

review by 

Office). 

and Young Persons Act 

Home Office or 

1933 S53(1) + (2). 

release on 
licence. 

 
 
Detention Following Charge (PACE) 
 
The Police will normally make a request via the Youth Offending Team or ESWT.  
If considered appropriate the Social Worker will liaise with the Family Placement 
Service/PTS Out of Hours Service regarding availability of a Pre-Trial Services 
placement.  If no PTS bed is available other alternative placements will need to 
be considered. 
 
If the child or young person is placed, EIR Part 1 then Placement Plan Part 1 
should be completed before placement.  The transfer of placement must be 
made under escort by a Social Worker, Residential Worker of Pre-Trial Services 
Carer, with Police support if necessary. 
 
Arrangements must be made to bring the child or young person before the Court 
at the appointed time (usually the following day) again using Police support if 
necessary.  It is important to remember that a child detained under this section is 
still technically in the custody of the Police. 
 
Remand Or Bail To Local Authority Accommodation 
 
The Youth Offending Team will liase as required with the Courts making the 
necessary assessment and advising the bench accordingly.  If a Remand is likely 
the Youth Offending Team will establish availability of placements with Pre-Trial 
Services, Family Placement and Residential Services.  The presumption will be 
that the bail and remandees will be placed in a pre-trial service placement 
whenever possible. 
 
If a PTS bed is available the Youth Offending Team will ensure completion of the 
PTS referral/agreement document, EIR Part 1, Placement Plan Part 1.  
Thereafter the procedure for “unplanned placement” will apply with the addition 
that a planning meeting must be held within 72 hours of placement. 
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placement” procedure applies. 
 
The presumption will be that only 17 year olds and some 16 year olds will be 
eligible for placements as part of their bail conditions.  Children and young 
people aged 10-15 and most 16 year olds should be remanded. 
 
A Remand to Local Authority Accommodation implies a refusal of bail usually 
because: there is no-one with parental responsibility, family or friend willing or 
able to provide accommodation; or because the proposed accommodation is 
considered unsuitable by the Court.  It is possible to place a remanded child at 
home or with family/friends but this needs careful assessment of the 
circumstances and the consent of a Children’s Services Manager. 
 
Currently young people provided with accommodation for bail purposes are 
considered as looked after within the meaning of the Children Act 1989. 
 
Remand To Local Authority Accommodation With Security Requirement 
 
This allows the Court to direct the Local Authority to place a child or young 
person charged with an offence in secure accommodation.  The Youth Offending 
Team will be responsible for seeking a suitable placement in accordance with the 
guidelines for secure accommodation (see section 13) 
 
Supervision Orders With Residence Requirements  
 
Consideration of either of these orders will be given during the preparation of a 
Pre-Sentence Report.  Therefore they should be treated as planned placements 
and the normal procedure should be followed, including presentation to 
Resources Panel.   
 
A requirement to live in local authority accommodation can be imposed for a 
period of up to 6 months where the young person previously failed to comply with 
a requirement attached to a supervision order or was found guilty of another 
offence during the supervision order and the court believes that this was due to a 
significant extent to the young persons living arrangements and that a residence 
requirement will aid rehabilitation. 
 
‘Section 53’ Placements 
 
This includes serious offences such as: murder, manslaughter or offences 
carrying a maximum penalty of 14 years imprisonment or more when committed 
by an adult. Such cases are likely to be heard in the Crown Court. 
 
It should be noted however that in the case of a Section 53 placement the final 
decision as to where a young person will serve a sentence lies with the relevant 
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within the meaning of the Children Act 1989 but good childcare practice indicates 
that LAC documentation and reviewing procedures should run alongside any 
procedures required by the Home Office. 
 
Children And Young People Already Looked After 
 
Sometimes children and young people who are already being looked after by the 
Local Authority may become detained, remanded or sentenced under one or 
more of the above Orders.  In some cases this may constitute a change of legal 
status as in a Supervision Order with a Residence Requirement or detention 
under Section 53 and may involve changes of placement.   
 
It is anticipated that where a child or young person is already looked after the 
case holding Social Worker will retain overall responsibility with the Youth 
Offending Team providing advice and guidance on those matters pertaining to 
the Court process. 
 
NB young people who are remanded or sentenced in Young Offenders 
Institutions do not acquire Looked After status. 

 
Summary: 
 
• 

Children and young people may become looked after as a result of an 
Order made by the Criminal Courts.   

 
• 

Sometimes children and young people who are already being looked after 
by the Local Authority may become detained, remanded or sentenced 

 
•  Liaison with the Youth Offending Team is vital 
 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 285 



[bookmark: 337]SECTION 15  LEAVING CARE 
This section of the guidance is drawn from extracts of the Milton Keynes Council 
Policy, Guidance and Practice developed by Robert Lindsay Jones 
and John Short (06 September 2002) 
 
Introduction 
 
Young people who have been ‘looked after’ by local authorities are one of the most 
disadvantaged groups in society.  It is recognised that they often have experienced 
disrupted family lives, many changes of placement whilst ‘looked after’, and have a poor 
quality of life after leaving public care.  Care leavers have experienced disproportionately 
higher rates of unemployment, homelessness, teenage pregnancy and low educational 
attainment. 
 
The Council seeks to achieve much better outcomes for care leavers for whom it 
is responsible.  This responsibility acknowledges the need for the Council to 
support the young person in the manner of a ‘good parent’.  This support should 
be of a similar level as to that offered by most good parents when their children 
prepare for and leave home.  The support offered should be particular to the 
individual young person’s needs. 
 
The Council is committed to the development of its role as a ‘corporate parent’.  
Preparation for independence is recognised as an on-going process requiring the 
Council as a ‘corporate parent’ to ensure that a young person’s needs are properly 
assessed, that care and pathway plans are in place and that the young person is fully 
involved in that process.  In the manner of a ‘good parent’ the Council would wish to 
encourage the aspirations of young persons for whom they have a responsibility. 

 

The Council recognises that the quality of preparation for leaving care, and of 
after care, is dependent upon the effective coming together of professional 
agencies, carers, families and young people.  To achieve this the Council is 
committed to partnership working and the development of new initiatives in order 
to deliver a comprehensive and integrated service to care leavers. 
 
Leaving Care Vision 
 
To ensure that all young people in public care are prepared for independent living, 
supported when independent and provided with practical and financial resources and 
choices to make this achievable. 
 
Corporate Parent Strategic Aim 
 
To support the local authority and partner organisations in developing and implementing 
a strategy for improving the life chances and outcomes for care leavers. 
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The Children (Leaving Care) Act 2000. 

 

This Act amends the leaving care provisions contained in Section 24 of the 
Children Act 1989.  The Children Act 1989 remains the general legal framework 
for care leavers and a general knowledge and understanding of the Children Act 
1989 is necessary if the provisions contained in the Children (Leaving Care) Act 
2000 are to be effectively put into practice.  It remains the general Children Act 
1989 principle that local authorities have a responsibility to provide young people, 
with a level of care and support, which replicates that which is expected from a 
family setting.  Key principles of the Children Act 1989 include: taking into 
account the views of young people, consulting with them and keeping them 
informed, giving due consideration to young people’s race, culture, religion and 
linguistic background, the importance of families and working with parents. 

 

Guidance and Regulations - The Children (Leaving Care) Act 2000 Regulations 
and Guidance 
 
The Children (Leaving Care) Act 2000 is based upon the consultation document 
Me, Survive, Out There? – New Arrangements for Young People Living In and 
Leaving Care July 1999.  It enacts commitments made within the White Paper 
Modernising Social Services 1998 and the Government’s response to The 
Children’s Safeguards Review 1998.  The Children (Leaving Care) Act 2000 
realises two fundamental policy objectives: young people should not leave care 
until they are ready to do so and leaving care should not mean the withdrawal of 
personal support.  The Children (Leaving Care) Act 2000 exists in a wider policy 
context of work to secure a better future for both care leavers and other 
vulnerable young people. 

 

The Guidance to the Children (Leaving Care) Act 2000 describes its purpose as 
to improve the life chances of young people living in and leaving local authority 
care.  Its main aims are:  
 
• 

To delay young people’s discharge from care until they are prepared & 
ready to leave 

• 

To improve the assessment, preparation and planning for leaving care 

• 

To provide better personal support for young people after leaving care 

• 

To improve the financial arrangements for care leavers. 

 
The major change brought about by the Children (Leaving Care) Act 2000 is the 
new duty on local authorities to assess and meet the needs of ‘eligible’, ‘relevant 
children’, ‘former relevant children’ and ‘qualifying children and young people’.  
The categories of young people defined in the Children (Leaving Care) Act 2000 
are set out below: 
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 Children aged 16 and 17 who have been 

‘looked after’ for at least 13 weeks since the 
age of 14 and who are still ‘looked after’. 

Relevant Children 

 Children aged 16 and 17 who have been 

‘looked after’ for at least 13 weeks and who 
have left care. 

Former Relevant 

 Young people aged 18-21 who have been 

Children 

either ‘eligible’ or ‘relevant children’, or both.  
If at the age of 21 the young person is still 
being helped by his responsible authority with 
education or training, he remains a ‘former 
relevant’ child to the end of the agreed 
programme of education or training even if 
that takes him past the age of 21. 

Qualifying Children And 

 Section 24 (1):  Any young person aged under 

Young People Over 16 

21 (under 24 if in education or training) who 
ceases to be ‘looked after’ or ‘accommodated’ 
in a variety of other settings, or privately 
fostered, after the age of 16. 

Responsible Authority 

 Section 23A (4):  The council which last 

‘looked after’ the child or young person. 

 

The Children (Leaving Care) Act 2000 does not replace the Children Act 1989.  It 
builds on and extends the duties and powers included in the leaving care and 
aftercare provisions of the Children Act 1989. 
 
The Children (Leaving Care) Act 2000 introduces the term ‘responsible authority’.  
This is the authority that last ‘looked after’ the young person wherever the young 
person is living.  This is aimed at providing continuity of care and preventing 
disputes between local authorities over the issue of who is responsible for 
services. 
 
As the legislation is not retrospective then young people who do not qualify will 
continue to receive ‘support, advice and assistance’ under Section 24 of the 
Children Act 1989.  However, within available resources, and during the 
transition period, the Authority will seek to offer to these young people the same 
level of services currently being developed and offered under the Children 
(Leaving Care) Act 2000. 
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the Quality Protects Programme that aims to increase the support for care 
leavers.  This seeks to ensure that young people leaving care, as they enter 
adulthood, are not isolated and participate socially and economically as citizens.  
The Programme has a target of improving the level of education, training and 
employment outcomes for care leavers aged 19, so that levels for this group are 
at least 75% of those achieved by young people in the same area by March 
2004.  In addition, the Government’s Teenage Pregnancy Strategy and the 
Homelessness Act 2002 also seek to improve services and outcomes for young 
people in and leaving public care. 
 
The legislation also has to be seen within the broader Government agenda of 
tackling ‘social exclusion’.  There have been a number of policy initiatives in 
relation to youth homelessness, young people excluded from education, training 
and employment and teenage parenthood, all of which have implications for 
children and young people in and leaving care.  

 

The Model Of Service Delivery. 
 
A ‘dedicated’ Leaving Care Team located at, and operating from, 20 Blackheath 
Crescent, Bradwell Common, Milton Keynes provides the Leaving Care Service 
in Milton Keynes. 
 
The Leaving Care Team Philosophy 
 
The Leaving Care Team recognises care leavers as a broad group representing 
an extremely vulnerable section of society with complex and varied needs.  
Increasingly, particular attention has been given to the fact that care leavers are 
not an homogeneous group and that they represent an extremely diverse set of 
young people with different needs.  Therefore, measures aimed at improving 
outcomes must be individually tailored and pay attention to issues of race, 
religion, gender, class, ability and disability.  Services which are developed for 
young people leaving care must, therefore, be flexible and based on partnership 
principles in order that they gain access to a broad range of services in the 
community.  These partnerships should be established across a broad range of 
statutory, voluntary and community organisations that contribute to services for 
care leavers.  Most importantly, partnerships must include care leavers 
themselves and their families. 
 
The Leaving Care Team offers a range and mix of skills and experience in 
working with young people.  In its planned development the Team will 
increasingly be able to provide a comprehensive service.   
 
The Team offers flexible and comprehensive services including: 
 
• 

The provision of a drop in centre 
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Preparatory work 

• 

Access to counselling 

• 

A co-ordinating role in respect of maintaining personal support 
systems for young people 

• 

Information, advice and support in accessing continuing education 

• 

Advice and support in accessing appropriate health care 

• 

Advice and support in accessing training and employment 

• 

Advice on welfare rights 

• 

The undertaking of the role of personal adviser 

• 

The continuing assessment of a young person’s needs and the 
preparation of Pathway Plans. 

 

Members of the Leaving Care Team work in close conjunction with social 
workers in the fieldwork teams.  Looked After Children case responsibility 
remains with the fieldworker until the young person ceases to be ‘looked after’.  
The decision as to the nature and timing of the first involvement of the Leaving 
Care Team is to be the result of a consultative process involving the ‘looked after’ 
child Social Worker, the primary carer and the Reviewing Officer.  In the majority 
of cases a member of the Leaving Care Team will attend the first ‘looked after’ 
child Review after a young person’s fifteenth birthday.  Formal planning for 
leaving care should commence at this Review.  Alternatively, where this would be 
detrimental to the young person, a meeting will be convened of the key parties to 
establish when a member of the Leaving Care Team should meet the young 
person.  At this initial stage the member of the Leaving Care Team would assess 
the leaving care needs of the young person, establish a draft Pathway Plan and 
develop an independence skills programme. Referrals form for the Options for 
Independence teams can be accessed via the L Drive. 

 

Preparation For Leaving Care 

 

Policy 
 
All services for young people will support the transition of a young person from 
dependence to independence. 
 
Guidance And Practice 
 
The transition from childhood to adulthood is a lengthy process and services 
should support the gradual transition of a young person from dependence to 
independence.  Preparation for leaving care should: 
 
• 

develop a young person’s capacity to make satisfactory relationships with   
others (both general and sexual relationships) 

• 

enable young people to develop their self-esteem 

• 

teach practical and financial skills and knowledge. 
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plans for their future.  It should only be in exceptional circumstances that 
decisions are made without their full participation. 
 
All preparation for leaving care and the provision of after care must take account 
of the religious persuasion, racial origin, cultural and linguistic background and 
other needs of the young person. 

 

In essence, preparation for independence has two distinct phases: 
A.  Informal preparation from the day a young person becomes ‘looked after’ 
B.  Formal preparation from the age of fifteen. 

 

The Informal Phase 
 
In the informal phase strategies for preparation for independence should aim to 
mirror and recognise that preparing for adulthood begins from an early age for 
most people living in their own families.  With careful planning and thought, 
young people can learn skills such as basic cooking, household cleaning etc. as 
an integrated part of foster placements and within children’s homes.  This low-
key learning does often take place in foster homes and by formally 
acknowledging this; it can help to raise the status and recognition of carers’ vital 
roles.  Additionally, when a formal focus on independence begins, the young 
person already has a good grounding of skills on which to build. 

 

The Formal Phase 
 
The ‘formal phase’ is the point at which pathway planning and the role of the 
personal adviser becomes the framework upon which young people are prepared 
for leaving care. 
 
Preparation for leaving care must be handled sensitively.  The work should be 
planned and seen as long term.  Young people should leave care when they are 
ready to do so.  The preparatory work should, therefore, take place at the young 
person’s pace.  At fifteen the idea of independence may be unsettling and unless 
approached in a reassuring way the work could be counter-productive. 
 
It is also emphasised that in the preparation for leaving care ‘life story’ work 
should continue to be seen as integral to maintaining and strengthening the 
identity of the young person.  It is expected that the personal adviser, in 
conjunction with the young person, and other significant individuals, will continue 
this work.  As the young person matures, and makes the transition to 
independent living, the ‘life story’ work will require a different focus eg. when the 
young person moving into new accommodation, starts a new job or begins a 
training or an education course.  The ‘life story’ work could include, written 
records, documents, photographs and/or video. 
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Policy 
 
Young people should be fully involved in all aspects of decision-making that 
affects their lives. 

 

Guidance And Practice 
 
The Council’s participation strategy for young people seeks to ensure that a 
number of methods exist in which young people can participate in and contribute 
to the development of policies and services that affect them as care leavers.  The 
Children’s Rights Officer, Disability Children’s Rights Officer and Quality 
Assurance Officer will work with the Leaving Care Team and young people to 
establish a variety of ways to involve them in the development of services. 

 

Access To Information 

 

Policy 
 
Young people are to be provided with a range of essential information about the 
role of the Leaving Care Service, other key organisations and details of wider 
community resources.  Recognising that young people’s needs are different 
therefore means the form this information takes will vary. 

 

Guidance and Practice 
 
All young people are provided with a Leaving Care Guide that details the 
services available from the Authority and provides essential information on the 
services provided by the Authority and other relevant agencies.  The presentation 
of this information may have to vary according to the needs of young people 
arising from ethnic origin or particular disabilities.   
 
The Right To Complain 

 

Policy 
 
A complaint from a young person will be taken seriously and access to an 
advocate offered, both to help make the complaint and then to provide help, 
throughout the process. 

 

Guidance and Practice  
 
The Authority has a duty to provide care leavers with a full representations and 
complaints process under Section 26 of the Children Act 1989 and the 
Representations Procedure (Children) Regulations 1991.  Additionally, from 1 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 292 



[bookmark: 344]October 2001 there is a duty to provide an initial 14-day informal resolution stage 
in the complaint process to the following groups of care leavers: 
 
• 

Eligible children 

• 

Relevant children 

• 

Former relevant children 

• 

Persons qualifying for advice and assistance 

• 

Persons qualifying for advice and assistance, formerly ‘looked after’ by a 
local authority, and receiving assistance in connection with 
education/training. 

 
The time period begins when the local authority receives the complaint.  Upon 
receipt of the complaint the authority must provide a written summary of the 
complaint to the designated complaints officer and must try by ‘informal means’ 
to reach a settlement to the satisfaction of the young person within the 14 days. 
 
If the young person is not satisfied with the resolution of his or her complaint at 
the end of the 14 day period, the local authority must notify the complaint officer 
of the failure and the young person of his or her right to begin the formal 
complaints process.  Notice must be in writing. 
 
Young people must be given clear and accessible information on the complaints 
process and the Authority must ensure that a young person is offered access to 
an advocate both to help make a complaint and then to provide help throughout 
the process.  Advocacy will be provided by the organisation Voice of the Child in 
Care. 
 
In effect, all complaints must proceed through a formal process. The 14 days 
informal resolution phase puts in abeyance the full formal complaints procedure. 

 

Whenever a complaint is received the complaints officer’s advice will be sought 
as to how best to progress the complaint, and by whom, within the 14-day 
informal resolution stage.  

 

The Assessment Of A Young Person’s Needs 

 

Policy 
 
All planning and work towards preparing a young person for leaving care is 
based upon a robust and multi-agency assessment of need 
 
Guidance And Practice 
 
The Leaving Care Assessment of Need will be developed in conjunction with the 
Framework for the Assessment of Children in Need and their Families and is 
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the holistic care of the young person at the time of compilation. 
 
The assessment of need is crucial to the development of the Pathway Plan and 
to ensure that appropriate services are provided to the young person. 
 
Each young person will be provided with a written statement explaining the 
assessment of need process.  This statement will include information as to: 
 
• 

Who will be responsible for co-ordinating and taking forward the 
assessment 

• 

The timescale for the assessment and who is to be consulted 

• 

How the outcome is to be recorded 

• 

What the young person can do if he or she is unhappy with any part 
of the process or the outcome of the assessment. 

 
 

The assessment of needs will be completed within 3 months of a young 
person becoming an ‘eligible’ or a ‘relevant’ child whether he does so on 
turning age 16 or later. 

 
 

The assessment of need should address the following issues 

 
• 

The young person’s health and development 

• 

His or her needs for education, training or employment 

• 

The support available to him from his family and other relationships 

• 

His or her financial needs 

• 

The extent to which he or she possesses the practical and other skills 
necessary for independent living 

• 

His or her needs for care, support and accommodation. 
 

In making this assessment every effort should be made to take account of the 
wishes of the young person.  The young person’s wishes and views should be 
central to the decision on who to involve in the needs assessment process.  The 
Act provides for this assessment of need to be carried out at the same time as an 
assessment under any other enactment.  A young person should not be subject 
to a succession of overlapping assessments. 
 
The written assessment of need forms the basis for the Pathway Plan 
(see also section 6). 

 

Pathway Planning 

 

 

Policy
All young people will have a Pathway Plan in place within 3 months of becoming 
‘eligible’ and that, wherever possible, a ‘provisional’ Pathway Plan will be in place 
by the young person’s 16th birthday. 
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Guidance And Practice 
 
The Pathway Plan is the vehicle through which a young person maps out their 
plans and aspirations for the future and is central to the process of improving 
their life chances.  The Plan should articulate the young person’s aspirations and 
identify interim goals along the way to realising their ambitions.  It is extremely 
important that the young person owns the Pathway Plan and the full participation 
of the young person in its development is crucial.  The Plan should look ahead at 
least as far as the young person’s 21st birthday and beyond that where the young 
person is in a programme of education or training which takes him past that age. 

 

It is envisaged that the Pathway Plan and the Care Plan will inform and 
complement each other.  By its nature the Pathway Plan is more adaptable and 
young person focused than the overall Care Plan. 
 
The Pathway Plan must clearly identify the roles of each person who has a part 
to play in supporting the care leaver.  All support should be of a flexible nature 
and built on the individual needs of the young person.  Young people have the 
right to make mistakes and continue to be supported. 
 
The Pathway Plan must identify contingency arrangements that will come into 
effect to support the young person if, for whatever reason, the planned 
arrangements are not realised. 

 

Pathway Plans must be recorded in writing and a copy provided for the young 
person.  Refer to Milton Keynes Pathway Plan Format and Pathway Plan 
Guidance.  The personal adviser and the social worker will also hold a full copy 
of the Pathway Plan.  Separate component parts of the Pathway Plan may be 
provided to other key organisations and individuals involved in the Pathway Plan 
on ‘a need to know basis’.  The Department’s policy on confidentiality must be 
observed.  The young person’s views must be considered when deciding on the 
distribution of the pathway planning component parts. 
 
The Pathway Plan must be reviewed at least every 6 months, at the request of 
the young person or the personal adviser or, at the time of any significant change 
in the young person’s circumstances.  Its purpose is to check that the goals and 
milestones are still right and that they are being met.  All levels of support should 
be reviewed to ensure that they are adequate and delivered according to plan. A 
copy of the review Pathway Plan format can be accessed via the L Drive. 

 

Pathway planning must be seen as part of a comprehensive planning process 
that takes place continuously throughout the care experience.  The Pathway Plan 
may need to be adapted or changed frequently but in circumstances that do not 
affect the overall care plan, e.g. a change in career aspirations following a higher 
than expected educational achievement would require the Pathway Plan to be 
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inform and complement each other. 
 
Pathway planning should run parallel to a young person’s Care Plan and ‘looked 
after’ children planning, including any Personal Education Plan or Connexions 
Plan. 
 
The Pathway Plan should cover the following areas: 
 
• 

Personal support 

• 

Accommodation 

• 

Education and training 

• 

Employment 

• 

Family and social relationships 

• 

Practical and other skills 

• 

Financial support 

• 

Health needs 

• 

Contingency planning. 

 

Education, Training And Employment 

 

Policy 
 
Milton Keynes Council will improve the educational, training and employment 
outcomes for young people leaving care. 
 
Guidance And Practice 
 
Education 
 
The Pathway Plan should build upon the Care Plan and the Personal Education 
Plan which is now required for every ‘looked after’ child.  The Personal Education 
Plan should be continually assessed within the overall care planning process and 
forms the basis for the Pathway Plan’s Education, Training and Employment 
section.  The assessment of educational needs should not view ‘education’ solely 
in terms of performance in academic assessments and tests, but more 
holistically, as the education and personal development of the whole child.  Refer 
to section 10. 
 
Training 
 
The Leaving Care Team, in conjunction with Connexions and careers advisers, 
will work with local training providers to develop flexible and innovative training 
programmes that meet the varied needs of care leavers. 
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Pathway planning for employment will be greatly assisted by work previously 
carried out in regard to education and training.  The Children (Leaving Care) Act 
2000 Regulations and Guidance requires specific attention to be given to: 
 

•  Gathering information about a young person’s achievement and 

potential 

•  Carrying out an assessment of young people’s capabilities in 

relation to employment 

•  Identifying what work needs to be done to increase a young 

person’s employability 

•  Exploring and opening up employment opportunities for young 

people 

•  Developing links with local employers 

•  Identifying the different sources of support for young people 

•  Making efforts to ensure that young people for whom full-time paid 

employment is not an option, such as those with profound learning 
difficulties, are engaged in positive activities. 

 
The Leaving Care Service recognises the advantage of young people 
participating in a range of voluntary and ‘work experience’ activities that 
contribute to their employability.  Personal advisers will identify or provide 
assistance for young people to develop these opportunities. 
 
Health 

 

Policy 
 
Milton Keynes Council will address the health needs of a young person in ways 
that ultimately help the young person to take responsibility for his or her own 
health care. 

 

Guidance And Practice 
 
All assessment of health needs should be holistic in approach.  The assessment 
of health needs and the maintenance of detailed health records should assist in 
pathway planning. 
Planning should: 
 
• 

Promote a healthy lifestyle 

• 

Ensure the appropriate use of primary health care services by young 
people 

• 

Provide access to specialist help and therapeutic services 

• 

Promote leisure interests 

• 

Specify entitlements to free prescriptions, where appropriate 
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Provide for help to complete an HC1 form to access the NHS Low Income 
Scheme, where appropriate 

• 

Pay attention to the need to have accessible information on healthy living, 
sexual health and sexuality, and mental health 

• 

Ensure that disabled young people obtain access to mainstream health 
care services as well as to any specialist service related to their 
impairment 

• 

Pay attention to the health, dietary and cultural needs of young people 
from minority ethnic communities 

• 

Help young people to take responsibility for their own health care. 

 
 

Improving the health of young people and promoting healthy lifestyles is 
dependent upon effective partnership working across a broad range of health 
services.  The Leaving Care Service, through the Specialist Nurse Looked After 
Children, will be instrumental in developing and sustaining partnerships. 
 
Support And Accommodation 
 
Policy 
 
Milton Keynes Council will ensure that young people have accommodation that 
suits their needs and that an appropriate level of housing support is provided. 

 

Guidance And Practice 
 
As a matter of good practice young people will be encouraged to remain in foster 
care or residential care until they are ready for their own independent 
accommodation.  No young person should have to move from a care placement 
to an independent or semi–independent living situation unless this is based upon 
the individual’s needs and the wishes of the young person. 
 
The Act requires the responsible authority to either provide or fund suitable 
accommodation for relevant young people unless they are satisfied that their 
welfare does not require it.  
 
In effect this means that Children’s Services must provide and/or fund 
placements for young people up to the age of 18.  The primary responsibility for 
providing accommodation care leavers beyond 18 rests with the Housing 
Department.  The responsibility for providing semi-independent accommodation 
such as hostels is a joint responsibility between Children’s Services and Housing. 
Types of accommodation that are designated as suitable or unsuitable for young 
people leaving care under the Quality Protects initiative: 
 
Suitable accommodation 
 
• 

Supported hostels 
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Community homes 

• 

Lodgings including those with former foster parents * 

• 

Foyers 

• 

Self built housing 

• 

Privately rented, furnished and unfurnished* 

• 

Local authority and housing association tenancies* 

• 

Shared supported housing 

• 

Lone parent supported accommodation 

                                *  whether supported or not 

Unsuitable accommodation 
 

•  Bed and breakfast accommodation 

•  Emergency hostels/shelters 

•  Any accommodation which exposes the young person to risk of harm or 

social exclusion by reason of it's location. 

 

The accommodation needs of an ‘eligible’ or ‘relevant’ young person must be 
included in the assessment of need. 
 
Throughout the process of transition to independence the Authority will aim to 
ensure that care leavers have access to both semi-independent and independent 
accommodation that:  
• 

Provides choice 

• 

Is accessible 

• 

Is safe 

• 

Is suitable 

• 

Is affordable 

• 

Enables young people to make positive choices and move on 

• 

Considers a young person’s racial, cultural and religious needs 

• 

Provides specialist provision to meet a young person’s requirements. 

 

The Authority seeks to achieve this through a multi-agency accommodation 
strategy.  The maintenance of robust links between the Leaving Care Team and 
Housing will assist in this task. 
 
It is also a requirement that care leavers in higher education or in residential 
further education have appropriate and suitable accommodation provided during 
vacations. 
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Policy 
 
Milton Keynes Council will ensure that young people ages 16 and 17 have 
access to financial support that meets their needs and for young people, ages 18 
to 21, and in certain instances, 24, have access to financial assistance.  The only 
exceptions to this are in the cases of lone parents and those young people who 
can claim some benefit.  In these two exceptions the Authority retains 
responsibility for housing costs (see also section 17). 

 

Guidance And Practice 
 
The local authority has the primary income maintenance role for both ‘eligible’ 
and ‘relevant’ children.  The authority will provide clear information to young 
people about its responsibility to provide this financial support. 
 
No young person will receive financial support that amounts to less in value than 
he or she would receive had he or she been entitled to state benefits.  Decisions 
on how much financial support will be provided or how that support is to be 
provided will be based upon a full assessment of the young person’s needs.  
Those decisions will be reached through a process of negotiation between the 
young person, the personal adviser and the Authority.  Young people will be 
provided with a written schedule setting out what the Authority would normally 
provide funds for and how sources of income are to be provided. 

 

It is recognised that the young person’s managing of their finances is a major 
factor in their ability to live independently as adults and that this is a skill that 
takes some time to develop.  It is a commitment of the Authority that children and 
young people should be given the opportunity to manage any monies in a 
supervised and supportive setting, throughout the transition period of leaving 
care.  

 

The Personal Adviser 
 
Policy 
 
The Personal Adviser will be a member of the Leaving Care Team who will not 
have ‘looked after’ children case responsibility 
 
Guidance And Practice 

 

The personal adviser has the key role in being a focus for support in arranging 
services and in co-ordinating work with other agencies.  The extent to which the 
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person will vary according to individual circumstances.  
 
The personal adviser acts as the young person’s principal source of contact in 
any matter relating to the Pathway Plan and is accountable for the effective 
implementation of the Plan.  The personal adviser will ensure the co-ordination of 
other agencies and individuals identified in the Pathway Plan.  It is the role of the 
personal adviser to keep in touch with the young person and to remain informed 
as to the young person’s progress.  The personal adviser will take responsibility 
for initiating the review of the Pathway Plan and for recording its outcomes. 
 
When allocating a personal adviser to an individual young person consideration 
must be given to the wishes of the young person; issues of gender, race, religion, 
linguistics, disabilities and equal opportunities.  The assessment of need and a 
judgement as to who is most appropriate to fulfil the role of personal adviser will 
influence the choice and allocation of worker. 
 
The role of the young person’s adviser is independent of ‘looked after’ children 
case management and budget holding responsibilities. 

 

Keeping In Touch 

 

Policy 
 
Milton Keynes Council will remain in contact with young people at a level that 
meets their needs. 
 
Guidance And Practice 
 
The responsible authority is required to keep in touch with ‘eligible’, ‘relevant’ and 
‘former relevant’ young people to the age of 21 (or beyond if the young person is 
on an approved programme of education or training).  This will normally be the 
role for the personal adviser.  If contact with the young person is lost, reasonable 
steps should be taken to re-establish contact until this has been achieved. 
 
It is vital that the Leaving Care Service is flexible, adaptive and responsive in 
order that young people value contact and do not disengage from the Service.  
When this can be achieved any problems that occur for a young person are more 
likely to be resolved at an early stage. 
 
The level of contact required by each young person will vary according to his or 
her needs and circumstances and will change over time.  The leaving care 
service will provide a range of contact options that will include, personal contact, 
a ‘drop-in’ service, e-mail and internet facilities, telephone and a newsletter. 
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Policy 
 
Milton Keynes Council will continue to provide support and services to care 
leavers age eighteen and over according to their assessed need. 
 
Guidance and Practice 
 
Under the Children (Leaving Care) Act 2000 local authorities have a number of 
additional duties in relation to young people aged 18 to 21 who have been either 
‘eligible’ or ‘relevant’ or both.  These duties continue beyond the age of 21 if the 
young person is on an approved programme of education or training as agreed 
and set out in the Pathway Plan. 
 
At this point young people become defined as ‘former relevant’ children and the 
types of support and assistance they need at the time may change.  This change 
is reflected in the fact that Children’s Services no longer has the primary income 
maintenance role.  This phase of the young person’s transition may be extremely 
stressful and the young person may require significant support, particularly with 
making benefit claims.  The Children (Leaving Care) Act 2000 highlights the 
importance of continued support and assistance and places an emphasis upon 
young persons moving to independence when they are ready.  A consequence of 
this is that young people may remain in a supported children’s service placement 
or a non-children’s service placement beyond their 18th birthday.  While the 18th 
birthday is a significant milestone it may mean that there is no major change in 
that young person’s need for support and accommodation. 

 

Support For ‘Former Relevant’ Children 
 
The duties of the local authority include: 

•  To keep in touch with the young person 

•  To provide each young person with a personal adviser 

•  To regularly review and revise the Pathway Plan 

•  To provide general assistance 

•  To provide assistance with expenses associated with employment 

•  To provide assistance with the expenses associated with education 

and training 

•  To provide vacation accommodation (or the funds to secure it) to 

care leavers in higher education or on a residential further 
education course that requires them to live away from home as 
agreed in the Pathway Plan. 

 
 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 302 



[bookmark: 354]Support For Care Leavers Termed ‘Qualifying Children’ 
 
Policy 
 
Milton Keynes Council will assess the needs of ‘Qualifying Children’ and provide 
a service commensurate to that offered to ‘Relevant’ and ‘Former Relevant ‘ 
young people. 
 
Guidance And Practice 

 

Entitlements of young people qualifying for advice and assistance under section 
24 of the Children Act 1989 are continued in the new sections 24, 24A and 24B. 
 

•  Advise and befriend.  If the young person has been ‘looked after’ by a 

local authority or ‘accommodated’ by or on behalf of a voluntary 
organisation, the relevant authority has a duty to advise and befriend the 
young person if needed, for other young persons, the relevant authority 
has the power to provide this. 

•  General assistance.  The relevant authority may give general assistance, 

in kind or cash, to all persons for whom the authority has either a duty or a 
power to advise and befriend. 

•  Assistance with employment.  Only for persons formerly ‘looked after’ by a 

local authority, the relevant authority may contribute to expenses to live 
near employment, and may do so until the age of 24. 

•  Assistance with education and training.  Only for persons formerly ‘looked 

after’ by a local authority, the relevant authority may contribute to 
expenses to live near education or training or make a grant for education 
and training expenses and may do so until the age of 24. 

•  Representation Procedure.  All persons qualifying for advice and 

assistance are entitled to access to the representation procedure. 

 

Services for ‘qualifying’ young persons will be determined by an assessment of 
need.  For those ‘qualifying’ young persons who have had on-going contact with 
the Leaving Care Team the assessment of need will be undertaken by that 
Team.  For other ‘qualifying’ young people the Referral and Assessment Team 
will undertake the assessment in conjunction with the Leaving Care Team.  
Assessments will be undertaken within the initial assessment framework and the 
leaving care assessment framework.  
 
Young people who leave care before they are 16 years old are not covered by 
the provisions of the Children (Leaving Care) Act 2000. 
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Policy 
 
Where young people have specific needs additional to their needs as a care 
leaver the Leaving Care Team will ensure that the appropriate services are 
identified and accessed. 

 

Learning And Physical Disabilities  
 
It is recognised that young people with learning and/or physical disabilities may 
have particular needs over and above the needs of other young people who are 
being cared for.  The Authority will take into account any transition plan drawn up 
under the Special Education Needs Code of Practice and will ensure that adult 
services within the Authority are included in the pathway planning process.  
Where a young person has a Statement of Special Education Needs the 
Fourteen Plus Education Review provides the opportunity to identify those young 
people who will require an ongoing adult service. 
 
 
In the case of ‘looked after’ children who meet the definition of a disabled child 
set out in the Children Act 1989, and ratified in Milton Keynes by the Disabled 
Persons Act 1986 Panel, the responsibility for the Leaving Care Assessment of 
the Need rests with a transitions social worker in the Disability Service 
(Children’s) 
 
The Disability Service (Children’s) will ensure that the assessment it undertakes 
of ‘looked after’ disabled children 15 plus, is comparable to and informed by the 
Leaving Care Assessment of Need, while at the same time identifying their 
specific transitional and additional needs. The timescale for completing the 
assessment is the same as for any other child covered by the Children’s (Leaving 
Care) Act 2000.  
 
This leaving care and disabilities policy and protocol document applies to young 
people who are ‘looked after’ on a full time basis and meet the definition of a 
disabled child set out in the Children’s Act 1989, and ratified in Milton Keynes by 
the Disabled Persons Act 1986 Panel. 

 

The majority of disabled children and young adults covered by this policy and 
protocol will transfer directly from Disability Services (Children’s) to Disability 
Services (Adults) and will have special needs in addition to those of the majority 
of care leavers. While it is vital that every effort is made to assist children and 
young adults to gain independence, this will require substantial and continuing 
support that will be provided by the Disability Service (Children’s) and 
subsequently by Disability Services (Adults), rather then Leaving Care Team 
(Children’s Services).  
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adults with disabilities, it is vital to clarify their legal status under the Children’s 
(Leaving Care) Act 2000. Children and young adults who are ‘looked after’ in a 
respite care basis are not eligible for the entire range of support and services 
under the children (Leaving care) Act 2000 and in the main, are entitled to 
support under Section 24 of the Children’s Act 1989 as amended by the Children 
(Leaving Care) Act 2000. 
 
All disabled young adults who are additionally defined as ‘Former Relevant 
Children’ under the Children (Leaving Care) Act 2000 must have a Transition 
Plan and Care Plan that are informed by the Leaving Care Assessment of Need 
and Leaving Care Pathway formats.  
 
In line with pathway planning guidance and to take account of the responsibilities 
set out in the Children (Leaving Care) Act 2000, all plans that incorporate the 
pathway plan format must be reviewed every six months, when a child/young 
adult requests a review or when a significant change in circumstance occurs. 

 

The role of the Leaving Care Personal Adviser will be performed by the transition 
social worker Disability Service (Children’s) for children aged 16 and 17 and 
performed by the transition social worker Disability Service (Adults) for young 
adults age 18 to 21. Where young adults commence a designated further or 
higher education course before they reach the age of 21, they are entitled, until 
the age of 24, to a leaving Care Personal Adviser. Budgetary responsibility for 
children and young people remains with Children’s Services up to the age of 18. 
From the age of 18 the primary budget responsibility rests with Adult Services. 
Where young people are covered by Section 24 of the Children Act 1989 as 
amended by the Children (Leaving Care) Act 2000, or as defined as ‘Former 
Relevant’ Children, Section 23 of the Children (Leaving Care) act 2000, the 
leaving care service has continuing responsibility to provide additional payments 
aimed at facilitating moves to greater independence. Refer to Milton Keynes 
Financial Policy for Young People Leaving Care. 
 
Mental Health Needs 
 
Young people with mental health needs may also have needs other than those 
associated with leaving care and through the pathway planning process 
specialist services will be identified and access sought. 
 
The Specialist Nurse Looked After Children will work in partnership with the Adult 
Services and Health Services to facilitate this access. 

 

Young People And The Criminal Justice System 
 
Where a young person, who is or has been ‘looked after’, is subject to orders of 
the court for offending behaviour that young person will continue to qualify for a 
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Youth Offending Team or the Probation Service, as appropriate, to ensure that 
his after care needs continue to be addressed.  The primary case responsibility 
for each young person will be determined by the nature and seriousness of the 
offence or offences. 

 

Child Protection/Child in Need 
 
Where there are issues of child protection in regard to the young persons 
themselves or to their child/children (where they are a parent) or to other children 
with whom they have contact the child protection procedures will be initiated. 
 
Where a care leaver is a parent and his/her child/children is thought to be a child 
in need, or in need of protection, the social work responsibility for the welfare of 
the child/children rests with the Referral and Assessment Team.  The 
responsibility for the ongoing leaving care needs remains with the Leaving Care 
Team. 
 
Asylum Seeking Children 
 
Unaccompanied asylum-seeking children are covered by the Children Act 1989 
and the new provisions introduced by the Children (Leaving Care) Act 2000 in 
exactly the same way as other children in this country. 
 
Where an ‘eligible’ or ‘relevant’ young person, who is also an asylum seeker, 
reaches age 18 without his status being resolved, arrangements need to be 
made with the National Asylum Seekers Service as to the future provision of 
service. 
 
Inter-Authority Protocol (available on the L Drive) 

 

Policy 
 
Where a care leaver resides outside of Milton Keynes, the Authority will seek to 
ensure that a service is provided that is commensurate with the service which he 
or she would receive if he or she had remained resident in Milton Keynes. 
 
Whenever possible, plans for movement of care leavers outside Milton Keynes’s 
boundaries must be discussed and the level of service provision agreed by Milton 
Keynes and the host authority concerned prior to the move taking place. 
 
All care leavers should be advised on how to access care leavers’ services if 
they move outside Milton Keynes, their responsible authority, and need 
assistance.  The advice provided should be in written form.  
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authority the assessment of that young person’s needs will be made by the 
Referral and Assessment Team and any emergency financial assistance will be 
provided through Section 17 of the Children Act 1989 and a referral made to the 
Leaving Care Team to manage the transitional arrangements. 
 
With young people leaving Milton Keynes to move to other authorities a 
discussion and joint meeting between the respective Leaving Care Teams must 
be arranged.  
 
Pathway Planning 
 
1. The Purpose Of Pathway Planning 
 
"The Pathway Plan should be pivotal to the process whereby young people map 
out their future, articulating their aspirations and identifying interim goals along 
the way to realising their ambitions. It will also play a critical part in making the 
new arrangements contained within the Act work". 
 
"The Authority should work to ensure that the Pathway Plan is owned by the 
young person and is able to respond to their changing needs and ambitions. It 
should look ahead at least as far as the young person's 21st birthday and will be 
in place beyond that where the young person is in a programme of education or 
training, which takes them past that age " Guidance, Chapter Five. 
 
2. Pathway Plans And Good Practice 
 
The Pathway Plan should reflect best practice in that: 
 

 Young people must have the option to remain looked after until they are 

prepared and ready to leave. 

 

 Pathway Planning should run parallel to a young person's care plan and 

LAC planning, including any Personal Education Plan or Connexions plan. 

 

 Pathway Planning should take place early, recognising the need for 

structure and stability. 

 

 All people with an interest in or involved in supporting the young person 

should be fully involved in the process. 

 

 Pathway Planning should be at the young person's pace and ensure that 

young people are fully involved and informed about options available. 
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identified which options will be most suitable and agreeable to the young 
person. 

   The Leaving Care Team must be involved at an early point in order to 

ensure that they offer specialist knowledge to young people and help 
focus the Pathway Planning process. 

 
3. Content Of The Pathway Plan 

 
The Pathway Planning process will be where arrangements for continuing 
support and contact will be agreed. The plan should include the following areas: 
 

1.  Accommodation. 
2.  Education and training. 
3.  Employment. 
4.  Family and social relationships. 
5.  Practical and other skills. 
6.  Health needs. 
7.  Financial support. 
8.  Personal support. 
9.  Contingency planning. 

 
The essentials of the Pathway Plan are specified in Schedule 1 of the Children 
(Leaving Care) Act 2000 Regulations. 
 
4. Review Of The Pathway Plan And Contingency Arrangements 
 
Regulation 9 deals with the review of the Pathway Plan. Reviews must be 
arranged if the young person asks for one, or at least every 6 months and 
arrangements must be made to enable the young person to attend meetings. The 
purpose is to check that the goals and milestones are still right and that they are 
being met. Analysis of all levels of support should be reviewed to ensure they are 
adequate and delivered according to plan. 
 
The Personal Adviser would normally take charge of the review and be 
responsible for recording the outcomes. It may be appropriate for someone other 
than the Personal Adviser who has case responsibility to take charge of the 
reviewing process - for instance, in the case of an eligible child who will still have 
a social worker. 
 
Contingency plans should be in place that recognise potential difficulties young 
people may face and arrange for appropriate support mechanisms. Planning 
should be flexible and sensitive to any problems and acknowledge the right of 
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Pathway Planning - Checklist 
 
1. Accommodation 
 

Consideration should be given to the young person’s; 

-  pre-care experience 
-  care experience 
-  family contact 
-  ethnicity 
-  gender 
-  sexuality 
-  disability 
-  how well prepared a young person is to leave care 
 

The needs assessment will have identified what specific assistance a young 
person will need in relation to accommodation and what types of accommodation 
are suitable to meet the young person’s needs. 
 
In addition, local authorities must consider the range of needs they may need to 
meet when they consider their duty to provide accommodation for eligible and 
relevant young people. A range of accommodation options must be established. 
 

Local authorities should: 
 

-  avoid moving young people who are settled unless it is 

unavoidable or offers clear advantage 

-  assess young people’s needs and prepare them for any move 
-  where practicable, offer a choice in the type and location of 

accommodation 

-  set up a package of support to the accommodation 
-  establish a clear and sufficient financial plan for the 

accommodation 

-  develop a contingency plan in case the proposed 

accommodation breaks down. 

 
2. Education & Training 
 

Pathway planning for eligible and relevant young people must build on the 
educational progress while the young person was looked after. It must 
take into account the young person’s Personal Education Plan (PEP). It 
should include continuous assessment of the young person’s progress. 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 309 



[bookmark: 361]The Pathway Plan should: 
 

-  Reflect the needs and potential of the young person 
-  Enable young people to make the most of educational opportunities 
-  Provide for the young person’s Personal Adviser (& Connexions 

Adviser if different) to intervene as necessary to solve any 
problems 

-  Demonstrate contact with school/college and include attendance at 

parents’ events (as appropriate) 

-  Cover any remedial education required. 

Any financial needs in relation to future education/training must be included 
within the Pathway Plan. 
 

3. Employment 
 

The Pathway Plan should set out how the responsible authority will assist 
the young person in, or seeking, employment. (Schedule 1, paragraph 4) 

 

Specific attention should be given to: 

 

-  Gathering information about the young person’s achievements 

and potential 

-  Carrying out an assessment of a young person’s capabilities 

with regard to employment 

-  Identify what work needs to be done to increase a young 

person’s employability 

-  Exploring employment opportunities 
-  Developing links with local employers 
-  Identify range of support for the young person 
 

Any financial needs in relation to assisting a young person to find and maintain 
employment must be included within the Pathway Plan. 
 
4 Family and Social Relationships 
 
Local authorities must enable and support young people to maintain and create 
links with families and friends whilst looked after. This should always include 
members of the extended family. 
 
The Pathway Plan should explore sources of informal support and a young 
person’s ability to make and sustain such relationships. All suitable adults who 
have been a part of the young person’s life should be considered as a means of 
future support, e.g. foster carers/residential workers/teachers. 
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Consideration should be given to means of assisting the young person of 
accessing that support. 
 
Every effort should be made to combat social isolation and to enable young 
people to strengthen their resistance to exploitation by others. The Pathway Plan 
should include reference to interventions by the personal adviser/leaving care 
services to support the young person in this area. 
 
5. Practical & Other Skills 
 
The Pathway Plan must demonstrate a holistic approach attaching equal 
importance to practical, emotional and interpersonal skills. It must develop 
strategies to address assessed need for life skills development to ensure that the 
young person achieves, at appropriate pace, the ability to live as a confident and 
independent adult. 
 
Assessment and agreed action in respect of the following should be included in 
the Pathway Plan: 

 

Self Care Skills   personal 

hygiene 

diet 
health 
sexual health 

 

Practical Skills 

 

budgeting 
shopping 
cooking 
cleaning 
laundry 

 

Interpersonal Skills           formal and informal relationship building 

 

Identity   knowledge of and links with family and 

 

 

                 community 

sexuality 
cultural knowledge for young people from 
ethnic minority communities 

It is important that the particular needs of young people with learning or physical 
disabilities are addressed. 
 

6. Health Needs 

 
The Pathway Plan must deal with the young person’s health needs, including any 
mental health needs, and detail how they are to be met. 
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The Pathway Plan should: 

 

-  Involve a holistic assessment and maintain detailed records of the 

young persons health 

-  Promote a healthy lifestyle 
-  Ensure appropriate use of primary healthcare services by young 

people 

-  Provide access to specialist help and therapeutic services 
-  Promote leisure interests 
-  Ensure appropriate discounts for prescribed medication, dental 

treatment, vision care. (Form HC1) 

-  Pay attention to healthy living including, physical, mental and 

sexual health. 

 

7. Financial Support 

 
The Pathway Plan must include the financial considerations for achievement of 
all aspects of it. A commitment for financial support throughout the life of the 
plan, which should be projected into adulthood, should be given. 
 
The financial support of the plan should allow for normal activities that stretch the 
potential of the young person, e.g. part time employment, and encourage such 
activity. 
 
The local authority acts a good parent and should offer support that is realistic 
and similar in nature to that provided by similarly to young people who are not 
looked after in the area. 
 
8. Personal Support. 
 

The support of the Personal Adviser and/or Connexions Adviser is crucial 
for the success of the plan. Strategies for support must reflect assessed 
need and the young persons ability and willingness to accept support. 
 
The Pathway Plan should give detailed information about what support 
he/she can expect. It should also include a mechanism for the young 
person to seek additional support in the short term should this be 
necessary. 

 

8. Contingency Planning 

 
What will happen if all or part of the plan is not met? e.g. what next if exam 
results unexpectedly preclude acceptance at university. 
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It is important that the Pathway Plan explores alternatives for the young person if 
things have to change. 
 
All material or substantial changes should be brought to a review of the Pathway 
Plan so that life changes can be developed and mapped out in light of them. 
 

John Short. Pathway Plan Checklist 01.10.2001 

The Format for the Pathway Plan can be accessed via the L Drive 
 
Summary: 
 
• 

Young people who have been ‘looked after’ by local authorities are one of the 
most disadvantaged groups in society experiencing disproportionately higher 
rates of unemployment, homelessness, teenage pregnancy and low educational 
attainment. 

• 

Support offered should be of a similar level as that offered by most good parents 
when their children prepare for and leave home.   

• 

The Children (Leaving Care) Act 2000 lays out the responsibilities of the 
local authority to young people leaving care. 

• 

This includes duties to assess and meet the needs of ‘eligible’, ‘relevant 
children’, ‘former relevant children’ and ‘qualifying children and young 
people’ 

• 

For most young people formal planning for leaving care should commence 
at the first ‘looked after’ child Review after a young person’s fifteenth 
birthday.   

• 

Preparation for leaving care and the provision of after care must take 
account of the religious persuasion, racial origin, cultural and linguistic 
background and other needs of the young person 

• 

A leaving Care Assessment of Needs will be completed within 3 months of 
a young person becoming an ‘eligible’ or a ‘relevant’ child whether he 
does so on turning age 16 or later. 

• 

The written assessment of need forms the basis for the Pathway Plan. All young 
people will have a Pathway Plan in place within 3 months of becoming ‘eligible’ 
and that, wherever possible, a ‘provisional’ Pathway Plan will be in place by the 
young person’s 16th birthday. 

• 

The authority is required to keep in touch with ‘eligible’, ‘relevant’ and ‘former 
relevant’ young people to the age of 21 (or beyond if on an approved programme 
of education or training).   

• 

Where young people have specific needs additional to their needs as a care 
leaver the Leaving Care Team will ensure that the appropriate services are 
identified and accessed. 

• 

There is an inter-authority protocol in place for young people who are 
living in another local authority area. 
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Statutory Visiting 
 
What Is A Statutory Visit 
 
The Children Act Guidance emphasises that Social Workers must: 
 

•  See the child. 

•  See the child alone once a year. 

•  See the child’s bedroom (once a year) 

•  Make a written report. 

 
Frequency Of Visits 
 
Please note that the frequencies of visiting set out below are the MINIMUM 
requirements and good practice will dictate that more frequent visiting is required 
to meet the needs of the majority of Looked After Children 
 
Children In Foster Homes Must Be Visited 
 

•  Once within the first week. 

•  At intervals of not more then six weeks during the first year. 

•  At intervals of not more than three months thereafter. 

•  Whenever reasonably requested by the child or foster parent. 

 
Children In Private Foster Homes Must Be Visite  

d

 
As for children in foster homes 
 
Children Placed With Parents Etc Must Be Visited 
 
As for children in foster homes 
 
Children Placed Under Regulation 38 With A Relative Or Friend 
 
Must be visited weekly. 
 
Children In Residential Car  

e

 
The Act does not specify visiting frequencies for children in residential care but 
this is believed to be an oversight, and the same minimum frequencies as for 
children in family placement should apply. The circumstances of most children in 
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visiting. 
 
Protected Children (Where Notice Has Been Given Under Section 22 (1) Of 
The Children Act 1976 Of The Intention To Apply For An Adoption Order) 
 
Must be visited from time to time. 
 
This requirement ends if no Adoption Order is made within 2 years of notice 
being given. 
 
Children On Supervision Orders 
 
There are no statutory requirements, but visits should not be less frequent that 
for children in foster homes. Supervision Orders are likely to involve a pattern of 
work, or monitoring that demands more frequent visiting. 
 
Short Breaks (Respite Care) 
 
(A Series of pre planned short-term placements – see section 5) 
 

•  One visit during first placement. 

•  A second visit if series lasts more then six months. 

•  Whenever reasonably requested to do so by the child or carer. 
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Birth Certificates 
 
For every Looked After Children a copy of their Birth Certificate should be kept 
on the social work file, additional copies may be required in certain 
circumstances for example for children who are adopted. 
 
For children who were born in Milton Keynes, Birth Certificates can be obtained 
by post from the Registrar at the fol owing address:  
 
The Superintendent Registrar 
The Register Office 
Bracknell House 
Aylesbury Street 
Bletchley 
Milton Keynes 
MK2 2BE 
 
Telephone 01908 372101 
 
Email: xxxxxxxxxx@xxxxxxxxxxxxx.xxx.xx
 
If the child was born outside of Milton Keynes, application should be made to the 
Register Office in the relevant Local Authority area. If the place of the child’s birth 
is unknown, application can be made to the General Register Office Tel: 0870 
2437788. 
 
When writing to request a birth certificate for a Looked After Children you will 
need to include the following information: 
 

•  The full name of the child 

•  The names of both parents (if known) 

•  The child’s date of birth 

•  The child’s place of birth 

 
There is a fee payable for the certificate and extra copies can also be purchased 
at the same cost. A cheque will need to be raised for the required amount via a 
PD3. 
 
National Insurance Numbers 
 
Young people under the age of 16 years, who live in Great Britain and for whom 
Child Benefit is in payment, will be automatically registered and a NI number card 
sent to them just before their 16th birthday. As Looked After Children are not 
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application for a form CA3530U must be made on an individual basis for the 
young person in question, in writing to: 
 
Contributions Agency, National Insurance Registrations, 
 Room 147C, Longbenton,  
Newcastle Upon Tyne,  
NE98 1YX. 
 
Surname A-M   019122 53662  (Ian Mc Millan) 
Surname N-Z   019122 57946  (Dave Wall) 
 
The letter of application must include the full name and date of birth of the young 
person. National Insurance Registrations keep a record of the serial number of 
each form issued and the details of the young person to whom it relates. 
 
The social worker should complete the CA3530U form when the young person 
reaches 15 years and 9 months of age and the young person has not already 
been issued with a National Insurance Number. Before being sent off the form 
must be endorsed with the Local Authority authorisation and be signed and 
dated. N.B Photocopies of the form will not be accepted. 
 
Lost Cards/ Numbers 
 
If a young person cannot find their national insurance number the Social Security 
or Inland Revenue Office will be able to offer advice on what to do. 
 
If the NI card is lost this should be reported to the Social Security Office and an 
application form will need to be completed in order to receive replacement card 
(only one replacement is al owed)  
 
Change of Name or Address 
 
If a young person changes address or name they should write, quoting their NI 
number, to the Social Security or Inland Revenue Office to inform them, this will 
enable records to be kept up to date, in order that the young person can be 
contacted if necessary.   
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Just as with any other child those who are looked after will benefit from 
opportunities to pursue leisure interests. The advantages can include a wider 
social circle including positive role models, learning new skills, aiding 
developmental progress and a sense of identity leading to increased self-esteem 
and resilience. It is also possible that those children and young people who are 
engaged in appropriate leisure activities are less likely to have excessive 
unstructured time which could lead them into situations of risk and crime. 
 
Some children will already have established social activities, such as attendance 
at football practice or Brownies when they become looked after. It will be 
important to help them maintain these interests in order that there is one area of 
their life that is not disrupted by becoming looked after. 
 
For other children their life experiences may not have enabled them to have the 
opportunity, consistency or economic means to regularly engage in leisure 
activities. These children should be encouraged to develop interests they may 
have in sport or other activities by their carers and social workers. 
 
It is important to help children and young people consider a wide range of 
potential activities, for example: those centred around sports or the arts or 
cultural or community based activities. For children who practice a particular 
religion there may be opportunities to get involved in connected activities.  
 
There are local schemes such as; the Passport To Leisure scheme that can be 
utilised to aid children and young people to pursue their interests. (Further details 
are available on the Intranet) 
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See Septembery 2005 update from Passport Office at end of this section 
 
Accommodated Children - The Passport application must be made by parents 
and written agreement obtained from them for trips abroad.  The written 
agreement should specify the dates of the trip and be provided for foster parents 
taking the child.  A copy should be retained for the file. 
 
Children on Care Orders - Whenever possible parents permission must be 
sought for both Passport applications and Foreign Holidays, this permission 
should be recorded in writing and held on the file.  If parents are not in 
agreement with the plans, procedures require the issue to be raised with the 
Head of Children’s Services for resolution.  Particular care must be taken with 
children who are currently the subject of any legal proceedings as Courts 
permission may also be required. 
 
With regard to the Passport application itself, staff are advised to read the 
accompanying notes with great care.  Somebody who actually knows the child 
should make the passport application; this could be the parent, the foster carer, 
residential staff or a social worker.  The application then has to be countersigned 
by somebody in authority who can confirm the validity of the applicant and has 
known the applicant for two years.  In practical terms I would suggest that this 
would be a Team Manager or Children’s Services Manager but considerable 
thought may be required to ensure the requirements of the Passport Office are 
met.  The person who countersigns the application must also certify that the 
photograph is a true likeness of the child. 
 
Passport applications need to be accompanied by a letter which confirms the 
child’s legal status (including the Section of the Children Act), gives dates of the 
proposed Foreign holiday and details of the accommodation abroad and which 
specifies that we are not exceeding our powers under the Children Act. 
 
If the proposed holiday lasts over one month a Court Order consenting to this will 
be needed.  A draft format is attached to these guidelines.  Section 10 of the 
Passport application form requires the full details of the child’s legal status are 
entered, this should include the date of making the Order, the Act and Section, 
and confirm that the Order gives parental responsibility to Milton Keynes Council.  
Some foster parents have also found it useful to have a letter to take with them 
abroad confirming their responsibility for the child and the Department’s 
agreement to the holiday. 
 
It is strongly advised that steps are taken to obtain a Passport at the earliest 
possible opportunity when a foreign holiday is being considered, as this then 
allows time for the necessary consultation and paperwork to take place. 
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details are United Kingdom Passport Service, Peterborough Passport Office, 
Aragon Court, Northminster Road, Peterborough, PE1 1QP, Tel: (0870 5210410) 
email: xxxx@xxxxx.xx.xx . 
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Update from Passport Office September 2005 

 
 

 

 
 

UK

PASSPORT SERVICE

 

     

  

 
 
 
Guidance notes for Social Services Departments 
when applying for passports on behalf of children 
in their care. 
  
These notes provide general advice for Social Services Departments when 
making passport applications on behalf of children subject to care/supervision 
orders or accommodated by voluntary agreement.  They do not cover all aspects 
of the application process so must be used in conjunction with the passport 
information pack. This is especially important as, in addition to the requirements 
listed below, the person applying on behalf of the child will need to ensure they 
send the correct supporting documents (such as birth certificates) which are 
listed in the 'How to fill out the application form' leaflet.   
 
Please note from 4 January 2005, it will be necessary to establish that 
children born in the UK after 31.12.82 are British citizens.  Where the child’s 
parents do not hold British passports, further documentary evidence of the 
parents’ British nationality will be required.    
 
Where the necessary documents are unavailable, the Nationality Enquiry Team, 
Immigration & Nationality Directorate PO Box 306, Liverpool L2 0QN (  0845 010 
5200) www.ind.ho eoffice.gov.uk

m

 should be consulted. 

 
The following information refers specifically to passport applications made on behalf of 
children subject to: 
 
•  Care Orders under section 31 of the Children Act 1989, article 50 of the Children 

(Northern Ireland) Order 1995. 

•  Parental Responsibility Orders under section 86 (and 11) of the Children (Scotland) 

Act 1995. 

•  Supervision requirements under section 70 of the Children (Scotland) Act. 
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Children (Northern Ireland) Act 1995. 

•  Provision of accommodation under section 20 of the Children Act 1989, article 21 of 

the Children (Northern Ireland) Order1995, and section 25 of the Children (Scotland) 
Act 1995. 

 
Summary of Guidance  
 
Social Services Departments are only entitled to apply for passports for a child in 
t e

h ir care when they have parental responsibility.  This is the case if they have 

obtained any one of the following in respect of the child: 
 
•  a Care Order under section 31 of the Children Act 1989 or article 50 of the Children 

(Northern Ireland) Order 1995  

•  a Parental Responsibility Order under section 86 (and 11) of the Children (Scotland) 

Act 1995.  

 

• An Interim care order under section 38 of the Children Act 1989 or article 57 of the 

Children (Northern Ireland) Order 1995. 

 
In any of the above cases, the Social Services Department can apply for a passport on 
behalf of the child without the need for the consent of the child’s parents or anyone else 
who has parental responsibility for the child. 
 
 Social Services Departments may also obtain parental responsibility when they 
successfully apply for Emergency Protection Orders (for example, under section 
44 of the Children Act 1989). However, due to the short-term duration of these 

r

o ders and the uncertainty of future arrangements, UKPS will not normally accept 
an application made on behalf of a child subject to such orders. 
 
In all other cases, the Social Services Department does not hold parenta  

l responsibility 

and the application cannot be processed without the consent of at least one person who 
has parental responsibility for the child. This may be any of the following: 
 
•  a parent (natural or adoptive) who has parental responsibility; 

 

• a guardian who holds parental responsibility; or  
•  any adult who has obtained a current Residence Order for the child.  
 
A mother will automatically have parental responsibility for her child. A father will only 
have parental responsibility if: 
 
•  he was married to the mother at the time of the child’s birth or;  

•  has married her subsequently or  
•  was married to her when the mother became pregnant if living in Scotland;  

•  if he has obtained parental responsibility by means of a court order, parental 

responsibility agreement signed by both parents, or   
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2002 where the birth was jointly registered by both parents, on or after 15 April 2002 
in Northern Ireland, or on or after 1 December 2003 in England & Wales 

 
 
If the passport application needs to be countersigned, the person acting as 
countersignatory must hold a valid British or Irish passport, and be willing to provide the 
passport number on the application form.  Failure to meet these requirements will prevent 
the countersignature being accepted. The countersignatory is signing the application form 
to confirm they have known the applicant i.e. the person signing section 9 on behalf of 
the child, for 2 years. They do no need to have personally known the child for 2 years, 
but must be able to identify the child from personal knowledge. 
 
The preferred method of application from Social Services Departments' are for the Head 
of the relevant Social Services Department (or their deputy, area manager, or Principal 
Manager Community Care) to sign section 9, thus executing the parental responsibility 
they have acquired. The child's Social Worker can act as countersignatory as they are the 
person best placed to be able to identify the child from personal knowledge and know the 
person signing section 9 for 2 years. Please note that any suitably qualified person who 
holds a current British passport may countersign the form provided they have the 
requisite personal knowledge of the applicant and the child. Please refer to our website 
www.passport.gov.uk for a list of suitable countersignatories. 
 
 
The above summary is dealt with in more detail as follows: 
 
1. 

Full Care/Parental Responsibility Orders 

 
If the child is subject to a full Care Order under Section 31 of the Children Act 1989, 
Article 50 The Children (Northern Ireland) Order, or a Parental Responsibility Order 
(Scotland), then the Social Services Department will have automatically acquired 
parental responsibility. They will therefore be able to provide consent to the issuing of 
passport facilities for the child.  
 
Application Procedure 
 
The preferred method for such an application is for the Director of the Social Services 
Department in question (or their deputy, area manager, or Principal Manager Community 
Care) to fill in the application form on behalf of the child.  
 
The sections needing to be completed for the type of passport required are stated in the 
form 'Ho  

w to fill in the passport application form', which can be found in passport 

application packs. An example is for a first child passport, which would require sections 
1, 2, 3, 4, 5, 10 to be completed and section 6 depending on the age of the child. For 
example; 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 323 
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of the Social Services Department would sign the declaration in section 9.  

•  If the child is 11 or under the Head of the Social Services Department will need to 

fill in the application form and sign the declaration in section 9. Sections 6 can be left 
blank. 

 
It is important to fill in section 4, providing the natural parents details.  Birth in the 
United Kingdom after 31.12.82 does not automatically make the child a British Citizen. 
We will need to establish that the child is eligible through the parents either being British 
Citizens or settled in the United Kingdom at the time of the birth. We may require 
documentary evidence to substantiate the claim to British Citizenship (please see the 
table attached to the form 'How to complete your application'). If the parents were 
unmarried at the time of the child's birth, or subsequently, British nationality can only 
normally be claimed through the mother. If any of these details are unknown we will be 
unable to issue a passport.  Similarly, if the documents required cannot be obtained, we 
will be unable to issue a passport. 
 
Where a child was previously included on a parent’s passport it will need to be submitted 
for the child’s details to be deleted.  A passport will not be issued unless this is done. 
Where a child’s passport has been lost or stolen, a form LS01 will need to be completed 
at the same time the application is made.  In addition we will require confirmation that 
the passport is no longer available from the person  h

w o applied for the missing passport.  

If the original applicant was a parent, a letter should be submitted with the application 
and LS01, confirming the loss/theft of the passport. 
 
The Social Services Department should also provide a letter showing the section of the 
Act under which the child is in care and the name and address where the passport and 
documents are to be returned. 
 
In addition a copy of any interim court order should accompany the letter.  This must 
show the date the order expires.  (See note 2) 
 
I  

f any part of this information and/or relevant documentation is missing the application 

will be delayed while we contact the Social Services Department. 
 
After the form is completed, the child's social worker can act as the counter-signatory in 
section 10, although any suitably qualified person who holds a current British passport 
may countersign the form provided they have the requisite personal knowledge of the 
applicant and the child.  One of the child's photographs should also be certified as a true 
likeness of the child. 
 
If the Social Services Department has previously applied for a passport on the child's 
behalf and are applying for a renewal or extension, they should provide a letter outlining 
the circumstances mentioned above and state that these have not changed 
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rather than the foster parents, unless requested otherwise, as applications for children 
subject to a full Care Order must be made through the relevant Social Services 
Department. The passport will be addressed to the Director of Social Services, and a 

e

m mber of staff may need to sign for it. Foster parents cannot apply directly on behalf of 
the child and must make any application with the permission of and through the Social 
Services Department. 
 
The Social Services Department should note that where a Care Order is in place, it 
will not be able to remove the child from the UK for a period of more than one 
month without the consent of every other person who has parental responsibility for 
the child.  
 
2. 

Interim Care Orders  

 
If the child is subject to an Interim Care Order then the conditions and guidance to fill in 
the application form are the same as those for the Full Care Order. However, the Interim 
Order will need to be valid on the day we issue the passport. If it is not valid the Social 
services will have to reapply to the courts before making a passport application. 
 
 
 
3. 

Provision of Accommodation under Section 20 of the Children Act 

1989/Supervision Requirements (Scotland) 
 
If a child is subject to 'the provision of accommodation' or Supervision requirements (in 
Scotland), the Social Services Department will not be able to apply for passport facilities 
for the child without the consent of a parent, guardian or other person with parental 
responsibility. If the child's parents have been married to each other then either can 
provide consent. If the child's parents have not been married, then the mother will need to 
provide the necessary consent (unless the father has acquired this right by way of a court 
order or written agreement with the mother or under the provisions of the Family Law 

c

A t (Northern Ireland) 2001 or the Adoption and Children Act 2002 where the birth was 
jointly registered by both parents, on or after 15 April 2002 in Northern Ireland, or on or 
after 1 December 2003 in England & Wales 
 

Where a child is accommodated and the whereabouts of a person with 
parental responsibility is unknown, the Social Services Department should 
explain in full why they have given consent in the absence of a person with 
parental responsibility. The letter should provide details o  

f how long those 

with parental responsibility have been missing and detail what steps have 
been made to locate them. Consideration will be given to issuing a 
passport, dependent upon the individual circumstances.   
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responsibility is known, but consent to passport facilities are withheld, the UKPS will be 
unable to issue a passport.   
 
Please note that foster parents cannot provide parental consent for passport 
applications. 
 
Application Procedure 
 
The sections needing to be completed for the type of passport required are stated in the 
form 'How to fill in the passport application form', which can be found in passport 
application packs. For a first time application, the process is the same as previously 
explained, although a person with parental responsibility should sign section 9, rather 
than the Social Services Department (making sure they provide all the details requested 
in section 4 and supporting documentation as indicated in the aforementioned table). 
 
Where a child was previously included on a parent’s passport it will need to be submitted 
for the child’s details to be deleted.  A passport will not be issued unless this is done. 
 
Where a child’s passport has been lost or stolen, a  o

f rm LS01 will need to be completed 

at the same time the application is made.  In addition we will require confirmation that 
the passport is no longer available from the person who applied for the missing passport.  
If the original applicant was a parent, a letter should be submitted with the application 
and LS01, confirming the loss/theft of the passport. 
 
Once the application has been completed and the declaration signed by the person with 
parental responsibility, the Social Services Department is able to act as the counter-

i

s gnatory (although any suitably qualified person who holds a current British passport 
may countersign the form provided they have the requisite personal knowledge of the 
applicant and the child). This can be either the Head of the Social Services Department or 
the Social Worker.  
 
Once again, the Social Services Department must also provide a letter stating which 
section of the Children Act (or other legislation) the child is being cared for under, and 
confirming the name and address to which the passport and documents should be 
returned. 
 
Applications for a child’s first passport are not eligible for the same day 
Premium Service and such applications will normally take a minimum of 

n

o e week to process.  Social Services Departments should however apply 
as soon as travel is planned. Your attention is drawn to the details of our 
services in the passport application pack and we advise you not to book 
any travel arrangements until you receive the child’s passport.  
 
The passport and documents will normally be sent to the Social Services Department. 
The passport and documents cannot be sent directly to the foster parents unless requested 
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[bookmark: 378]in the letter that accompanies the application. We now return all passports by secure 
delivery, the passport will be addressed to the Director of Social Services and a member 
of staff may need to sign for receipt of the passport.   
 
If you have any queries regarding filling in the application form please contact the 
Passport Adviceline on 0870 521 0410. 
 
UK Passport Service  

o

P licy Section  
September 2005 
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[bookmark: 379]Protocol For Reporting Of Children And Young People Who Are 
Missing Between The Thames Valley Police And Milton Keynes Children’s Services 
(Revised 10 January 2003) 
 
Introduction 
 
Children who go missing from care invariably place themselves and others at 
risk. The reasons for their absence are often varied and complex and cannot be 
viewed in isolation from their home circumstances and their experiences of care. 
Every “missing” episode should attract proper attention from the professionals 
involved with the child and they must collaborate to ensure a consistent and 
coherent response is given to the child on his/her return. 
 
Police are frequent partners of Children’s Services/Social Services and 
private/charitable concerns in managing “missing” episodes and it is important 
that staff in all agencies involved work together.  This joint protocol has been 
developed to assist in this and combines aspects of Children’s Services/Social 
Services and Police procedures in relation to missing persons such that where 
they overlap or interface, respective actions and responsibilities are clear. 
 
This protocol applies to all Looked after Children missing from Residential or 
Foster Care who are the responsibility of local authorities in the Borough of 
Milton Keynes. 
 
It will also be relevant to other agencies concerned with Looked after Children. 
 
(All references in this protocol to residential care or homes and staff include 
foster homes and foster carers)  
 
Definitions 
 
Where this protocol refers to a “child” or “children”, these terms include young 
people under the age of 18 years. 
 
Unauthorised Absence  - Not subject of this protocol 
 
Some children absent themselves for a short period and then return and their 
whereabouts are known.  Sometimes children stay out longer than agreed, either 
on purpose or accidentally, and may be testing boundaries. 
 
This kind of boundary testing is well within the range of normal teenage 
behaviour and does not come within the definition of missing and therefore does 
not fall within this protocol. 
 
In relation to younger children or those with special needs, consideration as to 
whether such behaviour falls within this definition or whether it should be treated 
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[bookmark: 380]more seriously and the child categorised as an absconder or as missing should 
be given. 
 
To assist in the use of this category, the risk assessment criteria should be 
considered. 
 
Absconder - subject of protocol 
 
An absconder is a child who is missing and is also Looked After as a result of a 
Court Order.  
 
Cases of absconding should be reported to the police immediately.  
 
Missing - subject of protocol 
 
In some circumstances a child/young person will not meet the definition of 
Absconder but will be a cause for greater concern than that outlined in 
unauthorised absence above.  
 
A child should be considered as  “missing” if  
 
They are absent from their residence without authority  
 
and 
  
Staff do not know where he/she is or when he/she is likely to return and/or  
Circumstances give rise to concern for the child 
 
These should be reported to the police immediately. 
 
Risk Assessment 
 
In assessing the significance of a child’s absence, all staff must apply the above 
definitions and take into consideration guidance already agreed and incorporated 
into the child’s care plan including - 
 
1) The age of the child 
2) The legal status of the child 
3) Previous behaviour and history 
4) The state of mind of the child / Perceived risk 
5) Group behaviour 
6) Whether the child is perceived as running to/running from    
     someone/something 
7) The risk of offending 
8) The risk of the child being targeted by organised groups e.g.  
    abduction by paedophiles or abduction for prostitution 
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[bookmark: 381]Staff in all organisations concerned should avoid dismissing the potential 
significance of repeated episodes of going missing.  
 
Often such children are immediately labelled as the problem and insufficient 
consideration is given to why they persistently go missing. 
 
Persistent going missing needs to be explored, particularly at the time of post 
return interviews. 
 
A range of “push” and “pull” factors may be reasons for being absent- 
 
Push factors - 
Conflict with carers, feeling powerless, bullying, being unhappy in care, physical 
or sexual abuse . 
 
Pull factors - 
Wanting to be with family or friends, peer pressure re established behaviour, 
attractions of street life, attractions of people who may present a risk to the child. 
 
Responding To Children/Young People Going Missing 
 
Planning Before The Event 
 
Planning and assessment of children by carers must include a risk assessment 
of the child absenting him/her self and this should be recorded in the child’s care 
plan. 
 
This should include the following - 
 

•  The likelihood of the child going missing 

•  The Child’s view 

•  The level of supervision /support offered to the child 

•  The parents’ responsibilities and their views on what action they  feel 

should be taken if the child is absent  

•  The risk of harm to the child and his/her vulnerability if he/she is absent 

•  The legal implications of the child breaking any court order by going 

missing  

•  Consideration of any external influences which may result in a child’s 

removal without consent 

•  The likelihood of the child being harboured 

 
The child should have this protocol explained to him/her so that he/she 
understands what actions will be taken if he/she absents him/herself without 
permission. 
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[bookmark: 382]Incidents Of Specific Concern 
If the running away/going missing of a child or young person is causing specific 
concern e.g. by its frequent repetition of indicators of particular risk such as 
contact with a Schedule One Offender, there should be a meeting to discuss the 
combined response to such incidents and concern.  
 
This meeting should be attended by :-  
 

•  A representative of Thames Valley Police,  

•  A representative of Children’s Services  

•  And  

•  A representative of the Carers 

•  And  

•  The Child or Young Person 

 
Notification Of Absence 
 
Whoever discovers that a child is absent without permission from residential 
care, should consider whether the absence falls within this protocol and if so, 
within which category.  Support and advice in making this decision will be 
available from the Children’s Services Team responsible for the child or, out of 
hours, the Emergency Social Work Team. 
 
If court conditions of residency have been breached, Children’s Services must 
inform the appropriate court at the earliest opportunity. 
 
If the absence is considered to fall within this protocol, Residential Staff and 
Foster Carers must without delay inform:  
 

•  The police  

•  The parents and those who have parental responsibility 

•  The Social worker or the Emergency Social Work Team if out of hours 

•  If the child/young person is subject to a criminal order or proceedings, the 

Youth Offending Team.  

  
If the absence is not considered to fall within this protocol, Residential Staff and 
Foster Carers (wherever possible in consultation with the Child/Young Person’s 
Social Worker or the Emergency Social Work Team) should review the 
consideration regularly.  In any case, if the period of absence continues for 6 
hours, further consideration should be given as to whether the absence should 
fall within this protocol. 
 
Six hours should be regarded as a maximum period before reconsideration and 
in many cases; a shorter period would be appropriate.  
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[bookmark: 383]Any case of an absent child which causes significant concern, or where 
circumstances give rise to suspicion of harm should be brought to the attention of 
a Children’s Services Team Manager and the duty Inspector for the police area 
as soon as possible.  Out of Office hours, absences should be brought to the 
attention of the Emergency Social Work Team Duty Social Worker.  
 
Information 
 
Information To Be Made Available 
 
When reporting to the police, the following information is required – 
 

•  A description of the child and their clothing  

•  Details of when the child was last seen and with whom  

•  A recent photograph  

•  Family addresses 

•  Known associates and addresses frequented  

•  Personal details of the child  

•  Any previous history of running away/going missing, and circumstances of 

where found 

•  The names and addresses of the child’s G.P. and dentist  

•  The circumstances under which the child is absent 

•  Any factors which increase the risk to the child  

•  Name of staff member/foster carer who has completed search of home for 

the child (n.b. police reserve the right to conduct further searches) 

•  For Residential Establishments, this information will normally be recorded 

on a missing persons report (ref. Gen 35), following contact having been 
made directly by telephone. 

 
The report will be completed by staff and faxed to the police area control room 
following contact by phone and a photograph will be readily available to officers 
attending. 
 
Response 
 
Police will investigate all cases falling within this protocol and will respond in 
accordance with Thames Valley Police missing person’s policy. Children’s 
Services staff will be expected to help the police in finding the child and to work 
co-operatively with police during any enquiry. 
 
Even after reporting a child missing, Residential Staff should recognise that 
Children’s Services are responsible for children in their care at all times and this 
responsibility is not absolved when they have reported a child missing to the 
police.  Thames Valley Police have a responsibility to deal with such reports and 
investigate them fully. 
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[bookmark: 384]Informing the Media   
 
The police have responsibility to advise the media regarding children missing 
from local authority care, however decisions to publicise will always be made in 
consultation with Children’s Services who will consult the parents and/or carers 
 
Recording 
 
Throughout the process in this protocol, Residential Staff or Foster Carers must 
keep a full record of all actions taken and messages received and given. Police 
will likewise keep a record on the appropriate missing person report. 
 
Planning For Return 
 
If a child’s absence falls within this protocol, the appropriate Children’s Services 
(Team) Manager in consultation with Social workers, parents and police as 
appropriate, should start contingency planning for when the child is found. The 
manager should consider - 
 
1) Whether the child will return to the placement 
2) How the child will be transported there 
3) Whether the police wish to interview the child before he/she is  
     returned to their placement 
4) The need or otherwise for an appropriate “independent person” to  
     talk to the child after his/her return. 
 
Children’s Services are responsible for putting in place satisfactory arrangements 
for the return of children. 
 
Police Powers 
 
Police powers are limited and difficulties can arise when missing children are 
found but do not want to return to their homes. 
 
Police can take children into Police protection under the Children Act 1989, when 
there is reasonable cause to believe that the child would otherwise be likely to 
suffer significant harm - police may remove the child to suitable accommodation 
and keep him/her there. Suitable accommodation could include the home from 
which the child originally went missing.  The Act does not however give police the 
ability to use force to take children into police protection.    
 
There will be occasions when a child’s absence does not fit the above Act and 
therefore police cannot exercise police protection - in such cases prior discussion 
should take place between Children’s Services and police regarding powers to 
enforce a return.  
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[bookmark: 385]Any child unlawfully at large from a secure unit or penal establishment may be 
arrested and returned by police. 
 
Child/Young Person on Remand 
 
If the remand is without conditions they should be returned to the designated 
placement.  If there are conditions attached (eg curfew) they can be detained and 
brought before the court (who have limited power and will usually re-remand 
except if the young person has committed further offences whilst absconding 
when secure options might be available). 
 
Communication 
 
Following a reported absence, Residential staff should inform all other staff and 
children within the home - this stops distressing rumours and additional 
information regarding the child’s whereabouts may be obtained.  Foster Carers 
should give similar consideration to sharing information with the rest of the 
household. Residential Staff/Foster Carers should also notify the child’s school in 
case they have any relevant information.  Any information should be reported to 
the police without delay. 
 
The Return 
 
Every child’s absence will be discussed with him/her on his/her return.  The child 
should be given the opportunity by the person returning him/her to the home, to 
talk to someone independent of the home about their absence. 
  
This independent person should have no line management with the home nor 
should they be related in any way to any member of staff  - in most instances this 
person will be a police officer.  The Police Officer will normally visit within 24 
hours and no later than 72.  It may be however that the child would prefer to 
speak to his/her primary carer or social worker.  In some cases, neither the 
Police Officer, Carer nor Social Worker will be sufficiently independent.   
Consideration should be given to who could visit the young person as an 
independent person.   
 
The need for an independent person to visit needs to be balanced by a 
consideration of who the child or young person is most likely to share her/his 
concerns with. If there are any aspects of the placement or placement 
arrangements that have contributed to the running away, it is very important that 
the child or young person is given every opportunity to express them to her/his 
interviewer. Nothing in this protocol should prevent a Social Worker or other 
concerned worker/carer, in the course of their normal work, exploring with the 
child or young person whether there any aspects of his placement causing 
her/him distress.  
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[bookmark: 386]It is the responsibility of all concerned, Residential Staff, Foster Carer, Police 
Officer or Social Worker to ensure that the child or young person has had the 
opportunity to speak to an independent person.  Where this does not seem to 
have happened it is the responsibility of the Residential Staff or Foster Carer to 
draw this to the attention of the Child’s Social Worker or the Emergency Social 
Work Team 
 
It is the responsibility of senior staff at the residential home to ensure that, where 
requested, the child receives an interview with an independent person within 24 
and no later than 72 hours of his/her return from absence.  In the case of a child 
absent from foster care, the Social worker should visit or ensure a visit within 24 
and no later than 72 hours of the child’s return.  For Children in Foster Care the 
same principle applies with a responsibility on the Foster Carer to remind their 
Family Placement Social Worker and the child’s Social Worker of their 
responsibility to ensure that the interview takes place.  
 
Where an allegation of physical or sexual abuse is made or becomes evident, 
child protection procedures must be implemented and contact made immediately 
with the police Child Protection and Sexual Crime Unit. 
 
If there is any suggestion that the child has been a victim or perpetrator of crime, 
consideration must be given to the securing of evidence including forensic 
examination - this should include securing clothing and delaying washing/bathing 
in relevant cases. 
 
Parents, police, Social workers and any other persons informed of the child’s 
absence, should be advised of the child’s return without delay. 
 
The Social worker and line manager should decide in consultation with 
Residential Staff/Foster Carers staff whether a care planning meeting is further 
required. 
 
Missing Outside The Milton Keynes Area 
 
If a child becomes absent outside the area, the carer in charge of the external 
activity or holiday will  
 

•  Arrange a search in the area where the child became absent 

•  Notify the local police for that area 

•  Notify a senior manager at the home if relevant 

•  Notify the child’s Social worker 

•  Notify the Youth Offending Team if the Child or Young Person is the 

subject of a criminal order or proceedings 

•  Notify the Emergency Social Work Team if out of hours 

•  Notify the child’s parents or guardian 
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[bookmark: 387]Children Looked After By Milton Keynes Council, Placed In External 
Residential Placements 
 
The Carers, Residential Staff or Foster Carers (supported by their agency) will 
implement this protocol in relation to agencies local to that placement.  
 
They will also notify the allocated Social Worker or Team Manager (Office Hours) 
or the Emergency Social Work Team (Out of office Hours) in Milton Keynes.  
 
Children On The Child Protection Register 
 
For Children on the Child Protection Register, there is an additional process for 
posting them missing with all Local Authorities in England, Wales and Scotland.  
These are detailed in The Milton Keynes Inter Agency Procedures to Safeguard 
and Promote the Welfare of Children Sec 12.5 page 90.  
 
Responsibility For Implementation Of Protocol 
 
The senior manager of the residential home will be responsible for ensuring that 
the general principles of this protocol are followed.  
 
The Family Placement Social Worker and Child’s Social Worker will have the 
same responsibility in relation to Children/Young People in Foster Placements. 
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[bookmark: 388]Access To Files 
 
Introduction 
 

 

The 1998 Data Protection Act, which was implemented in 2000, is the key piece 
of legislation in relation to access to information.  This Act allows people to find 
out what information is held about them on computer and some paper records. It 
repeals the Access to Personal Files Act (1989) and the Data Protection Act 
(1984).   
 
Milton Keynes Council aims to be open, accessible and consultative.  Information 
about the Council’s actions and intentions and the information held about them 
should normally be readily available to the data subject.  Wherever possible, 
records should normally be accessible to the data subject, unless there is a good 
reason why they cannot be available. 
 
Service users should be made aware of how the information they provide is likely 
to be used and who is likely to have access to it. 
 
Permission must be sought to give access to information about third parties or 
provided by them. The regulations specify circumstances under which third party 
information, including that relating to personal health, can be withheld. 
 
The Purpose of Records 
 
Records are held by the Council for a number of purposes:- 
 

•  To ensure continuity and consistency of service; 

•  To store information for the service user, for the worker and for the 

agency; 

•  To record information, planning and decision-making. 

 
Open Access 
 
Service users should be involved in the decisions, which affect them and be 
helped to understand the reasons for those decisions.  It is therefore usually 
appropriate to share records, which relate to the individual data subject with them 
on a routine basis.  (Nothing in this guidance is intended to prevent staff from 
sharing records as part of the normal process of their work).  There are 
circumstances where this is more difficult - where several members of a family 
are involved; where there is information from or about a third party; where legal 
action is being considered or in progress.  The remainder of this section 
concerns those circumstances where a client wishes to have direct access to the 
file(s) on them and provides safeguards to ensure that inappropriate information 
is not divulged. 
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[bookmark: 389]Access To The Subject Or His Representative 
 
Once the Council has received a request for access and has the 
declarations and information necessary to proceed, access must be 
arranged within 40 days. 
 
Access is only possible for the subject of the record, or his/her authorised 
representative.  Care must be taken to ensure that the person is who they say 
they are to avoid information being given to someone not entitled to it. 
 
A child or young person of any age may request access to his/her file if he/she 
understands the nature of the request.  (For more detailed guidance see Local 
Authority Circular (89) 2 paragraphs 40/41 
 
A parent or person with legal authority to act on behalf of the child (e.g. legal 
guardian, person with PR or Local Authority if the child is subject to a Care 
Order), can make an application for access on behalf of a child if the child lacks 
the appropriate understanding to make the application himself or if the child has 
authorised the parent to make the application.  In this situation the authority 
should seek a declaration from the parent that he has been authorised by the 
child or that the child lacks the relevant capacity to apply himself.  The 
declaration should be accepted unless there is information that the child does 
have the capacity or would object to the parent having access to the information, 
in which case further enquiries should be made.  A parent would only be granted 
access to information about a child when the authority is satisfied the application 
is made in the child’s and not the parent’s interest. 
 
It is not appropriate to try to dissuade people from having access to their files, 
although there can be discussion about why they would like to have such access.  
It may be that this can avoid later confusions e.g. with regard to third party 
information.  It may also be possible to handle the concerns of the Service User 
in other ways. 
 
Exemptions From Access To Information 
 
A series of exemptions are laid down in the regulations.  All exemptions are to be 
applied sparingly and access will be given to any other personal information held. 
 
Access will not be given regarding: 
 

•  Information about or information provided by third parties (which cannot be 

anonymised) unless the third party has given their consent.  See 
paragraphs 31-36 LAC (89)2 for details about ‘If consent cannot be 
obtained within 40 days of the request for access’ or `no response 
received` .In summary as much information as possible should be given 
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[bookmark: 390]without revealing the other person’s identity or the source of the 
information. 

 

•  Information provided by “appropriate health professionals” as defined in 

the regulations; LAC(89) 2 62-66. 

 

•  Information where access is likely to result in serious harm to the data 

subject’s physical or mental health or emotional condition or that of some 
other person (including a member of the Department’s staff).  This 
exemption is expected to be used very exceptionally but may be relevant 
in cases of child protection or when the data subject has a mental 
disorder; 

 

•  Information where access might prejudice the prevention or detection of 

crime or the apprehension or prosecution of offenders; 

 

•  Information whose disclosure is prohibited by the Adoption Act 1976 and 

related to Regulations and Rules; 

 

•  Information, which is protected by legal professional privilege where the 

advice of Legal Services should be sought. This would include information 
about advice given by solicitors, including the Council` s Legal Services. 

 
Procedures for Access to Children’s Services Records 
 
Making the Request 
 
Service User requests access to records, either verbally or in writing.  It may be 
helpful to discuss with him/her why he wants access and to mention the 
possibility of distress if information is sensitive, but he/she should not be 
dissuaded.  The Council must have a written request, but this need not 
necessarily be on the Council’s form.  A forty-day time limit starts from the day 
the Council receives all the declarations and information necessary to process 
the request whether by letter or on the form. 
 
Service User is given, or sent, a copy of a leaflet describing the process and the 
rights involved and includes a proforma to complete (Printed versions of the 
leaflet: ‘How to See Your Records- Your Rights under The Data Protection Act 
1998’ are available in the Children’s Services leaflet rack in Saxon Court) This 
should be sent to the Council’s Data Protection Officer along with the appropriate 
fee. It may be appropriate to make it clear at this stage if the person making the 
request is not eligible to receive the information e.g. because they are not the 
data subject.  However, the right to seek a further opinion from the responsible 
manager must also be pointed out. 
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[bookmark: 391]Help should be offered in completing the form and the contents explained if this 
is needed. 
 
When the proforma or other written request is received by the Data Protection 
Officer, it should be sent to the appropriate Head of Service who should check 
that adequate information is available to satisfy himself of the identity of the 
person requesting information and to identify relevant records.  Any additional 
information should be sought immediately and the request acknowledged, 
reminding the data subject of the relevant timescales. 
 
Preparation Of Files 
 
The responsible legal assistant within legal services will collect and prepare the 
files for Children’s Services and once prepared arrangements should be made 
within Children’s Services for access to the files by the data subject. N.B.The 
arrangements for access must be made within 40 days of the request.  
 
Access To The File 
 

•  The social worker or another appropriate staff member will need to be in 

attendance;  

 

•  A comfortable room, where there will be no interruptions, is available; 

 

•  The service user may bring a ‘friend’, or interpreter, or other person able 

to assist them, if they wish: N.B.  Where children’s files are involved it may 
be necessary to consider whether attendance by a parent is in the child’s 
best interest; and for any application on behalf of another person 
confidentiality would preclude the applicant bringing a friend. 

 

•  Facilities are available to photocopy any information to which access has 

been allowed. A record must be kept of all items supplied to the service 
user.  

 
A member of staff will be present throughout the period when the service user is 
pursuing the file(s).  His/her role is to: 
 
 

- 

check the identity of the person concerned, since information must 

not be given to the wrong person; 

 
 

- 

explain the arrangement of the files; 

 

 

- 

assist in finding specific information if this is what the service user      

wants; 

 
 

- 

explain and clarify Council policies; 
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[bookmark: 392] 

- 

explain and interpret information on the file(s); 

 
 

- 

support the service user in dealing with painful material; 

 

  - 

identify the need for further work to be completed as a result of the 

service user having had access to the file.  If the case is closed, or the 
worker is not the one routinely involved in the case, the need for additional 
work should be referred to the responsible officer; 

 

  - 

make a careful note of claims of inaccuracy in the records and 

explain how these will be dealt with.  If the client wishes, prepare a note of 
alleged inaccuracies for the service user to sign; 

 

  - 

where appropriate and reasonable, deal with requests for copies of 

documents immediately.  Service Users are permitted to have copies of any 
document to which they have had access.  In reality there should be some 
discussion of the reason for the request so that requests for photocopying 
are kept to realistic proportions.  If the social worker thinks that the requests 
are unreasonable the matter should be referred to the responsible manager 
to determine, although under current guidance there is little scope for 
refusal. 

 

  - 

to ensure that records are not damaged or tampered with in any 

way; 

 
 

-  complete a running record to describe the events relating to the access, 
including a record of any material photocopied 

 
 

-  make arrangements for a further access session if the time set aside has 
been inadequate for the service users purpose. 

 
Disputes Regarding Points Of Accuracy 
 
If the service user disputes any points of accuracy on the record, he/she may put 
these in writing to the responsible Manager, or may sign a note prepared by the 
staff member at the time of access. 
 
 

The responsible Manager will then: 

 
 

 - 

attempt to verify the disputed information; 

 

  - 

if the information recorded is found to be inaccurate the file(s) will 

be corrected, and the service user informed accordingly, with copies of the 
amendments and appropriate apology; 
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- 

if the information is not verifiable, the service user s statement of 

facts/events will be noted in the appropriate part of the file(s), together 
with a note of the disagreement.  The client will be informed of the actions 
taken and given copies of any insertions: 

 
If a service user is not satisfied with the actions taken under 9 then the 
responsible officer should ensure that he/she is aware of the arrangements for 
reviewing the decision under the relevant complaints procedure. 
 
Anyone who is aggrieved by any decision concerning his access to, or 
rectification or erasure of, that information may within 28 days require that the 
decision be reviewed by a committee of the authority consisting of three of its 
members not more than one of whom is a member of the designated Social 
Services Committee. 
 
Further access to the file will not normally be arranged within six months of the 
earlier arrangements for access. 
 
Monitoring 
 
The responsible manager will ensure that the Access to files monitoring form is 
completed and returned to:-  Neighbourhood Services Policy Unit. 
 
Monitoring forms will be collated annually and form the basis of a report to the 
Strategic Director of Neighbourhood Services on the Operations of the 
procedures. 
 
N.B. Anyone dealing with a complex request for Access to Files may need to 
refer to the original Legislation and associated regulations and to Local Authority 
Circular (89) 2. 
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Neighbourhood Services and Learning and Development Children’s Services 
Access to Personal Files Monitoring Form 
 

   

Directorate:                   N.S., L & D 
 

   

Service Area:  Children’s/Adult Disability/Adult Mental Health/Elderly/Housing 
 

   

Date Request Received: 
 

   
  Date Viewing Arranged: 

 

   

Time Taken (Days) 
 

   

Within 40 day limit                       Y/N 
 

   

Within 14 day limit                       Y/N 
(Council House tenants) 
 

   

Reason if outside timescales: 
 
 

   

Reason if Access not arranged: 
 
 

   

Access requested by               self (adult) 
                                                self (child) 
                                                parent 
                                                adult of behalf of another 
 

   

Details of any documents copied to data subject (list) 
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Copy to: Neighbourhood Policy    Head of Service       All files to which access 
was granted 
 
For further guidance on information sharing please refer to the Referral and 
Assessment Handbook. See also Access To Personal Files Leaflet 
 
Introduction 
 
On of the key principles of working in partnership with children, young people and 
their families is openness 
 
The 1998 Data Protection Act will be implemented on 1st March, 2000.  This Act 
repeals the Access to Personal Files Act and the existing Data Protection Act.  
The Public’s right of access to personal files will not be substantially changed by 
this Act, except that Access to pre 1989 information will become mandatory 
rather than discretionary and Access to Manual and Electronic Records will be 
dealt with under the same Legislation.  

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 344 



[bookmark: 396]Complaints, Comments And Compliments Made By 
Looked After Children 
 
Under s26 (3) of the Children Act 1989 local authorities are required to have a 
complaints procedure, which will ‘consider any representations (including 
complaints) made to them about the exercise of their functions under Part III of 
the Act. These representations can be made by or on behalf of children looked 
after or in need.  
 
This section is extracted from Milton Keynes: ‘Comments, Complaints and 
Compliments Procedure Under the Children Act 1989’, which can be found in its 
entirety on the L drive. The following are the key aspects of the procedure, which 
relate to Looked After Children. Please note days are calendar not working days. 
 
Comments And Compliments 
 
Our procedure is not just about dealing with things that have gone wrong, it’s 
about listening to children, young people and their families and looking to 
improve the way we do our work. It’s about encouraging people to let us know 
when things go right!   
 
Comments, compliments can be recorded on the comment, complaint, 
compliments leaflet for Children Act complaints.  Individuals can use this leaflet 
to record their views, or they might ask you to complete it on their behalf. 
 
We must treat comments and compliments as seriously as we would complaints.  
If somebody takes the time to tell us their idea we should make sure we 
acknowledge it in writing and tell them what we intend to do about it (within 5 
days of receiving it).  It might be a good idea that you can decide to use 
straightaway (or a not so good one that you know is impractical) or your manager 
may need to approve it first.  Similarly, we should thank people for telling us 
they’re happy with what we’ve done.   
 
Remember to keep the child or young people and their families informed, let 
them know you appreciate what they have to say – and even if their idea comes 
to nothing this time, they will be more likely let us know other ideas they have.  If 
a comment is passed on to you to deal with – you should also let the person who 
originally suggested the idea know what you intend to do or have done with it, i.e. 
pass it on to your Service Manager and Customer Care Manager. 
 
If the compliment is for a member of your staff you should pass it onto them with 
a covering letter recognising a job well done within 5 days 
  
All comment or compliments should be recorded by filling in the relevant sections 
on the comments, complaints and compliments monitoring and analysis record 
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A complaint is an expression of dissatisfaction about the standard of service, 
actions or lack of actions by Children’s Services or their staff, affecting an 
individual child or young person, or group of children or young people.  A 
complaint can be made verbal y or in writing. 
 
Our procedure will not consider complaints: 
 

•  Relating to an organisation other than the council, unless they have been 

commissioned to provide a service on the council’s behalf  

 

•  Concerning issues that are before any court 

 

•  Relating to the multi-agency child protection conference procedures.  

These complaints will be passed to the Service Manager. 

 

•  That are repeated, where the original complaint has been fully 

investigated and responded to at each stage of the procedure, and we 
have not received any new information on the complaint. 

 

•  Complaints about another organisation should be made to them directly.  

If the customer care manager receives a complaint that would be best 
dealt with by another organisation it will be sent to them and the 
complainant will be informed in writing. 

 
In general terms, we will only consider complaints about events that have 
occurred in the previous 12 months.  However, it’s important to understand why 
people take up complaints after a long period of time.  It is sensible, therefore, for 
us to keep time limits open for people who were receiving a service as a child or 
young person, or were a looked-after child or subject to child protection 
procedures.  
 
 This is because: 
 

•  past abuse may come to light 

•  young people leaving the care system may be more confident about 

complaining 

•  maturing young people become more able to discuss past traumatic 

events 

 
Some complaints are dealt with outside of this procedure, pleas e refer to the full 
procedure for details.   
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People can complain if they are: 
 

•  A child or young person who is looked after by the council or is in need 

 

•  Their parents or any other person with parental responsibility 

 

•  Any local authority foster carer, who is looking after a child 

 

•  Any other person who has sufficient interest in the child or young person’s 

welfare to warrant their representations being considered by us.  However, 
they will be asked to provide written authorisation from the child or young 
person or the person who holds parental responsibility 

 
When a complaint is being made on behalf of the child or young person, it is 
important to check the following:  
 

•  Can the person making the complaint help the child or young person to 

make the complaint themselves? 

 

•  Is the child or young person aware the complaint has been made? 

 

•  Do they want this person to act on their behalf? 

 

•  Are there any possible conflicts of interests? 

 
If a complaint has been made on behalf of a child or young person, we will 
always report back to the person making the complaint as well as the child or 
young person.  There may, of course, be times when we might not do this if the 
information is confidential or only relevant to management. 
 
For procedure when adults are making complaints on behalf of a child please 
refer to the full procedure for details 
 
When Children & Young People Complain 
 
In our own lives we all know that things can go wrong.  When they do we often 
feel upset and angry. And the last thing we then want is to wait and wait for 
something to be done.  Children & young people are no different.  Put yourself in 
their shoes.  We don’t need to add to their frustration.  So, if we are serious about 
solving as many complaints as possible at this stage, it is important that all parts 
of a complaint are dealt with and responded to quickly and effectively. 
 
In particular, we have a duty to make sure that any child or young person who 
wants to complain has the chance to do so. If the child & young person 
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with someone who should be able to help.  We will need to take account of the 
needs of those with disabilities and whose first language is not English.  If they 
do need help, contact The Customer Care Manager.   
 
It’s a fact that by far most complaints about children’s services are made by 
adults.  Very few (less than 10% in Milton Keynes) are made by children & young 
people themselves.  We have to ask why that is.  Perhaps they feel that there is 
no point – that no-one listens.  Perhaps timescales are too long – after all, a 
month for a child & young person is a long time.  So, perhaps we need our 
procedure to tackle these problems.  This is why our procedure is designed to 
encourage children & young people to let us know what they think  - not just 
complaints but their ideas, suggestions and compliments as well.  And why we 
have halved our timescales. 
 
We understand that children & young people can feel daunted by the prospect of 
making a complaint.  So we would like to see children & young people offered the 
services of an advocate or peer to help them make their complaint and make 
sure that we follow our procedure.  Contact the Customer Care Manager who will 
make the necessary arrangements. 
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Summary: 
There are three stages of dealing with children and young people’s complaints.  
These are: 

Stage 1 – Problem Solving 

 
- we expect all complaints to be dealt with as speedily as possible  
- this can usually be done by staff directly involved with the young person 
complaining 
 

we should 

 

- acknowledge a complaint in writing within three days of receiving it, explaining 
we’d like to try and sort it out, but they can go straight to stage 2 if they wish 
- offer a resolution within 14 days of receiving the complaint – and no extensions 
- offer the support of an advocate to take up their case 
- make sure the young person complaining knows they take their complaint 
further if they wish 

Stage 2 – Investigation 

 

- if the person complaining remains unhappy the customer care manager will 
investigate the complaint and appoint an independent person 
- the customer care manager then reports on their findings and the relevant 
service manager decides on a formal response 
 

we should 

 

- complete the investigation within 14 days – with no extensions 
- make sure the person complaining knows they can take their complaint further if 
they wish 

Stage 3 – Independent Review Panel 

 

- if the person complaining remains unhappy they have 14 days from receiving 
the department’s response to ask for a review panel 
- the panel is made up of an independent person (the chair) and two councillors 
 

we should 

 

- arrange for the panel to meet within 14 days of a request 
- make sure the panel makes its recommendations within 24 hours of meeting 
- make sure the department responds to any recommendations within 14 days 
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Immediate Procedures To Be Followed 
 
If such a tragedy occurs the first member of staff to become aware of it should 
notify the Head of Children’s Services.  Because the circumstances involved 
could vary so widely only the most general guidance can be offered. 
 
Immediate arrangements should be made to notify the parents.  This should be a 
personal visit from two people, at least one of whom should know the family. 
 
Where appropriate, a formal written expression of sympathy from the Head of 
Children’s Services should follow.  The child’s carers should also receive a letter.  
The Head of Children’s Services is responsible for notifying the Strategic Director 
of Neighbourhood Services (Director of Social Services) and the Department of 
Health who will in turn notify the Secretary of State. 
 
The child’s social worker should prepare a short factual report on the 
circumstances of the death for the Head of Children’s Services (see format). 
 
Where appropriate the Council can and should assist parents with arrangements 
to attend the funeral. 
 
Where Children Are Also On The Child Protection Register (Or Child Abuse 
Is Suspected) 
 
Please refer to Area Child Protection Committee Inter-agency Procedures to 
Safeguard and Promote the Welfare of Children section 14 Case Reviews, which 
will require that all relevant files are secured immediately. 
 
Notifications 
 
The Department of Health must be notified when a child, who is known to the 
Department, dies and any other instances where there has been serious harm to 
children where abuse is suspected.  This ensures that the Department of Health 
(and therefore ministers) are aware of cases, which may arouse public interest 
and those where there may be a need for some investigation of an internal or 
multidisciplinary nature. 
 
Children’s Services will inform the Department of Health who will notify the 
Secretary of State of: 
 

•  The death of any child looked after by the Department (whether 

Accommodated or on a Care Order) including those in short break 
provision. 
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in unusual or unexpected circumstances. 

 
Notifications should be made to: 
 
The Assistant Chief Inspector, Social Services Inspectorate, South Eastern 
Region, 5th Floor, Eileen House, 80-94 Newington Causeway, London, SE1 6EF.  
(0207 972 2821) 
 
The notification should be given within 24 hours of the incident – by telephone if 
necessary, and confirmed in writing.   
 
Consideration needs to be given to the particular needs of all concerned 
following the death of a child. Carers, staff and friends may need help with the 
bereavement as well as parents and relatives. 
 
NOTIFICATION OF THE DEATH OF A CHILD IN CARE OR 
SHORT BREAK PROVISION OR UNDER A SUPERVISION ORDER: 
 
Report Format 
 

•  Local authority 

•  Child’s name 

•  Date of birth 

•  Date of death 

•  Legal status  

•  Type of placement (if residential include name and type of Children’s 

home e.g. CHE, Voluntary Community Home etc.) 

•  Address of placement 

•  Cause of death as on Death Certificate 

•  Dates if any when the child was on the Child Protection Register 

•  Inquest - Details should include dates, findings and criminal proceedings.  

It may be necessary to notify these details at a later date. 

•  Brief details of the case including care history, and action being taken 

including funeral arrangements.  Please indicate if birth parents have been 
notified of the death and the support being made available to them. 

•  Policy and practice issues raised and intended local authority action (to 

follow later if necessary). 
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Child Benefit Rules For Looked After Children  
Guidance reproduced from Inland Revenue information for social workers sheet CH193A 
 
When Child Benefit Stops  
Child Benefit usually stops when the child has been looked after by a local 

authority for 8 continuous weeks. If the child spends some time at home and 

some time with the local authority, payment will stop when they have been 

looked after by the local authority for at least 2 nights a week for 8 weeks in a 

row.  
 
When Child Benefit Can Be Paid  
Child Benefit can sometimes be paid for qualifying periods the child spends at 

home. See the section Child Benefit For Time Spent At Home.  
If the child is placed with a relative or other person, and the local authority are not 

paying anything towards the cost of the child's accommodation or maintenance 

under section 23 of the Children's Act 1989, payment of Child Benefit can 

continue to be paid  
Either:  
 
• 

to the person the child lived with before going into care (but only if the 

money they pay towards the child's keep is at least as much as the weekly 

late of Child Benefit).  

 
or  

 
• 

to the person the child is now living with.   

 
If more than one person claims the benefit is normally paid to the person the 

child lives with.  
 
Child Benefit cannot be paid to anyone who gets a fostering allowance, or 

any other local authority payment towards the cost of the child's 

accommodation or maintenance under section 23.  

 
Disabled Children  
 
Sometimes local authorities arrange for a child who is mentally or physically ill or 

disabled to live in special accommodation, or at a special school. If this is the 

only reason the child lives away from home, the Child Benefit  'hospital rules' 

apply.  
 
If a child is in hospital, or has to live in residential accommodation away from 

home because of a disability or illness for more than 12 weeks, Child Benefit can 
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this we mean money spent on clothes, books toys or other things the child 

needs, or on fares to visit them.  
 
If the child is in hospital or residential accommodation for more than 12 weeks 

and the person claiming the benefit is not regularly spending money on them, the 

Child Benefit Office needs to be told.  
 
Adopting Parents   
Prospective adopters may be able to get Child Benefit as soon as the child starts 

to live with them, even if an Adoption Allowance is payable. But Child Benefit 

cannot be paid to anyone who receives a local authority fostering allowance, or 

any other payment made under section 23 of the Children's Act 1989 in respect 

of the child's accommodation or basic maintenance.  

 
Child Benefit For Time Spent At Home  
 
Child Benefit can sometimes be paid for children who are being looked after by a 

local authority, but who go home for part of the week, or longer.  
Child Benefit can be paid for any week the child comes home: 
 
• 

For 7 nights in a row, or  

• 

For any extra nights which follow straight after the first 7, or  

• 

On a regular basis for at least 2 nights in a row every week.  

.  

 
If the child is looked after by the local authority as part of an agreed voluntary 

arrangement, child benefit can sometimes be paid for a week in which they are at 

home for at least 2 nights in a row.  

 
Advising Customers -Guidance Notes CH194A  
 
Please give form CH194A to the Child Benefit customer in all cases, it contains 

advice about Child Benefit for children looked after by local authorities, and when 

to contact the Child Benefit Office.  

 
When To Notify The Child Benefit Office: Child Starts Being 
Looked After By A Local Authority  
 
Please complete form CH193 and post or fax it to the Child Benefit Office as 

soon as it is clear that the child will be looked after for longer than 8 weeks (for 

example immediately after the statutory LAC review at 4 weeks). But in any event 

no later than 8 weeks. There is no need to notify the Child Benefit Office if the 

child is being looked after for less than 8 weeks.  

 
I p

m ortant:  

 
• 

To comply with the Data Protection Act 1984, the Child Benefit customer 

must provide their consent to the local Authority to share information with 

the Child Benefit Office  
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Form CH193 asks the Child Benefit customer for their consent  

• 

Only send form CH193 to the Child Benefit Office if the customer has 

given their consent  

 
How To Contact The Child Benefit Office:  
 
Child Benefit Office  

PO Box 1  

Newcastle upon Tyne 

NE881AA  
 
Tel: 084530214444 (8.00 to 5.30, Monday to Friday except Bank Holidays)   

 
E mail: xxxxxxxxxxxx@xx.xxx.xxx.xx  

 
Fax: 0191 2251625  

 
N.B. When you get in touch with the Child Benefit Office please give them the 

name of the child's parent, or person responsible for them and their Child Benefit 

reference number, if known.  
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 Foster Carers 2003/2004 

 
 
WEEKLY BASIC 

& CLOTHING POCKET  HOLIDAY NORMAL  UNDER  XMAS 

ENHANCEMENTS 

 

MONEY 

 

WEEKLY 

4 

& 

 

 

 

 

 

WEEKS B’DAY

£ 

£ 

£ 

£ 

£ 

£ 

£ 

AGE 

A B 

C 

D 

E 

F 

G 

RANGE 

0-4 

53.05 11.99 

1.24 

2.56

68.84 

 

54.29

66.28 

 

5-10 

64.36 14.71 

3.10 

3.17 

85.34 

67.46 

82.17 

11-15 

78.77 18.36 

5.18 

3.95 

106.26 

83.95

102.31 

 

16+ 

101.07 23.78 

7.67 

5.18 

137.70 

108.74 

132.52 

 
 

NIGHT 

BASIC & 

CLOTHING  POCKET  HOLIDAY  NORMAL  RESPITE

RATE 

ENHANCEMENTS 

 

MONEY 

 

NIGHTLY 

 

£ 

£ 

£ 

£ 

£ 

£ 

AGE 

A B 

C 

D 

E 

F 

RANGE 
0-4 

7.57 1.71 

0.17 

0.36 

9.81 

7.74 

5-10 

9.19 2.10 

0.44 

0.45 

12.18 

9.63 

11-15 

11.25 2.62 

0.74 

0.56 

15.17

11.99 

 

16+ 

14.44 3.39 

1.09

0.74 

 

19.66

15.53 

 

 
 
Support Lodgings 
 
Weekly   £101.07 
Nightly  £14.44 
 
16+ Personal Allowances 
 
£34.20 per week 
 
Discretionary Payments 
 
To be paid for special diets etc. 
 
Income Support and Child Benefit 
 
Income Support is £43.25 per week (£6.10 per night)  
Child Benefit is £16.05 for the prime and £10.75 for each subsequent child.  
 
Initial Clothing Allowance 
 
£203.53 maximum 
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2003/2004 RATE 

First School 

138 

Middle School 

173 

Upper School 

263 

 
 
Time Limited Carers  
 
£181.0S per week 25.87 per night  
 
Retainer Fees  
 
£5.08 per day for one place  
£1.71 per day for any additional places 
 
Respite Fees  
 
These are 1/7th of the Short Term Allowance if not already received, which is 
£25.87 per day, plus the nightly rate for maintenance and pocket money (to the 
maximum of 4 nights).  
 
Daytime Emergency Placements  
 
To be paid at Family Link rate for under 24 hours. See below  
 
Allowances For Family Link Carers  
 

 

 

 

 

 

Up to 6 hours  

 

 

 

13.66 

Over 

6 

hours 

    22.93 

Up to 24 hours 

 

 

 

27.32 

 
Allowances For Pre-Trial/Turn-around Carers 
 
£269.19 per week plus the foster care rates  
£38.45 per night  
 
Travel And Subsistence  
 
Payments are linked to national Joint Council rates, which are reviewed each 
year. The rate is currently 32.5 pence per mile  
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1.  The procurement of a vehicle to meet the care needs of a child placed with 

foster carers or adopters is a serious decision with considerable financial 
implication for the council.  There will need to be a robust and sound financial 
argument that the measure will save money for MKC in the longer term and is 
necessary for a placement to be viable.  For adopters the request must also 
comply with Adoption Allowance Regulations 1991.  Before proceeding, the 
circumstances of the case should be discussed with the line manager. 

 
2.  All the options need to be considered in relation to best value and the most 

cost effective way of meeting the identified need.  This may include: 

  Purchase and ownership of the vehicle by the council 
  Leasing a vehicle 
  Cost/benefit analysis and vehicle capacity 
  Contribution to be made by the carers 

 
3.  A recommendation for this additional support should be sought in principle at 

adoption panel or fostering panel. 

 
4.  A report detailing the reasons for the proposed expenditure, a ball park figure 

for costs, option analysis and recommendations should be submitted to the 
Head of Children's Services for agreement to proceed further. 

 
5.  Once written agreement to proceed has been given, whether leasing or 

purchasing, it will be necessary to seek 3 written estimates from separate 
garages. 

 
6.  Whilst estimates are being sought, it is advisable to begin to discuss the 

detailed legal agreement that will need to be drawn up, with the legal dept. 
(Sue Barrett  Ext. 2275 or Brian Bamber Ext. 2508).  When drafting the 
agreement, Legal will generally require details such as the name and address 
of the adopter/foster carer, the names and dates of birth of the children 
involved, the registration number and make of the car, the cost of the car and 
the amount of the advance.  Depending on the particular circumstances other 
information may also be required.  Legal will also ask for confirmation of what 
statutory power is being relied upon and it is therefore important that this is 
identified at an early stage in the process.  Frequent dialogue will be 
important as the details become clearer.  It is also useful to discuss the plans 
with Caroline Chandler, Group Accountant Ext. 3620.  Detailed records and 
copies of all written estimates and letters will need to be collated to ensure 
that there is a clear audit trail. 

 
7.  The lowest estimate usually will be accepted by the MKC.  If the 

adopter/foster carer wishes to pursue a higher quote, they may make a 
financial contribution themselves.  Constant communication with the supplier 
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[bookmark: 409]of the vehicle will also become necessary, with written agreement to the 
purchase being confirmed as soon as signed agreement has been obtained 
from Head of Children's Services. 

 
 
8.  Once the legal agreement has been drawn up, it will need to be signed by the 

Head of Children's Services and the adopter/foster carer.  The adopter/foster 
carer should be advised in writing to seek independent legal advice on the 
agreement before they sign it.  The original signed legal agreement should be 
sent to the legal dept at Civic Office (who will arrange for it to be archived in 
Deeds Registry) and a copy kept on the carers file. 

 
 
9.  With the legal agreement signed by all parties, a PD3 will need to be signed 

by Head of Children's Services and arrangements made with Finance to pay 
the supplier by invoice. 
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[bookmark: 410]Leaving Care Service: Financial Policy, Categories 
 and Entitlements Produced by John Short Sept 2003 
 
 
Notes  
 

1.  This document should be read in association with the document 

‘Developing Services for Young People Leaving Care in Milton Keynes - 
Financial Arrangements’ 13 May 2002. 

 

2.  All allowances should be based on an assessment of need and be set out 

in the young person’s Pathway Plan.  The plan must also highlight any 
attached conditions, how payments will be made, the frequency of 
payments and when they will be reviewed. 

 

3.  This document and policy has been produced following consultation with, 

young care leavers, foster carers, leaving care staff, audit and finance 
staff, residential social workers and members of the leaving care finance 
working party. 

 
 
Categories 
 
 
Category One - Eligible Young People From The Age Of 16 To The End Of 
School Year 11. 
 
 

•  The general looked after children finance policy and procedures will 

continue to cover eligible young people from the age of sixteen to the 
end of school year eleven. 

 
 
Category Two – Eligible Young People (Looked After - 16 And 17 Year Olds) 
(From The End Of School Year Eleven) 
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[bookmark: 411] 
 
Young People Living In Foster Care Or A Residential Unit 
 

Basis 

Amount 

Conditions and Comments 

Pocket 

£10.00 per 

This is provided to young people who are studying or looking for 

Money 

week 

employment etc. Young people who are undertaking a 

 

traineeship will receive an allowance from their training 
provider. 
See incentive payments and contributions section. 
 

Education 

 

Children’s Services will provide equipment and travel costs for 

 

education courses of the young person’s choice, depending on 
 an assessment of need.  Where appropriate, Children’s 
Services will consider funding extra tuition. 
Funding may be provided for subsequent courses and/or for 
changed courses depending on an assessment. 
See incentive payments and contributions section. 

Training 

 

If special equipment is required, in the first instance the training 

 

provider may provide this.  If not, and depending on an 
assessment of need, it will be provided from the Leaving Care 
budget.  Children’s Services will provide equipment for the 
traineeship/course of the young person’s choice and may 
provide this for subsequent courses depending on an 
assessment. 
 
A travel pass may be provided by the training organisation. 
 
For the second and any subsequent training course equipment 
grant, the young person will need to demonstrate commitment 
and consistent attendance. 
See incentive payments and contributions section. 

Employment 

 

Children’s Services will purchase equipment and/or clothing to 

 

assist the young person with their chosen employment e.g. 
interview clothes, overalls, protective clothing, depending on an 
assessment of need.  Additionally, Children’s Services may 
assist with the cost of travel to interviews. 
See incentive payments and contributions section. 
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[bookmark: 412]Incentive 

£10.00 per 

An incentive of £10 per week will be paid from September (year 

Payments 

week 

12) when young people are in education.  Alternatively, this will 

and 

Incentive 

be paid from the commencement of a traineeship or the start of 

Contributions 

low paid employment.  The allowance will be paid on a five-
week basis in arrears and is subject to satisfactory attendance 
(80% attendance/time keeping, except for time off because of 
sickness etc) and liaison with the young person’s employer, 
college or training provider. 

•  When a young person has an income of £53.25 net or 

more their pocket money will cease. 

•  When a young person has an income of £63.25 net or 

more their incentive payment will cease. 

•  When a young person has an income of £78.25 net or 

more their clothing allowance will cease. 

When a young person has an income of £103.25 net or more 
they will be expected to make a contribution to the cost of their 
placement. 
This is undertaken to assist in developing money management 
and budgeting skills and to prepare for independent living. 
The contribution should be made to Children’s Services. 
Contribution equation: 
Net income, minus fares, work costs and the cost of lunches.  
One third of the remaining wage paid to Children’s Services. 
 
In order to monitor incentive payments and other education, 
training and employment related payments, personal advisers 
will maintain close liaison with a young person’s education, 
training and employment provider.  Additionally, this liaison will 
ensure a young person receives practical assistance if and 
when required. 
 
To assist a young person with making a successful transition to 
employment and managing their wages they will not be 
expected to make any contributions until they have completed 
six weeks of employment.  A young person will need to provide 
proof of income in order to calculate incentives and 
contributions. 

Clothing 

£30.00 per 

£120 for winter clothes paid in September, via the personal 

 

month plus 

adviser. 

£120.00  

Birthday 

£132.52 

17th birthday 

 

£162.52 

18th birthday 
 
16th birthday covered by fostering/boarding out al owance. 
Gift/gifts to the value of £132.52/£162.52 and/or a contribution 
towards the cost of celebrations.  Responsibility for the 
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[bookmark: 413]purchase of the gift/gifts rests with the carer/keyworker or 
personal adviser. 
Only in exceptional circumstances can the £132.52/£162.52 be 
given to the young person in cash. 
 
 

Christmas/ 

£132.52 

16 year olds 

Festivals 

£132.52 

17 year olds 
Christmas/religious festival grant to be used for the purchase of 
gift/gifts and/or for a contribution towards celebrations within the 
placement.  The purchasing of a gift etc will be the responsibility 
of the carer/keyworker or personal adviser. 
Young people who are non-Christians will be given a choice as 
to when their festival allowance is to be provided.  If they do not 
have a preference, the allowance should be made available at 
Christmas to ensure that they receive their entitlement. 

 

Additionally, they should also be offered the choice of having a 
proportion of their allowance at their festival of choice and a 
proportion at Christmas. 

Family 

 

Where young people have family members who live outside of 

Contact 

the Milton Keynes area, telephone and travel costs may be 

Costs 

provided following an assessment of need. 

Contact with 

 

Where young people have significant contacts that live outside 

Significant 

of the Milton Keynes area, telephone and travel costs may be 

Others 

provided following an assessment of need. 

Hobbies/Leis

Maximum of 

Where appropriate, Children’s Services will pay for the 

ure 

£2.50 per 

membership of a hobby or leisure club and contribute towards 

 

week.  

the cost of equipment or special clothing/fees.  This could 

£130 per year.    include the cost of trial sessions and a contribution to travel 
£5 per year - 

costs. 

Milton Keynes  Children’s Services will assist young people to obtain a Milton 
Passport to 

Keynes Council Passport to Leisure. 

Leisure. 

Young people should be encouraged and assisted to explore 
the leisure facilities that accept the Council Leisure Pass. 

Key 

£65.00 

Children’s Services will purchase a passport, 2 birth certificates 

Documents 

and pay the ‘Access to Files’ fee for each young person.  
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[bookmark: 414]Introduction 

Licence, 

Children’s Services will provide the funding for a provisional 

to Driving 

1 theory test, 

driving licence, one theory test and the cost of 5 lessons to 

5 lessons  

introduce young people to driving.  This is available to 17 year 

and 1 practical  olds and is conditional on the young person matching the cost 
test. 

of the 5 driving lessons provided by Children’s Services. This 
will enable the young person to have 10 trial lessons.  This is 
only available to young people who have been engaged in 
education, training or employment for 3 months and do not 
have any driving convictions.  Young people must pay the cost 
of the 5 lessons to their personal adviser who will then book the 
10 lessons.  In general, by paying for 10 lessons in a block, 
driving schools provide an extra lesson free. 
Additionally, Children’s Services will pay for one practical 
driving test.  This is dependent on an approved driving school 
recommending that the young person is ready to take the test. 

Holiday 

£269.36 per 

This is provided to young people’s foster carers or children’s 

Allowance 

year 

home and is generally available for a holiday with their 
carers/children’s home.  In exceptional circumstances and, 
following an assessment of need and a risk assessment, the 
allowance may be used by young people for a holiday with their 
family or friends.  Requests for this allowance must be made 
well in advance in order to make the necessary arrangements. 

Counselling 

 

Children’s Services will assist young people to access 

and 

counselling and/or therapeutic services via universal health 

Therapeutic 

services.  Where appropriate, and dependent on an 

Needs 

assessment of need, Children’s Services will provide funding for 
counselling and/or therapeutic services. 

Health 

 

Children’s Services will assist young people to access services 

 

to meet their health and developmental needs via the ‘looked 
after’ children health provision and via universal health services.  
Where appropriate, and dependent on an assessment of need, 
Children’s Services may provide funds to secure additional 
health services. 

Cultural 

 

Children’s Services will assist young people to access services 

Needs 

aimed at meeting their cultural needs.  Where appropriate, and 

 

dependent on an assessment of need, Children’s Services will 
fund services aimed at meeting identified needs i.e. skin and 
hair care, dietary requirements. 

Religious 

 

Children’s Services will assist young people to access services 

Needs 

aimed at meeting their religious needs.  Where appropriate, and 

 

dependent on an assessment of need, Children’s Services will 
fund services aimed at meeting identified religious needs. 
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[bookmark: 415]Child Care 

 

Lone parents, who wish to return to education, start a 

Costs 

traineeship or take up employment opportunities will be assisted 

 

to identify funds to cover or contribute to child care costs.  In the 
first instance, colleges, the Care to Learn Fund, the Learning 
Gateway, Sure Start, the Teenage Pregnancy Strategy and 
Benefits Agency must be approached as sources of potential 
child care funding as lone parents are a priority group for their 
support.  Where appropriate, and dependent on an assessment 
of need, with all options having been explored without success, 
Children’s Services may contribute towards the costs of child 
care. 
 
Children’s Services will assist young people to maximise their 
income from all available sources such as benefits, Sure Start 
etc.  Where appropriate, and dependent on an assessment of 
need, Children’s Services will provide a £7.50 weekly payment 
to lone parents to assist with their new responsibilities until the 
baby reaches their first birthday, or the young person’s 
eighteenth birthday, which ever occurs first. 

Special 

 

Where appropriate, and dependent on an assessment of need, 

Needs Costs 

Children’s Services’ funds may be available for specific 
equipment and adaptations that will ensure placements are 
suitable. 
See Leaving Care Disability Protocol and Policy. 

General 

 

Where appropriate, and dependent on an assessment of need, 

Miscellaneou

Children’s Services may provide funds for specific grants and 

s 

one off payments. 

Needs 

John Short Financial Chart 15.09.2003 
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[bookmark: 416]Category Three – Eligible And Relevant Young People Who Are In Semi-
Independent And Independent Placements Not Provided By Children’s 
Services  (16 And 17 Year Olds) 
 
• 

Section 31 Care Orders living in a semi-independent or independent 
setting  

• 

Young people previously Accommodated under Section 20 who have 
ceased to be looked after living in a semi-independent or independent 
setting  

• 

16 and 17 year olds living in hostels/semi independent and independent 
placements not directly provided by Children’s Services 

 

Basis 

Amount 

Conditions and Comments 

Accommodatio  

Placement and accommodation costs to be met in full for young 

n 

people up to age 18.  Explore deposit and rent in advance and 

 

pre tenancy determination issues. 
See incentive payments and contributions section. 

Maintenance 

£43.25 per 

Benefit rate for 16 to 24 year olds living independently. 

 

week 

 
This is provided to young people who are studying or looking for 
employment etc. Young people who are undertaking a 
traineeship will get the equivalent or a higher allowance from their 
training provider.  In addition they will receive an incentive top-up. 
This allowance is provided up to the age of 18 and can be 
provided in cash or kind.   
See incentive payments and contributions section. 

Education 

 

Children’s Services will provide equipment and travel costs for 

 

education courses of the young person’s choice, depending on 
an assessment of need.  Where appropriate, Children’s Services 
will consider funding extra tuition. 
Funding may be provided for subsequent courses and/or for 
changed courses depending on an assessment. 
See incentive payments and contributions section. 

Training 

If the training 

If special equipment is required, in the first instance the training 

 

allowance is 

provider may provide this.  If not, and depending on an 

less than 

assessment of need, it will be provided from the Leaving Care 

£43.25 per 

budget.  Children’s Services will provide equipment for the 

week it will be  traineeship/course of the young person’s choice and may provide 
topped up to 

this for subsequent courses depending on an assessment. 

£43.25 by 

A travel pass may be provided by the training organisation. 

Children’s 

For the second and any subsequent training course equipment 

Services. 

grant, the young person will need to demonstrate commitment 
and consistent attendance. 
See incentive payments and contributions section. 
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[bookmark: 417]Employment 

 

Children’s Services will purchase equipment and/or clothing to 

 

assist the young person with their chosen employment e.g. 
interview clothes, overalls, protective clothing, depending on an 
assessment of need.  Additionally, Children’s Services may assist 
with the cost of travel to interviews. 
See incentive payments and contributions section. 
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[bookmark: 418]Incentive 

£10.00 per 

An incentive of £10 per week will be paid from September (year 

Payments and 

week 

12) when young people are in education.  Alternatively, this will 

Contributions 

Incentive 

be paid from the commencement of a traineeship or the start of 
low paid employment.  The allowance will be paid on a five-week 
basis in arrears and is subject to satisfactory attendance (80% 
attendance/time keeping, except for time off because of sickness 
etc) and liaison with the young person’s employer, college or 
training provider. 
Incentive payments will be reduced to £5.00 per week two 
months before a young person’s 18th birthday, but will continue at 
£5.00 per week for 2 months after their 18th birthday. 
 
Contributions 

•  When a young person has an income of £63.25 net or 

more their incentive payment will cease. 

•  When a young person has an income of £83.25 net or 

more their maintenance allowance will be reduced by 
50%. 

•  When a young person has an income of £105.25 net or 

more their maintenance allowance and clothing 
allowance will cease. 

When a young person has an income of £150.25 net or more 
they will be expected to make a contribution to the cost of their 
accommodation.  This is undertaken to assist in developing 
money management and budgeting skills.  When young people 
are making contributions towards the cost of their 
accommodation, payments should always be made to Children’s 
Services who will then cover the ful  cost of the accommodation.   
Contribution equation: 
Net income, minus fares, work costs and the cost of lunches.  
One third of the remaining wage paid to Children’s Services. 
 
In order to monitor incentive payments and other education, 
training and employment related payments, personal advisers will 
maintain close liaison with a young person’s education, training 
and employment provider.  Additionally, this liaison will ensure a 
young person receives practical assistance if and when required. 
 
To assist a young person with making a successful transition to 
employment and managing their wages they will not be expected 
to make any contributions until they have completed six weeks of 
employment.  A young person will need to provide proof of 
income in order to calculate incentives and contributions. 

Clothing 

£30.00 per 

£120 for winter clothes paid in September, via the personal 

 

month plus 

adviser. 

£120.00  
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17th birthday 

Gift/gifts to the value of £132.52/£162.52 and/or a contribution 

 

£132.52 

towards the cost of celebrations.  Responsibility for the purchase 

 

of the gift/gifts rests with the previous carer/keyworker or 

18th Birthday 

personal adviser. 

£162.52 

Only in exceptional circumstances can the £132.52/£162.52 be 
given to the young person in cash.  
The birthday allowance will only be paid to young people who 
remain in contact with the Options for Independence Team. 

Christmas/ 

£132.52 at 

Young people who are non-Christians will be given a choice as to 

Festivals 

age 16 

when their festival allowance is to be provided.  If they do not 

£132.52 at 

have a preference, the allowance should be made available at 

age 17 

Christmas to ensure that they receive their entitlement. 

 

Additionally, they should also be offered the choice of having a 
proportion of their allowance at their festival of choice and a 
proportion at Christmas. 
At age 16 or 17 the responsibility for the purchase of the gift/gifts 
rests with the previous carer/keyworker or personal adviser and 
should be set out within the Pathway Plan. The young person 
should only be given the money in exceptional circumstances. 
The Christmas/festival allowance will only be paid to young 
people who remain in contact with the Options for Independence 
Team. 

Family Contact   

Where young people have family members who live outside of 

Costs 

the Milton Keynes area, telephone and travel costs may be 
provided following an assessment of need. 

Contact with 

 

Where young people have significant contacts that live outside of 

Significant 

the Milton Keynes area, telephone and travel costs may be 

Others 

provided following an assessment of need. 

Hobbies/Leisur Maximum of 

Where appropriate Children’s Services will pay for the 

e 

£2.50 per 

membership of a hobby or leisure club and contribute towards the 

 

week.  

cost of equipment or special clothing/fees.  This could include the 

£130 per year.  cost of trial sessions and a contribution to travel costs.  Children’s 
£5 per year - 

Services will assist young people to obtain a Milton Keynes 

Milton Keynes  Council Passport to Leisure.  Young people should be 
Passport to 

encouraged and assisted to explore the leisure facilities that 

Leisure. 

accept the Council Leisure Pass. 

Key 

£65.00 

Children’s Services will purchase a passport, 2 birth certificates 

Documents 

and pay the ‘Access to Files’ fee for each young person.  
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[bookmark: 420]Introduction to  Licence,  

Children’s Services will provide the funding for a provisional driving 

Driving 

1 theory test, 

licence, one theory test and the cost of 5 lessons to introduce young 

5 lessons  

people to driving.  This is available to 17 year olds and is conditional on 

and 1 practical  the young person matching the cost of the 5 driving lessons provided 
test. 

by Children’s Services. This will enable the young person to have 10 
trial lessons.  This is only available to young people who have been 
engaged in education, training or employment for 3 months and do not 
have any driving convictions.  Young people must pay the cost of the 5 
lessons to their personal adviser who will then book the 10 lessons.  In 
general, by paying for 10 lessons in a block, driving schools provide an 
extra lesson free. 
Additionally, Children’s Services will pay for one practical driving 
test.  This is dependent on an approved driving school 
recommending that the young person is ready to take the test. 

Holiday 

£269.36 per 

In general this is provided to young people for a holiday with their 

Allowance 

year 

previous foster carers or children’s home if it was agreed prior to 
leaving the placement. 

Counselling 

 

Children’s Services will assist young people to access 

and 

counselling and/or therapeutic services via universal health 

Therapeutic 

services.  Where appropriate, and dependent on an assessment 

Needs 

of need, Children’s Services will provide funding for counselling 
and/or therapeutic services. 

Health 

 

Children’s Services will assist young people to access services to 

 

meet their health and developmental needs via the ‘looked after’ 
children health provision and via universal health services.  
Where appropriate, and dependent on an assessment of need, 
Children’s Services may provide funds to secure additional health 
services.  Complete form HC1. 

Cultural Needs   

Children’s Services will assist young people to access services 

 

aimed at meeting their cultural needs.  Where appropriate, and 
dependent on an assessment of need, Children’s Services will 
fund services aimed at meeting identified needs i.e. skin and hair 
care, dietary requirements. 

Religious 

 

Children’s Services will assist young people to access services 

Needs 

aimed at meeting their religious needs.  Where appropriate, and 

 

dependent on an assessment of need, Children’s Services will 
fund services aimed at meeting identified religious needs. 
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Lone parents, who wish to return to education, start a traineeship 

Costs 

or take up employment opportunities, will be assisted to identify 

 

funds to cover or contribute to childcare costs.  In the first 
instance, colleges, the Care to Learn Fund, the Learning 
Gateway, Sure Start, the Teenage Pregnancy Strategy and 
Benefits Agency must be approached as sources of potential 
childcare funding, as lone parents are a priority group for their 
support.  Where appropriate, and dependent on an assessment 
of need, with all options having been explored without success, 
Children’s Services may contribute towards the costs of child 
care. 
 
Children’s Services will assist young people to maximise their 
income from all available sources such as benefits, Sure Start 
etc.  Where appropriate, and dependent on an assessment of 
need, Children’s Services will provide a £7.50 weekly payment to 
lone parents to assist with their new responsibilities until the baby 
reaches their first birthday, or the young person’s eighteenth 
birthday, which ever occurs first. 

Special Needs 

 

Children’s Services will assist young people to access services to 

Costs  

meet their special needs and depending on the outcome, may 
assist in providing resources to address the identified need.  
See Leaving Care Disability Protocol and Policy. 

Winter Heating  £5.00 per 

Young people living in semi-independent or independent 

Allowance 

month 

accommodation who are responsible for, and pay variable utility 
costs will be provided with a £5 per month fuel allowance during 
Nov, Dec, Jan, Feb and March. 
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[bookmark: 422]Emergency 

 

Children’s Services will provide 3 cash payments in any 6-month 

Payments 

period.  These payments will be dependent on an assessment of 

 

need and would generally not exceed £10.00 per payment. 
 
Where a young person requests an emergency payment due to 
difficulties of budgeting, the personal adviser will explore with the 
young person how their £43.25 weekly maintenance is provided.  
The second request for an emergency payment will result in the 
young person being given two choices on how their £43.25 will be 
provided: 

1.  two payments of £10 and one payment of £23.25 per-

week. 

2. Personal  adviser  accompanying the young person 

shopping, ensuring that £25.00 is spent on food, £7.00 is 
spent on utilities/bills and the remaining £11.25 is given in 
cash. 

 
Where a young person requests more than 3 emergency cash 
payments in any 6-month period, they will be assisted with 3 food 
parcels each of which will have a utilities component.  Each food 
parcel and utility component would generally not exceed £7.50 in 
value, i.e. a total of £22.50 in any 6-month period. 
Depending on an assessment of the young person’s 
circumstances, a payment in kind may be provided. 

General 

 

Where appropriate, and dependent on an assessment of need, 

Miscellaneous 

Children’s Services may provide funds for specific grants and one 

Needs 

off payments. 

 
 

Setting Up 

£116.00 

For TV licence.  (First licence paid for   

Home 

 

by SSD and subsequent ones paid   

Allowance 

 

for by young person). 

 

 

£1000.00 

To be spent on items for equipping  Keep/photocopy receipts to 

 

 

accommodation.  This allowance will  reclaim V.A.T. 

 

be spent in stages, initially on semi-  

 

independent setting needs and  

 

subsequently, on independent 

 

 

accommodation needs.  The 

 

 

allowance will always be spent  

 

collaboratively between the personal   

 

adviser and young person. 

 

£58.92 

One year’s contents insurance. 

This is provided for the first 

 

 

year of independent living 

 

 

age 18 plus (£9000 cover). 

£15.00 

Two smoke detectors. 

 

£50.00 

Setting up home starter pack. 

Coffee, tea, soap powder etc.

John Short Financial Chart 15.09.2003 
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Young People age 18 to 21, or to 24 if they commenced a designated further or 
higher education course before the age of 21 
 

Basis 

Amount 

Conditions and Comments 

Accommodatio  

Accommodation costs for young people over age 18 will only be 

n 

provided in exceptional circumstances. 

 

 
Post 18 placements for exceptionally vulnerable young people may 
be funded in part or full following an assessment of need and the 
case being considered by the ‘Looked After’ Young Person’s 
Resource Panel. 

Maintenance 

 

Maintenance costs should be met by the young person from 

 

employment or benefits. 

Education 

 

Children’s Services may assist young people with costs associated 

Training 

with education, training and employment opportunities, such as 

Employment 

interview expenses and equipment costs depending on an 
assessment of need.  (Explore New Deal provision). 

Incentive 

 

£5.00 per week applicable for 2 months after a young person’s 18th 

Payments 

birthday. 

Further 

 

Up to the age of nineteen young people who are studying full time 

Education 

can claim Income Support and Housing Benefit.  From the age of 
nineteen Children’s Services will assist young people to maximise 
their income from college ‛access’ funds, full and part time 
employment and any benefits that may be available.  Prior to 
starting education courses at the age of eighteen young people will 
be encouraged to explore ‛New Deal’ opportunities which may 
provide benefits for young people studying approved courses.  
Where appropriate, and dependent on an assessment of need, 
Children’s Services may provide assistance for specific grants and 
one off payments to young people who are studying, for items such 
as books and equipment. 
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£5000 per 

£5000 higher education grant to be used for accommodation and 

Education 

calendar 

living expenses throughout the academic and calendar year.  

year 

Young people are exempt from tuition fees and will need to make 
use of the student loan scheme.  Part of the grant should be used 
to fund vacation accommodation and travel expenses for foster 
carers moving young people to university. Explore university 
access funds. 
 
The frequency and amount of each payment as well as the method 
of paying the allowance should be set out in the Pathway Plan.  As 
a general principle, and in order to assist young people with their 
first year at university, Children’s Services will pay directly for three 
terms in university halls of residential and provide a summer 
allowance at the end of the academic year of £1200. 

 

Arrangements for paying the remaining amount should be set out 
in the Pathway Plan.  Where this principle needs to be adjusted 
and for subsequent years the Pathway Plan should set out all 
arrangements. 

Birthday 

£30.00 

19th birthday

 

£20.00 

20th birthday 

£50.00 

21st birthday 

£20.00 

22nd, 23rd and 24th birthday when applicable. 
From the age of 18, whether the money is given to the young 
person or used by the personal adviser, carer or previous carer 
should be decided within the Pathway Plan. Gift purchased by 
previous carer or personal adviser. 
The birthday allowance will only be paid to young people who 
remain in contact with the Options for Independence Team. 

Christmas/ 

Group A 

Young people who are non-Christians will be given a choice as to 

Festivals 

£132.52 

when their festival allowance is to be provided.  If they do not have 

 

a preference, the allowance should be made available at Christmas 

Group B & C  to ensure that they receive their entitlement.  Additionally, they 
£25  

should also be offered the choice of having a proportion of their 
allowance at their festival of choice and a proportion at Christmas. 
Group A – £132.52 - Age 18 - 21 if remaining in a Children’s 
Services placement (foster care and Middleton). 
Group B – £25 - Age 18 - 21 if living independently. 
Group C – £25 - Age 22 - 24 continuing education responsibility. 
From the age of 18, whether the money is given to the young 
person or used by the personal adviser or foster carer/ex-foster 
carer to purchase a present should be decided within the Pathway 
Plan. The young person should only be given the money in 
exceptional circumstances. 
The Christmas/festival allowance will only be paid to young people 
who remain in contact with the Options for Independence Team. 

Driving Test 

 Children’s 

Services 

will 

pay for one practical driving test.  This is 
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young person is ready to take the test. 

Child Care 

 

Lone parents, who wish to return to education, start a traineeship 

Costs 

or take up employment opportunities, will be assisted to identify 

 

funds to cover or contribute to childcare costs.  The ‘New Deal’ and 
Benefits Agency, colleges, the Care to Learn Fund, the Learning 
Gateway, Sure Start and the Teenage Pregnancy Strategy should 
be approached as sources of potential child care funding as lone 
parents are a priority group for their support.  Where Children’s 
Services have provided financial assistance with child care costs 
prior to the young person’s eighteenth birthday, and this cannot be 
provided from an alternative source, the funding will continue until 
their course is completed. 

Special Needs 

 

Children’s Services will assist young people to access services to 

Costs  

meet their special needs and depending on the outcome, may 
assist in providing resources to address their identified need. 
See Leaving Care Disability Protocol and Policy. 

Emergency 

 

Young people will have access to 3 emergency food parcels in any 

Payments 

6-month period.  Each food parcel and utility component would 
generally not exceed £7.50 in value, i.e. a total of £22.50 in any 6-
month period. 
Depending on an assessment of the young person’s 
circumstances, a payment in kind may be provided. 

General 

 

Where appropriate, and dependent on an assessment of need, 

Miscellaneous 

Children’s Services may provide funds for specific grants and one 

Needs 

off payments. 

John Short Financial Chart 15.09.2003 
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Eligible And Relevant Children Who Are ‛Detained’ 
Children (Leaving Care) Act 2000 Section 23A (3) Paragraph (2) 
 
Where a young person is ‛detained’ in hospital or custody, the majority of their 
financial allowances will be suspended.  Young people will receive a pocket 
money allowance, which is commensurate with the rules of the particular 
institution.  Birthday and Christmas allowances will continue to be paid and 
depending on the rules of the institution, will be given to the young person or 
retained until their release.  On release young people will have access to their 
‘Setting Up Home Allowance’ and, where a young person has been detained for 
more than six months, a Miscellaneous Payment for clothing etc will be 
considered. 
 
Former Relevant Children Who Are ‛Detained’ 
 
Birthday and Christmas allowances will continue to be paid and, depending on 
the rules of the institution, will be given to the young person or retained until their 
release.  On release young people will have access to their ‘Setting Up Home 
Allowance’ and if they are claiming Job Seekers Allowance, or Income Support, 
they can apply for a Community Care Grant. 
 
Appendix B 
 
Eligible And Relevant Children Living At ‛Home’ With Family 
 
Young people who return home as part of a planned reconciliation process and, 
are Eligible or Relevant Children will be given financial assistance that takes 
account of their family circumstances.  In general, young people will be working, 
undertaking a traineeship, or receiving an education maintenance allowance 
and/or, will be supported by their family who will be receiving Child Benefit.  
Where specific difficulties arise, and dependent on a assessment of need, young 
people may be provided with an allowance commensurate with the Job Seekers 
Allowance/Income Support – Usual Rate for 16 and 17 year olds £32.90 (2003-
2004). 
 
Young people who return home on a short-term emergency basis will continue to 
receive the standard category 3 entitlements. 
 
If a Relevant young person remains at home for 6 months their status under the 
Children (Leaving Care) Act 2000 can be changed to that of a Qualifying Child 
and Young Person.  For this to take place the young person, their family, 
personal adviser and other key professionals should be in agreement.  The 
young person and their family must be informed of any changes in entitlements 
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Child and Young Person. 
 
Appendix C 
 
Qualifying Children And Young People Over 16 
 
Section 24 (advice and assistance) of the Children Act 1989 as amended by the 
Children (Leaving Care) Act 2000. 
 
Where appropriate, and depending on an assessment of need, Children’s 
Services have a power to provide financial assistance to Qualifying Children and 
Young People over 16.  Individual young people may be given financial 
assistance in “exceptional circumstances” (Children Act 1989 (Section 24A (5)) 
and Section 24B) with priority being given to support relating to education, 
training and employment opportunities.  The presumption should be that such 
assistance should be provided where this is necessary to protect the young 
person’s welfare and it cannot be made available by any other agency.  Leaving 
care personal advisers will assist young people to maximise financial support 
available from the employment opportunities, the benefits and tax system, 
college and university access funds etc. 
 
Children’s Services have a duty to provide vacation accommodation, or the 
means to secure it, to any care leaver qualifying for advice and assistance, who 
is between the ages of 16 and 24, who is in higher education or in residential 
further education and who needs it.   
 
Appendix   

D

 
Post Eighteen Placements - Placement Allowances 
 
Vulnerable Young People 
 
Where it is assessed that a young person (Former Relevant Children) is 
extremely vulnerable and unable to leave a Children’s Services foster placement 
by the age of eighteen, the following principles should apply: 

•  The Leaving Care Assessment of Need undertaken at the age of fifteen 

should identify the timescale required for young people to move to 
independence.  All changes in placement funding arrangements and 
placements that require funding beyond the young person’s eighteenth 
birthday must be presented to the ‛Looked After Young Person’s Resource 
Panel’. 

•  The young person’s Care Plan and Pathway Plan must identify 

arrangements regarding the extension of the placement beyond the age of 
eighteen and/or arrangements for move-on accommodation and support.  
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transfer and funding to Adult Services. 

 

•  The carer/s’ allowance will remain at the over 16 ‘basic’ fostering rate 

(£101.07 per week 2003-2004).  However, the placement is no longer 
deemed a foster placement and is classed as a supported lodgings 
placement.  Carers must be made aware that the entire payment for post 
eighteen placements is tax liable and will require the completion of the 
relevant tax declaration.  Additionally, the payment may affect any state 
benefit the carer/s are receiving, particularly Housing Benefit, Income 
Support/Job Seekers Allowance and will need to be declared to the 
Department of Work and Pensions and specialist advice sought. 

•  If the carer/s had been receiving a placement fee and/or an enhancement 

payment these will cease on the young person’s eighteenth birthday. 

•  The tax regulations covering this arrangement are set out in the Inland 

Revenue ‘rent a room’ scheme, which allows a carer/s to increase their 
personal tax allowance, by £4250.00 per year (2003-2004). 

•  The allowance of £101.07 can be lowered when and if the full over 16 

‘basic’ fostering rate conflicts with a carer/s’ benefit claim and/or tax 
liability. 

•  The allowance paid to a carer/s covers all household expenses and food 

for the young person. 

•  Placements for young people over the age of eighteen will be reviewed 

every three months and the young person’s Pathway Plan must highlight 
move-on arrangements. 

•  Post eighteen placements should not be extended by more than one year.  

Where it is assessed that young people will continue to be vulnerable 
beyond the age of nineteen, the Pathway Plan should explore a transfer to 
Adult Services and/or a transfer to supported accommodation in the 
community, accessed via the Housing Department and/or Supporting 
People. 

 
Young People Remaining In Placement Prior To Undertaking A Course Of 
Higher Or Residential Further Education 
 
Where a young person (Former Relevant Children) has been offered a place on 
a higher education, or a residential further education course and it is assessed as 
appropriate for them to remain with their carer/s until they commence their 
course, the following principles should apply: 
 

•  From the young person’s eighteenth birthday until the end of June when 

they complete their ‘A’ levels or equivalent courses the carer/s allowance 
will remain at over 16 ‘basic’ fostering rate (£101.07 per week 2003-2004). 

•  From the beginning of July to the point when the young person 

commences his or her education course (usually early October) the 
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[bookmark: 429]carer/s allowance will change to the over 18 ‘carer/s education rate’ 
(£81.07 per week 2003-2004). 

•  If the carer/s had been receiving a placement fee and/or an enhancement 

payment these will cease on the young person’s eighteenth birthday. 

•  The placement will be classed as a supported lodgings placement and a 

carer/s must be made aware that the entire payment for post eighteen 
placements is tax liable and will require the completion of the relevant tax 
declaration.  Additionally, the payment may affect any state benefit the 
carer/s are receiving, particularly Housing Benefit, Income Support/Job 
Seekers Allowance and will need to be declared to the Department of 
Work and Pensions and specialist advice sought. 

•  The tax regulations covering this arrangement are set out in the Inland 

Revenue ‘rent a room’ scheme, which allows a carer/s to increase their 
personal tax allowance, by £4250.00 per year (2003-2004). 

•  The allowance of £101.07 or £81.00 can be lowered when and if the full 

over 16 ‘basic’ fostering rate, or over 18 ‘carer/s education rate’ conflicts 
with a carer/s’ benefit claim and/or tax liability. 

•  The allowance paid to a carer/s covers all household expenses and food 

for the young person. 

•  Where a young person wishes to return to his or her carer/s in the 

vacation period the young person should cover the costs from their 
Children’s Services Higher Education Grant (see below).  The 
recommended contribution from the young person is based on the local 
housing benefit reference rate for a room in a shared house 
(approximately £55.00 in Milton Keynes) and a contribution to household 
bills and food costs.  In total the young person should contribute 
approximately £75 per week. 

•  Young people undertaking a university course are given a £5000 grant per 

year by Children’s Services which should be used in part for their vacation 
accommodation costs.  Additionally, care leavers are exempt from tuition 
fees, are eligible for the maximum student loan, are a ‛priority group’ in 
terms of university and college ‛access funds’ and, like other students will 
need to find employment in vacations. 

 

Private Arrangements Between Young People And Foster Carers Where 
Both Parties Wish To Extend The Placement 
 
Where it is assessed that a young person (Former Relevant Children) is not 
vulnerable and can leave their foster placement, but both the carer and young 
person wish to extend the arrangement this will become a private lodgings 
arrangement.  Children’s Services will cease to fund the placement and the 
young person and their carer/s will need to agree both the level of payment and 
practical arrangements.  Personal advisers can assist with this process and help 
broker an agreement; however the responsibility for all arrangements rests with 
the young person and the carer/s. 
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contribution of approximately £75 per week could be a starting point.  This 
amount is based on the local housing benefit reference rate for a room in 
a shared house (approximately £55.00 in Milton Keynes) and a 
contribution to household bills and food costs. 

•  The young person should pay their contribution from employment, their 

training allowance or benefits. 

•  Carers must be aware that payments from the young person may affect 

any state benefit they are receiving, particularly Housing Benefit, Income 
Support/Job Seekers Allowance and will need to be declared to the 
Department of Work and Pensions and specialist advice sought. 

•  The entire payment for this arrangement is tax liable and will require the 

completion of the relevant tax declaration.  The tax regulations covering 
this arrangement are set out in the Inland Revenue ‘rent a room’ scheme 
which allows a carer/s to increase their personal tax allowance by 
£4250.00 per year (2003-2004). 

 
Young People’s Allowances And Contributions 
 

•  Young people (Former Relevant Children) who remain in their placement 

beyond their eighteenth birthday will be expected to be working, 
undertaking a traineeship or claiming benefits and contributing to the 
placement costs. 

•  Young people who are working or undertaking a traineeship will be 

expected to contribute a third of their net pay. 

•  Young people who are undertaking full time (12 hours study and contact 

time) education courses can claim Income Support on the grounds that 
they are in ‘Relevant Education’.  Young people who are vulnerable, and 
sick or disabled can claim Income Support on the grounds of ‘Incapacity’.  
Young people who are looking for work can claim Job Seekers Allowance. 

•  All claims for benefit will be undertaken with assistance from a personal 

adviser.  Young people will be expected to contribute £18.25 of their 
benefit to the cost of the placement, this will leave them with £25.00 
(Income Support/Job Seekers Allowance rate 2003–2004 £43.25). 

•  The responsibility for collecting young people’s contributions rests with the 

personal adviser, in order to avoid potential tensions within the placement. 

•  In some circumstances young people will also be eligible to claim Housing 

Benefit while in a post eighteen supported lodgings placement.  In such 
cases the personal adviser will assist the young person and the carer/s 
with the claim and the Children’s Services’ contribution will be adjusted 
after the carer/s receive their first payment. 

 
 
 
 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 379 



[bookmark: 431]Appendix E 
 
Unaccompanied Asylum–Seeking Children (UASC) 
Eligible and Relevant Children 
 
Unaccompanied asylum-seeking children (UASC) are covered by the Children 
Act 1989 and the new provisions introduced by the Children (Leaving Care) Act 
2000 in exactly the same way as other children in this country.  However they will 
also have an immigration status: applying for asylum, accepted as a refugee, 
granted exceptional leave to remain [divided into a) Humanitarian Protection and 
b) Discretionary Leave], indefinite leave to remain or refused leave to remain 
which will need to be taken into account when undertaking their Leaving Care 
Assessment of Need and developing their subsequent Pathway Plan. 
 
Most Eligible and Relevant unaccompanied asylum-seeking children will receive 
the same category 2 and 3 entitlements as any other young person.  However, 
there may be some differences in entitlement, which will need to be 
acknowledged in their Pathway Plan.  For example Eligible and Relevant 
Children who are also lone parents can claim Income Support, lone parents who 
have an immigration decision pending and have no recourse to public funds 
cannot.  In these situations Children’s Services will provide the same level of 
assistance. 
 
When developing Pathway Plans with Eligible and Relevant (UASC) particular 
attention must be paid to their immigration status and contingency plans 
developed which take account of their possible status options at the of age 
eighteen. 
 
Unaccompanied Asylum–Seeking Children (UASC) Who Become Former 
Relevant Children 
 
Where young people have an immigration status that means they have 
permission to work and/or recourse to public funds they will be expected to be 
working or claiming benefits like other Former Relevant Children. Additionally, 
Children’s Services will apply all the aspects of the category 4 section of the 
leaving care financial policy with some exceptions to the Higher Education and 
Further Education sub-section.  Where young people have limited leave to 
remain, exceptional leave to remain or are appealing an adverse decision they 
can only apply for funding for higher education courses that finish in the 
academic year prior to their status expiring. 
 
Where young people have an immigration status that means they do not have 
permission to work and/or recourse to public funds they are only eligible for 
support to the level that the National Asylum Support Service prescribe and 
provide currently £140.00 (April 2003). 
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[bookmark: 432]When undertaking the Leaving Care Assessment of Need with unaccompanied 
asylum-seeking children at age fifteen and, subsequently developing their 
Pathway Plans, personal advisers must take account of young people’s 
immigration status and how this may limit access to public funds and services at 
age eighteen.  Every effort must be made to clarify young people’s immigration 
status as soon as possible in order to develop clear plans for their future. 
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[bookmark: 433]Benefit Claim Protocol for Young People Leaving Care in Milton 
Keynes (agreed May 2003) 
 
Process For Children Approaching 18 Leaving Care 
 
This is the process agreed with the Leaving Care Team in Central Milton Keynes 
for children leaving care who are approaching their 18th birthday. 
 

 

N.B. These arrangements do no apply to children who will remain in full-time 
education.  They will be referred to the Under 18 specialist adviser, following the 
agreed route for all under 18 customers. 
 
The young person will telephone a Contact Centre Team Leader in the presence 
of their Leaving Care Team Personal Adviser. This call should be made 
approximately 3 weeks prior to the young person’s 18th birthday. 
 
The Contact Centre Team Leader will enter the young person’s details on 
Vantive and book a Personal Adviser meeting at either Milton Keynes Jobcentre 
Plus office or Bletchley Jobcentre Plus office for 2 days after the young person’s 
18th birthday. 
 
The Contact Centre Team Leader will send clerical claim forms and the Personal 
Adviser appointment letter to either the young person, or the Personal Adviser, 
as decided during the inbound telephone call. 
 
Clerical claim forms will be stamped in red with the words “18th Birthday”. 
 
The young person’s details may be taken from the Leaving Care Team Personal 
Adviser as long as the young person can give the Contact Centre Team Leader 
verbal permission to do so.  (This should be recorded on Vantive). 
 
The young person will attend the Financial Assessor and Personal Adviser 
meeting at the Jobcentre Plus office accompanied by their Leaving Care Team 
Personal Adviser. 
 
The young person will attend the Jobcentre Plus office at the appointed day and 
time with their personal adviser, bringing completed claim forms, any relevant 
supporting evidence required, the Milton Keynes Standard Benefit Claim Letter 
and 2 forms of identification to their meeting. 
 
On completion of the Financial Assessor meeting claim forms will be sent to the 
relevant benefit processing section, providing all necessary evidence has been 
supplied. 
 
Benefits processing will fast-track claim forms bearing the “18th Birthday” stamp. 
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[bookmark: 434]The Leaving Care Team will provide a recognised letter of authorisation for each 
young person, giving permission for exchange of information on the young 
person’s claim.  Receipt of this letter will be recorded in Notepad by either the 
Financial Assessor or the benefits processing team. 
 
The Leaving Care Team will telephone the benefits processing section one week 
after the Personal Adviser meeting to check progress of the claim. 
 
Milton Keynes Children’s Services Supplementary Information 
 
Young people who are claiming Income Support on the grounds of ‘Relevant 
Education’ or ‘Incapacity’ should telephone the Contact Centre Team Leader, in 
the presence of their Leaving Care Team Personal Adviser, approximately 3 
weeks prior to their 18th birthday.  This group of young people will follow a slightly 
different procedure to the one outlined above. 
 
The Milton Keynes Standard Benefit Claim Letter should be used for all first time 
benefit claims and should be used, as required to assist young people with 
subsequent claims. 
 
Original copies of the Milton Keynes Standard Benefit Claim Letter should be 
used in all circumstances and must be endorsed with an official Milton Keynes 
Council stamp. 
 
Original letters should be forwarded (taken to the pre-booked appointment by the 
personal adviser) directly to the Jobcentre Plus and/or Housing Benefit 
Department and should not be forwarded via young people. 
 
Where it is necessary to give young people a photocopy of their standard letter 
this must be endorsed by their personal adviser as a ‘copy - for information only’. 
The Milton Keynes Standard Benefit Claim Letter should be signed by one of the 
two Options for Independence Team approved signatories. 
 
Young people must be made aware that their payments from Children’s Services 
will cease 3 weeks after their 18th birthday if they do not attend their Jobcentre 
Plus interview booked for approximately 2 days after their 18th birthday. 
 
Children’s Services payments to young people will continue until their benefit 
claim payments are operating.  Continued payments are conditional on young 
people providing all necessary information and co-operating with all Housing 
Benefit and/or Jobcentre Plus requirements. 
In situations where young people are claiming Income Support or Jobseekers 
Allowance and Housing Benefit two copies of the Milton Keynes Standard Benefit 
Claim Letter may need to be completed. 
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[bookmark: 435]When completing the Milton Keynes Standard Benefit Claim Letter personal 
advisers should ensure that young people sign two or three forms of the Milton 
Keynes Authorisation to Disclose Information Form.  One form should be 
retained on the young person’s file and the remaining form/s forwarded to the 
Jobcentre Plus and/or Housing Benefit Department as necessary. 
 
Where young people are making a claim for Income Support on the grounds of 
‘Relevant Education’ a letter from the college they are attending is required 
stating the type of course they are undertaking, the date it commenced and will 
finish and the total number of study hours. 
 
Where young people are making a claim for Income Support on grounds of 
‘Sickness/Incapacity’ a Sickness Certificate from their doctor is required and the 
young person will need to complete an Incapacity Benefit Form IB(Y)22-2001. 
 
MK Housing Benefit, Job Centre and Social Security Office Address List 
 
Milton Keynes Job Centre 
St George’s House  
811 Silbury Boulevard 
Central Milton Keynes 
MK9 3LR 
 
Bletchley Job Centre 
Maybrook House 
224 Queensway 
Milton Keynes 
MK2 2SZ 
 
Milton Keynes Social Security Office 
Bowbeck House 
Silbury Boulevard 
Central Milton Keynes 
MK9 1NS 
 
Benefits Department (Housing Benefit) 
Milton Keynes Council 
PO Box 110 
502 Avebury Boulevard 
Central Milton Keynes 
MK9 3HS 
General Benefits Agency Number 0845 6042757 

LOOKING AFTER THE WHOLE CHILD     REVISED JANUARY 2004                      Page: 384 



[bookmark: 436]SECTION 18 APPENDICIES 
 
Useful Telephone Numbers 
 
Adult Disability Services                                              01908 253312 
Anti-bullying Line                                                         01908 686 468 
Campbell Centre                                                         01908 660033 
Child Health Department                                              01908 243547 
Childline  

                                                                0800 1111 

Children Act Complaints Officer                                   01908 253697 
Children & Family Court Advisory & Support Service  01908 359420 
(CAFCASS) 
Child Protection and Sexual Crime Unit                       01908 276140 
Children and Young Peoples Rights Service             01908 253167 
Community Language Services                                   01908 253253 
Community Mental Health Teams  

                     01908 643200/232533 

Compass                                                                      07789 400359/07919 
368083  
Department of Child and Adolescent Psychiatry  

01908 607501 

Education Liaison Officer                                              01908 253361 
Education Psychologists                                              01908 367333 
Education Welfare Service  

                                01908 366042 

Emergency Social Work Team                                   01908 265545 
Family Group Conference Referrals 

                     01908 392241 

Independent Visitors Project                                         01908 231131 
Local Authority Legal Services                                   01908 252336 
Racial Equality Council  

01908 606828 

                                      
Reviewing Officers                                                        01908 254300 
Samaritans                                                                    01908 667777 
Senior Nurse Looked After Children   

                      01908 253317 

Teenage Pregnancy Co-ordinator                                 01908 253710 
Victim Support  

                                                      01908 607989 

Youth Information Service                           

           01908 604700 

Youth Offending Team  

                                           01908 391000 
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[bookmark: 439]SUGGESTIONS SHEET 

 

This handbook will be reviewed and updated regularly, in order to help us keep it 
up to date please let us know if there are any changes you would like to see 
considered. These should be recorded them below alongside the section and 
page number and sent to Trish Hunter at Saxon Court: 
 
Typographical Errors 
 
……………………………………………………………………………………………………………
…………………………………………………………………………………………………. 
………………………………………………………………………………………………………. 
……………………………………………………………………………………………………….. 
 
Inaccuracies 
 
……………………………………………………………………………………………………………
…………………………………………………………………………………………………. 
………………………………………………………………………………………………………. 
……………………………………………………………………………………………………….. 
 
 
Any Areas of Current Practice That Have Not Been Included 
 
……………………………………………………………………………………………………………
…………………………………………………………………………………………………. 
………………………………………………………………………………………………………. 
……………………………………………………………………………………………………….. 
 
 
New Areas To Be Included (for example new policies, procedures, legislation, standards or 
guidance) 
 
……………………………………………………………………………………………………………
…………………………………………………………………………………………………. 
………………………………………………………………………………………………………. 
……………………………………………………………………………………………………….. 
 
Name ……………………………………………………………………………………… 
 
Team/agency …………………………………………………………………………………….. 
 
Telephone Number………………………………………………………………………… 
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[bookmark: 440]Arrangements For Family And Friends Care 
 

Cared for by friend or  

Friend or Relative 

relative for less than 28 

approved as a foster 

days . Informal 

carer. Payment via 

arrangement. Support 

Boarding Out. 

can be given via S17 

  

 

LOOKED AFTER CHILD

NOT LOOKED AFTER 

 

CHILD 

Cared for by 

Special 

friend or distant 

Guardianship 

relative for more 

Order (not yet in 

than 28 days. 

 

force –due to be 

Private Fostering 

 CHILD

implemented 

arrangement. 

2004) Duty to 

Support can be 

provide support 

given via S17 

may include 

NOT LOOKED 

financial. 

AFTER CHILD 

NOT LOOKED 

 

AFTER CHILD 

Cared for by friend or relative 

Emergency placement with 

who has been granted a 

friend or relative under Reg 38 

Residence Order. Support 

for up to 6 weeks. Payment 

can be given via Residence 

given.  

Order allowance or S17 if 

 LOOKED AFTER CHILD 

child is in need 
NOT LOOKED AFTER 
CHILD 
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