Appendix 1: Case Transfer Protocol - Summary

Task Who

Start the Case Transfer process

Click the » Initiate case transfer process link Current Allocated Case Worker

Stage 1: Transfer Summary

1.
2.

Complete the Transfer Summary Current Allocated Case Worker
Click the Send for Audit button

Stage 2: Audit Paper & Electronic Files

1.

Complete the Audit Paper Records section (including review of all Protocol Current ACW’s manager
recording)

Record the proposed date of transfer and the name of the manager in the

receiving team in the Point of Transfer section

Check all outstanding tasks/forms are complete.

If everything is correct, click the Send to Receiving Team button.

If not, optionally click the Reject — Requires Further Information button or

keep in own tray

Stage 3: Point of Transfer

1.

Check that there are no outstanding tasks/forms and that the case is up to Receiving Team Manager
date.

If there are incomplete forms/processes, click the Reject — Requires Further

Information button to send the transfer back to the originating manager.

Stage 4: Record new key worker & team

1.
2.

If everything is correct, complete the Record new worker and team section. Receiving Team Manager
Reassign other tasks as appropriate then click the Complete Case Transfer
button.




Case Transfer — extract from Protocol manual
Initiating a Case Transfer

1. From the Involvements tab, select the link to Initiate Case Transfer Process

Child: Williamson Rosie 16 years [0 C’Q

aQ > 3 -
o Basic Dei raphics 2 g; ¥} + q AL, An Open Referral exists for this young person which started on 01-Jan-2008

Personal | Additional | Identity Parental Factors | Relationships CP Adoption | History | Chronology | Forms | Case Motes | Restricted Access | Audit

Professional Start Date
Sodal Worker Manager Marc Manager ~ 05-+Feb-2009
Allocated Case Worker Marc Bertano  01-Jan-2008
Adoptions Sodal Worker  Marc Bertano 01-Jan-2008

¥ Add Professional

2. Select Section 1. Transfer Summary and complete the necessary Child Protection, Legal and Child In Need
domains. There are mandatory fields within this form

NOTE: The remaining sections of this form will be greyed out as they will be completed in turn by the allocated case
worker’s manager and then the receiving team manager.

3. Click Send for Audit

Liﬁ'l:lidloglc Home Menu Profile Help Logout

Child: Julio Baptista = 7 years ,;_-3 43 2;2 @ b -

Case Transfer, 20-Feb-2007 10:39

[ Save Changes ] [ Send for Audit ] [ Close ]
Il LG ICS Case Transfer
1CS Case Transfer o
1. Transfer Summary Child in Need
| PR

@ Child Protection Is the child in Need? % Yes (O No @ 8

® Legal *

O Child in Need =

o ——— If Yes...
® 2, Audit Paper & Electronic Fi...
® 3, Point of Transfer Date of next planned Child In Need |5,r3,r20071 g5 Eﬁl
® 4, Record new key worker and t... Meeting
Type of CIN Meetin Initial Meeting
Stage: Transfer Summary pe o @ @ 8
() Review
Prepare a case summary to ensure the E"l
receiving worker fteam are aware of all Has & Family Group Conference Yesz No @
key information about the case, taken place? © O
Then dick 'Send for Audit’ to send the
summary on to your immediate manager
for auditing.
Printable View

The case transfer will go the allocated case worker’s manager to complete the Audit Paper Records in sections 2 and
3.

4. The currently allocated case worker’s manager will receive a task in their worktray to complete the audit. Select
the Case Transfer — Please Complete the Audit Paper Records task

Home Menu Profile Help Logout

Worktray UGG ==IC DTM Referral & Ass... teferral & M Subscriptions

Group By: Date | Task | Child | Address  Order By: Start Date | Due Date | Timeframe

Due Date Child Task Description Expand All | Collapse Al

= Mo Due Date (1) P <
Mo Due Date | Baptista, Julio (% 7 years) LCase Transfer - Please complete the Audit Paper Rec&ds J




Section 1 will be greyed out. This will have already been completed by the allocated case worker.

5. Select Section 2 to complete the Audit Paper and Electronic Files Record
Select Section 3. Enter the proposed date for transfer

7. Click the link Click here to select a user to select the receiving Team or receiving Team Manager from My
Contacts

o

Liél.l:lid | 8] g IC Home Menu Profile Help Logout

Child: Julio Baptista = 7 years t’g 4}8 2; @ o) -

Case Transfer, 20-Feb-2007 10:39

[ Save Changes ] [ Send to Receiving Team ] [ Close ]
Gl Ei el ICS Case Transfer
1CS Case Transfer N i
1. Transfer Summary * 3. POInt Of Transfer
® 2. Audit Paper & Electronic Fi...

To fadlitate a smooth transition, the transferring team will - whenever possible - undertake a joint visit with the newly allocated keyworker
and attend the first Core Group Meeting in the case of children whose names are places on the CP register.

Point of Transfer

® 4, Record new key worker and t...

The appropriate point of transfer will always depend on individual droumstances and should therefore be negotiated between the managers
of the transferring and receiving teams. However, transfer will typically take place at:

Stage: Audit Paper Records

The Deputy Team Manager or Team * The CIN Planning Meeting

Manager of the transferring team must * The Initial CP Conference

audit electronic and paper records prior » At birth for children placed on the CP register prior to birth
to transfer. « The first CLA Review for Looked After Children

Finally proceed on to the Point of
Transfer and select the worker |/ team
who will receive the case.

Transfer to the receiving team is not complete until the paper files have been handed to the receiving team and the transfer process in
Protocol has been completed by the manager of the receiving team.

Proposed Date For Transfer Of Case |hoday g5 8

Printable View

Mow reassign this form to the appropriate Manager or Deputy Team Manager of the receiving team. For transfers to the Child Care Planning
Service please refer to the duty rota for new cases.

Receiving Team or Deputy Team Q Click here togelect a user... ‘E E‘i
Manager §i ]

8. Click Send to Receiving Team

Lié].l:lid |Dg IC Home Menu Profile Help Logout

H - H H = I."\ -
Child: Julio Baptista = 7 years [ 2; R o )

Case Transfer, 20-Feb-2007 10:39 o
[ Save Changes ] [ Send to Receiving Team [ Close ]
ICS Case Transfer
1CS Case Transfer N
1. Transfer Summary * 3. Point of Transfer

2, Audit Paper & Electronic Fi...
. Paint of Transfer ®
® 4, Record new key worker and t...

To fadlitate a smooth transition, the transferring team will - whenever possible - undertake a joint visit with the newly allocated keyworker
and attend the first Core Group Meeting in the case of children whose names are places an the CP register.,

The appropriate point of transfer will always depend on individual drcumstances and should therefore be negotiated between the managers
of the transferring and receiving teams. However, transfer will typically take place at:

Stage: Audit Paper Records

The Deputy Team Manager or Team * The CIN Flanning Meeting

Manager of the transferring team must ® The Initial CP Conference

audit electronic and paper records prior ® At birth for children placed on the CP register prior to birth
to transfer, ® The first CLA Review for Looked After Children

Finally proceed on to the Point of
Transfer and select the worker [ team
who wil receive the case.

Transfer to the receiving team is not complete until the paper files have been handed to the receiving team and the transfer process in
Protocol has been completed by the manager of the receiving team.

Proposed Date For Transfer Of Case |20—Feb—200? ) I[_@l
Printable View

Now reassign this form to the appropriate Manager or Deputy Team Manager of the receiving team. For transfers to the Child Care Planning
Service please refer to the duty rota for new cases.

Receiving Team or Deputy Team Q Team Manager 2 X * @ 8
Manager

9. The selected Receiving Team/Receiving Team Manager will receive a task in their worktray to complete the case
transfer by recording the new key worker. Select the Case Transfer — Please Complete the Record new Key
Worker task



Group By: Date | Task | Child | Address  Order By: Start Date | Due Date | Timeframe

Task Description Expand All | Collapse all

=) Tomorrow (1)

21-Feb-2007 I Baptista, Julio (# 7 years) Case Transfer - Please complete the Record new key worker

Sections 1 - 3 will be greyed out. These will have already been completed by the current allocated case worker and
their manager.

10. Select Section 4 to record the new key worker and team
11. Click the link Click here to select a user to select the new Key Worker from My Contacts

quuldloglc Home Menu Profile Help Logout

Child: Julio Baptista=7 years ) |* 2:: @ -

Case Transfer, 20-Feb-2007 10:39 @ A
[ Save Changes ] [ Complete Case Transfer ] [ Close ]
IC5 Case Transfer j
1. Transfer Summary * 4. Record new key worker and team
® 2, Audit Paper & Electronic Fi... This form must be completed within 24 hours of the agreed point of transfer. If the transfer does not go ahead as planned you must return to
® 3. Point of Transfer * section 2 and record the revised date of transfer.

ecord new key worker and t... B

By completing this form you are confirming that case transfer has been completed successfully. For a checklist of the actions that should have
taken place as part of this transfer please refer back to section 2 of this form.

Stage: Record new key worker

Record new location of paper files @ |[_@|

Record the new location of the paper
files, and the new key worker

Printable View Record new Key Worker

Q Click here to selecta us.. 15 |[_@|
Reassign Professionals Professional Role Assigned To Re-assign To

O Allocated Case Worker § social Warker 1

Initial Assessment - Please do Initial Assessment for Child {Started: 20-Feb-2007,
Due: 01-Mar-2007)

12. Click Complete Case Transfer

The Involvements tab within the child’s demographics records the previous and current allocated case worker.

7)) Child: Adrian Adoption 9 years G0 /O 8) (o :
&) pocicDe raphics P y &/ B 2;3" e L ) q’ (L, An Open Referral exists for this child which started on 01-Jan-2009

Personal | Additional | Identity Parental Factors | Relationships [RQWNENENTN Case Status | CP | CLA History

Chronology | Forms | Case Motes | Restricted Access | Audit

Professional Start Date Core Group Member
Allocated Case Worker Sodial Worker 1 05-Feb-2009
Adoptions Sodal Worker  Adoption Social Worker 1 07-Jan-2009
Allocated Case Worker Marc Bertano 01-Jan-2009  05-Feb-2009

¥ Add Professional
¥ Initiate case transfer process



P

rotocol — Case Transfer process (flow)

Trigger (ACW in originating team)

Click the P Initiate case transfer process link

Stage 2 (ACW’s manager)

1.

a

Stage 1 (ACW in originating team)

1. Complete the Transfer Summary
2. Click the Send for Audit button

Send for Audit Task goes to

ACW'’s manager

Complete the Audit Paper Records section
(including review of all Protocol recording)

Record the proposed date of transfer and
the name of the manager in the receiving
team in the Point of Transfer section

Check all outstanding tasks/forms are
complete.

If everything is correct, click the Send to
Receiving Team button.

If not, optionally click the Reject — Requires
Further Information button or keep in own
tray

Send to Task goes to receiving

Receiving Team team manager

Aage 3 (receiving team manager) \

1.

2.

3.

4.

Check that there are no outstanding
tasks/forms and that the case is up to date.

If there are incomplete forms/processes, click
the Reject — Requires Further Information
button to send the transfer back to the
originating manager.

If everything is correct, complete the Record
new worker and team section.

Reassign other tasks as appropriate then click

Reject — Requires
Further Information
Task is returned to ACW

the Complete Case Transfer button.

Stage (2a)
Reject — Requires

Further Information

Task is returned to
Originating ACW’s manager

Complete Case
Transfer

ACW involvement automatically updated
and tasks reassigned as appropriate

Rec



