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Quick Reference Guide LAC
· Referral recorded with siblings consolidated and outcome of Single Assessment ‘Place into Accommodation/ or
· Manually request from the pathway ‘Request for CLA’.
· Or CIN decision ‘Place into Accommodation.

Manually request from the pathway ‘Request for CLA’
· Select ‘Request from CLA’ from pathway.
· Complete the form and send for authorisation.  Wait for task in work tray to begin LAC paperwork.

Or CIN decision ‘Place into Accommodation
· Select the pathway and then choose the decisions tab ‘Place into Accommodation’.
· Complete the form and send for authorisation.  Wait for task in work tray to begin LAC paperwork.

Accommodating a child

· From work tray pick up task ‘CLA – Create Legal Status and Placement’.
· Complete task list on right side of screen including, creating a legal status, record a placement plan, set a statutory visit rule.
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· When all tasks are completed select progressed to looked after and confirm with ok.

[bookmark: _GoBack]Creating a CLA Care Plan
· From your work tray pick up the task ‘CLA – Create a CLA Care Plan’.
· Update part one form and finalise.
· Update part two form and finalise.
· Send for authorisation.

Updating placement/ placement plans/ legal status, statutory visit rule
· All changes and updates can be made via the Child Looked After Screen by selecting appropriate links.
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CLA Review Meeting
· From your work tray pick up the task ‘CLA Review Meeting – Write Review Meeting Worker’s Report’.
· Using the task list on the right, select ‘write pre-meeting report.
· Complete form and finalise.
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Pathway Plan

· From the Child Looked After decisions tab select start pathway.
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· From your work tray pick up task ‘CLA – Complete Needs Assessment (Pathway Plan Part 1)
· Complete form and finalise to send to TM for authorisation.
· When part 1 has been finalised, from your work tray pick up task ‘CLA – Update CLA Care Plan’.
· Update part two form, finalise and send for authorisation.
· All three parts must be authorised before the record can move into a review.  Part 1 of the care plan, part 1 and part 2 of the Pathway plan.













Leaving Care
· From Looked After module ‘Decisions tab’ select ‘Leaving Care – Finalise CLA Care Plan’ and choose reason.
· From your work tray pick up task ‘Finalise care plan’.
· Select appropriate reason episode ceased.
· From your work tray pick up task and choose decision.
· From your work tray continue to manage the case using the task ‘Pathway Plan – Active Pathway Plan’.  
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