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DUTY WORKER TASKS

*Establish no connection with other area
(Clarify where the young person was picked up - For example were they picked up by Warwickshire Police and brought to Through Care etc? If so the young person is responsible to that local authority – Through Care to be advised to contact that LA).

*Collect as much information as possible about the young person from referrer (Young person’s name – ensure to request all names, that they are in the correct order and spelt correctly - ask about ethnicity, religion, first language, medical needs, has the young person had food drink offered, is the young person pregnant. Establish whether there are any immediate safeguarding concerns such as trafficking.
Establish information regarding journey and other risks such as Ebola.
Ask for young person’s date of birth - ascertain any issue about accuracy or whether age is disputed (This is important as it will determine whether the child is eligible for services). Also provide young person with details of where they are, the date and explore what languages they can speak, read and write in. 

*Take a Photograph of the young person on work mobile if they consent and place a copy on file. Once completed, delete original photo from phone.

*Obtain Protocol number and details from the duty manager or MASH team. Duty manager will liaise with senior managers to ensure that it is agreed that the child can become Looked After. Protocol tasks to be completed to open Referral on system and progress to CLA status.

If they have arrived through the National Transfer scheme or through the port (and are in adult accommodation), a screening interview will have already been undertaken and we should request a copy of this from Solihull Home Office SolihullUASCEn@homeoffice.gsi.gov.uk 

*Agree what type of placement we are looking for with duty manager. This is likely to be supported accommodation for those over 16 years or age dispute or an internal foster placement for those aged under 18 years. If a suitable internal foster placement cannot be sought, then approval will need to be sought to place the young person in an external agency foster placement. A supported accommodation form will also need to be completed. 

*Complete Placement Referral Form (PRF) and reassign to the Placements Team to enable placement searches to commence and for them to add the placement address. If an external placement is required then approval should be sought from Strategic Lead. Once a placement match has been identified, record rationale on Protocol and seek further authorisation from Duty Manager.

*Contact Language Line (ensure the young person’s correct first language is known) to explain the next steps to the young person once a placement has been identified and the address/location is known.
 
*Complete a finance request for initial clothing money and mobile phone (if they do not have one) and send to duty manager and inform carer/support worker. This is a discretionary payment up to £200 and is usually £100 clothing and £60 basic smart phone. Cash should be obtained from admin if before 5pm where possible and provided to the carer/support worker with the request for them to provide receipt evidence. If after 5pm then duty worker should purchase clothing using their purchase card from supermarkets such as Tesco’s, Asda etc. Consideration however should be given as to whether providing a mobile phone puts the young person at risk of further trafficking/exploitation. If there are trafficking concerns then a mobile should not be provided initially until further risk assessment is completed.  

*Collect young person - before leaving with the young person ensure that there are no immediate safeguarding concerns which will impact on placement arrangements (i.e., trafficking, age concerns, health) and if concerns arise, seek further guidance from duty manager.

Social worker to transport and place young person at their allocated placement and discuss a basic safety plan with carers/support workers around monitoring arrangements, curfews, access to food. Carers/support workers to be provided with Through Care and EDT telephone numbers.

Record initial observations, visit and information from young person on Protocol.

Duty worker to liaise with duty manager within 24 hours to provide details of tasks undertaken and around allocation of case.

*Obtain section 20 and medical consent from young person using Language Line. Explain what both consents entail and do not presume that a young person understands the role of a social worker, what a signature is or what consent is.
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Statutory visit 
Statutory visit to be undertaken within 5 days of accepting referral. Contact CITU to arrange an interpreter for visit on CITU@coventry.gov.uk (ensure the young person’s correct first language is known).

Section 20
Ask young person to sign a consent to Section 20 form to ensure that they are in agreement to receive services from the Local Authority [if this has not already been completed by the duty worker]. This applies to those age 16 and above who are able to consent. Upload to Protocol.

An IRO will be allocated and should make contact with you. Arrange an initial LAC review and complete a Pre-Meeting report (PMR) prior to the meeting. 

Health
Complete a consent to initial health assessment form [medical consent] within 5 working days and ask young person to sign [if this has not already been completed by the duty worker]. 

Upload to Protocol and send a photocopy of the form to LACMedicals@coventry.gov.uk (Explore possibility of particular health concerns and flag these up for possible investigation or treatment - especially Ebola, blood borne diseases (hepatitis B in particular) and Tuberculosis in open or latent presentation).

Once a LAC medical appointment has been arranged, ensure the social worker or support worker attends the appointment with the young person and that an interpreter is arranged. 

Complete Section 20 letter (including young person’s name, address, date of birth and care status) to enable carer/support worker to register young person with GP, Dentist and Optician.

Immigration- Home Office
Notify the Home Office of the young person by emailing MIUminor@homeoffice.gov.uk with the ‘CC1 form’ [current circumstances form or Welfare form] which includes the young person’s name, address, date of birth, country of origin, language, date they arrived in the country, date they were accommodated, details of Local Authority accommodating them, whether age is being disputed, whether trafficking is suspected and allocated social workers details. In the email, state that the young person wishes to claim asylum [unless they have already been processed by the Home Office and we have a reference number].

You must highlight clearly whether their age and date of birth have been accepted or whether they are age disputed and will have an age assessment. If the Home Office have previously determined them to be an adult, then we must ensure that we send them an Age Assessment proforma to evidence we have assessed their age. 

You will later receive an email detailing instructions on supporting the young person to get their biometrics done (photo and fingerprint). Following this, they should receive an ARC (ID evidencing that they are claiming asylum). Any issues, you can email UASCARCAppointments@homeoffice.gsi.gov.uk to follow up. 


Immigration solicitor (in Coventry)
If the young person does not have a specific solicitor that they wish to have represent them, we must support them as soon as possible to obtain an immigration solicitor. This should not incur any costs as they are entitled to legal aid however some solicitor firms do not offer legal aid. 

Send an email to a solicitor firm with young person’s language, whether age is being disputed, whether trafficking is suspected and social workers details and request an immigration solicitor to represent the young person to claim asylum. Some options are:

Coventry Law Centre (enquiries@centralenglandlc.org.uk or Robert.Bircumshaw@centralenglandlc.org.uk or enela.selimi@centralenglandlc.org.uk or call 02476 223 053)  [Coventry]
J M Wilson Solicitors (enquiries@jmwilsonsolicitors.com; 0121 356 4556) [Birmingham]
Jemek Solicitors (info@jemeksolicitors.co.uk; 0121 5235432) [Birmingham]
Central chambers law ltd (020 3620 2288) [Birmingham]
Trp solicitors limited (0121 616 4700) [Birmingham]
Goshen Solicitors (0121 686 3170) [Birmingham]
Braitch Solicitors (lax@braitchsolicitors.co.uk; 0190 271 1200) [Wolverhampton]
Kalsi solicitors (0800 368 8939) [Leicester] 
JKR Solicitors [London]
Burton & Burton solicitors (enquiries@burtonandburton.co.uk; 0333 444 2500) [Nottingham, Derby and Leicester]
AGR Law Solicitors [East Midlands]
Kirklees citizens advice and law centre (0808 278 7896) [Dewsbury]

Whichever solicitors’ firm is able represent the young person, an appointment should be made, and documents requested provided. Provide the appointment date to foster carer/support worker and ensure that they make arrangements for the young person to attend the appointment and are supported throughout the appointment. Social worker will need to prepare a Section 20 letter in order for the solicitor to provide services and apply for legal aid. This letter should clarify the details of the young person’s care status and funds they have/receive. In most circumstances, young people will not have any savings and only receive an income from Social Care. 

Many appointments are now over the phone so if you cannot find a solicitor that is local, then it is OK to approach alternative solicitors in other areas. There is a high demand for solicitors currently so you will likely have to contact several. 

Education (in Coventry)
If the young person is in year 11 or under and living in Coventry, make a referral to Ethnic Minority Achievement Service (EMAS) (admin.emas@coventry.gov.uk; 024 7697 5491) for an appropriate school place. 
If the young person is in year 12 or 13 and it is after the month of October and living in Coventry, apply for an ESOL course at Coventry College by visiting https://www.coventrycollege.ac.uk/applicant-hub/how-to-apply/ for the following September. 
If the young person is unable to attend Coventry college, you can contact the following for alternative ESOL provisions:
*Coventry Refugee and Migrant Centre  - Farida Butt (faridab@covrefugee.org) 
*Leamington Trinity College - Mike Allison (mallison@tcs.magnificat.org.uk) 
*PYF (Positive Youth Foundation)- Nikki Miles (nikki@positiveyouthfoundation.org)
*Tammy Sheldon – Adult Education
There will be different procedures for a young person placed outside of Coventry to access education. 

Lloyds bank account (in Coventry)

Ask carers or support workers to assist the young person in setting up a bank account with Lloyds as soon as possible. In order to set up a bank account, the young person will require their ARC ID card and a section 20 supporting letter from Social Care.

If they do not have their ID card, then use a section 20 supporting letter from Social Care and the GP. Both letters must include ‘wet signatures’.

If in supported accommodation, complete a BACS form with the young person and send to ‘Through Care Service’ email so that the young person can receive their maintenance via BACS payments. You will also need to send a photo of the card. 

Care plan
Complete Care Plan within 5 working days of the start of the placement.

C&F assessment
Social Work Assessment to be undertaken within 14 working days of accepting the referral.
Add other Classifications Classification - Disabilities, CiN Category, Nationality, Immigration Status and Communication Needs, Language, Religion

Other
Ensure initial clothing and religious items has been purchased for young person.  

Complete SDQ with child 4 weeks after their arrival date.

Make a referral to the Refugee Council for independent immigration advice and advocacy.

Make referral to Barnardos for Independent Visitor via Phone Number: 0800 0434303 if there are concerns around trafficking during their journey or in the UK.

Make referral to the British Red Cross Family Tracing service if the young person does not have any contact with family members or know of their whereabouts.

Make referral to Children’s Society and/or Positive Youth Foundation to enable the young person to access youth clubs and activities.

Advise young person of Through Care activities coming up e.g., UASC Football every Tuesday.
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