APPENDIX 1 

TEMPLATE FOR LOCKING CASES (to be added as a case note to Liquidlogic and sent in the body of an email from the Team Manager to the ICT Service Application Support Team for action)

	NAME AND ROLE OF PERSON MAKING REQUEST

	

	NAME OF CHILD, DOB AND ID

	

	REASON FOR REQUEST TO LOCK CASE

	

	Name and role of CASE LOCK OWNER

Person who can authorise, or delegate permission to authorise, changes to the access list (Team Manager or higher)

	

	Names of individual staff or teams who should be PERMITTED ACCESS to the case
For whole-team access, please provide Liquidlogic team name rather than listing individual team members

	

	Names of individuals who should specifically be DENIED ACCESS to the case


	

	TEAM MANAGER  APPROVAL


	

	SERVICE MANAGER COMMENT AND AGREEMENT
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