[image: ]




	
                                                                     ADMISSIONS CHECK LIST                                         


	Pre-Admission (All evidence to be uploaded to Mentor/Teams)
                                                                                                 Name                      Date	Name               Date

	Referral printed.
	
	Discussion with commissioning/Placement team.
	

	Checks requested from West/South Yorkshire Police(Missing from home co Ordinator)

Darren Hutchinson (WYP=Hylton Hardwick House)
 
Tim Fish (S/Y=Lavender Keswick Road)
	
	Check received                            Y/N


Plan to move forward                 Y/N
	

	Discussions with professionals:

Social worker  
s/w Name
Contact no
Education Provider
Name 
Contact
Current Provision
Name/Role
Contact
Any other professionals currently involved
Name 
Role
Contact
Name
Role
Contact
Name
Role
Contact






	
	Discussion with Internal Colleagues:


Operations Manager

Development Manager

Therapist

Team 


Decision to make potential offer

Yes/ No

Staffing Ratio

1:1
2:1 



	

	Complete Impact Risk Assessment send to Responsible individual for approval.


Upon agreement from Responsible individual
Send to all S/w for all current young people within placement.






	
	
	

	Send Homes Documents:

SOP
Location Risk Assessment
Ofsted Report
Reg 44 
Reg 45

	
	Pre placement visit to child in their current placement.



Arrange visit / date to view Home.

	

	Preplacement to home visit.

Initial Visit.
Date

Time


Stay for Tea.




Plan pre planning placement meeting

Date

Venue


	
	Legal Status:

Section 20

Section 30

Section 31

SGO

Copy of Care Order Requested        Y/N

Copy of Care Order Received           Y/N
	

	 LAC Documentation required: 

· Placement Plan/Care Plan

· Placement Information Record

· IPA(Individual Placement Agreement)

· Chronology 

· Last Statutory Review Minutes

· SEN/ECHP 

· PEP 

· LAC Medical Assessment

· Local Authority/Parental delegated authority consent.

	
	Plans To Be in place prior to date of admission: 

All below are mandatory if no evidence that they apply complete date and record that this is the case upon admission date and sign.

· Behaviour Risk Management Plan 

· MFC Risk Management Plan (Ensure South Yorkshire/West Yorkshire police protocol is referred to as to process plus the yp Local Authorities MFC Is downloaded and printed followed made available to staff and placed on young person’s file.

· Radicalisation Risk management Plan
 
· Contact Risk Management Plan 

· CSE Risk Management Plan

· County Lines Risk Management Plan

· Self-Harm RMP

· Bullying RMP

· Free time RMP

· Mobile Phone RMP

· Internet access/wi fi RMP

· Smoking RMP

· Substance Misuse RMP

· Sexual Health RMP


· Activity Risk Assessments
	



























	
                                                                     ADMISSIONS CHECK LIST                                         


	                                                   (All evidence to be uploaded to Mentor/Teams)


	Basic Information Grab sheet.

	
	Essential Information Sheet Completed.



	

	Philomena Protocol completed and shared.
: send notification/Philomena Protocol to 
 
social_care_direct_children@wakefield.gov.uk
 
missing_young_people@wakefield.gov.uk

Above ref to Hardwick House Hylton House..



	
	Inform Hosting Local Authority safeguarding board of new admission via agreed email and process.
	

	All bedroom and furniture ready.

	
	Homes welcome pack and card.

Therapeutic welcome pack in place.
	

	 LAC Documentation: 

· Placement Plan/Care Plan

· Placement Information Record

· IPA(Individual Placement Agreement)

· Chronology 

· Last Statutory Review Minutes

· SEN/ECHP 

· PEP 

· LAC Medical Assessment

· Local Authority/Parental delegated authority consent.

· Decide upon and allocate Keyworker

	
	Plans: All below are mandatory if no evidence that they apply complete date and record that this is the case upon admission date and sign.

· Behaviour Risk Management Plan 

· MFC Risk Management Plan (Ensure South Yorkshire/West Yorkshire police protocol is referred to as to process plus the yp Local Authorities MFC Is downloaded and printed followed made available to staff and placed on young person’s file.

· Radicalisation Risk management Plan
 
· Contact Risk Management Plan 

· CSE Risk Management Plan

· County Lines Risk Management Plan

· Self-Harm RMP

· Bullying RMP

· Free time RMP

· Mobile Phone RMP

· Internet access/wi fi RMP

· Smoking RMP

· Substance Misuse RMP

· Sexual Health RMP


· Activity Risk Assessments
	

	Day 1 


	Photos 
	
	Organise Planning meeting/72-hour review
	

	Weekly Activity Planner, Menu & BM Chart, Qustodia agreement, Referrals to safe call complete.(Permissions from L/A S/W Parent)
	
	Homes Care Plan,   Positive handling /Behaviour Management plan to commence with input from Therapist.
	

	Fire Frill & Fire Procedures Within first day
	
	Property Inventory & Valuables Log on Arrival
	

	Children’s Guide
	
	Introduction Keyworker Session/Signing of agreement.
	

	Set Up Files/Mentor 
· Quality & Purpose of Care & Care Planning
· Education & Enjoy & Achieve
· Health & Well-Being File 
· Positive Relationships & Children’s Views, Wishes & Feelings File
· Protection of Children File
· Finance 
	
	Admission Contracts: 
· Bedroom Check 
· Bedroom Key 
· Bullying 
· Complaints
· MFC
· OFSTED 
· Photo 
· Room Search 
· Children’s Guide
· Mobile Phone.
· Free time 
· Wi fi
· Smoking
	

	End of Week 1


	Medical Registrations: 
· GP – request immunisation log
· Optician
· Dentist 
	
	Key Working
· Key Work Session on Placement
· Key Work Session on Likes and Dislikes
· Keywork planning target setting review weekly.
	

	End of week 4


	Plans: 
· Placement Plan 
· Updated Risk Management Plans
· Complete Homes Care Plan Behaviour Management Plan with input from Therapist.
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