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Discharge of Care Orders Procedure


This procedure includes:

· Discharge of Order to No Order
· Discharge of Order under the Accelerated Procedure 
· Application for a Special Guardianship Order for a child who is on a Full Care Order. 

Request for an application should only be sent to legal when the decision to Discharge a Care Order has been approved by Senior Manager. 
The Process

In order to submit an application for Discharge of a Care Order the Social Worker (SW) will need to send to the Legal Department the following: 

· The original Care Plan (final version used in the proceedings) and amended Care Plans since the date of the Final Care Plan. 
· Minutes of all LAC reviews at which the question of discharge has been actively considered;
· Relevant current medical evidence (if appropriate) - this will apply if the Child is under the care of a Paediatrician or other medical professional and has specific medical needs. It will not be applicable in all cases. 
· A statement from the Team Manager or key Social Worker setting out;

I. The reasons for the application

II. A summary of the concerns which led to the Care Proceedings

III. Any outstanding concerns

IV. The number of times the child has been seen by Social Services in the 24 months prior to issue

V. The current arrangements for the child’s care and education

VI. Any change in the child’s circumstances since the conclusion of the Care Proceedings

VII. The views of the parents and significant others - to use the accelerated procedure both parents with PR will need to be in agreement that an application to discharge is appropriate. 

VIII. A consideration of the welfare checklist factors / Voice of the child being evident.

IX. Up to date information from the child’s school where applicable (attendance, lateness, presentation, academic progress) - If the child is of school age, it is good practice to ask for a short updating report from the school to cover these issues or consult with them and include the information with the statement.

X. In the case of a child under school age, up to date information from the health visitor - again it is good practice to get a short updating report from the HV or in the alternative consult the HV on these issues and include their views in the statement. 

XI. Up to date information from other relevant services involved with the family (education welfare, CAMHS, YOT, drug service, mental health, learning disabilities) – If any of these services are involved with the child , an updating report should be sought from the service and submitted with the application 

XII. Details of arrangements for continuing post discharge support if relevant - It is good practice to include a copy of any Draft CIN plan if the proposal is to support the family/child on such a plan. 
 
Only when all of the above information has been collated, should the Social Worker send to legal the request/instructions to apply to discharge the Care Order. 
The draft statement should be sent to Peter Hollebone Children Social Care legal department. 
· The case will then be allocated in legal to a Practitioner (where possible and where capacity allows to the Solicitor who had conduct of the Care Proceedings) or to a Principal Legal Officer. 

· The Practitioner will make contact with the SW and inform them of the allocation. The Practitioner will confirm to the SW that the application is ready for issue or will advise on any proposed amendments /missing documents. 

· The Social Worker MUST respond with instructions/revised documents within 7 working days.  Failure to do so means that applications are delayed and the evidence to support the application becomes out of date, leading to further unnecessary work for all concerned and unnecessary delay for the child/children.
Once the evidence to support the application is accurate and complete, the application will be made and the Social Worker will be notified by legal and sent a copy of the Application and Supporting Documents to be uploaded to LCS.  NB. It is the responsibility of the social worker to ensure these documents are placed on the system immediately.
· The Social Worker will be notified when a children's guardian has been appointed and when the Hearing is listed. 

· Timeliness of assessments and reports are of paramount importance when we are looking to Discharge an Order. It is therefore necessary that once it has been agreed that a plan of discharge is to commence, timescales are agreed and adhered to. If agreed timelines are not adhered to then this is to be escalated to the Senior Manager responsible for the case and the Senior Manager must make arrangements for the work to be completed. 
NB: If the Care Plan is to make an application for a Special Guardianship Order, then an Application for Discharge of a Care Order is NOT to be made. The prospective applicant MUST make the application in their own right. Below is the process to be followed: see flow chart (appendix 2) 
This applies to any child on a full Care Order, regardless of who the applicant is; the applicant could therefore be a current foster carer a connected carer or another person that the local authority are supporting to make an application. 
Process 
A decision is made at Permanence Panel, or at a Care Planning meeting that the plan of permanence for the child/young person is Special Guardianship. The proposed applicant must be part of all conversations and in agreement with the plan. The Independent Reviewing Officer is in agreement with the plan and will ratify the plan on the completion of assessments.   
· Once a Carer agrees to the making of a Special Guardianship Order Application, written signed consent from the proposed applicant must be obtained. 
· On receipt of written consent an agreed timetable for completion of the SGO assessment is drawn up between the prospective carer and the social worker.
· The assessment process must not exceed 12 weeks and the usual process of assessing suitability and support to be given under the order should commence with immediate effect. 
For further information regarding Special Guardianship Orders, please review the policy and financial process; 
https://www.proceduresonline.com/lancashirecsc/local_resources.html 
· Social worker immediately refers the matter to Lancashire County Council, (LCC), Legal Department and the Applicant (foster carer, connected carer etc), instructs their solicitor. The social worker can refer proposed applicant to the Law Society website for the list of legal advisors;
https://solicitors.lawsociety.org.uk/. 
· Prospective Applicant are unlikely to have experienced this process before so it is important that they are supported along the way. It is important that they have access to independent legal advice. 
· The applicant's legal representative will contact LCC legal department and agree the legal fees for the Special Guardianship Application.
· In the event of a prospective carer is not wanting to take independent legal advice, they will still need to make the application for the Special Guardianship Order. Whilst the social worker will be able to give some guidance, it is not independent and is unlikely to cover all the legal aspects of such orders. Free advice may be available from the Citizen's Advice Bureau, the Bar Representation Unit or the legal clinic at UCLAN. Further guidance regarding the forms that should be used in these circumstances can be found at; www.justice.gov.uk – C1_web_04/14. In any case of this nature the prospective carer should be encouraged to take at least one session of independent legal advice before deciding to go it alone.
· The social worker must also do with immediate effect:
Alert the SGO Assessment officer that a financial assessment is required, following the process which can be found on the Local Resources section of Tri X (online procedures manual).
https://www.proceduresonline.com/lancashirecsc/local_resources.html
1. Requests medical information
2. Requests DBS for anyone over 18 in the household 
3. Identifies and requests the prospective applicants References 

· On completion of the Special Guardianship Assessment, Support Plan and Financial Assessment, which must be completed within 12 weeks, the documents must be presented to the Head of Service for sign off. 
· Once the Documents are endorsed by the Head of Service the Social Worker must send all documents to the Legal Department, this includes:
1. Special Guardianship Assessment
2. Detailed  Support Plan 
3. Financial assessment 
4. Applicants DBS and any member of the household over 18 
5. Applicants medical information
6. Applicants references 
7. Completed Regulation 15 notice (appendix 5)
· Once all the documentary evidence is available, including the Regulation 15 notice, LCC legal department will send all documents to the applicant's legal representative. 
· The applicant has 28 days to respond or challenge the Assessment, Support Plan and /or Financial Assessment.  
· After the 28 days' notice period, the social worker or their manager must draft the confirmation of offer letter, regulation 16 (appendix 6), and send this to LCC legal department. This letter confirms the local authority's position regarding the financial assessment and support plan. 
· The prospective Special Guardian makes the application through their legal representative. 
· Where the application can be accelerated, for example where the parents' consent to the making of the Special Guardianship Order, this should be certified on the application for gatekeeping purposes.
Appendices
N.B. From July to October 2019- all information can be found on Local Resources 
https://www.proceduresonline.com/lancashirecsc/local_resources.html
A new update will be made to Tri X and from October 2019. The full process, including appendices set out below can be found at Chapter 1.4- Legal Proceedings;
https://www.proceduresonline.com/lancashirecsc/contents.html  
 
Appendix 1 - Social Work Discharge Statement template N.B. SGO assessment is on LCS 
Appendix 2- Flow chart for Application for Special Guardianship Order when child is on full Care Order. 
Appendix 3 - REGULATION 15 notice 
Appendix 4- REGULATION 16 notice 
Appendix 5 – Court Accelerated Process 

Appendix 1 Social Work Discharge Statement template 




Appendix 2 Flow chart for Special Guardians 

     
To review the Special Guardianship Policy, see the document below; 
For the financial process for SGO;


All Special Guardianship documentation can be found; 
https://www.proceduresonline.com/lancashirecsc/local_resources.html 
Appendix 4 REGULATION 15 


Appendix 5 REGULATION 16 


Appendix 7 – Court Accelerated Process 
N.B. this Appendix is for the use of the legal representative and not social workers, knowing the process will however be useful.
Appendix 7.1
PROTOCOL FOR LOCAL AUTHORITY APPLICATIONS TO DISCHARGE CARE ORDERS
A protocol to enable suitable Local Authority applications for the discharge of care orders to be dealt with speedily and proportionately.

The Background and the Purpose
Local Authority applications to discharge care orders are rarely opposed by parents or family members and most often require simple scrutiny by a Children’s Guardian and thereafter by the Court before a proper decision can be made. It is in the interests of the children and of all of the parties for such applications to be dealt with speedily and proportionately.
In 2006, to that end HHJ David Gee DFJ, with the approval of Ryder J (as they each then were), devised a Local Practice Direction for an Accelerated Procedure which is still used.
The 2006 Procedure is somewhat superseded by modern Gatekeeping and this Protocol is intended to replace it whilst maintaining and furthering its original objectives within the current procedural regime.


Which cases come under this protocol?
Applications made by the Local Authority which are supported by the parents of the child(ren) concerned and/or by their carers and which the Authority believes likely to be uncontentious.

Which cases do not come under this protocol?
Applications made by any party other than the Local Authority;
Applications which are likely to be opposed or include contentious law or fact.

At any point the Court may direct that the protocol does not or no longer applies in a particular case.

The Process
When a local authority considers that this protocol should apply to an application for the discharge of a care order it should:-
1. Include with the application a formal written request from the solicitor with conduct that the matter be considered in accordance with this protocol.
2. Include with such request the following documents/information and a checklisted index of them:-
· A copy of the care order or a document stating when it was made and by which judge or bench and legal adviser.
· If available a transcript or transcripts of any judgment(s) delivered during the care proceedings.
· A document stating the name of the Children’s Guardian during the care proceedings attached to a copy of the final report of the Children’s Guardian within the care proceedings. 
· The original care plan and amendments of or revisions to it;
· Minutes of any LAC reviews at which the question of discharge has been actively considered;
· Relevant current medical evidence
· A statement from the team manager or key social worker setting out:-
(i)	The reasons for the application
(ii)	A summary of the concerns which led to the care proceedings
(iii)	Any outstanding concerns
(iv)	The number of times the child has been seen by social services in the 24 months prior to issue
(v)	The current arrangements for the child’s care and education
(vi)	Any change in the child’s circumstances since the conclusion of the care proceedings
(vii)        The views of the parents and significant others
(viii)       A consideration of the welfare checklist factors
(ix)         Up to date information from the child’s school where applicable (attendance, lateness, presentation, academic progress)
(x)          In the case of a child under school age, up to date information from the  health visitor
(xi)         Up to date information from other relevant services involved with the family (education welfare, CAMHS, YOT, drug service, mental health, learning disabilities)
(xii)        Details of arrangements for continuing post discharge support if relevant.

Upon Issue
The application will be considered by the gatekeepers who will determine whether they consider that an accelerated process is appropriate.
If it is appropriate for there to be an accelerated process the gatekeepers will seek to allocate the application to the judge or bench who made the care order or to the most appropriate alternative if the original decision maker is longer available. If the order was made by the Justices the matter will be allocated to the lay bench with the expectation that those who originally made the care order will have the opportunity to sit on the discharge application.
Directions upon Issue
The directions on issue will normally include:-
· The child or children to be made parties
·  Cafcass to appoint a Children’s Guardian for the child(ren) with a request that that Children’s Guardian appointed be the Children’s Guardian who acted in the original proceedings (to be named in the order). 
· The appointed Children’s Guardian is to undertake enquiries as to the issues set out below.
· The Children’s Guardian is to consider instructing a solicitor to act for the child or children;
· The application is to be listed before the allocated Judge or the lay bench for directions and timetabling if necessary on or before the expiry of 8 weeks from issue (elh 45 minutes - usually); all parties to note that the hearing may be the final hearing of the application if that is possible.
· The children’s team to file a short position statement no later than 2 working days before the hearing (which may be written and signed by the Children’s Guardian or drawn upon his/ her instructions by the solicitor for the child(ren) 
Such position statement is to seek to cover the matters listed below. Its length if possible should be no longer than 2 pages.
The Children’s Guardian need not attend the hearing unless he or she wishes or they consider it necessary.
· Each other party, if so advised, may file a short position statement in reply to that of the CHILDREN’S GUARDIAN no later than 9.00 am on the morning of the listed hearing. If the other parties agree the position of the CHILDREN’S GUARDIAN then they need not file position statements.

Matters to be undertaken and/or considered by the child’s solicitor and guardian and included in the position statement required above
i. Whether the application is suitable to be resolved under this accelerated process
ii. A review of all the documentation which accompanied or should have accompanied the discharge application;
iii. The child’s wishes and feelings as ascertained directly by the Children’s Guardian unless this it is considered inappropriate;
iv. A description of the Children’s Guardian’s visit to the child(ren) in at home and any observations of the child with his current carers;
v. The views of the parents, carers and any relevant/significant other
vi. The child’s school attendance record, lateness, presentation and academic progress;
vii. A consideration of the relevant welfare checklist factors and in particular whether the child would be at risk of significant harm if the care order were to be discharged.
viii. To provide a copy of the final Children’s Guardian’s report from the care proceedings if the local authority have not already done so.

HHJ Sarah Singleton QC
DFJ Lancashire
June 2017





Appendix 7. 2 – For Legal 

Accelerated Procedure Certificate


									Case No 

	B E T W E E N


LANCASHIRE COUNTY COUNCIL

· and –


(minors represented by the Children's Guardian)

· and  -



- and - 



	

Applicant 



1st Respondent




2nd Respondent



3rd Respondent


I, Legal Advisor/Solicitor certify:-
(i)	That this local authority application to discharge the care order(s) made on                          under case number Case Number is suitable to be dealt with by way of the Accelerated Procedure because it is unlikely to be opposed by any other party; 
AND
(ii)	Copies of all documents listed in Appendix B of the Local Practice Direction dated 21st November 2006, in so far as they may be relevant, accompany this application

Date: 

Signature: 


Appendix 7.3 (legal)

Documents to be lodged on issue in Local Authority Applications to Discharge a Care Order to the Accelerated Procedure

__________________________

The application shall be accompanied by a bundle comprising copies of the following documents:-

(i)	certificate form at Appendix 1;
(ii)	the original care plan and amendments of or revisions to it;
(iii)	minutes of the LAC reviews at which the question of discharge has been considered
(iv)	any relevant medical evidence
(v)	a report from the team manager or key social worker setting out:-

(a)	the reasons for the application
(b)	the concerns which led to the care proceedings
(c)	any outstanding concerns
(d)	the number of times the child has been seen by social services in the 24 months prior to issue
(e)	the current arrangements for the child’s care and education
(f)	any change in the child’s circumstances since the conclusion of the care proceedings
(g) the views of the parents and significant others
(h) a consideration of the welfare checklist factors
(i) Up to date information from the child’s school (attendance, lateness, presentation, academic progress)
(j) In the case of a child under school age, up to date information from the  health visitor
(k) Up to date information from other relevant services involved with the family (education welfare, CAMHS, YOT, drug service, mental health, learning disabilities)
(l) Details of arrangements for  continuing post discharge support if relevant

Points I, j, k, l can be provided in separate documents. 

(vi)  A completed checklist as at Appendix 7.5 indicating the documents included in the bundle
Appendix 7.4 (legal)
Investigations and Enquiries to be carried out by the Children’s Guardian under the Accelerated Procedure

____________________


The Children’s Guardian will be required to:-

(i)	Consider all the documentation which accompanied or should have accompanied the discharge application on issue [see Appendix B];
(ii)	Ascertain the child’s wishes and feelings;
(iii)	Visit the child in his placement and observe the child with his current carers;
(iv)	Ascertain the views of the parents, carers and significant others;
(v)	Consider the child’s school attendance record, lateness, presentation and academic progress;
(vi)	Consider the welfare checklist factors and in particular whether the child would be at risk of significant harm if the care order were to be discharged.
(vii)	Provide a copy of the previous report filed in the care proceedings.

[bookmark: _GoBack]Appendix 7.5(legal)
Local Authority Applications to Discharge a Care Order to the Accelerated Procedure - Documents Checklist

	Document title
	Tick or n/a

	 (i)  Accelerated Procedure Certificate form at Appendix A
	

	(ii)  The original care plan and amendments / revisions 
	

	(iii))The  minutes of the LAC reviews at which the question of discharge has been considered
	

	(iv) Any relevant medical evidence
	

	(v)  Report from the team manager or key social    
       worker setting out:
	Indicate if in body of report
	

	a) The reasons for the application
	
	

	b) The concerns which led to the care proceedings
	
	

	c) Any outstanding concerns
	
	

	d) the number of times the child has been seen by social services in the 24 months prior to issue
	
	

	e) the current arrangements for the child’s care and education
	
	

	f) any change in the child’s circumstances since the conclusion of the care proceedings
	
	

	g) the views of the parents and significant others

	
	

	h) a consideration of the welfare checklist factors

	
	

	
	
	Indicate if separate report attached

	i) Up to date information from the child’s school (attendance, lateness, presentation, academic progress)

	
	

	j) In the case of a child under school age, up to date information from the  health visitor

	
	

	k) Up to date information from other relevant services involved with the family (education welfare, CAMHS, YOT, drug service, mental health, learning disabilities)

	
	

	l) Details of arrangements for any continuing post discharge support if relevant

	
	



Please place completed checklist on top of bundle
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Social Work Statement Discharge Policy.doc
		Local authority 
Social Work Discharge Of Care Order Statement

		

		In the family court sitting at:

     

Date: DD/MM/YYYY



		

		

		In the matter of the Children Act 1989





Use of this document is recommended by the President of the Family Division, the Association of Directors of Children’s Services, Cafcass, HM Courts and Tribunals Service, the Department for Education, the Ministry of Justice and the Chair of the Family Justice Board, in compliance with the revised Public Law Outline (PLO) 2014.

The child(re INFO  Comments  \* MERGEFORMAT n) – use one per template per family

		Names 

		Gender

		Date of Birth

		Child’s current placement status

		Child’s current 
legal status



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





		Local Authority and Social Worker details



		Case number

		



		Filed by [local authority]

		



		Social discharge statement number in the proceedings, e.g. 1st, 2nd



		



		This author/witness’s name, qualifications, experience, and office address

		



		This author/witness’s HCPC registration number

		





		Application and reasons for discharge/ or any other order that is beight sought (e.g. SGO)





		





		1. Case details



		1.1 Family composition

· This section should include family members and relationships, and should specify the relationship in respect of each child subject to the application. Please set out the family members' full names, their dates of birth, their nationality, ethnicity and their current addresses.

· Where an address needs to be kept confidential, send the information to the court. 





		Name

		Relationship

		Parental Responsibility

		DOB

		Nationality

		Ethnicity

		Address



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		



		

		

		

		

		

		

		





		2. Concerns





A summary of the concerns which led to the care proceedings. 


(i) Has all work identified on the final order been completed.?


(ii) What additional work has been completed?


(iii) Is there any outstanding matters/ work that still needs to be completed?


(iv) How will this work be managed in absence of a care order? (if relevent).




		3. Any change in the child circumstances since the conclusion of the care proceedings?





Oversight, care and education. 


(i) The number of times the child has been seen by Social Services in the 24 months prior to issue. 


		Child

		Date Seen

		By who?



		

		

		



		

		

		



		

		

		





(ii) The current arrangements for the child's care and education. 


		





(iii) Up to date information from the childs school or if under school age, health visitor.


		





		4. Views of Child, family and significant others.



		Analysis of the child’s needs, considering the welfare checklist. 



		



		(i) The child’s wishes and feelings and how these have been identified





		(ii) The child’s own statement (where applicable)



		



		Updated police check (for report purposes) on parents prior to the discharge application being made.



		





		5. Continued Support Arrangements.





(i) Analysis of the evidence of wider family and friends capability to meet each child’s

 needs. 



		6. Conclusion/ Analysis 







		7. Signature

		



		

		



		Print full name

		



		

		



		Role/position held

		



		

		



		

		The facts in this application are true to the best of my knowledge and belief and the opinions set out are my own.



		Signed

		



		

		



		Date
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SGO Pathway for child on S31 Order FINAL.docx
Social Worker immediately refers the matter to LCC Legal Department and alerts the SGO Assessment Officer for financial assessment. https://www.proceduresonline.com/lancashirecsc/local_resources.html 



Prospective SGO makes SGO application t

Social worker sends Reg 16 notice to LCC legal department 

When the Care Plan is to make an application for a Special Guardianship Order, then an Application for Discharge of a Care Order is NOT to be made. The prospective applicant MUST make the application in their own right.

This applies to any child on a full care order, regardless of who the applicant is; the applicant could therefore be a current foster carer a connected carer or another person that the local authority are supporting to make an application.



Refers proposed applicant to the Law Society website for list of legal advisors https://solicitors.lawsociety.org.uk/

Instructs their legal representative

Their legal representative contacts LCC legal Department to agree funding of legal fees for the SGO application

Requests DBS, Medical, and References. Social Worker advises the carer of the information required in preparation for the financial assessment, as per the process detailed above. 

Social worker and proposed applicant agree timescales for assessment - this must not be more than 12 weeks and making SGO application

Written Consent from proposed applicant for Assessment for Special Guardianship Order to progress

A decision is made at permanence panel or a care planning meeting that the plan for permanence is Special Guardianship Order and this decision has been reached in discussion and agreement with the proposed applicant. IRO is in agreement with the plan and will ratify on completion of assessment

Child on a Full Care Order and the plan for Permanence is to be secured under a Special Guardianship Order

Social Worker has 12 weeks from the date agreed SGO as plan of Permanence

LCC legal dept will send all documents to the applicant's legal rep

Once Documents are endorsed by HOS, Social worker sends these along with the applicants DBS, medical information, references and regulation 15 notice to LCC legal department

On completion of the SGO assessment, support plan and financial assessment Social worker presents for sign off by HOS

Applicant (Foster carer, connected care etc.)
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SGO Financial Process Flowchart.docx
LCC Flowchart, Financial process for SGO payments wef 1st April 2018 - Final version January 2019  





If all the required information has not been inputted on the FIS form by the originating SW requesting the assessment then it will be reassigned back to originating SW containing the message/request in Response 1, attached.





The case will still to be added to SGO tracker sheet by the Assessment Officer and will be chased up with originating SW, their PM & TM, after 7 days using template 2 if no new form has been resent.





The request will be added to a list of means test requests that we are unable to progress and distributed to relevant HoS on a weekly basis.

If all information submitted then the request will move to Step 2.









Step 1

A request for a financial assessment should be made following an approved viability assessment. The Social Worker (SW) should send a Finance Information Sharing (FIS) form to the Assessment Officer on the carer's LCS record via the 'SGO/Adoption Allowance Assessments ' LCS worktray to inform the Assessment Officer that a means test is required and provide all relevant details (Carer's name, address, telephone number, e mail address, NI Number and if there is any special requirements needed, e.g. translators. Also the name and LCS numbers of child/ren that the SGO application is for and the date that the means test is due to be filed with court) for the Assessment Officer to be able to make contact with the prospective carer and complete the assessment. A case note should be added to each SU's record that the application relates to showing that the means test has been requested.

At the point when the above means test is requested social worker should fill in an IC1 and send the completed IC1 and guidance attached below to the carer for their use with their possible benefit claim should the SGO be granted. 







 A minimum of 15 working days should be allowed for the financial assessment to be completed.            The draft support plan and Reg 15 notice to be with the applicant a minimum of 4 weeks prior to the final hearing



Step 2

The Assessment Officer will telephone the carer to advise a letter and information relating to the SGO means test process will be sent to them via the secure e mail and that they will be required to complete the simple registration process in order to access the information (Information will only be sent as a hard copy in exceptional circumstances). The Assessment Officer, at this stage, will also arrange a telephone appointment with the carer to complete the means test assessment form. Evidence from the carers to support the information given must be returned to the Assessment Officer within 7 days of the means test being completed – this will be made highlighted to the carer during the initial call.



Telephone appointment:

If there is no answer by the applicant when the Assessment Officer phones to book an appointment, a follow up e-mail, (template 3)  (with text alert of the email) is to be sent to the applicant advising that a financial assessment needs to be undertaken and for them to contact the assessment officer within 2 working days.







Should there be no response from the applicant to the follow up e-mail, the Assessment Officer is to make a further attempt at a phone call. If there is no answer to this then an e-mail using template 4 is to be sent to the originating SW, their PM & TM advising of the situation and request that they get in contact with the applicant.





The request will be added to a list of means test requests that we are unable to progress and distributed to relevant HoS on a weekly basis.

Evidence:

If, following the telephone appointment being completed with the applicant, only part of the required evidence has been returned then a follow up e-mail is to be sent to the applicant (template 5) (with text alert of the email) advising what is missing and when the deadline is to return it by (i.e. the date 7 days from the telephone assessment).





Should no evidence  (including any missing elements) not be returned by the applicant by the end of the 7 days an e-mail is to be made by the Assessment Officer to the applicant advising that the evidence needs to be returned by the end of the following working day (template 6) (with text alert of the email). A phone call to the carer will also be made advising them of the e mail sent.





Should there be no response by the applicants by the given deadline then an e-mail is to be sent to the following working day to originating SW, their PM & TM advising of the situation and request for them to assist by contacting the applicant (template 7) to offer help in collecting the information and sending it to us if the carer is experiencing difficulties.





If there is no response from Social Worker by the end of the following working day, as mentioned in the e-mail, the LCS form is to be re-assigned back to worker as no further action can be taken by Assessment Officer until evidence has been returned. 

The request will be added to a list of means test requests that we are unable to progress and distributed to relevant HoS on a weekly basis.

If the telephone appointment goes ahead and evidence is submitted in full within 7 days of telephone appointment then the request will move to Step 3.

















Step 3

The SGO Means Test is formally assessed by the Assessment Officer  who will review the information in the completed means test in line with the evidence provided from the carers and any benefits that they are entitled to, making any necessary enquiries prior to finalising the SGO Means Test. The Assessment Officer will send the completed means test to the Welfare Rights Service for the possible deductions to the carers to be verified and also to ascertain whether a full Welfare Rights check is required to ensure that carers are aware of the correct and full entitlements they can claim should the SGO proceed.

The Assessment Officer will use the secure e mail system to send the part of the completed form containing the evidenced figures back to the carer to confirm agreement with the carer that all the information contained is correct.















The Assessment Officer will send a secure e-mail using template 8 to the applicant requesting for confirmation of their agreement that the evidenced figures used within the means test are correct, allowing the applicant 2 working days to respond (with text alert of the email).





If there is no response after the 2 working days then an e mail will be sent to the originating social worker, their PM & TM advising that there has been no response to the agreement and requesting them to assist with getting in contact with the applicant (template 9).





Should there be no response to the e mail to the originating social worker by the end of the following working day, LCS request form is to be returned to originating social worker as no further action can be taken by Assessment Officer until evidence has been returned.

The request will be added to a list of means test requests that we are unable to progress and distributed to relevant HoS on a weekly basis.

If the confirmation is received from the applicant within 2 working days then the request will move to Step 4.





















Step 4

The Assessment Officer returns by reassigning the original LCS work tray request as a formal notification to the originating SW together with the final version of the Assessed SGO Means Test highlighting the final monthly payment to the carers from the outcome of the means test, outlining the breakdown of the payment, making particular reference to any deductions for CB/CTC that have been applied, which must be reiterated by the SW to the Carer that these should be claimed should the SGO be granted. Please see template 10 below.

 This then needs to be signed off by the originating SW's Senior Manager by the originating SW consulting with them directly.





Where Welfare Rights identify and advise on benefit claims, a three month review will take place where the advice is followed up to ensure the claims have been processed as expected, and to ensure any further expected entitlements have been realised. This may lead to an amendment to the means test to accurately reflect the financial position at that point and any changes that the carer may have had to their circumstances as a result of the new caring responsibilities. A second means test will also be prepared showing the anticipated outcome if advice is confirmed at the 3 month review stage. A breakdown of this will also be provided to the ASW so that they have all the information prior to court on how the balance of payments from LCC/DWP may change. If the three month review confirms that the anticipated benefits are now in place then WRS service will advise the SGO Assessment Officer and revised payment amounts will be applied































Step 5

In the case of a dual assessment with PWFF Team the financial assessment is returned to the ASW to include in the support plan. The ASW will complete the sections of the support plan relating to support for the adult, including financial support. They will then send the part completed support plan to the CSW who will complete the remainder of the plan relating to child and seek approval from Senior Manager/HofS regarding the financial element. The CSW will then send the completed and approved support plan to legal













Step 6

The finalised SGO Means Test is filed to and presented in court by the CSW quoting the Final monthly payment to guardians, which may include any appropriate deductions (e.g. for Child Benefit/Child Tax Credit/Disposable Income) outlined in Step 4.





Step 7

After the SGO is granted CSW contacts Business Support Team to set up the SGO carer as a supplier (up to 2 working days to arrange) and to also arrange the input of the CPLI(s) and approval of payments for the standard SGO allowance and for any enhancements that were agreed at court. Along with this request the SW must also provide the finalised court agreement details/amounts, including the assessed Means Test (inc any deductions to be applied) and details of any agreed enhancements/one off payments in respect of the order. End dates of 2 years should be added to any Enhancement CPLIs. 

Court papers reflecting the agreed financial award must be uploaded to LCS.



Step 9

Once approval is received, the Business Support Team contact Children's Services & Schools Payments Team in Exchequer Services  via LCS in the form of a Finance Information Sharing Form (FIS) requesting payments to be made, confirming amounts, supplier number, start dates, deductions and any amounts previously overpaid as Reg 38.6. etc

Step 8

Following the Court Hearing and any orders being made the CSW must update LCS of action and payments / case notes against child/ren. 

N.B. SW must check to see if there has been a prior Reg 38.6 funded placement and end that placement/CPLI as appropriate. SW MUST attach the assessed, agreed version of the means test that the monthly payments are based on as agreed in court.



Step 10

Children's Services & Schools Payments Team pick up the FIS Forms in LCS and process payment from the next scheduled payment run based on the Means Test Assessment and any deductions are entered into the system i.e. Child benefit,  child Tax Credit, Disposable Income.







Step 11

Backdated payments are made (If applicable) after taking in account any pre-paid PayPoint/overpaid Reg 38.6 payments. 

Assessment Officer is informed that the SGO is now in place if CTC deductions apply so that it can be checked if deductions are accurate when in place.















Step 12

Electronic Records are updated by Children's Services & Schools Payments Team and Declaration letters are issued to the carers confirming the amount awarded and start date.









Step 13

Approx. 3 months after the SGO has been granted the Assessment Officer should check that the predicted CTC/CB allowances that have been deducted from the carer's monthly payments are being paid at that rate to ensure the carer is receiving the appropriate funding.







Step 14

SGO Payments will automatically cease at the age of 18 for standard SGO allowances and at the end date of any Enhancement CPLIs. Social workers must include the end date to ensure there is no continuation of the enhanced element of the allowance. Any extension to these payments should be directed via the agreed route for a decision and further agreed CPLIs should be added and approved as guided above, with end dates for the agreed period in line with LCC's SGO Policy.













TEAM CONTACT DETAILS



Assessment Officer:

Email: SGOandAdoptionAllowance@lancashire.gov.uk

Tel: 01772 531119



Children's Services & Schools Team, Exchequer Services:

Email: paymentscare@lancashire.gov.uk

Tel: 01772 536972



Case Support Finance Team, Social Care:

Email: cypsupportfinance@lancashire.gov.uk  

Tel: 01254 220333





















POINTS TO NOTE/ADDITIONAL INFORMATION

· The 'Registration of Interest' pack sent to potential carers will include a copy of the letter and means test sent by the Assessment Officer to the carer at a later stage and also a summarised list of documents that the carer may need to provide evidence of during/after the assessment in order for them to be able to prepare for this stage. 

· All information contained within the means test must be evidenced.

· All carers will be means tested regardless of benefits received.

· Only Loans relevant taken to meet the needs of the child/ren are to be included. Loans won't be considered unless SW can evidence why the loans should be taken into consideration. Any referred to SW for justification will be notified to HoS on their weekly report from the SGO Assessment Officer. 

· One new means test should be completed when there are any additional SGO child/ren to a family currently with children subject to SGO payments and any current payments for existing SGO children would be included within the means test as Income and the means test will be just for the additional SGO child/ren.

· Any of the Income/Expenditure figures included in the means test should not take into account the child/ren subject to the current SGO application.

· If there are any cases which require back dated SGO funding the calculations must be checked and confirmed by the Assessment Officer prior to the figures being discussed with the carers and CPLIs being added to LCS.

· The means test that is agreed at court following assessment (plus any agreed enhancements, either regular/one-offs) must be attached to the child's record on LCS.







Template 2.msg

SGO Financial Assessment - APPLICANT SURNAME 





Hi X,


 


On DATE we returned back the 'ICS - Finance Information Sharing' form we received with regards to undertaking an SGO assessment on (applicant). 


 


(SCREENSHOT OF FORM)


 


We have yet to receive the required information set out in the process to allow us be able to undertake the financial assessment of the applicant. Please can this be looked at ASAP to avoid any further delays in the assessment being completed. 


 


 


Thanks,


 







Template 1 (LCS).msg

SGO Assessment - LCS response to incorrect info





In line with the SGO financial process, not all the required information needed to be able to undertake this assessment has been provided. 



 



You will need to cancel or finalise this form and the below information will need to be provided on a new LCS Information Sharing Form to reflect the correct date for a request that can be processed:



 



Carer's Name, address, telephone number, email address, NI number, any special requirements (e.g. translators), name & LCS numbers of child/ren subject to SGO application and date the means test is due to be filed with court.



 






Template 2.msg

SGO Financial Assessment - APPLICANT SURNAME 





Hi X,


 


On DATE we returned back the 'ICS - Finance Information Sharing' form we received with regards to undertaking an SGO assessment on (applicant). 


 


(SCREENSHOT OF FORM)


 


We have yet to receive the required information set out in the process to allow us be able to undertake the financial assessment of the applicant. Please can this be looked at ASAP to avoid any further delays in the assessment being completed. 


 


 


Thanks,
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Support for a child
who is informally
living with you



Where it is likely that they would otherwise
be looked after by a local authority



Please note there is a separate form for Northern Ireland
claimants. This is for England, Scotland and Wales
claimants only.



From 6 April 2017, support through Child Tax Credit, Universal Credit or 
Income Support payments will generally only be available for the first 
two children you are responsible for. Child Tax Credit will continue to 
pay for all children born before that date. 



For the purposes of this form, by “child” we mean anyone aged under 
16, or a young person aged under 20 who enrolled on, accepted or 
started full-time non-advanced education such as A-levels or 
approved training before they turned 19.



There are exceptions where there are more than two children.
These are detailed at www.gov.uk/hmrc/ctc-exceptions
One of those exceptions applies where a child comes to live with you 
either:
l in a formal caring arrangement, for example, appointment as



guardian – see the Getting extra support section below for the full
list of these, or 



l informally, and it is likely they would otherwise be looked after by
the local authority.





https://www.gov.uk/hmrc/ctc-exceptions








Getting extra support 
You may be able to get extra support when you already have two children if
you are caring for a child who would likely otherwise be looked after by a
local authority. If you think this applies in your circumstances you can apply
for this exception by:
l providing evidence of a formal caring arrangement. An exception applies



if you have in place (or had in place up to the child’s 16th birthday and
they have lived with you continuously since) any of the following
arrangements in respect of the relevant child:



England and Wales:
Child Arrangement Order
Appointment as guardian
Special Guardianship Order
Entitlement to Guardian’s Allowance



Scotland:
Kinship Care Order 
Appointment as guardian 
Permanence Order (which grants one or more parental responsibilities or
parental rights in the claimant)
Entitlement to Guardian’s Allowance



Northern Ireland:
Residence Order
Appointment as guardian
Entitlement to Guardian’s Allowance



or
l completing Part 1 of the form below and asking a registered social



worker, who you should contact in their professional capacity, to fill in
Parts 2 and 3. This is to give us the evidence we need to support you
further.



Any information you provide will be kept in line with data protection 
standards. If you are able to receive this extra support, the reason for the 
exception will not appear in any future benefit notifications. 



How to approach a registered social worker
If you are not already in contact with a registered social worker, please 
contact your local authority.



If you are in a County Council area, it is that council you will need to 
contact. You can find your local authority by inputting your post code at 
www.gov.uk/find-local-council



If you don’t fill in and return the form 
You may not receive additional benefit for a third or subsequent child unless 
one of the other exceptions applies. These are detailed at
www.gov.uk/hmrc/ctc-exceptions
If you are a new claimant to Child Tax Credit you’ll get the extra amount for 
any children born before 6 April 2017. Any third or subsequent children born 
after this date will not receive this extra amount unless one of the other 
exceptions applies to that child.
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https://www.gov.uk/hmrc/ctc-exceptions








If you are having difficulties with this form see More information.



More information
For more information on how to make a claim for this exception:



If you are claiming Universal Credit contact your Work Coach or Case Manager.



If you are claiming Child Tax Credit go to www.gov.uk/child-tax-credit for further 
information and guidance, or call the Tax Credit Helpline on 0345 300 3900.



If you are claiming Income Support go to www.gov.uk/income-support for 
further information and guidance.



Equality and diversity
We are committed to treating people fairly, regardless of their disability, ethnicity,
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https://www.gov.uk/child-tax-credit


https://www.gov.uk/income-support
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Part 1: Your details



Your name



Address



Postcode



National Insurance (NI) number
Letters          Numbers Letter



Please now pass this form to the professional to complete Parts 2 and 3.
There is third party guidance at 
www.gov.uk/government/publications/support-for-a-child-who-is-informally-living-with-you



Support for a child who would likely be looked after
by a local authority if they were not being informally
cared for by the claimant form 
Please fill in this form and return it to us. This will help us give you full support.



You should fill in Part 1 and ask someone else to fill in Parts 2 and 3.



Parts 2 and 3 should be completed by a registered social worker you have previously
spoken to or are now speaking with in their professional capacity about the
circumstances in which you have taken on the care of the child. They’ll need to confirm
that if this child were not being cared for by you, it is likely that they would be looked
after by a local authority.



Please write in black ink and use CAPITAL LETTERS. 
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Signature



Part 2: Registered social worker’s contact details



Address



Postcode



Job title



Name



Local authority



Phone number



/  /



Part 3: Registered social worker declaration



I confirm that



The claimant (name)



contacted me on



regarding the circumstances in
which (child’s name)



/              /



has come to live with the claimant.



Based on the meeting(s) I have had with the claimant in the course of my professional duties,
and any other relevant information available to me, I confirm that:
(Please tick the boxes below if they apply.)



The claimant has undertaken the care of the child who is
normally living with them on an informal basis, and



The circumstances of the child are such that, if they were not currently in the care
of the claimant, it is likely that they would be looked after by a local authority. 



Date



Registration number



HM Revenue and Customs or DWP may contact you to confirm authentication.











What to do now
What you do with the form now depends which benefit you are claiming.



Child Tax Credit
Send the form to 



Exceptions
HM Revenue and Customs 
BX9 1HZ



You may wish to ask for a proof of posting.



Universal Credit 
A Case Manager should have informed you of the process for returning the
form during your phone conversation when you were directed to this form.



If you are a Full Service claimant, give the form to your Work Coach or as
directed by your Case Manager.



If you are a Live Service claimant, send the form to:
Freepost RTEU-LGUJ-SZLG Universal Credit
Post Handling Site B
Wolverhampton
WV99 1AJ



You may wish to ask for a proof of posting



Income support 
Give the form to your Work Coach or send it to the address they tell you.
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Child Tax Credit, Universal
Credit and Income Support–
Guidance for social workers



Overview of policy
From 6 April 2017 support through Child Tax Credit, 
Universal Credit or Income Support will generally only 
be available for the first two children the claimant is 
responsible for. Child Tax Credit will continue to be 
paid for all children born before that date.



For the purposes of this form, by “child” we mean 
anyone aged under 16, or a young person aged under 
20 who enrolled on, accepted or started full-time 
non-advanced education, such as A-levels, or 
approved training before they turned 19.



In recognition that some claimants are not able to 
make choices about the number of children in their 
family, there will be exceptions for certain groups and 
circumstances.



There are exceptions for further children and these 
are detailed at www.gov.uk/hmrc/ctc-exceptions
One of those exceptions is where a child comes to live 
with the claimant either:
l in a formal caring arrangement (for example,



under a Residence Order – see appendix for the full 
list of these); or 



l informally, and it is likely they would otherwise be
looked after by the authority.



Informal caring arrangements
A child who is not living with the claimant in a formal
caring arrangement may instead be in an informal
caring arrangement. 



An informal caring arrangement is an arrangement in
which a child goes to live with an adult (the
claimant), who is not their parent or step-parent, and
who has taken on their care on a full-time basis,
sometimes known as friends and family care.



Claimants who are caring for a child in this type of
informal arrangement can qualify for an exception, as
long as a registered social worker from a local
authority is satisfied that it is likely the child would
otherwise be looked after by the local authority.



Completion of this Informal Care Evidence form will
assist DWP or HMRC in their decision making process
for this exception.



Areas of the form to complete
You should complete sections 2 and 3 of the
Informal Care Evidence form. Please use your
relevant professional training/guidance when
making this assessment. The claimant must
complete section 1.



At the end of section 3 please provide your
registration number as a social worker.



The claimant must then return the completed form
to DWP if they are claiming Universal Credit or
Income Support, or HMRC if they are claiming Child
Tax Credits.



Key requirement:
You must have discussed the child’s caring
arrangement with the claimant during the course
of your professional duties.



Further questions
1. Do I need to meet the child who is being cared



for by the claimant?
a. Please use your professional judgement about



whether seeing the child is necessary to making
this assessment. If you have previously met this
child in this caring arrangement it may not be
necessary to see them again.



2. Do I need to meet the claimant?
a. Yes. However if you or a colleague have recently



met the claimant in the course of your
professional duties as a registered social worker
and feel capable of making this assessment,
without meeting them again, then doing so for
these purposes is not necessary. Please bear in
mind that the circumstances of the claimant
may have changed since they were last visited or
met. Therefore, if a recent meeting has not taken
place another should be scheduled for
completing this form. Please use your own
discretion in judging whether you need to meet
the claimant in their home or not.



Child Tax Credit, Universal Credit and Income Support – guidance for social workers IC1 Guidance



Guidance for registered social workers – 
Support for a child who is informally living with a claimant where it is likely that
they would otherwise be looked after by a local authority.



Please turn over





https://www.gov.uk/hmrc/ctc-exceptions








3. Do I have any legal responsibilities to inform
any authorities if I have any concerns about
this caring situation?



a. Completing this form and meeting the
claimant will not bring in any additional legal
responsibilities to your existing professional
role. You will continue to operate within your
professional duty of confidence and any legal
obligations you currently have. For example
safeguarding children and the public.



4. How should I judge if the child would
otherwise be looked after by a local authority?



a. a. Please exercise your professional judgement
in making a decision about whether the child
would otherwise be looked after. This will
involve an assessment of the credibility of
what you have been told by the claimant and
that it is consistent with the tick boxes in
section 3. The claimant is not required to
provide any documentation though they may
wish to do so in your meeting(s).



5. Do I need to be a registered social worker in
the local authority in which the claimant is a
resident, or the local authority where the child
was previously living with their parents?



a. For these purposes it does not matter which
local authority you work for, as long as you
feel able to make the judgement about
whether the child would likely otherwise be
looked after by a local authority.



6. What does the form mean by “normally living
with them”?



a. The child is considered to be living with the
carer as their normal residence, meaning
regularly, usually, typically lives with them,
which allows for temporary or occasional
absences.



7. What should the claimant do with the form
after completion?



a. It is the responsibility of the claimant to return
the form to DWP (if the claimant is on
Universal Credit or Income Support) or HMRC
(if the claimant is on Child Tax Credits). There is
guidance on the final page of the form to
assist them doing so. HMRC or DWP may
contact you to confirm you authentication.



More information
For more information please go to 
www.gov.uk/hmrc/ctc-exceptions



Appendix
Formal non-parental caring arrangements – 
An exception applies if the claimant has in place
any of the following arrangements in respect of the
relevant child or qualifying young person (or did so
before the qualifying young person turned 16, and
they have been continuously responsible for them
since that time):



England and Wales:
l Child Arrangement Order



l Appointment as Guardian



l Special Guardianship Order



l Entitlement to Guardian’s Allowance



Scotland:
l Kinship Care Order (as defined in section 72(1) of



the Children & Young People (Scotland) Act 2014)



l Appointment as Guardian 



l Permanence Order (which grants one or more
parental responsibilities or parental rights in the
claimant)



l Entitlement to Guardian’s Allowance



Northern Ireland:
l Residence Order



l Appointment as Guardian



l Entitlement to Guardian’s Allowance



IC1 Guidance





https://www.gov.uk/hmrc/ctc-exceptions
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Support for a child
who is informally
living with you



Where it is likely that they would otherwise
be looked after by a local authority



Please note there is a separate form for Northern Ireland
claimants. This is for England, Scotland and Wales
claimants only.



From 6 April 2017, support through Child Tax Credit, Universal Credit or 
Income Support payments will generally only be available for the first 
two children you are responsible for. Child Tax Credit will continue to 
pay for all children born before that date. 



For the purposes of this form, by “child” we mean anyone aged under 
16, or a young person aged under 20 who enrolled on, accepted or 
started full-time non-advanced education such as A-levels or 
approved training before they turned 19.



There are exceptions where there are more than two children.
These are detailed at www.gov.uk/hmrc/ctc-exceptions
One of those exceptions applies where a child comes to live with you 
either:
l in a formal caring arrangement, for example, appointment as



guardian – see the Getting extra support section below for the full
list of these, or 



l informally, and it is likely they would otherwise be looked after by
the local authority.





https://www.gov.uk/hmrc/ctc-exceptions








Getting extra support 
You may be able to get extra support when you already have two children if
you are caring for a child who would likely otherwise be looked after by a
local authority. If you think this applies in your circumstances you can apply
for this exception by:
l providing evidence of a formal caring arrangement. An exception applies



if you have in place (or had in place up to the child’s 16th birthday and
they have lived with you continuously since) any of the following
arrangements in respect of the relevant child:



England and Wales:
Child Arrangement Order
Appointment as guardian
Special Guardianship Order
Entitlement to Guardian’s Allowance



Scotland:
Kinship Care Order 
Appointment as guardian 
Permanence Order (which grants one or more parental responsibilities or
parental rights in the claimant)
Entitlement to Guardian’s Allowance



Northern Ireland:
Residence Order
Appointment as guardian
Entitlement to Guardian’s Allowance



or
l completing Part 1 of the form below and asking a registered social



worker, who you should contact in their professional capacity, to fill in
Parts 2 and 3. This is to give us the evidence we need to support you
further.



Any information you provide will be kept in line with data protection 
standards. If you are able to receive this extra support, the reason for the 
exception will not appear in any future benefit notifications. 



How to approach a registered social worker
If you are not already in contact with a registered social worker, please 
contact your local authority.



If you are in a County Council area, it is that council you will need to 
contact. You can find your local authority by inputting your post code at 
www.gov.uk/find-local-council



If you don’t fill in and return the form 
You may not receive additional benefit for a third or subsequent child unless 
one of the other exceptions applies. These are detailed at
www.gov.uk/hmrc/ctc-exceptions
If you are a new claimant to Child Tax Credit you’ll get the extra amount for 
any children born before 6 April 2017. Any third or subsequent children born 
after this date will not receive this extra amount unless one of the other 
exceptions applies to that child.
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If you are having difficulties with this form see More information.



More information
For more information on how to make a claim for this exception:



If you are claiming Universal Credit contact your Work Coach or Case Manager.



If you are claiming Child Tax Credit go to www.gov.uk/child-tax-credit for further 
information and guidance, or call the Tax Credit Helpline on 0345 300 3900.



If you are claiming Income Support go to www.gov.uk/income-support for 
further information and guidance.



Equality and diversity
We are committed to treating people fairly, regardless of their disability, ethnicity,
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Part 1: Your details



Your name



Address



Postcode



National Insurance (NI) number
Letters          Numbers Letter



Please now pass this form to the professional to complete Parts 2 and 3.
There is third party guidance at 
www.gov.uk/government/publications/support-for-a-child-who-is-informally-living-with-you



Support for a child who would likely be looked after
by a local authority if they were not being informally
cared for by the claimant form 
Please fill in this form and return it to us. This will help us give you full support.



You should fill in Part 1 and ask someone else to fill in Parts 2 and 3.



Parts 2 and 3 should be completed by a registered social worker you have previously
spoken to or are now speaking with in their professional capacity about the
circumstances in which you have taken on the care of the child. They’ll need to confirm
that if this child were not being cared for by you, it is likely that they would be looked
after by a local authority.



Please write in black ink and use CAPITAL LETTERS. 
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Signature



Part 2: Registered social worker’s contact details



Address



Postcode



Job title



Name



Local authority



Phone number



/  /



Part 3: Registered social worker declaration



I confirm that



The claimant (name)



contacted me on



regarding the circumstances in
which (child’s name)



/              /



has come to live with the claimant.



Based on the meeting(s) I have had with the claimant in the course of my professional duties,
and any other relevant information available to me, I confirm that:
(Please tick the boxes below if they apply.)



The claimant has undertaken the care of the child who is
normally living with them on an informal basis, and



The circumstances of the child are such that, if they were not currently in the care
of the claimant, it is likely that they would be looked after by a local authority. 



Date



Registration number



HM Revenue and Customs or DWP may contact you to confirm authentication.











What to do now
What you do with the form now depends which benefit you are claiming.



Child Tax Credit
Send the form to 



Exceptions
HM Revenue and Customs 
BX9 1HZ



You may wish to ask for a proof of posting.



Universal Credit 
A Case Manager should have informed you of the process for returning the
form during your phone conversation when you were directed to this form.



If you are a Full Service claimant, give the form to your Work Coach or as
directed by your Case Manager.



If you are a Live Service claimant, send the form to:
Freepost RTEU-LGUJ-SZLG Universal Credit
Post Handling Site B
Wolverhampton
WV99 1AJ



You may wish to ask for a proof of posting



Income support 
Give the form to your Work Coach or send it to the address they tell you.
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Child Tax Credit, Universal
Credit and Income Support–
Guidance for social workers



Overview of policy
From 6 April 2017 support through Child Tax Credit, 
Universal Credit or Income Support will generally only 
be available for the first two children the claimant is 
responsible for. Child Tax Credit will continue to be 
paid for all children born before that date.



For the purposes of this form, by “child” we mean 
anyone aged under 16, or a young person aged under 
20 who enrolled on, accepted or started full-time 
non-advanced education, such as A-levels, or 
approved training before they turned 19.



In recognition that some claimants are not able to 
make choices about the number of children in their 
family, there will be exceptions for certain groups and 
circumstances.



There are exceptions for further children and these 
are detailed at www.gov.uk/hmrc/ctc-exceptions
One of those exceptions is where a child comes to live 
with the claimant either:
l in a formal caring arrangement (for example,



under a Residence Order – see appendix for the full 
list of these); or 



l informally, and it is likely they would otherwise be
looked after by the authority.



Informal caring arrangements
A child who is not living with the claimant in a formal
caring arrangement may instead be in an informal
caring arrangement. 



An informal caring arrangement is an arrangement in
which a child goes to live with an adult (the
claimant), who is not their parent or step-parent, and
who has taken on their care on a full-time basis,
sometimes known as friends and family care.



Claimants who are caring for a child in this type of
informal arrangement can qualify for an exception, as
long as a registered social worker from a local
authority is satisfied that it is likely the child would
otherwise be looked after by the local authority.



Completion of this Informal Care Evidence form will
assist DWP or HMRC in their decision making process
for this exception.



Areas of the form to complete
You should complete sections 2 and 3 of the
Informal Care Evidence form. Please use your
relevant professional training/guidance when
making this assessment. The claimant must
complete section 1.



At the end of section 3 please provide your
registration number as a social worker.



The claimant must then return the completed form
to DWP if they are claiming Universal Credit or
Income Support, or HMRC if they are claiming Child
Tax Credits.



Key requirement:
You must have discussed the child’s caring
arrangement with the claimant during the course
of your professional duties.



Further questions
1. Do I need to meet the child who is being cared



for by the claimant?
a. Please use your professional judgement about



whether seeing the child is necessary to making
this assessment. If you have previously met this
child in this caring arrangement it may not be
necessary to see them again.



2. Do I need to meet the claimant?
a. Yes. However if you or a colleague have recently



met the claimant in the course of your
professional duties as a registered social worker
and feel capable of making this assessment,
without meeting them again, then doing so for
these purposes is not necessary. Please bear in
mind that the circumstances of the claimant
may have changed since they were last visited or
met. Therefore, if a recent meeting has not taken
place another should be scheduled for
completing this form. Please use your own
discretion in judging whether you need to meet
the claimant in their home or not.



Child Tax Credit, Universal Credit and Income Support – guidance for social workers IC1 Guidance



Guidance for registered social workers – 
Support for a child who is informally living with a claimant where it is likely that
they would otherwise be looked after by a local authority.



Please turn over





https://www.gov.uk/hmrc/ctc-exceptions








3. Do I have any legal responsibilities to inform
any authorities if I have any concerns about
this caring situation?



a. Completing this form and meeting the
claimant will not bring in any additional legal
responsibilities to your existing professional
role. You will continue to operate within your
professional duty of confidence and any legal
obligations you currently have. For example
safeguarding children and the public.



4. How should I judge if the child would
otherwise be looked after by a local authority?



a. a. Please exercise your professional judgement
in making a decision about whether the child
would otherwise be looked after. This will
involve an assessment of the credibility of
what you have been told by the claimant and
that it is consistent with the tick boxes in
section 3. The claimant is not required to
provide any documentation though they may
wish to do so in your meeting(s).



5. Do I need to be a registered social worker in
the local authority in which the claimant is a
resident, or the local authority where the child
was previously living with their parents?



a. For these purposes it does not matter which
local authority you work for, as long as you
feel able to make the judgement about
whether the child would likely otherwise be
looked after by a local authority.



6. What does the form mean by “normally living
with them”?



a. The child is considered to be living with the
carer as their normal residence, meaning
regularly, usually, typically lives with them,
which allows for temporary or occasional
absences.



7. What should the claimant do with the form
after completion?



a. It is the responsibility of the claimant to return
the form to DWP (if the claimant is on
Universal Credit or Income Support) or HMRC
(if the claimant is on Child Tax Credits). There is
guidance on the final page of the form to
assist them doing so. HMRC or DWP may
contact you to confirm you authentication.



More information
For more information please go to 
www.gov.uk/hmrc/ctc-exceptions



Appendix
Formal non-parental caring arrangements – 
An exception applies if the claimant has in place
any of the following arrangements in respect of the
relevant child or qualifying young person (or did so
before the qualifying young person turned 16, and
they have been continuously responsible for them
since that time):



England and Wales:
l Child Arrangement Order



l Appointment as Guardian



l Special Guardianship Order



l Entitlement to Guardian’s Allowance



Scotland:
l Kinship Care Order (as defined in section 72(1) of



the Children & Young People (Scotland) Act 2014)



l Appointment as Guardian 



l Permanence Order (which grants one or more
parental responsibilities or parental rights in the
claimant)



l Entitlement to Guardian’s Allowance



Northern Ireland:
l Residence Order



l Appointment as Guardian



l Entitlement to Guardian’s Allowance



IC1 Guidance





https://www.gov.uk/hmrc/ctc-exceptions
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mailencrypt SGO Financial Assessment - telephone appointment





Dear applicant,


 


We have received a request for a financial assessment to be undertaken on yourself with regards to an ongoing Special Guardianship Order application. 


 


In order to be able to undertake this, a telephone call is required with you to go through the process and to book a follow up appointment to complete the assessment. I have tried the telephone number we have been provided with however had no answer, therefore please can you contact the SGO assessment officer on 01772 531119 with 2 working days of the date of this e mail to discuss this and to book in an appointment ASAP. 


 


Thanks,
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Email alert





Please note that an email has been sent to you about the SGO assessment that is currently underway. Please can you check and respond to the email. 


 


If you have not received the email or have any queries please telephone 01772 531119 or email SGOandAdoptionAllowance@lancashire.gov.uk
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SGO Financial Assessment - APPLICANT SURNAME





Hi,



 



Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have tried to make contact with them via both telephone and e-mail to book in an appointment however we have had no response from them and therefore we are unable to progress this assessment any further.



 



Please could you make contact with the applicant and to ask if they can make contact with this team ASAP to be able to discuss the process and be able to book in a telephone appointment with them.



 



Thanks,
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Dear X,



 



Following on from our telephone call appointment on DATE with regards to the financial assessment being undertaken, we have yet to receive all the required evidence as discussed in this phone call. The evidence we require from you is as follows:



 



LIST



 



As agreed in the phone call, we will need this evidence returning no later than DATE to be able to complete this assessment and avoid any delays with court filings. 



 



I look forward to receiving this as a matter of urgency. 



 



Thanks,
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SGO Assessment - Evidence overdue





Dear X,


 


Following on from our telephone call appointment on DATE with regards to the Special Guardianship Order financial assessment that is currently being undertaken on yourself, we have yet to receive any of the required evidence to support the figures obtained from this phone call. 


 


As outlined to you in the phone call & the supporting letter, this evidence needed to be returned to us within 7 days of the phone call assessment held with you on the above date. This deadline has now passed and the supporting evidence now overdue. 


 


As such, this needs to be returned back to us by the end of the working day (DATE) to be able to complete this assessment, failure to do so could result in delays with the court documentation being submitted. 


 


I look forward to receiving this evidence as a matter of urgency. 


 


Thanks,
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SGO Assessment - APPLICANT NAME - No evidence received





Hi,


 


Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have made contact with the carer and completed the assessment over the phone, however they have not returned any of the supporting evidence within 7 days. It was outlined to the applicant in both the supporting letter and the telephone assessment that this evidence needed to be returned back to us within 7 days , and we have had no further responses to telephone calls and the attached e-mail (Attached copy of email sent to applicant) sent to the applicant chasing up this evidence being returned. 


 


Please could you assist us and make contact with the applicant and to ask that they return the required evidence? 


 


Should we not have any response to this e-mail by the end of tomorrow (DATE) then we will re-assign the ICS Finance Information Sharing form back to you as this team cannot progress the assessment until this evidence is received. 


 


Thanks,
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Dear applicant,


 


We have received a request for a financial assessment to be undertaken on yourself with regards to an ongoing Special Guardianship Order application. 


 


In order to be able to undertake this, a telephone call is required with you to go through the process and to book a follow up appointment to complete the assessment. I have tried the telephone number we have been provided with however had no answer, therefore please can you contact the SGO assessment officer on 01772 531119 with 2 working days of the date of this e mail to discuss this and to book in an appointment ASAP. 


 


Thanks,
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Email alert





Please note that an email has been sent to you about the SGO assessment that is currently underway. Please can you check and respond to the email. 


 


If you have not received the email or have any queries please telephone 01772 531119 or email SGOandAdoptionAllowance@lancashire.gov.uk
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SGO Financial Assessment - APPLICANT SURNAME





Hi,



 



Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have tried to make contact with them via both telephone and e-mail to book in an appointment however we have had no response from them and therefore we are unable to progress this assessment any further.



 



Please could you make contact with the applicant and to ask if they can make contact with this team ASAP to be able to discuss the process and be able to book in a telephone appointment with them.



 



Thanks,
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Dear X,



 



Following on from our telephone call appointment on DATE with regards to the financial assessment being undertaken, we have yet to receive all the required evidence as discussed in this phone call. The evidence we require from you is as follows:



 



LIST



 



As agreed in the phone call, we will need this evidence returning no later than DATE to be able to complete this assessment and avoid any delays with court filings. 



 



I look forward to receiving this as a matter of urgency. 



 



Thanks,
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Dear X,


 


Following on from our telephone call appointment on DATE with regards to the Special Guardianship Order financial assessment that is currently being undertaken on yourself, we have yet to receive any of the required evidence to support the figures obtained from this phone call. 


 


As outlined to you in the phone call & the supporting letter, this evidence needed to be returned to us within 7 days of the phone call assessment held with you on the above date. This deadline has now passed and the supporting evidence now overdue. 


 


As such, this needs to be returned back to us by the end of the working day (DATE) to be able to complete this assessment, failure to do so could result in delays with the court documentation being submitted. 


 


I look forward to receiving this evidence as a matter of urgency. 


 


Thanks,
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SGO Assessment - APPLICANT NAME - No evidence received





Hi,


 


Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have made contact with the carer and completed the assessment over the phone, however they have not returned any of the supporting evidence within 7 days. It was outlined to the applicant in both the supporting letter and the telephone assessment that this evidence needed to be returned back to us within 7 days , and we have had no further responses to telephone calls and the attached e-mail (Attached copy of email sent to applicant) sent to the applicant chasing up this evidence being returned. 


 


Please could you assist us and make contact with the applicant and to ask that they return the required evidence? 


 


Should we not have any response to this e-mail by the end of tomorrow (DATE) then we will re-assign the ICS Finance Information Sharing form back to you as this team cannot progress the assessment until this evidence is received. 


 


Thanks,
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SGO Assessment - figure confirmation





Dear APPLICANT,



 



Thank you for submitting the supporting evidence following on from our telephone assessment appointment with you on DATE.



 



These have now been checked and verified against the figures discussed in the telephone assessment and have attached a copy of the means test with figures inputted. We ask that you check over all figures on the attachment and provide confirmation that you are happy with what has been inputted against what was discussed in the telephone appointment and the supporting evidence provided.



 



If you wish to dispute any of the figures inputted, please respond to us clearly highlighting these so that we can have a second look and advise. 



 



Should you be happy with these figures, please respond with your confirmation within 2 working days.



 



Possibly a line about something to do with not being able to provide them with the outcome??



[bookmark: _MailAutoSig] 



Kind regards,
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SGO financial assessment - APPLICANT SURNAME - No confirmation of agreement





Hello,


 


Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have undertaken a telephone assessment & received the supporting evidence from the applicants, however we have yet to receive agreement from them regarding the figures used in the means test template. 


 


We sent the attached e-mail (ATTACH COPY OF EMAIL) to the applicants on DATE asking for them to check the figures inputted and respond with their confirmation of the figures used or whether there were any queries. As per the SGO process, this required a response from the applicant within 2 working days, which we have not received.


 


Please could you assist us and make contact with the applicant and to ask that they respond to the confirmation e-mail sent to them? 


 


Should we not have any response to this e-mail by the end of tomorrow (DATE) then we will re-assign the ICS Finance Information Sharing form back to you as this team cannot progress the assessment until a response is received from the applicants regarding the figures used and this team will not be able to take any further action with regards to the means test.


 


Thanks,
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SGO Assessment - figure confirmation





Dear APPLICANT,



 



Thank you for submitting the supporting evidence following on from our telephone assessment appointment with you on DATE.



 



These have now been checked and verified against the figures discussed in the telephone assessment and have attached a copy of the means test with figures inputted. We ask that you check over all figures on the attachment and provide confirmation that you are happy with what has been inputted against what was discussed in the telephone appointment and the supporting evidence provided.



 



If you wish to dispute any of the figures inputted, please respond to us clearly highlighting these so that we can have a second look and advise. 



 



Should you be happy with these figures, please respond with your confirmation within 2 working days.



 



Possibly a line about something to do with not being able to provide them with the outcome??
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Kind regards,
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Hello,


 


Following on from the request we have received from you on DATE to undertake an SGO Financial Assessment on APPLICANT, we have undertaken a telephone assessment & received the supporting evidence from the applicants, however we have yet to receive agreement from them regarding the figures used in the means test template. 


 


We sent the attached e-mail (ATTACH COPY OF EMAIL) to the applicants on DATE asking for them to check the figures inputted and respond with their confirmation of the figures used or whether there were any queries. As per the SGO process, this required a response from the applicant within 2 working days, which we have not received.


 


Please could you assist us and make contact with the applicant and to ask that they respond to the confirmation e-mail sent to them? 


 


Should we not have any response to this e-mail by the end of tomorrow (DATE) then we will re-assign the ICS Finance Information Sharing form back to you as this team cannot progress the assessment until a response is received from the applicants regarding the figures used and this team will not be able to take any further action with regards to the means test.


 


Thanks,
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SGO assessment - returning completed means test





As per your request dated-----------, a financial assessment has now been completed on this applicant and attached is the finalised means test. 



 



A breakdown of the outcome is as follows:



 



Total of Boarding out payments (based on age(s) of subject child/ren):                                                                                                                                             £



Minus Total of Child Benefit deducted that it is expected that the carer is eligible to claim for the child/ren subject to this application :                                 £



Minus Total of Child Tax Credits deducted that it is expected that the carer is eligible to claim for the child/ren subject to this application (if applicable):£



Final means tested monthly payment to applicant(s) that LCC will make as an average monthly payment should the SGO be granted:                     £



 



There is an expectation that the applicant(s) apply for the above deducted benefits in their own right and this should be reiterated to the carers when the financial element of the SGO is being discussed.



 



As per the SGO flowchart process, our involvement with this assessment has now ended and you need to consult with your Senior Manager regarding the above figures and supporting attached means test for approval and finalising prior to documents being filed with Court. 



 



Should the SGO be granted you will need to refer to the SGO Flowchart for details of the process to be followed to initiate payments to the carer following the Court Hearing when the SGO is granted.



 



(Delete if not applicable)Where Welfare Rights identify and advise on benefit claims, a three month review will take place where the advice is followed up to ensure the claims have been processed as expected, and to ensure any further expected entitlements have been realised. This may lead to an amendment to the means test to accurately reflect the financial position at that point and any changes that the carer may have had to their circumstances as a result of the new caring responsibilities. A second means test has also been attached named ---------- for which the breakdown is as follows. If the three month review confirms that the anticipated benefits are now in place then WRS service will advise the SGO Assessment Officer and revised payment amounts will be applied.
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SGO assessment - returning completed means test





As per your request dated-----------, a financial assessment has now been completed on this applicant and attached is the finalised means test. 



 



A breakdown of the outcome is as follows:



 



Total of Boarding out payments (based on age(s) of subject child/ren):                                                                                                                                             £



Minus Total of Child Benefit deducted that it is expected that the carer is eligible to claim for the child/ren subject to this application :                                 £



Minus Total of Child Tax Credits deducted that it is expected that the carer is eligible to claim for the child/ren subject to this application (if applicable):£



Final means tested monthly payment to applicant(s) that LCC will make as an average monthly payment should the SGO be granted:                     £



 



There is an expectation that the applicant(s) apply for the above deducted benefits in their own right and this should be reiterated to the carers when the financial element of the SGO is being discussed.



 



As per the SGO flowchart process, our involvement with this assessment has now ended and you need to consult with your Senior Manager regarding the above figures and supporting attached means test for approval and finalising prior to documents being filed with Court. 



 



Should the SGO be granted you will need to refer to the SGO Flowchart for details of the process to be followed to initiate payments to the carer following the Court Hearing when the SGO is granted.



 



(Delete if not applicable)Where Welfare Rights identify and advise on benefit claims, a three month review will take place where the advice is followed up to ensure the claims have been processed as expected, and to ensure any further expected entitlements have been realised. This may lead to an amendment to the means test to accurately reflect the financial position at that point and any changes that the carer may have had to their circumstances as a result of the new caring responsibilities. A second means test has also been attached named ---------- for which the breakdown is as follows. If the three month review confirms that the anticipated benefits are now in place then WRS service will advise the SGO Assessment Officer and revised payment amounts will be applied.
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SGO Assessment - LCS response to incorrect info





In line with the SGO financial process, not all the required information needed to be able to undertake this assessment has been provided. 



 



You will need to cancel or finalise this form and the below information will need to be provided on a new LCS Information Sharing Form to reflect the correct date for a request that can be processed:



 



Carer's Name, address, telephone number, email address, NI number, any special requirements (e.g. translators), name & LCS numbers of child/ren subject to SGO application and date the means test is due to be filed with court.
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		Phone:

		



		

		Email:

		



		

		

		



		

		Your ref:

		





		

		Our ref:

		



		

		Date:

		

























		Dear Sirs

		















RE:	 





Notice pursuant to Regulation 15 of the Special Guardian Regulations 2005



I write further to the above matter and your assessment for Special Guardianship Support Services.

The Local Authority has undertaken an assessment of your needs in order to determine what, if any, support services to offer to you.  This assessment has been carried out in accordance with the procedure set down in Regulation 12 of the 2005 Regulations and I enclose a written report of this assessment.

In summary, the Local Authority has determined that you will require special guardianship support services in order to meet their needs and the needs of ….  These services will continue post the Special Guardianship order and will support the placement of … The suggested support services are listed on the attached support plan. 

The assessment has also determined there is a need for financial support, details of the amount of financial support and how this has been calculated is included within the special guardianship support plan.

The 2005 Regulations require that where financial support is paid periodically, as is proposed in this instance, such payments cannot commence until you agree to those conditions set out in Regulation 10(1).

In addition to the above, and in accordance with Regulation 10(2) the Local Authority has determined to make the financial support subject to the following conditions:

Conditions:

This offer of Financial Support Services is made subject to the conditions outlined below (pursuant to Regulations 9 and 10 of the Special Guardianship Regulations) and that the Prospective Special guardians agree to be bound by those conditions:



1. The prospective special guardian shall inform the Local Authority of any change of address

2. The prospective special guardian shall inform the Local Authority if Kendall dies

3. The prospective special guardian shall inform the Local Authority if there are any changes in their financial circumstances which may affect the financial support payable to them

4. The prospective special guardian shall complete and supply to Lancashire County Council an annual statement detailing their financial circumstances, the financial needs and recourses of….. This shall also include confirmation of their address and that ….. still resides with them. 

5. Financial Support shall cease to be paid to the Prospective Special Guardians under any the following circumstances:

a. ….. ceases to have a home with them

b. ……ceases full time education or training and commences full time employment

c. ….. qualifies for income support, jobseekers allowance or employment and support allowance. 

d. …..attains the age of 18 unless she continues in full time education or training when it may continue until the end of the course or training, upon the discretion of Lancashire County Council

6. The financial support may be subject to review on an annual basis upon receipt of the prospective special guardians annual statement has been received. Should any variations of the support be deemed appropriate the prospective special guardians shall be informed of this in writing and shall then have 28 days in which to make representations as to that decision. 



The prospective special guardians are directed to the attached SGA1 form and are asked to consider this document.



Should the prospective special guardians agree to be bound by the above conditions Lancashire County Council consider the following financial support to be appropriate:



The Local Authority propose to pay ££££ per month in relation to caring for …..  In determining this figure the Local Authority has taken into account the provisions within Regulation 13 of the 2005 Regulations. 

The financial support will be reviewed periodically in accordance with Regulation 18 of the 2005 Regulations.

The assessment has determined there is a need for other support services (excluding financial support) and details of these services are also included within the draft special guardianship support plan.

Your clients have the right to make representations to the local authority concerning its decision and the reasons for it within a reasonable period. We would respectfully invite them to do so prior to ….. in writing to this office.



Upon receipt of those representations the Local Authority shall make their final decision and provide a notice pursuant to Regulation 16 of the 2005 regulations.





	



Yours faithfully











Please quote our full reference number on all correspondence 
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Legal & Democratic Services
P O Box 78    County Hall    Preston    PR1 8XJ
DX 710928 PRESTON COUNTY HALL
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RE: APPLICATION FOR A SPECIAL GUARDIANSHIP ORDER 

APPLICANT NAME:

CHILDREN: 



Notice pursuant to Regulation 16 of the Special Guardian Regulations 2005



I write further to your application for a Special Guardianship Order in respect of the above mentioned (child) and the Special Guardianship Report and Support Plans which were filed and served on the (date). 



Financial Support

The assessment has determined there is a need for financial support. This has been calculated by using the DFES means test spreadsheet for SGO matters. This has taken account of the boarding out rates currently in use by Lancashire County Council.



 The Local Authority propose to pay £___________ per month. This is the total figure paid in respect of the children.



In determining this figure the Local Authority has taken into account the provisions within Regulation 13 of the 2005 Regulations. 



The financial support set out above shall be paid from the date of the making of the Special Guardianship Order.



The financial support will continue on an ongoing basis in accordance with the conditions set out in the responsibilities of the Local Authority and the responsibilities of the Special Guardian sections below.











Other Support Services

The assessment has determined there is/is not a need for other support services (excluding financial support) details of this assessment can be seen within the support plan. 

The Local Authority is required to nominate an officer under Regulation 14(4) to monitor the provision of support services in accordance with the support plan. In this case that officer is xxx, District Manager.



Responsibilities of the Local Authority

The Local Authority has duties set out in regulation 17 & 18 Special Guardianship Regulations 2005.



The Local Authority must review provision of support services:

a) If any change in the person's circumstances which may affect the provision of special guardianship support services comes to their notices;

b) At such stage in the implementation of the plan as they consider appropriate; and

c) In any event, at least annually.



If the Local Authority propose to vary or terminate the provision of special guardianship support services to any person, before making any decision as a result of the review, the Local Authority must give the person an opportunity to make representations and for that purpose the Local Authority must give him notice of the proposed decision and the time allowed for making representations.



The Local Authority must, having regard to the review and after considering any representations received the within the period specified in the notice:

a. Decide whether to vary or terminate the provision of special guardianship support services for the person; and

b. Where appropriate, revise the plan.



Where the Local Authority is providing financial support payable on a periodical basis, the Local Authority must review the financial support:

a. On receipt of the annual statement provided by the special guardian (detailed below)

b. If any relevant change of circumstances or any breach of a condition mentioned in regulation 10 of the 2005 Regulations (set out below) comes to their notice; and

c. At any stage in the implementation of the plan that the Local Authority consider appropriate.



If the Local Authority propose, as a result of the review, to reduce or terminate the financial support or revise the plan, before making that decision, the Local Authority must give the person an opportunity to make representations and for that purpose the Local Authority must give him notice of the proposed decision and the time allowed for making representations.



However, this does not prevent the Local Authority from suspending payment of financial support pending the making of a decision as set out above.



The Local Authority must, having regard to the review and after considering any representations received the within the period specified in the notice:

c. Decide whether to vary or terminate payment of the financial support or whether to seek to recover all or part of any financial support that has been paid; and

d. Where appropriate, revise the plan.



The Local Authority must give the person notice of their decision, including the reasons for it, and, if applicable, the revised plan.



Responsibilities of the Special Guardian

Where, as in this case, financial support is to be paid periodically, it is not payable until the prospective special guardian agrees to the conditions set out in regulation 10 of the 2005 Regulations:

a. That he will inform the Local Authority immediately if:

i. He changes his address

ii. The Child dies

iii. The child ceases to have a home with the prospective special guardian

iv. The child ceases in full-time education or training and commences employment

v. The child qualifies for income support, jobseekers allowance or employment and support allowance in his own right

vi. The child attains the age of 18 unless he continues in full-time education or training when it may continue until the end of the course or training he is then undertaking; or

vii. There is any change in the prospective special guardian's financial circumstances or the financial needs or resources of the child which may affect the amount of financial support payable to the prospective special guardian.

And, where the information is given orally, it must be confirmed to the Local Authority within seven days.

b. The prospective special guardian will complete and supply the Local Authority with an annual statement setting out the following matters:

i. His financial circumstances

ii. The financial needs and resources of the child

iii. His address and whether the child still has a home with him.



Subject to Regulation 10(4) Special Guardianship Regulations 2005, where any condition imposed upon the Special Guardian is not complied with, the local Authority may:

1. Suspend or terminate payment of financial support; and

2. Seek to recover all or part of the financial support Local Authority has paid.



Right to make representations (including any complaint)



Should the prospective special guardian be dissatisfied with the above initially any representation should be made to their social worker.



A complaint may be made in the usual way, if an issue cannot be resolved. Appeals regarding special guardianship allowance are heard by a panel sub-committee or an Area Manager.
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