APPENDIX E

ADOPTION, SGO, RESIDENCE ORDER AND CHILD ARRANGEMENT ORDER FINANCIAL SUPPORT PANEL PROCESS



























All Initial Assessments and Review of Order Allowances must be submitted to Financial Support Panel for consideration.  These are currently held on Thursday mornings from 9.00 am.





Item to be booked by CSW on next available Panel by contacting Business Support in Fostering and Adoption Service.


All relevant information and paperwork must be provided to Business Support. 


Deadline for submission of paperwork is 3 working days prior to Panel.








The following paperwork must be provided:


Referral form signed by CSW and their Practice Manager - 	hyperlink below: 


�HYPERLINK "file:///J:\\CARED%20FOR%20CHILDREN%20SERVICE\\FINANCIAL%20SUPPORT%20PANEL"�J:\CARED FOR CHILDREN SERVICE\FINANCIAL SUPPORT PANEL�


Completed Financial Statement


Written confirmation of sight of original evidence of income and expenditure (e.g. bank statement)


Adoption / SGO / Residence Order / CAO Support Plan


Any other supporting documents





Item added to Agenda by Business Support.








Completed Agenda and Paperwork submitted by Business Support to Head of Service, Cared for Children and other Panel members including HOS CP & Court and Practice Manager Adoption / SGO Support prior to Panel meeting.





Business Support Officer attends Panel and takes minutes on individual Decision Sheets.





Following Panel, Decision Sheets typed up with decisions clearly recorded and forwarded to HOS, CFC within 3 days for authorisation.





Decision sheets signed by HOS at following Panel Meeting (unless, in exceptional circumstances, required earlier due to court timescales.  If so a request for this to be made at Panel). 





Copy of Decision Sheets sent to CSW, their Practice Manager and Practice Manager Adoption / SGO Support.





Adoption Allowance / SGO/ RO / CAO Spreadsheet updated by Business Support with details of child, carer, financial support agreed and next review date.








Copy of Decision Sheet (and any relevant supporting information) forwarded to Carer Payments Team by Business Support to activate payment to carers.





Business Support to add contact to ICS and scan all documents onto ICS (other than copies of evidence – details of the evidence seen should be recorded on the means test spreadsheet).








Business Support to update Financial Tracking System





Outcome of decision confirmed in writing by business support to carer and original documents returned – see separate Business Support allowances Process. 


Copy of letter added to ICS by Business Support.
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