
 
 
 
 
 
 

AGENCY PLACEMENT/SERVI

What do I do when I need an age  
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7. Once a decision has been made by the Area 
Agency Panel then a copy of the document 
should be sent to the Children’s Social Care 
Finance Team for processing.  Please note: any 
requests that have received approval from H of 
F/H of CSC, will have copies of the approved 
documents forwarded to the Finance Team by 
the Placements Co-ordinator (Admin). 

10B. Placement/Service ends 

 

 
11. Please e-mail the Finance Team/Placements 
Co-ordinator to advise end date 
 
CE REQUEST (APS1 & APS2) 
 
ncy placement/service for a child?

 

 
 
1. Social Workers should discuss the case with their Team Leader/Team Manager and gain agreement that they 
can commence searching for an agency placement/service.   
 
 
2. You then need to secure a placement/service.  If you require external residential/fostering vacancies, this can 
be provided by the Placements Co-ordinator. 
 

 

 
 
 
 

3. For any kind of residential/fostering placement you should confirm the status of the provider with the Contracts
Unit.  They would also be able to assist if you have any questions, issues or concerns regarding the 
provider/placement. If the placement is approved, the Contracts Unit will be responsible for drafting the Individual
Placement Agreement in consultation with the relevant Team Leader/Team Manager. 
 

 
 4. All sections of form APS1 should be completed for all requests.  If not, the form will not be considered and
returned.  
 
 
5. The Social Worker should then pass the completed form to the Team Leader/Team Manager for their comments 
to be added to the form.  It should then be passed to the Area Manager for his/her recommendations. 
 
 
 

6. The completed form should then be presented 
to the Area Agency Panel for consideration. In 
some circumstances extra information may be 
requested.  
 

8. If the request is for an URGENT or new 
residential/fostering placement then the Area Manager 
will add his/her comments to the form and it will be e-
mailed to the Placements Co-ordinator for the attention 
of the Head of Fieldwork/Head of Children’s Social Care
for emergency approval. Please note that all NEW 
residential/fostering placements need approval from the 
Head of Fieldwork/Head of Children’s Social Care. This 
also applies to continuation requests that are being 
monitored via HQ. 

 

 

9. Once the request (or continuation if applicable) is 
approved by the Head of Children’s Social Care and a 
timescale given, confirmation will be sent by e-mail to 
the Area Manager/Area Manager’s Admin advising the 
outcome.  The Contracts Unit will also be informed of the
outcome of new requests in order that an Individual 
Placement Agreement can be issued to the Provider. 
The signed documents will then be returned to the Area 
Manager and copies sent to Children’s Social Care 
Finance Team for processing. (This will therefore not 
need to be done by the Area Teams)  Any placements 
/services NOT monitored via HQ need to be approved 
by the Area Agency Panel who should then forward 
copies of the forms to finance for processing. 
 
 
 
 

10A. When the approved timescale is due to 
expire and it is planned that the 
placement/service will continue it will then be 
necessary for Form APS2 to be completed and
the process from No 4 above applies. 
 



EDT: 
 
EDT should complete form APS1 when an emergency placement or service is commissioned out of 
hours.  The completed form should be e-mailed to the relevant Area Manger (also copied to Area 
Manager’s Admin) for his/her comments to be included.  The placement/service then continues to be 
overseen by the Area Team. 
 
 
YOT: 
 
The process also applies to the Youth Offending Team who should follow the process detailed on the 
flowchart.  The completed form should be passed to the YOT Manager for comments before the 
completed form is forwarded to the relevant Area Manager.  
 
 
LEAVING CARE:  
 
As from September 2005 Leaving Care will have a Delegated Budget.  All completed requests should 
then be e-mailed by the Leaving Care Team Social Worker to the Area Residential Manager for 
comments to be included on the form (in the box that says Team Leaders/Team Managers 
Comments).  He/she will then forward the form to The County Residential Manager (instead of Area 
Manager) who will add his/her comments to the request.  The request should then be e-mailed to 
the Placements Co-ordinator for the attention of the Head of Fieldwork/Head of Children’s Social 
Care for consideration.  The process will remain the same in all other aspects.    
 
 
PLEASE NOTE: 
 
The new forms replace the PL2/3 and the TPS1/2.  The APS1 is a combined PL2/TPS1 and the APS2 
is a combined PL3/TPS2.  These new forms have been introduced in order to reduce the amount of 
form filling that currently has to be undertaken.  This is seen as an interim measure until the forms 
can be integrated into ISSIS which will then reduce the amount of paperwork having to be 
completed further.  
 
Any movement of a child/young person requires an SS14 form to be completed immediately by the 
Social Worker together with the Business Support Unit making the statutory notifications detailed by 
the Social Worker on Form C9. 
 
An Individual Placement Agreement must be completed by the Contracts Unit for any new 
Residential/Fostering placements in conjunction with the relevant Team Leader/Team Manager 
 
It is assumed that most agency placements/services are made on a planned basis.  However, it is 
accepted that on occasions emergency placements/services take place. If the placement/service is 
not planned the next scheduled Area Agency Panel should discuss the request. It is an expectation 
that the Area Agency Panel will have considered the request and authorised the recommendation for 
all other placements/services. 
 
External placements are monitored via HQ.  However, when an external placement has been ratified 
as the permanent placement at the child’s Review then the next continuation request should state 
that it has been ratified as a permanent placement and the date the Review was held.  It will then 
be agreed by the H of F/H of CSC that the placement can subsequently be monitored by the Area 
Agency Panel.  This will mean that there will be no need to continue sending continuation forms to 
HQ for approval.  
 
 
 
 
 


