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1. Introduction 

1.1 This document is the case transfer policy which is intended to cover transfers across 

the department. The purpose is to ensure the effective and efficient transfer of cases 

between Enfield Children Services teams. Transfers should be timely; ensuring that 

children / families receive support with no gap in service provision, supported by the 

principle of ‘no delay’. 

1.2 This document sets out ‘best practice’ principles and processes regarding case 

transfers. However, due to the nature of the work we are engaged in, it cannot cover 

every eventuality and does not seek to do so. Therefore, whilst this policy should be 

used as a reference point whenever a case transfer is required, a degree of 

pragmatism will be required in many cases. The guidelines within this document may 

be subject to change on a case by case basis following manager to manager 

discussion and agreement. 

1.3 The transfer policy is a best practice example and social care teams should aim to 

meet this standard when cases are being transferred between teams and services. 

1.4 For cases that no longer require a social work intervention the step-down 

procedures should be followed as appropriate. 

2. Key principles 

 At all times the needs of the child are paramount when considering the transfer 

process and appropriate point to transfer case responsibility.   

 There should be as minimal change of team and worker throughout the duration of 

Children’s Services involvement as possible. 

 Safe transfer of work means early warning where possible, all relevant tasks 

completed, forward dates clearly identified, and all parties informed. Aligned with 

relationship-based practice, wherever possible, we should endeavour to achieve 

joint / handover visits 

 

2.1.       That the child / young person and their family receive the right service from the 

right team at the right time. 

 In practice, this means that in most cases: 
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• If a child is disabled with complex needs and needs a social work service, the 

case will most likely benefit from being held within the Joint Service for 

Disabled Children’s Service (Cheviots) based on the Eligibility Criteria. 

• If the child is at risk and at home, the case will most likely benefit from being 

held within the Child Protection and Child in Need Service (CPCiN) or the 

Children’s Specialist Support Service (CSS) 

• If a child is living in a home where there is significant or ongoing domestic 

abuse the case will most likely benefit from being held within the Domestic 

Abuse team. 

• If a child or young person is at risk of family breakdown or at risk of coming 

into care and they are aged between 11 and 17 years old, then the case will 

most likely benefit from the Adolescent Safeguarding Teams 

• If a child or young person (16+) is threatened with /or is at risk of 

homelessness, then the case will most likely benefit from being held within 

the Adolescent Safeguarding Teams 

• If the child is primarily at risk of exploitation, the case will most likely benefit 

from being held within the Adolescent Safeguarding Teams 

• If the child is in care and there is sufficient evidence that the prognosis for 

reunification home is poor and permanence needs to be achieve away from 

the family the case will most likely benefit from being held within the Looked 

After Children Service if the child is under 16 years old or the Leaving Care 

team if the child is 16 years and over. 

• If the child is in a private fostering arrangement the case will most likely 

benefit from being held in the Private Fostering Team 

2.2 That work with the child and their family should be undertaken in a way that 

makes most sense for the child / young person and their family. 

If the child is in care and the Looked After Children’s team or Leaving Care Team 

holds case responsibility and a new child protection concern emerges the 

expectation is for team holding case responsibility to follow relevant processes for 

any situations that may arise i.e. follow child protection processes where a child is 

suspected to have suffered significant harm (including LADO processes) rather than 

by referring to the MASH or Assessment and Intervention Teams. 

2.3. No case transfer should be delayed to the detriment of the child/young person and 

their family. 
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Throughput of work is essential to maintain access to new referrals. All cases should 

move to the new team once the transfer point has been reached. Any capacity or 

allocation issues must be managed by the receiving team, and not hold up the 

transfer process. In practice, this means that teams have a responsibility to ensure 

that the case transfer is not delayed because of further work required on the case 

file. It is expected that case files are in good order however on rare occasions case 

transfer prior to the case file being brought up to date may occur, if this is in the best 

interests of the child / young person and their family. 

When considering transitions between teams, it is important to ensure there are no 

delays for families in receiving a service and that there are no unallocated cases 

across the service. When transferring a case, the children and families must be given 

the maximum information about impending changes and any contact details, at the 

earliest possible opportunity. 

3 Good Practice for Individual Case Transfers 

3.1 For the managers to discuss and agree: 

• That appropriate decision-making and plans are in place to support the 

transfer of cases to ensure children and families receive the appropriate level 

of service delivery, based on threshold and the level of identified need 

• That the file has been audited and that the checklist has been agreed by both 

managers – checklist 

• To arrange a transfer meeting to confirm the date for case transfer 

• In exceptional situations, that there is an agreement for the completion of 

any outstanding tasks and a timescale for completion and that this is 

recorded on the file both in the case note and the transfer summary. This 

should clearly state who is responsible for the outstanding tasks and when 

they should be completed 

• That appropriate arrangements are in place for case discussion between 

current and receiving social worker and agreement for a handover / joint visit 

where possible 

3.2 For the current allocated worker to: 

• Discuss with the child/young person and their family and confirm in writing 

that the case is being transferred and where being transferred to and provide 

details of the new team including the date of transfer. 
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• Inform the professional network in writing (including the IRO for CP and LAC 

cases) that the case is being transferred and the team it has been transferred 

to. Allocated worker to provide the Team Manager and the duty contact 

numbers 

• Allocated worker to make themselves available for case discussion and 

handover joint visit where possible 

3.3 For the new allocated case worker to: 

• Make themselves available for case discussion and handover / joint visit 

• Contact the child / young person and the family to inform them of the 

allocation of the case to them 

• Be aware of key upcoming dates in relation to the case such as court 

hearings, reviews, transition events etc 

4. Points of transfer and transfer meetings 

 Our aim should be to minimise the number of meetings held and to transfer cases as 

quickly and smoothly as possible. The Assessment and Intervention (A&I) teams and 

Child Protection and Child in Need teams hold weekly transfer meetings to prevent 

delay.  

All other services should transfer cases in pre-arranged meetings where possible.  

4.1  Child in Need Section 17 Cases  

If, as a result of a Child and Family Assessment the Assessment and Intervention 

Team identifies an ongoing need for statutory social work intervention under a Child 

in Need Plan (S17 Children Act) this will most likely be provided by the Child 

Protection and Child in Need teams. An additional criterion is applied for cases that 

require a child in plan when transferring to the Domestic Abuse Team, Adolescent 

Safeguarding Teams and the Joint Service for Disabled Children. 

The case transfer will be undertaken at the first CIN meeting that will be arranged 

and chaired by the current Team Manager or allocated social worker and attended 

by the newly allocated team social worker. All professionals who are deemed 

necessary to support the transferring plan must be invited to attend the initial Child 

in Need Meeting by the current social worker.  

A CIN Plan must be developed before the Initial CIN meeting and shared at the first 

CIN network meeting to ensure parents/carers and professionals are in agreement 
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with the plan and/or for relevant amendments to be made to the CIN Plan following 

this meeting.  

The case will then be transferred on the system once the CIN meeting minutes have 

been completed and uploaded on the system. The aim is for this to take place and 

case be transferred within 5 working days after the meeting has taken place. The 

minutes of the CIN network meeting including the agreed plan must be shared with 

the professionals, child / young person and the family prior to case transferring.  

4.1.1 Child subject of a Child in Need Plan transferring to Enfield from another Local 

Authority  

Where a child subject to a Child in Need plan in another authority moves to Enfield, 

the referral will initially go to Multi Agency Safeguarding Hub (MASH). The referral 

from the other local authority must include:  

• Copies of an up to date assessments (including EHCP if one is in place) of each of 

the children in the family which clearly identifies the assessed need and any risk / 

areas of concern(s) to each child  

• Copies of the minutes of all the Child in Need Meetings and Child in Need Plans 

relating to the period for which the children have been subject to the plan 

• Chronology and genogram  

• An up-to-date case summary setting out both the current situation and all 

relevant background information about the children  

In the absence of any of the above paperwork, the MASH team must not accept the 

case responsibility.  

If the case is considered to meet threshold for a child in need plan in accordance 

with the Enfield Threshold document supported by all the requested documentation, 

MASH will alert the duty CPFS team who will liaise with the referring Local Authority 

for transfer discussion / meeting.  

 

4.2  Child Protection plan cases  

If, as a result of a Section 47 Investigation / Child and Family Assessment, the 

Assessment and Intervention Team identifies an ongoing need for statutory social 

work intervention under a Child Protection Plan this will be most likely be provided 

by the Child Protection and Family Support teams or Joint Service for Disabled 

Children (JSDC) service if the child meets the criteria for the service.  



 

 Page 7 

 

A date for the Initial Child Protection Conference (ICPC) will be arranged, in 

consultation with the Safeguarding and Quality Assurance Service (SQAS) and this 

will be notified to the Child Protection and Child in Need (CPCiN) duty team manager 

The Assessment and Intervention team social worker or current social worker will 

produce a report for the Initial Conference and ensure this is shared with the parents 

in advance and Chair of the Conference two days before the Conference.  

The CPCiN or Joint Service for Disabled Children (JSDC) Duty Team Manager and or 

duty social worker will attend the ICPC. The case transfer will take place at the first 

Core Group organised by the Assessment and Intervention team and attended by the 

allocated social worker or duty social worker from the receiving team.  

If the decision from the ICPC is that the child is not made subject to child protection 

plan, then a SMART Child in Need Plan will be agreed at that point in the meeting. 

The Conference Chair will ensure that an initial Child in Need Plan is made at the 

meeting. It is also expected that a date for the Child in Need Meeting will also be 

arranged within 10 days of the meeting and recorded in the plan / minutes. 

4.2.1 Transfer ‘In’ Child Protection Conference  

When a family with children subject to a Child Protection Plan moves to Enfield, the 

originating authority notify the MASH at the earliest opportunity. MASH should 

notify the Safeguarding and Quality Assurance Service immediately on receipt of the 

above information.  

Requests for transfer in conferences are managed by the Safeguarding and Quality 

Assurance Service (SQAS) and Meetings, Panels and Events (MPE) team and any 

requests should be referred to MPE who will request all relevant documentation, 

update temporary CP Plan list and let key agencies in Enfield know e.g. health and 

police.  MPE will open a contact. MASH should redirect any referrals to MPE. 

Transfer in conference should take place within 15 working days of submission of all 

information/documents. Once this date is confirmed the information should be 

shared with the CPCiN duty manager so that they can arrange to attend the 

forthcoming meeting and assist with the allocation of the case.  

At that Transfer in Case Conference, Enfield Children Services will formally accept 

case responsibility.  

4.2.2 Transfer ‘Out’ Child Protection Conference  

Where a child on a Child Protection Plan moves out of Enfield, the allocated SW must 

inform MPE and Independent Reviewing Officer (IRO) that child resides out of the 
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borough. The SW must complete the form with details within 24 hours and forward 

to MPE so the host authority can be notified. SWs should liaise with host authority to 

arrange transfer out conference within 15 working days. MPE and IRO to be notified 

of date and transfer out pathway to be completed. 

4.3  Children in care  

Where there is a care plan for the child to remain in the Local Authority’s care on a 

long-term basis, the case should be transferred to the Looked After Children’s (LAC) 

Team. This plan should be ratified at the first LAC Review.  

Good practice should be supported by a joint handover visit by the transferring and 

receiving social worker to support the transition plan and ensure the child is included 

in the planning. If care proceedings have been initiated, the LAC manager and / or 

social worker should attend the first court hearing wherever possible and the case 

must transfer either at the initial court hearing or the 1st LAC review. 

If the child is Section 20 the case transfer will take place at the 2nd looked after 

child’s review unless earlier by agreement. 

4.3.1 If the child / young person is subject to care proceedings and the final order is a 

Supervision Order, the case remains in the Looked After Children team unless the 

child is to live outside the Local Authority when the case will transfer to the new 

Local Authority. The case may transfer to CPFST after the supervision order expires if 

this is still needed it is envisaged that a step down will be appropriate at this point. 

4.3.2 Children and young people that should not transfer to the Children Looked After 

teams  

• A child accommodated subject to Section 20 with a clear plan to return home will 

transfer to either the Edge of Care team or CPFS team or retain a social worker in 

the CPFS (if already allocated) to ensure the plan is completed.  

• A child with a care plan to be placed with a relative / friend subject of a Special 

Guardianship Order and an assessment has started; it is considered good practice 

for the allocated Social Worker in the CPFS team to continue to work with the 

child and the family to complete the assessment and secure permanency without 

a further change in Social Worker  

4.6 Transfer to the Leaving Care Service 

All 16- and 17-year olds accommodated under section 20 will initially be case 

managed in the CPFS service including Edge of Care Team but will be transferred to 
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the Leaving Care Service once it is clear that they will be entitled to a leaving care 

service.  

When a child of 16 or 17 becomes looked after the CIN service should notify the 

Leaving Care Team duty manager by email, including notification of the date of the 

first LAC review. 

The allocated social worker from any of the services holding a 16 / 17-year-old 

looked after child will complete Pathway Plan Part 1 (Needs Assessment). Case 

responsibility should transfer to the Leaving Care Service after the 13 weeks if they 

meet the eligibility criteria 

4.7 Children with disabilities and complex needs  

Children with disabilities and complex needs can be transferred to the Joint Service 

for Disabled Children (Cheviots Team) following a Child and Family Assessment 

which identifies the need for ongoing support from the service. The eligibility criteria 

is set out in the document (link to SEND LOCAL OFFER) 

If the child is disabled and requires ‘child in need’ services, transfer at the first ‘Child 

in Need’ meeting after the completion of the Child and Family Assessment  

If the child is disabled and subject to a child protection plan, the Team Manager from 

the Joint Service for Disabled Children (Cheviots team) should be invited to the Initial 

Child Protection Case Conference. The transfer could then take place at the first core 

group meeting after the initial conference. 

Cheviots Team will retain case responsibility for Looked After Children, children on 

Child Protection and CIN plans if the above criteria are met. If the child / young 

person is a looked after child and it is subsequently determined that they do not 

meet the threshold for allocation in Cheviots the case transfer should take place at 

the next looked after children’s review.  

4.7.1 Transfer of children with disabilities from Cheviots to Leaving Care Service 

With the new transition arrangements in place all young people over 16 will be 

entitled to a pathway plan and those over 18 maybe entitled to leaving care team 

support and adult support services. All LAC young people who are eligible for leaving 

Care Services will therefore transfer when young person reaches 18 

 

5.  Siblings (INCLUDING HOUSEHOLDS WITH MORE THAN ONE FAMILY 
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5.1 When making a judgement about which team is best placed to take overall case 

responsibility for a group of siblings with individual needs, the following criteria 

should be considered, however there will be some teams where careful 

consideration is required when working with a sibling group as indicated below. 

  

 

 

6. Escalation Processes 

6.1 In the unlikely event that there is a dispute or disagreement between team 

managers then the decision should be escalated to the appropriate senior managers 

or Heads of Service. 

  


