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Conclude a care arrangement checklist


	Minimum requirements

	For a child transitioning to a new care arrangement 

 FORMCHECKBOX 
   Talk to the child about ending the current care arrangement and address any worries they may have.

 FORMCHECKBOX 
   Arrange for the child to visit the new care arrangement, or to see photos of where they will be living. 

 FORMCHECKBOX 
   Encourage the carer and/or service provider to identify how they can directly assist the child during the transition, including how to give child the opportunity to say good-byes.
 FORMCHECKBOX 
   Arrange for the child to say good-bye to school friends and staff, if they will be changing schools.

 FORMCHECKBOX 
   Make specific arrangements for the child’s move to their next household – when and how.
 FORMCHECKBOX 
   Complete the Care assessment information to parents form in Unify. 

 FORMCHECKBOX 
   Advise the parents and the child of the care arrangement decision (refer to the CSPM, Provide written notice of the decision to the child and their parents.) 

	When the child is leaving the current care arrangement
 FORMCHECKBOX 
   Ensure the child’s possessions, comfort belongings and photographs have been provided.

 FORMCHECKBOX 
   Arrange for the handover of all relevant documents about the child – child health passport folder, Medicare card, birth certificate, school reports, banking details, etc
 FORMCHECKBOX 
   Ask the service provider to make sure the carer or non-family-based service co-ordinator to complete the Conclusion of a care arrangement form. 

 FORMCHECKBOX 
   Consider and respond to the child’s and former carer’s views about future contact between them.

	Recordkeeping requirements
 FORMCHECKBOX 
   Record the end date of the care arrangement in the Unify care arrangement case.
 FORMCHECKBOX 
   For a family-based care arrangement, make sure all actions in Carepay are completed.

 FORMCHECKBOX 
   Update the child’s person profile in Unify using the information provided by the carer or the care service. 
 FORMCHECKBOX 
   Arrange for the return of the certificate of approval for a kinship carer, only if they were approved to provide care for this child only, and/or are not providing short break care to the child.
 FORMCHECKBOX 
  Update the child’s address in the ‘Letter to Medicare – change of address form’.

 FORMCHECKBOX 
   Contact the child’s school and any other agency working with the child to advise them of the child’s change of address and care arrangement.

 FORMCHECKBOX 
   Save the signed ‘Letter advising parent/s of placement information’ or the ‘Letter advising parents of withholding information’ in Unify (used only if the child is in the custody or guardianship of the chief executive and the care arrangement exceeds 6 nights.) 

	Additional considerations for unplanned endings
 FORMCHECKBOX 
   Discuss the proposed decision with the child, the carer and their service provider; or the manager of the non-family-based service provider.
 FORMCHECKBOX 
   Provide the foster or kinship carer with written notice of a decision to remove a child, if the requirements outlined in line with the Child Protection Act 1999, section 90.
 FORMCHECKBOX 
   Provide the foster or kinship carer with the Letter to carer – removal of a child (section 89) if relevant. 

 FORMCHECKBOX 
   Give the child written notice of the removal decision and let them know they have 28 days to seek a review of the decision through QCAT.
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