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Commence a care arrangement checklist


	Minimum requirements

	Provide to all care arrangements

 FORMCHECKBOX 
    Written information about the child’s carer needs eg Child information form, or referral form.
 FORMCHECKBOX 
    Authority to Care form.
 FORMCHECKBOX 
    Placement agreement (or date of first meeting to develop placement agreement).
 FORMCHECKBOX 
    Child’s Medicare card.
 FORMCHECKBOX 
    Child health passport folder.
 FORMCHECKBOX 
    Copy of the child’s birth certificate (excluding emergency and short break care arrangements.
 FORMCHECKBOX 
    Create a placement event in ICMS and enter the dates of the placement.
 FORMCHECKBOX 
    Copy of child’s current case plan.

	Additional requirements for a family-based care arrangement

 FORMCHECKBOX 
   Provide medical decision-making letter to carer – Letter re: custody (or guardianship) (medical).
 FORMCHECKBOX 
   Provide educational decision-making letter for carer - Letter re: custody (or guardianship) (schools)’.
 FORMCHECKBOX 
   Submit requests for additional carer payments to CSSC manager or financial delegate, if relevant.
 FORMCHECKBOX 
   Complete the ‘Foster and kinship care support line referral form’, if required.

	Additional obligations for an Aboriginal and Torres Strait Islander child

 FORMCHECKBOX 
   Complete the Aboriginal and Torres Strait Islander child placement form in ICMS.
 FORMCHECKBOX 
   Complete the Independent person form (if applicable) in ICMS.

	Provide information to child’s parents about where and with whom the child is placed

 FORMCHECKBOX 
   Complete the ‘Assessment of placement information to parents’ form in ICMS
 FORMCHECKBOX 
   Provide to parents the ‘Letter advising parents of placement information’ or ‘Letter advising parents of withholding placement information, if child is subject to a CPO granting custody or guardianship to CE
 FORMCHECKBOX 
   Tell the parent where and with whom the child is placed – for a child subject to an assessment order

 FORMCHECKBOX 
   Provide the full care arrangement details to parents of a child placed under a care agreement.

	ICMS and recording actions
 FORMCHECKBOX 
   End date the previous placement event (if applicable) and close the event if the child is not returning

 FORMCHECKBOX 
   Create a new placement event and enter the start date of the care arrangement

 FORMCHECKBOX 
   For a short break care arrangement, select ‘Respite’ as the placement type, and enter the start date and intended end date of the care arrangement.

	Provide to child

 FORMCHECKBOX 
   Talk to child about why they are in/continue to be in care, and the reason for this care arrangement.

 FORMCHECKBOX 
   Tell them about the care arrangement – who is in the household, the routines, impacts on continued schooling or other child care, and impacts on family contact.

 FORMCHECKBOX 
   Provide letter to child about the care arrangement decision – for a child who is subject to a CPO   granting custody or guardianship to the CE.
 FORMCHECKBOX 
   Provide the ‘My rights in care – information for children’; or for older children, the ‘My rights in care – information for young people’ and the ‘My Journey in care’ publications; as well as publications on the role of community visitors.

	Other actions

 FORMCHECKBOX 
   Complete the ‘Child Safety After Hours Service Centre: After hours referral form’, if required.
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