
AFTER LEEWAY 

C ALLENGES, 
C 'JINGO 

D 
ACHI V N 

ti*  ir7:1 130ROUGH 



AFTER LEEWAYS 
CHALLENGES, CHANGES 

AND ACHIEVEMENTS 

In June 1985 a former head of one of Lewisham Council's children's homes 
was found guilty of offences against children. Some of the children had been 
resident at the home. Leeways, in Bromley, when the offences occurred. 

An independent Panel of Inquiry was immediately set up by the Council to look 
into the circumstances that led to the conviction. 

In October 1985 the Inquiry Panel presented its findings and made a series of 
recommendations to the Council's Social Services Committee. 

This document sets out the issues that the Inquiry raised, the work that has 
been done since, and the progress that has been made. 

March 19th, 1987. 
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PART I: CHALLENGES 
Issues that needed to be tackled 
after the Inquiry 



Section 1 
Introductions 

— from the Chair of Social Services 

— from the Director of Social Services 



INTRODUCTION FROM CHAIR OF SOCIAL SERVICES 

All Social Services rely, for their development and stability, on consent; consent 
by consumers that the advice and facil iti es offered them will help them tackle 
their problems; consent by the public that the very considerable amount of money 
that goes into the Social Services will be spent effectively and wisely; consent 
by staff that the exceptional demands on them in terms of hours, conditions and 
emotional commitment will not be abused, and consent by society as a whole that 
services will be properly managed, monitored and supported. 

This coalition of consent is an essential framework for healthy services, and 
since by definition these services are difficult to measure in conventional terms, 
it can only exist where there is al evel of trust from everyone involved. 

The conviction of Mr Ronald Cooper, a former head of a children's home in Lewisham, 
of offences i nvol vi ng the sexual exploitation of children, i s exactly the kind 
of occurence which threatens that trust and consent. For that reason, Lewisham 
Council decided, as soon as it became aware of the charges against Mr Cooper, 
that although the specific charges related to events some years previously, it 
would set up a full , open and thorough investigation into the background and 
circumstances. 

In the event, for legal reasons, the investi gati on could only proceed once the 
charges against Mr Cooper had been dealt with by a court, and this did not happen 
until June 1985. Shortly afterwards a Panel of Inquiry was set up, chaired by 
Miss Elizabeth Lawson an independent lawyer, to establish:- 

- How Mr Cooper's acti vi ti es had remai ned undetected wi thi n the Soci al 
Services Department, and 

- What action could be taken to ensure that such an occurence could not happen 
in Lewisham again. 

The Panel published its report at the end of October 1985. It was a thoughtful 
and careful analysis of what had happened and it culminated in some 30 
recommendations addressed 1 argel y to either Soci al Services or the Personnel 
Department of the Council . 

In general terms, the Panel concluded that the Department had failed to detect 
Mr Cooper's activities "because he did not intend to be found out and was able 
to manipulate a defective system to his advantage". The implication of this 
conclusion was that there was no significant evidence that other Council officers 
were involved in aiding or abetting Mr Cooper and who could be "blamed" for what 
had happened. 

The Council subsequently instructed its Chi of Executive to i nvesti gate this aspect 
in more detail , and he reported, in February 1986 that in his opinion three other 
Counci 1 officers had acted i n a way whi ch woul d lead to disci pl i nary i nvesti gati on 
being undertaken. But since all three had left the Council's employment, there 
was neither the means nor the point in proceeing with this. 

1 



The Panel also concluded that, at the time of Mr Cooper's employment in Lewisham, 
there had been "multiple weaknesses in the system 	many of which were not 
specific to Leeways". These weaknesses included both specific practices and 
general attitudes towards residential chi 1 d-care responsi bi 1 iti es . The Panel 
noted that since the closure of Leeways, as a result of a review of the Childrens 
residential service in July 1984, major organisational and other changes had 
occurred. However, the Panel concluded that "the situation has improved in some 
ways hut not fast enough". 

This report is essentially a report of the Council's attempts to deal with this 
criticism and to implement the findings and recommendations of the Panel of 
Inquiry. This we had tried to do under two distinct headings - the implementation 
of the recommendations and the establishment of a new and clearer "culture" within 
the Social Services Department which reinforces the primacy of the interests of 
the child. In my view these headings are complementary; there is no point in 
working to establish a new "culture" without improved procedures, systems and 
practices, but equally those procedures, etc. will not deliver the goods unless 
there is a framework of understanding for interpreting and developing them. 

Many of the Panel's 30 recommendations were adopted and implemented immediately. 
In general these were ones which could be tackled by the Social Services Committee 
or Department without further reference to other parts of the Borough Council. 
Many of the recommendations dealt with Personnel matters which are the 
responsibility of the Council's Personnel Committee, not the Social Services 
Committee. These recommendations have taken longer to implement because many of 
them require careful negoti ation with staff and trade unions, and have important 
implications for other Council departments. 	In the immediate aftermath of a 
tragedy such as the Leeways affair it is sometimes easy to rush into proposals 
to limit the proper rights and liberties of soci al workers and other staff, and 
to forget that they share everyone's concern and disgust at what has happened. 
Staff and trade unions in the Council have co-operated effectively in helping to 
implement new complaints and records systems as recommended by the Panel . 

I should like to pay a parti cul ar tri bute to the way i n whi ch Lewisham's residential 
soci al workers - at all grades, "officer and manual", - were prepared to tackle 
the "Leeways" recommendations . Staff within the Residential Servi ces Divi si on 
felt horrified and recognised that "Leeways" put in jeopardy much of the trust 
and value which the community rightly pl aces in their work. A number of excellent 
workers said that Leeways had made them feel "guilty by associ ation" and in these 
circumstances it would have been understandable if they had retreated into a 
defensive attitude. However, this has been far from the case, and the way in 
which residential workers have been in the forefront of promoting the Panel's 
principle that the interest of the child must be paramount has been truly 
magnif ici ent . 

Finally, it is worth noting that since the Leeways Inquiry published its report, 
the Government has introduced new guidelines and structures through which Councils 
can check on past criminal convictions of applicants for jobs which involve working 
closely with children. 	Lewisham Council supports the principle behind these 
measures, but we have grave reservations that, unless used carefully and 
sensitively, they may do more harm than good by institutionalising existing 
i nj us ti ces within the legal system without effectively i sol ati ng pot enti al 
offenders. It is important to recognise that the new measures, had they been in 
force when he was appointed in 1965, would have not held up his appointment in 
anyway; indeed they may have made matters worse by lulling the Council into a f al se 
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sense of having "taken all precautions". In our view, the way to ensure that the 
interests of the chi 1 d are gi ven priority over all other co ns i der at i ons i s: - 

- to establish all possi ble channels for compl ai nt or counsel which may 
bring any possible abuses to light, 

- to foster a management "culture" which encourages openness, caring 
and a clear sense of priorities, and 

- to ensure that resources are available for proper management, 
trai ni ng, and support for residential staff , whose role remai ns so 
vital in the lives of many children. 

"Screening" Mr Cooper for past convi cti ons would not have prevented the Leeways 
tragedy, but getting these three issues right might have done and that is where 
our future priorities must lie. 

Signed 

Councillor Clive Jordan 
Chair of Soci al Servi ces Committee 
March 1987 
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INTRODUCTION FROM DIRECTOR OF SOCIAL SERVICES 

The Leeways Inquiry Report made fundamental criticism of the management of the 
Social Services Department over the period of Mr Cooper's employment. It noted 
sane improvements in management systems and effectiveness at the time of taking 
evidence, hut panel members were explicit that much needed to be done before 
service users and junior staff could be confident that similar events would not 
remain undetected and the welfare of vulnerable people would be the first 
consideration in all circumstances. 

We consider that significant positive change has taken place over the last year, 
and that the Social Services Department has moved from the confused, passive and 
reactive mode of operation described by the Inquiry Panel to a situation where 
the department now has clear goals and effective leadership. In addition to an 
explicit emphasis in the rights of more junior staff, the accountability of 
managers and improved equal opportuni ti es i ni ti ati ves , the f ol 1 owing developments 
are illustrative of the important changes that have taken place. 

Committee Objectives 

These objecti yes which incl ude the goal of an open, fl at and responsive department, 
recognising the primacy of its duty to place the welfare of children, young people 
and other vulnerable gi-oups above other loyalties are now firmly established. 
The need to meet these goals are a clear part of all planning work and feature in 
all important management communications. Specific examples of progress include: - 

a) Open access to departmental records implemented on 1.10.86. 

b) The development and use of compl ai nts procedures for servi ce users, thei r 
carers and care staff. 

c) Structural re-organisation i n both f i el dwork and residential work gi vi ng 
flatter hierarchies and more direct lines of communication. 

d) The trai ni ng i ni ti ati ves for managers des cri bed elsewhere i n this report . 

The Departmental Management Team 

With the appointment of the Director of Social Services in October 1985 and 
Assistant Directors for Community Services and Administration in July 1986, the 
new senior management team is complete and operational. The selection process 
emphasised the need for leadership ability and modern management skills. The 
lessons of Leeways were clearly in mind throughout and people were selected on 
the basis of their concern for the welfare of individual service users and their.  
abi 1 ity to actually get things done. 

The new team are absol ut el y clear about thei r responsi bi 1 i ti es and account abi 1 i ty 
for service delivery and standards and the need for open, honest and decisive 
management, the required standards of management and leadership style having been 
agreed by Social Services Committee in December 1985. 
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Residential Division Headquarters Re-organisation 

This is nearing completion with clear lines of established accountability and 
appointment of new managers pl anned for December 1986. Managers are committed 
to change and to a f air, firm, responsi ve style of management able to gi ve good 
quality professional support and advice to ensure that adequate standards of care 
are developed and maintained, with regular appraisals of the quality of life 
wi thin the homes . 

The possi bi 1 ity of further short-term resources being allocated to residential 
management in order to bring about posi ti ve change in the shortest possible time 
is currently being i nvesti gated. 

District Re-organisation 

The management structure of Distri ct offices i s now greatly simpl if ied with more 
direct lines of accountability. The Community Division as a whole has a fl atter 

structure and these improvements allow for better communications between f i el dwork 
and residential services within the context of a smaller and more efficient 
directorate. 

Child Care Policy Group 

This is a major and important ini ti ati ve to secure improvements across the whole 
range of the Department's child care work. A joint member/officer group has 
produced a statement of phi 1 osophy which incorporates the major Leeways 
recommendations. This statement was approved by the Social Services Committee 
on 1st July 1986. A number of small worki ng groups who will actively consul t 
with service users are now desi gning impl ement ati on strategi es across all major 
work areas and are scheduled to report i n the summer of 1987. Key points for 
their work will feature in ongoing feedback to operational staff prior to 
impl an 	ati on dates . 

Financial systems 

The Council is currently involved in setting up new financial management structures 
and systems of accountability which will substantially improve the management 
information base. 

Completing the task of changi ng the work culture of a 1 arge, complex organisation 
from top to bottom, as indicated by the Panel's recommendations, must take time. 
This goal whi ch requires the allocating of addi ti on al resources as well as 
attitudinal change has to take place within a restrictive financial environment 
and the on-going erosion of this authority's ability to find new money as a resul t 
of central go verrrnent policies. 

Important and subs tanti al development i n 1 ine with the Panel's recommendation and 
particul arly in the child care field, have been established during the past year 
and this work will continue to be gi ven hi gh priority by the Director. 

John Thompson 
Director of Soci al Servi ces 
March 1987 
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Section 2 
Fresh commitments on policy and philosophy 

— statement on the welfare of the child 

— Social Services Committee policy statement 

— Social Services Committee child care 
philosophy statement 



MEMORANDUM 

telephone no 	 ext 

from 	Director of Social Services 	 your ref 

please quote 

to 	All staff 	 date 	5 November 1985 

Welfare of the Child 

Staff will be aware that a primary criticism in the Leeways 
Inquiry Report was that, at times, staff failed to put the 
welfare of the child before other loyalties. 

I. wish to remind all staff that it is the policy of the 
Council that the welfare of the child must be their primary 
consideration and that, where staff are working with other 
vulnerable client groups, the principle should equally 
apply. 

If you experience any difficulty in applying this principle 
to specific circumstances, you should discuss the problem 
with your line manager who will have the responsibility 
of taking the issue to more senior colleagues if a dilemma 
cannot be resolved. 
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Section 3 
Other issues arising from Leeways 

- report to Social Services Committee 
and minutes, December 1985 

- report of Chief Executive's Inquiry 



SOCIAL SERVICES POLICY - SOCIAL SERVICES COMMITTEE 23 JULY 1985  

STATEMENT OF POLICY  

The Statement of Policy is set out below: 

"This Committee recognises that Social Services has, first and foremost, a 
responsibility towards those who are oppressed by the society we live in. It accepts 
that there are different forms oppression can take - poverty, disability, 
unemployment, racism, sexism. Social Services is then, by its nature, political. 
It is a part of local state bureaucracy and, as such, has a degree of power which can 
be exercised in ways which can act against people's interests. The Committee aims 
to recognise these contradictions in order to be able to reach a better understanding 
of how to provide what is most useful and most effective in the eyes of the USERS of 
the services." 

DEFINITION OF PRINCIPLES  

Such a policy statement leads to the formulation of certain principles, which will 
act as guidelines for the work of the Committee and the Department. 

Those who come to use help from Social Services are inevitably those who suffer most 
from oppression. The operation of those services must therefore be concerned with 
aims on three levels:- 

a) Lending support to individuals to help them cope with their immediate 
circumstances and the oppression they suffer. 

b) Helping people in groups and committees to work together in order to strengthen 
their own ability to overcome the consequences and causes of oppression. 

c) Using the political power of the Council, the Social Services Committee in 
Lewisham to fight against the nature of oppression. 

The following strategic objectives have been derived from this statement of policy 
and principles. The Social Services Committee and Department will work to achieve 
the following:- 

THE RELIEF OF PO VERTY AND INEQUALITY  

This means positively using its resources to promote the redistribution of political 
power and wealth in the Borough in order to meet the needs of ordinary people. This 
will be achieved by working with and influencing other groups which determine economic 
and welfare policies in Lewisham. 

INDEPENDENCE AND SELF-DETERMINATION  

The aim of services will be to achieve freedom for individuals to make choices about 
their lives. Services will be concerned with care, choice and liberty and will seek 
to minimise social control actions both internal and by other agencies. 

SHARING OF POWER AND RESPONSIBILITY  

Consumers will be encouraged in a sense of ownership of the services and will be 
involved in important decisions relating to them. Power within the Department will 
be shared with front line staff and managers so they can make decisions regarding 
the services they run. The Department's organisation will reflect this philosophy 
by being flexible, flat and open to outside influence. 
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STATEMENT OF CHILD CARE PHILOSOPHY  

issued by Soci al Servi ces Chi 1 d Care Policy Development Group 

1. The Child Care Philosophy Statement  

The Local Authority has statutory powers and duties in relation to the care, 
protection and control of the children and young people of the London Borough of 
Lewisham. These create the framework of this philosophy for a child care policy 
and for the resulting procedures and practices in the work with children and young 
people. 

The Key points of this phi 1 osophy document are: 

The Council and staff of the London Borough of Lewisham are committed to 
respond to the needs of the individual child or young person. The commitment 
will take into consideration a person's race, culture, colour, sex, creed'  
or disability. 

The Council had the responsibility to provide trained, effective staff , 
including management, to ensure that the Policy is implemented in practice. 

The Council recognises that the implementation of the Policy requires 
definite financial and other resources together with their proper use. 

In practice, regular planning, monitoring and review processes are needed 
to ensure that objectives are appropri atel y tuned to needs as circumstances 
change. 

2. The Need for a Comprehensive Service  

A COMPREHENSIVE SERVICE is needed to ensure that the individual needs of children 
and their families are met through a range of services: this may include the use 
of any service provided by an agency. 

The full range of possible services must be clearly explained to potential and 
current consumers and organisational boundaries should not prevent the best, 
effective , provi si on of servi ce (s ). 

In order to offer standard of service, there must be commitment to maintaining 
suitable resources, multi-disciplinary and multi-racial staff training and 
continuo us servi ce-evaluation procedures, to match the compl exi ti es inherent i n 
this comprehensive service. 

3. The Rights of Children and Young People  

It is the right of all children and young people to have their physical , emotional , 
intellectual , spiritual , cultural and soci al needs met. Commitment to this right 
recognises their entitlement to 1 ove , approval , ph vs i cal and emotional protection, 
freedom from abuse, discrimination and racism, exploitation and freedom of choice 
appropri ate to age or maturity. Children and young people have the same rights 
as other people to participate, question, complain and be properly represented 
and supported. 

Thus it is recognised that: 

It is the right of every child or young person to live in a safe environment, 
either within a family or in other suitable provision which will enable the 
individual to continue his or her personal development. 
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Each child and young person must have a clear written plan for the present and 

future, a plan which is regularly reviewed and restated in terms understood by 

those persons affected. 

In planning for the future of a child or young person leaving care, all the staff 

must ensure that proper provision and protection are provided. 

Clear, simple and safe procedures, whether the child is in or out of care, must 

be provided to ensure these rights. 

4. The Family  

A first priority for the Council's services to children and young persons is 

support of, and respect for, family life. Thus, first consideration should always 

be given to helping children to remain with, or return to their own family. This 

must he reflected in the way that needs are assessed and resources including money 

are all ocated. 

it is an expectation that the family should be a reliable, caring and mutually 

supportive group which may consist of one child and one adult, a couple with 

dependent chil d(ren) or an extended network of people. 

All family members have rights and responsibilities (according to status, age, 

maturity and vulnerability) but parental rights carry the responsibility to 

protect the welfare of each child. The rights of the child are to have well-being 

and best interests safe-guarded. For this reason, some children may be required 

to live away from their own immediate family. 

Children who must live away from their own family have a right to a substitute 

family of the same race of similar linguistic and cultural background because a 

child has rights to his or her own cultural inheritance. 

5. The Community  

Children and young people, in common with everybody else, have the right to live 

in their own community (which refers to a set of relationships networks as well as 

a geographical sense of belonging). It is, therefore, essential to work to 

strengthen and use informal community networks; the aim is to encourage both 

individuals and families to become more aware of everyday opportunities and more 

able to make their own life decisions. 

Continuity and consistency i n relationships aid heal thy personal development . In 

the community there are choices in life-style which can promote the development 

of personal confidence, feelings of security, educational progress, long term 

friendships and constructive use of leisure. 

When it is not in the child's best interests to remain in the natural family, 

every effort must be made to preserve positive links with that family and their 

known community, when appropri ate and possible. This should hold true when children 

or young people have lost the right to live in their community or where their 

special needs may separate them from it and in these circumstances there is a 

particular requirement for planning, monitoring and formal review with reference 

to personal liberty. 
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6. 	Raci al Perspecti ves  

A mutt i-raci al dimension and a bl ack perspective should be an integral part of 
the child care policy. 

For the purposes of this philosophy statement "Black" is used to describe all 
raci, al groups who are percei ved as collectively and racially different from the 
whi te race and cultures. "Black" is a term whi ch underlines the discrimination 
and exploitation experienced by people whose skin colour is not white. 

Every chi 1 d has a right to a posi ti ve identity and bl ack children should be gi ven 
every opportunity to develop their black identi ti es in order to cope with the 
negative impact of raci sm and its di sadvant ages . Thus, every effort must be made 
to keep children in their own families and assessment of need must include 
validation and respect for the var yi ng methods of chi 1 d care i n i ndi vi dual fami 1 i es 
whatever their culture. In particul ar the extended family network must be 
recogni sed. 

When a chi 1 d or young person needs pl acement away from the f ami 1 y, his or her 
interests will best be served by being placed with a family who are as close as 
possible in raci al , cultural and linguistic outlook to the f ami 1 y of origin. 

It must be acknowledged that the child or young person with a mixed parentage has 
roots i n at 1 east two different cultures and will al so have to deal with cultural 
conflicts as part of a natural growth process . 

7. Practice Implications  

Soci al workers should incorporate a mul ti-raci al dimension into their everyday 
practi ce to safeguard the present and future wel 1-being of the child. Black workers 
should be i nvol ved i n assessment and decision maki ng processes as regards the 
child's future care, matching black workers with black families as early as 
possible. This does not remove the responsi bi 1 ity of whi to workers in provi di ng 
a relevant and sensitive child care service to the black community. All parents 
must be properly informed of both their own and their children's rights this will 
include provi ding comprehensive information and ensuring i t is understood. 

Adequate resources must be avail able to ensure the imfpl ementati on of a race 
equality policy and code of practice in child care. Staffing should reflect the 
raci al and cul tur al nature of Lewi sham's bl ack population and the Council's 
employment target policy so that the children have a proper range of adult authority 
figures with whom to identify. This would al so increase the number of bl ack peopl e 
in designing and implementing child care policies. 

8. The Wider Pol iti cal Framework  

The Relief of Poverty and Inequality  

Thi s means posi ti vel y usi ng the Borough' s resources to promote the redi stri buti on 
of poli ti cal power and wealth i n order to meet the needs of the community. This 
will be achieved by worki ng wi th and influencing other groups whi ch determine 
economic and welf are policies i n Lewisham. Examples of this are:- 

- The right to good material standards 
- The ri ght to feel safe 

Proper rewards for carers 
- Proper use of residential resources 
- Rights to mutual support . 
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Sharing of Power and Responsibility  

Consumers are to be asked to parti ci pate and develop a sense of ownership of the 
services by being involved in important decisions relating to them. Power within 
the Department will be shared from front line staff and managers so that they can 
make decisions regarding the services provided. The department should continue 
to reflect this philosophy by being flexible and open to outside influences. 
Exampl es of this are: 

- The ri ght to be part of the deci si on maki ng process 
- The right to be heard 
- The ri ght to make choices 

Independence and Self-determination  

The aim of the service will be to achi eve freedom of choice by providing information 
to enable individuals to make choices about their life events. Services will be 
concerned with care, choi ce liberty; they will exerci se minimum soci al control 
and will influence other agenci es to act in the same way. Exampl es of this are:- 

- Reco gni ti on of the child as an i ndi vi dual . 
- The ri ght to have a pl an and to be involved in the planning process. 
- The ri ght of appeal against decisions . 

The ri ght to be represented and supported. 
The ri ght to be part of the deci si on making process. 

- Access to information about oneself . 
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FURTHER MATTERS TO BE ADDRESSED AS A CONSEQUENCE OF LEEWAYS  

- Report submitted to Social Services Committee December 1985 

Purpose of Report  

This report considers some of the important issues which are behind the specific 
recommendations of the Leeways Inquiry Report and indicates how the Committee and 
Social Services Department might begin to tackle these. 

Recommendations  

- To note the need for the Management style within Social Services to continue 
to change and in particular that staff will now be expected to adopt the 
"firm, fair and decisive" approach outlined in paras 3.4. 

To note the importance of Departmental Re-organisation in bringing about 
positive change following Leeways, and the fact that senior management 
initiatives are seriously restricted until Directorate is operating at full 
strength. 

- To approve subject to appropriate finance being identified, a temporary 
post of resi denti al manager to assist the Assistant Director Residential 
Servi ces to process key matters following the Leeways Inquiry. 

- To note that residential Management may need to be further strengthened 
when the super vi sor y and monitoring impl i cat i ons of the I nqu i ry' s 
recommendations become fully apparent. 

- That members shoul d qi ye their vi ews regardi ng the possi bl e day semi nar on 
residential care issues outlined in para 3.6.5. 

To note the complex issues of child protection raised by the Leeways report 
and others and briefly described in para 3.7.2. 

- To request the Child Care Policy Group to report on these matters in its 
"Policy Statement" report to this committee. 

- To note the need for additional resources highlighted by the Inquiry Report 
and mentioned in para 3.5., 3.6 and 3.8, and that the Director will be 
producing a package of uncommitted growth to be considered in 1986/87 budget 
cycle. 

Background  

- The central recommendation of the Inquiry Report, that the welfare of the 
child should be our first consideration in all circumstances, will not be 
fully achieved by improving systems and procedures, although such 
improvements will help immensely. 
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- Of equal, if not greater importance, is the need to continue the change in 
approach and values i n Residential Servi ces Divi si on and the Department as 
a whole, which has been occurring in recent years. These changes now need 
to be strengthened and accelerated following Leeways. 

- Improvements in morale, and effectiveness in the Residential Division are 

tied to improvements in management staffing and performance. Managers and 
their colleagues must bring about a change from the inward looking 
bureaucratic and protective style described in the Leeways Report to one 

which is open, trusting and above all service-user oriented. The department 
must now be prepared to listen to comments and criticisms from all quarters 
and to act on these. 

Management Style and Approach  

The Director has indicated in the interim complaints procedure that staff can 

talk directly to him if they have major concerns of criticisms. This facility 

to "loop over" steps in the hierarchy (although not always to Director level) 
where it is in consumer's interest must now be encouraged by all managers. 

All staff in authority must recognise the primacy of their duty to the child above 
other issues. They must also recognise the requirement to place the views and 

needs of junior staff on a par with those of management when complaints are made. 

Any remnants of a protective "avoiding the issue" style of management must now 
he eradicated. 	Staff in authority must be seen to face issues squarely and 
immediately, to take unpleasant decisions and to encourage colleagues to be open 

and trusting about all aspects of their work. There must be clear agreement that 
staff who put people in their care at risk will be confronted and if necessary 
removed from posts where this is possible. It is of great importance that a 

decisive management style is matched by concern and support• for these staff and 
that they are treated f airly and given every assi stance to sort out their problems, 
but not at service-users risk. 

This approach has been discussed with staff at senior level and raised briefly 

with the department's principal officers at a seminar on the Leeways Inquiry held 

on 5 December 1985. Further work will now be done to legitimate this approach 
amongst all levels of management. As soon as staff resources allow, the Director 

and senior colleagues will be visiting homes and establishments throughout the 
borough and will discuss with staff there whether this aim has been achieved. 

Structural and Resource Issues  

Departmental Re-or gani sati on  

The Committee has recently received reports on progress towards re-organisation 
and members will be aware that the objectives of re-organisation, particularly 
to achieve an open, flat and responsive department, are important to the aim of 

avoiding future "Leeways" incidents. Further progress on matters outlined in 

this report are heavily dependent on appointing two new assistant directors and 
the Principal Officer Planning and Development in the new year, as it is these 

staff along with existing members of di rectorate, who must bring about the changes 
needed department-wide. 



Resi denti al Di vi si on Headquarters Re-or gani s ati on  

The aim of this re-organisation is to strengthen management and supervision in 
the Residential Di vi si on and target date for achieving this 1 April 1986. The 
Inquiry report acknowledges the value of these changes, but they were drawn up 
well before the report was received within the department . Lessons 1 earned fr'om 
the report and subsequent developments show that further input of management time 
to resi denti al servi ces may be necessary and the Director wi 11 be considering 
this i n rel ati on to uncommitted growth i n the 1986 /87 budget . More i mme di at el y 
a need has been identified for di rect help to the Assistant Director Residential 
in progressing matters rel ating to Leeways and consequent changes throughout the 
Resi denti al Di vi si on. This would be a temporary post (1 year) at Residential 
Manager level. The tasks to be addressed are shown in Appendix A to this report. 

The success of re-organisation i n the Residential Divi si on i s heavily dependent 
on appoi nting the ri ght people to the new posts. They should be committed to 
change and to the firm, fair and responsive style of management outlined above. 
They must also be fi rst cl ass, experi enced workers, abl e to manage and gi ve good 
quality professional support and advi ce . 

Tr ai ning and Development  

The 	Inquiry report emphasises the responsi bi I ity of the committee and the 
department to provide relevant good quality training and staff development 
opportuni ti es . net ailed recommendations to achi eve this are gi ven elsewhere on 
this agenda. 

The Director i s aware however of several major gaps i n staff development 
opportuni ti es provi ded for staff i n the Resi denti al Di vi si on . These have arisen 
partly because of the difficulty of "covering" staff to all ow them to go on 
trai ning when their presence is cruci al i n the home. The i ni ti ati ves des cri bed 
below will require extra staff hours i n certain establishments, and these wi 1 I 
be included in a package of uncommitted growth proposals regarding Leeways for 
the 1986/87 budget. 

Management Development for Resi denti al Advi sers  
and Heads of Homes  

The content and duration of this course will need further def ini ti on, hut i t wi 11 
cover; 

Staff super vi si on 

Team work , building trust etc . 

- I ndus tri al rel at i ons 

- Committee philosophy and objectives 

- Chi 1 d (or other client group) abuse - recogni ti on and procedures 
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Tr ai ning and Development for Care Staff  

Training packages for care staff at all levels will be devised covering:- 

- The rights of people in our care 

- Committee philosophy and objectives 

- Rights and responsi bi 1 iti es of empl ogees 

- Compl ai nts procedures 

Chi 1 d (or other client group) abuse - recognition and procedures . 

Seminar for  Members and Officers 

It may be productive to organise a day seminar for members and officers in the 
new year on "Residenti al Services in Lewisham, following the Leeways Inquiry" . 
Subject matter for the day might include: - 

Practices, procedures and problems i n Resi denti al care work . 

- Consumers Rights and how Residential Workers and Members mi ght co-operate 
to ensure these are met. The role of members in complaints. 

Morale in Residential Care. 

- Re-organisation i n Residential Servi ces; its effect on staff in the homes . 

Members views on this suggestion are requested. 

Policy Issues  

The Leeways Inquiry and other reports (most recently Jasmine Beckford) concerned 
with child abuse raise fundamental policy issues for local authorities and Social 
Servi ces Committees . 

These issues include:- 

Whether further 1 egi sl at i on i s requi red to gi ve local authori ti es i ncreased 
powers to protect and remove children from their families , and whether such 
1 egi sl ati on would i infringe parent al ri ghts to an unacceptable degree 
- particularly parents in situations of poverty who have the least power 
to resist the actions of the establishment. 

Whether removal of a child from hi s/her family necessarily provides the 
protection hoped for . Leeways i s a good exampi e of where the Authority 
failed as surely as abusing parents. Where chil dren are removed from home 
in rel ati on to events which are less serious than the torture and death 
typified in the Jasmine Beckford case, we must be sure that their quality 
of life is actually improved as a result. 



Whether we take prevention seriously. Risk to children is increased by 
poverty and stress. 	Society is rightly horrified by child abuse in all 
forms, but pays scant attention to removing what may be some of the root 
causes. To separate a child from a family which has failed because of the 
poverty and oppressions which is commonplace in Inner Cities, is an act of 
gross abuse in its own right. 

These are clearly complex matters. It is suggested that the committee refer 
discussion of them to the Child Care Policy Group with the request that the policy 
statement the group produces for this committee addresses these and similar issues 
of child protection. 

Resources  

This report refers to a number of growth requirements. These will be submitted as 
a package of uncommitted growth for consideration by the committee at the 
appropriate meeting in the budget cycle. The package will meet the following 
growth priority:- 

Social Services: improved 'care in the community' ; 
development of services to meet the need of children and young people at risk; 
increased staffing in homes to meet the needs of the growing number of frail 
and confused elderly peopl e; and replacement programme for Carrington House. 

Impl icati ons for Race and Equal Opportuni ti es  

Black people, because of the poverty and oppression they suffer are often heavy 
users of social services, especially in the child care field. At all stages of 
pol icy development to improve childprotection, consideration should be given to 
the special needs and vulnerability of black people. The particular needs of 
bl ack staff mien= i '-̀ `0 be cons-  i 	her -hey re cauctht up i n the complex 

n 	 are 1 i kely to be 
from rf ai r, 

Implication for Women  

Women are the main carers in society, both in the family and in residential care. 
They are particularly vulnerable to abuse in these roles, which can he highly 
stressful unless proper supports are provided. The need to put resources into 
prevention has a particular relevence for women carers. The department also needs 
to continue to work to increase the facilities for women staff to express their 
vi ews 

I mpl i cat i ons for People wi th Di sabil iti es  

Many persons cared for by Social Services Department suffer physical or mental 
disability. They can be particularly at risk because of inability to communicate 
and a lack of understanding of their needs, especially in the area of sexuality. 
It is important that this committee continues to encourage these groups to come 
forward and express their views and needs. 
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Implications for Committees Policy Statement  

Freedom from poverty and oppression, and freedom of choice, if achieved for service 
users will minimise their vulnerability. Similarly a commitment to part i ci pati on 
by all staff in service and management issues, will promote a more open 
organisation, where doubts and an xi eti es can be expressed and support gi ven at 
an early stage. 
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FURTHER MATTERS TO BE ADDRESSED 

AS A CONSEQUENCE OF LEEWAYS 

Extract from Minutes of Social Services Committee  
December 1985 

It was felt that the words "firm, fair and decisive" were not the only 
adjectives which could be used to describe the approach outlined in 
paragraph 3.4 of the report and that such words as "efficient" 
"effective", "give clear support and help" could also be used. 

RESOLVED that 

(i) the need for the management style within the Social Services 
to continue to change and in particular that staff will now be• 
expected to adopt the approach outlined in paragraph 3.4 of the 
report, be noted; 

(ii) the importance of Departmental Reorganisation in bringing about 
a positive change following Leeways, and the fact the senior 
management initiatives are seriously restricted until Directorate 
is operating at full strength, be noted; 

(iii) that approval be given, subject to appropriate finance being 
identified, to a temporary post of Residential manager to assist 
the Assistant Director Residential Services to process key 
matters following the Leeways Inquiry, and that the officer should 
be in post as soon as possible; 

(iv) it be noted that Residential Management may need to be further 
strengthened when the supervisory and monitoring implications 
of the Inquiry's recommendations become fully apparent; 

(v) the views expressed by the Committee, as set out above, and the 
possibility of holding a seminar on residential care issues 
outlined in paragraph 3.6.5. of the report to be noted; 

(vi) complex issues of child protection raised by the Leeways report 
and others briefly described in para 3.7.2 be noted; 

(vii) the Child Care Policy Group be requested to report on these 
matters in its "Policy Statement" report to this Committee; and 

(viii) the need for additional resources highlighted by the Inquiry 
report and mentioned in paragraphs 3.5, 3.6 and 3.8, and that the 
Director will be producing a package of uncommitted growth to be 
considered in the 1986/87 budget cycle, be noted; 
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CHIEF EXECUTIVES INQUIRY  

- Extract from Report to Council 5 March 1986 

The Council was advised at the extraordinary meeting held on 18 November 1985 

that the Committee was an xi ous to reaffirm the essenti al pri nci 01 e that the wel fare 

of any individual in the Council's care is our paramount consideration. To this 

end we readi 1 y accepted the primary recommendation of the Leewa.ys Inquiry Report 

that the welfare of the child must come before any other consideration and that 

we would take whatever actions were necessary to ensure that no repetition of any 

such outrage was permitted to develop in the future. Apart from the changes in 

management practices which would be instituted, the Committee resolved to 

instigate an investigation into the actions of: 

- specific staff, senior to Mr Cooper, to be identified by the Chief 

Executi ve; 
- specific members of the Social Services Committee since 1970, to be 

identified by the Chief Executive; and 
- specific persons, not in the employment of the Council, hut with 

professional duties in relation to Leeways and its residents, to be 

identified by the Chief Executive; 

whose actions were shown in the Inquiry Report to have been inconsistent with the 

pri nci pl e set out above . 

It was agreed that the Council would receive a report back in March 1.986 of the 

progress achieved in implementing the Inquiry Report's recommendations and then 

at three monthly intervals until the Inquiry Panel are invited to return in one 

year's time. 

The Committee have considered the Chief Executive's reports on the investigations 

which he carried out at our request:- 

- Specific Staff Senior to Mr Cooper 
- Specific Persons not in the Employnent of the Council 

Standing Order No.25 states that:- 

"If any question arises at a meeting of the Council or of a Committee thereof 

as to the appointment, promotion, dismissal , salary, superannuation or 

condition of service, or as to the conduct of any person employed by the 

Committee, such question shall not be the subject of discussion until the 

Council or Committee, as the case may he, has decided whether or not the 

power of exclusion of the public under Section 1(2) of the Public Bodies 

ssi on to Meetings) Act 1960 shall be exercised." 

The Committee has considered a report from the Chief Executive following his 

investi gati on of the acti ons of staff senior to Mr Cooper. 

He has identified two former officers of the Council - the former Assistant 

Director of Social Services (Mr Morley) and the former Principal Officer (Mr 

Campling) whom he would have recommended for disciplinary investigation. Since 

neither officer works for the Council it has not been possible for this 

recommendation to be implemented. It is therefore not possible to say what the 

outcome of these disci pl inary i nvesti gati ons would have been. The Committee wi shes 

to make it clear that neither officer has had the opportunity of answering formal 

disciplinary charges and the Committee has made no judgement on the question of 

culpability. 
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No recommendation for disciplinary action was made in the cases of any other 

officers, either past or present. 

Specific Members of the Soci al Servi ces COMIlli ttee since 1970 

We have agreed that the full report on the role of members who were referred to 

by the Leeways Inquiry should be made available to the public. The Chief Executive 

received no evidence that any members were aware of Cooper's illegal activities 

or of circumstances which would have led them to suspect such activities. The 

Chief Executive concluded that there was no doubt that the system of rota visits 

needed urgent review. This was the subject of a separate report to the Committee 

and our decisions are set out in para 3 below. 
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PART II: CHANGES 
Work undertaken as a result of the 
Inquiry 



Section 4 
Progress report on what has been done so far 

- Residential Manager (Leeways Inquiry) 
final report to Social Services Committee 
November 1986 

- update on current situation 

- the recommendations of the Leeways Inquiry 
Panel (for reference) 



RESIDENTIAL MANAGER (LEEWAYS INQUIRY) FINAL REPORT  
(Contributor: ADSS Residential)  

1. Purpose of the Report  

To provide members with a comprehensive update on work undertaken on 
implementing the Inquiry's recommendations, to note areas of work 
outstanding and to remind members of the decisions made. 

2. Recommendations  

2.1. To note the contents of this the final report of the Residential 
Manager (Leeways) Inquiry and to ask members to be aware that work 
still needs to he undertaken on some of the recommendations. 

2.2. To note that the recommendations have concentrated solely on the 
Chi 1 drens Section and have yet to he implemented across Residential 
Services Division as a whole. 

	

2.3 	To note that the Inquiry Panel comprising Elizabeth Lawson, Kenneth 
Ambrose and Richard Clough will be returning on 10th December to 
assess progress. They will have received, in advance, copies of this 
report and other relevant documents relating to the Inquiry (these 
documents have been submitted to Members during the last year). 
Members will have the opportunity to discuss this report again at the 
special Leeways Meeting of the Social Services Committee on 10th 
December. 

3. Introduction from Director of Social Services  

3.1. The Leeways Inquiry Report made fundamental criticism of the 
management of the Social Services Department over the period of Mr 
Cooper's employment. It noted some improvements in management systems 
and effectiveness at the time of taking evidence, but panel members 
were explicit that much needed to be done before service users and 
junior staff could be confident that similar events would not remain 
undetected and the welfare of vulnerable people would be the first 
consideration in all circumstances. 

	

3.2 	The Director considers that significant positive change has taken 
place over the last year, and that the Social Services Department has 
moved from the confused, passive and reactive mode of operation 
described by the Inquiry Panel to a situation where the department 
now has clear goals and effective leadership. 	In addition to an 
explicit emphasis in the rights of more junior staff, the 
accountability of managers and improved equal opportunities 
initiatives, the following developments are illustrative of the 
important changes that have taken place. 

	

3.3 	Committee Objectives:  

These objecti ves which incl ude the goal of an open, fl at and responsive 
department, recognising the primacy of its duty to place the welfare 
of children, young people and other vulnerable groups above other 
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loyalties are now firmly established. The need to meet these goals 
are a cl ear part of all planning work and feature in all important 
management communications. Specific examples of progess include:- 

(a) Open access to departmental records implemented on 1.1. 0.86. 

(b) The development and use of complaints procedures for service 
users, their carers and care staff . 

(c) Structural re-organisation in both fieldwork and 
resi denti al work giving flatter hierarchies and more direct 
lines of communication . 

(d) The training i ni ti at i ves for managers des cri bed elsewhere 
in this report. 

3.4 	The Departmental Management Team  

With the appointment of the Director of Soci al Servi ces in October 
1985 and Assistant Directors for Community Servi ces and Administration 
in July 1986, the new senior management team i s complete and 
operational. The selection process emphasised the need for leadership 
abi 1 ity and modern management skill s. The lessons of Leeways were 
clearly in mind throughout and people were selected on the basis of 
their concern for the welfare of indi vi dual servi ce users and their 
ability to actually get things done. 

The new team are absolutely cl ear about their responsi bi 1 iti es and 
accountability for service deli very and standards and the need for 
open, honest and decisive management, the required standards of 
management and leadership style having been agreed by Social Services 
Committee in December 1985. 

	

3.5 	Residential Division Headquarters Re-organisation  

This is nearing completion with clear lines of established 
accountabi 1 ity and appointment of new managers pl anned for December 
1986. Managers are committed to change and to a fair, firm, responsive 
style of management able to give good qual ity professional support 
and advice to ensure that adequate standards of care are developed 
and mai ntai ned, with regular apprai sal s of the quality of life wi thi n 
the homes . 

The possibility of further short-term resources being allocated to 
resi denti al management in order to bring about posi ti ve change in the 
shortest possible time i s currently being i nvesti gated. 

	

3.6 	District Re-organisation  

The management structure of District offices i s now greatly simplified 
with more direct lines of accountability. The Community Division as 
a whole has a flatter structure and these improvements allow for 
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better communications between fieldwork and residential services 
within the context of a smaller and more efficient di rectorate. 

	

3.7 	Child Care Policy Group  

This is a major and important initiative to secure improvements across 
the whole range of the Department's child care work. 	A joint 
member/officer group has produced a statement of philosophy which 
incorporates the major Leeways recommendations. This statement was 
approved by the Social Services Committee on 1st July 1986. A number 
of small working groups who will actively consult with service users 
are now designing implementation strategies across all major work 
areas and are scheduled to report in the summer of 1987. Key points 
for their work will feature in ongoing feedback to operational staff 
prior to implementation dates. 

	

3.8 	Financi al systems  

The Council is currently involved in setting up new financial 
management structures and systems of accountability which will 
substantially improve the management information base. 

	

3.9 	Completing the task of changing the work culture of a large, complex 
organisation from top to bottom, as indicated by the Panel's 
recommendations, must take time. 	This goal which requires the 
allocating of additional resources as well as attitudinal change has 
to take place within a restrictive financial environment and the on-
going erosion of this authority's ability to find new money as a 
result of central government policies. 

3.10 Important and substantial development in line with the Panel's 
recommendation and particularly in the child care field, have been 
established during the past year and this work will continue to be 
given high priority by the Director. 

	

4. 	Background  

4.1 In December 1984, Mr Cooper, the Officer-in-Charge at Leeways 
Children's Home was arrested in connection with pornographic 
photographs of children. He was subsequently charged on 4 June 1985, 
sentenced to four years imprisonment but, with remission, is likely 
to be paroled by Christmas 1986. 

	

4.2 	Leeways was a children's home run by London Borough of Lewisham from 
1965. Its initial role was as an emergency reception centre taking 
children of all ages and particularly family groups. During the early 
1970s with the expansion of the fostering service, Leeways developed 
the role of assessing difficult young children, preparing them for 
f ami 1 y pl acement . From 1980, f of 1 owi ng further developments i n 
fostering, very few children were placed at Leeways, the last child 
being moved in January 1984. Leeways subsequently closed permanently 
on 31 March 1985. 
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4.3. An independant inquiry was set up and the Panel reported back to 
Soci al Servi ces Committee. There were no discussions until the Inquiry 
Panel's recommendations were received. 

5. Committee decisions May - December 1985.  

	

5.1 	Soci al Servi ces Committee deci si ons set the background for officer's 
work and established an initial policy stance on several specific 
recommendations . A full summary of deci si ons made during thi s period 
is included as Appendix A to this report. 

	

5.2 	A full summary of all decisions taken by the Direct Labour Committee 
during work on the Leeways Inquiry recommendations is included as 
Appendix B to this report. 

6. Principal Conclusions of the Leeways Inquiry Report  

6.1. That Mr Cooper was able to remain undetected for as long as he did 
because he did not intend to be found out and was able to manipulate 
a defective system to his advantage. Some of his bad child care 
practi ces wi thi n Leeways made i t easi er for him both to commi t the 
offences and remain undetected (Section 9) 

	

6. 2 	That none of the staff at Leeways knew what was going on although 
some of them ought to have realised (Section 9). 

	

6.3 	That at least from 1978 onwards, Mr Cooper's immediate superiors were 
aware of unacceptable behaviour in a Head of Home which had sexual 
impl icati ons . ( Section 5.17 to 5.19. Section 101 . 

6.4. That over the same period Management failed to tackle Mr Cooper about 
the al 1 egati ons of had chi 1 d care practice for reasons whi ch did not 
stand up to scrutiny (Sections 11 & 121. 

	

6.5 	That, given the multiple weaknesses in the system whi ch we identified, 

many of which were not specific to Leeways, anyone who was suffi ci entl v 
determined could have got away with even more serious misbehavi our. 
It is remarkable that much worse things did not happen. 

6.6. That the situation has improved in some ways but not fast enough . 
Radical changes in organisation and attitudes need to he made to 
effect any real improvement. This is not mai nl ,y a questi on ei ther of 
money or of organisational structure. (Section 12) . 

6.7. That, at almost every point at whi ch collectively or i ndi vi dual 1 y the 
people invol ved had to chose between making the welf are of the chi 1 dren 
the first consideration, and some conflicting loyalty or priority, 
they chose the 1 atter. They did so not from malice or deli berate 
wi ckedness, hut because they did not keep in the forefront of their 
minds their statutory obligation to the children in their care. 

6.8. In responding to these concl usi ons the Commi ttee stated that i t pl aced 
on record the greatest importance on the need to consider the welfare 
of the child before any other 1 oyalti es , and that a statement be 
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issued immedi ately by Soci al Services Department to all staff 
underl ini ng the importance of this and ensuring that all future 
trai ning and practice statements rei nforce it. 

6.9. All acti vi ti es by the Department on the various recommendati ons 
contained in the Leeways Report have always addressed these 
concl usi ons 

7. 	Progress from February 1986 to date 

This section has been arranged as follows:- 

(a) those recommendations that have been agreed and fully 
impl emented or are i n the process of being implemented. 
Recommendations Number: 1, 2, 3, 8, 9, 10, 11, 12, 16, 17, 
18, 19, 21., 26, 27, 28; 

(b) those recommendati ons that have been agreed by Soci al 
Services Committee and are being implemented by Social 
Servi ces Department, hut require further consul tati ons with 
regard to Council-wide implementation. 	Recommendations 
Number: 4, 5, 13, 14, 15, 20, 24; 

(c) those recommendations that are subject to further 
consul tati ons with the Equality Advi sers and Trades Uni ons . 
Recommendations Number: 6, 7, 22, 23, 25. 

7.1 	Those recommendations that have been agreed and fully implemented or  
are i n the process of being implemented: 

7.1.1 Leeways Inquiry Panel Recommendation Number 1.  

"The el ected members shoul d urgentl y consi der thei r proper rol e i n 
the Department. In our vi ew they should decide policy, and how they 
want their objectives carried out . They should 1 eave the carrying out 
of those poli ci es to their officers. If those officers ref use or fail 
to do so, then they have the power to discipline, and ultimately to 
dismiss them" . ( Paragraphs 12.7 to 12.9 of the Leeways Report) . 

	

7.1.1.1 	Elected members reject the concept that they are too 
invol ved i n the management of the Department. The 
rel ati ons hi p between el ected members and senior management 
has been the subject of discussion and will be continued 
to be discussed. It has been agreed that al though el ected 
members are responsible for determining policy, the 
formul ati on of that pol icy i s an area for joi nt working 
between members and officers . 

	

7.1.1.2 	The linking of disciplinary procedures to the rel ati ons hi p 
between members and officers was not considered helpful to 
the debate. 

	

7.1.1.3 	The executive role of the Department's managers i s now 
clearly established (See paragraph 7.1.2.1. below). 
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7.1.1.4 	Rota Vi sits  

On 27th February 1986, the Soci al Servi ces Committee made 
the following decisions regarding rota visits: 

(a) 	remain the responsi bi 1 ity of Soci al Servi ces 
Committee; 

(b) 	wi 11 be confined to residential establishments 
including those which do not currently appear on 
the 1 ist; 

(c) 	Ward members will be encouraged to vi sit other 
establishments in their ward (including day centres 
and nurseri es 1. 

(d) 	members should be ros ter ed to revisit each 
establishment on their list within the year. 

(e) 	the rota list should have a mix of client groups. 

(f) 	a new rota vi sit form should be devised and a form 
compl et ed f of 1 owi ng each rota vi sit. 

(q) 	copies of completed rota forms would be held on a 
file within each home. 

(h) concerns which members coul d not record on the form 
should be raised separately with the Assistant 
Director Residential Servi ces . 

(i) The Committee would receive a twi ce yearly report 
on homes which have not been recei ving vi sits , and 
on the attendance 1 evel of members responsible for 
these visits . 

(g) (h) and (i) rel ate to residential homes only. 

	

7.1.1.5 	New procedures and controls have been implemented and the 
newly devi sed rota vi sit form is in use. 

	

7.1.1.6 	Since commencement of the current rota vi siting list in 
July a substanti al number of rota vi sits have not been 
compl eted. A full report will be made to the March 1987 
Soci al Servi ces Committee as agreed by this Committee in 
February 1986. 

	

7.1.1.7 	This recommendation has now been fully implemented. 

7.1.2 Leeways Inquiry Panel Recommendation Number 2.  

"All those in positions of management should have clearly defi nied 
responsi bi 1 iti es and be held to account for the manner i n whi ch they 
carry out those responsibilities" (Section 1.2) 
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7.1.2.1 	Directorate  

With the appointment of the Director of Soci al Services 
(October 1985), Assistant Director Community Di vi Sion (June 
1986) and Assistant Director Administrative Servi ces (June 
1986) the senior management team is complete. The selection 
process for those posts emphasised the need for leadership 
ability and management skills to operate in a complicated 
modern environment . The lessons of Leeways were clearly in 
mind throughout and people were selected on the basis of 
their concern for the welfare of individuals in the 
Council's care and their ability to actually get things 
done. Team building i s taki ng pl ace to enable Directorate 
to provi de a more posi ti ve , able and responsible leaders hi p 
in the shortest possible time. 

7.1.2.1.2 The new team 	are absolutely clear about their 
responsi bi 1 iti es and accountability for servi ce delivery 
and standards and the need for open, honest and decisive 
management . 

7.1.2.1.3 The post of Principal Planning and Development Officer has 
been established and when appoi nted in December 1986 will 
further strengthen the senior management team. 

7.1.2.2 	Residenti al Division Headquarters reorganisation  

This is nearing completion. The Principal Administrative 
Officer will be in post in early December and interviews 
are currently being arranged for three Residential Manager 
posts . An additional two posts of Residential Manager are 
being established to continue the work ari sing from the 
Leeways Inquiry and extend i t throughout Residential 
Servi ces Di vi sion. One will be based i n Chil drens Section 
and one in the Adults Section. Managers, with cl ear lines 
of accountability, are committed to change and to a fair, 
firm, responsive style of management, able to give good 
quality professional support and advice to ensure that 
adequate standards of care are developed and mai ntai ned, 
with regular appraisals of the quality of life within the 
homes . 

7.1.2.3 	Di stri ct Reorganisation  

This i s being worked through and i s concerned with long 
term changes to respond effectively to the needs of the 
local community. A team of three are to be appointed to 
make recommendations on the most effecti ve ways to achieve 
this. 

7.1.2.4 	Committee Objectives  

These objectives of an open, flat and responsive Department 
recogni sing the primacy of its duty to place the welfare 



of chi 1 dr en , young people and other vulnerable client groups 
above other loyalties are being met. 

	

7.1.2.5 	To Summari se, substantial work has been undertaken to change 
the approach of the Department from the confused passive 
and reactive situation des cri bed by the Leeways Inquiry 
Report, to a clear thinking, energetic and assertive style. 
The Department now has clearer goals and effective 
leadership. This change is illustrated by explicit 
statements of Committee and Departmental philosophies and 
objectives and by required standards of management and 
I eaders hi p style agreed by Committee i n December 1985. There 
are many consequent stuctur al and procedural changes in 
addi ti on to the improvements i n Directorate, Resi denti al 
and Fi el dwork des cri bed above. These include: 

(a) 	a greater emphasis on accountability of managers 
at all levels; 

(h) 	active concern for equal opportuni ti es and the 
rights of "juni or staff"; 

(c) open access to Departmental records (October 1986); 

(d) development of Compl ai nts Procedures; 

(e) the supervi si on of staff in resi denti al homes; 

(f) and the training i ni ti ati ves des cri bed later i n 
this report . 

Compl eti ng the task of changing the work culture of a 1 arge 
complex organisation from top to bottom must take time. 
Important and substanti al foundations have to he 
established during the year and this work will continue to 
be gi ven hi gh priority by the Director. 

	

7.1.2.6 	Financi al Systems  

The 	Counci 1 is currently involved i n setting up new 
financi al 	management 	structures 	and 	systems 	of 
accountabi 1 ity whi ch wi 11 substantially improve the 
management information base. 

7.1.3 Leeways Inquiry Panel Recommendation Number 3  

"The Resi denti al Care Revi ew and the reorganisation of the Management 
structure of the Resi denti al Division should be impl emented as soon 
as possible" (Section 12) 

	

7.1.3.1 	Chil dren' s Resi denti al Care Revi ew  

This has been fully implemented except for: 

(a) 	R el ocati on of Birch Grove; and 
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(b) 	Establishment of the Care Bank. The Administrative 
Team Leader for the Central Secretari at and Care 
Bank has been appointed, a Scale 3 officer has been 
temporarily redeployed to assist with this work. 
Advertisements will appear in January 1987 for 
remaining staff. 

	

7.1.3.2 	Assessment Resource Centre  

Co-ordi nator, Deputy, Senior Soci al Worker and two sod al 
workers appointed, intervi ew dates will be arranged for 
remaining posts as soon as possibl e. The servi ce i s 
operating from shared premises until Amersham Family Centre 
move to their accommodation in Wickham Road (target date 
March 19871. The Assessment Resource Centre has been 
offering a limited servi ce from November 1986 mostly 
outreach work. From January 1987 a teacher contracted from 
ILEA should be in post to provi de formal education at the 
Centre and follow up work in schools and speci al educational 
establishments . 

	

7.1.3.3 	The Adul t Resi denti al Care Revi ew  

Will commence work early in January 1987 and will comprise 
a joi nt member/officers group. 

	

7.1.3.4 	Management Structure of Resi denti al Division  

This has been designed, all posts established with gradings 
agreed and i s due for completion December 1986 (see 7.1.2.2 
above). The philosophy of reorganisation addresses the 
Leeways issues and cl arif ies the responsibilities and 
accountability of Residential Managers and Administrative 
staff through new job descriptions . 

7.1.4 Leeways Inquiry Panel Recommendation Number 8  

"The integration of the Training Sections withi n Soci al Servi ces 
should take pl ace as soon as possible" (Paragraph 20.2 of the Leeways 
Report) . 

	

7.1.4.1 	The reorganisation of the Trai ni ng Sections has proceeded 
more slowly than pl anned. There have been difficulties in 
negotiating an agreed package with exi sti ng staff and 
administrative delays. 	Revised job descriptions are 
currently being eval uated and assuming there are no problems 
caused as a result of the evaluation, the reorganisation 
will be impl emented by February 1987. 

	

7.1.4.2 	Members should note that subsequent filling of vacancies 
arising from the reorganisation may take until July 1987 
if the normal recruitment timetable is observed. In the 
interim Directorate has identified Departmental Training 
priori ti es for 1986/87. 
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7.1.4.3 	This recommendation will then be fully implemented. 

7. 1. 5 Leeways Inquiry Panel Recommendation Number 9  

"Management should accept that i t has a duty to provi de proper 
opportuni ti es for staff trai ning and development" (Sections 18 & 20) . 

	

7.1.5.1 	Pol icy and Resources (Personnel) Sub-Committee on 13.2.86 
agreed that subject to the vi ews of Direct Labour and Soci al 
Servi ces Committees, TU' s and EA' s: - 

(a) 	all future contracts of service to include a 
statement that empl oyees are requi red to undertake 
appropri ate trai ning as defined by management; 

(h) 	all resi denti al staff to undergo trai ni ng for at 
least one half day per month or six days per year; 
and 

(c) 	an annual report be submitted to Pol icy and 
Resources (Personnel) Sub-Committee on training 
acti vi ti es hi ghl ighti ng those staff receiving both 
no trai ning and those more than six days . 

	

7.1.5.2 	Soci al Servi ces Committee endorsed the above subject to 
further discussions between Social Services Department and 
Central Training and a further proposal put forward. Thi s 
was agreed by Policy & Resources (Personnel) Sub-Committee 
on 5.6.86. 

	

7.1.5.3 	Discussions have taken pl ace between Soci al Servi ces 
Department 	and 	Central 	Tr ai ning 	on 	trai ning 
needs/programmes for residential staff, plus devel opment 
of computerised training profiles. (See para 7.2.6.2 
regardi ng computeri sed records ). 

7.1.5.4 Management Trai ning package devised for Heads of Chil drens 
Hanes and their deputies i s schedul ed to start January 1987. 
The training is to all ow Head and Deputies to develop 
leadership ability  l 	and management skills to take on the 
delegated responsi bil it y for effecti vely running Chil drens 
Hanes within agreed standards, i n order to provi de the best 
possible servi ce for the young people i n their care. The 
course wi 11 be modul ar and cover such topi cs as: - 

(a) The Role of Sod al Servi ces Committee - philosophy 
& objectives; 

(b) Indus tri al Rel at i ons & Equal Opportuni ti es; 

(c) Recruitment & Selection Interviewing; 
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Team Buil ding; 

Supervi si on; 

Admin & Finance; 

Staff Development & Trai ni ng; and 

Management styles including responsibility and 
accountability. 

The aim of training both Head & Deputy together i s to en abl e 
then as a team of two to develop and support other staff 
within the Homes (the "waterfall effect" of trai ni ng). By 
trai ning all Heads and Deputi es as a group si mil ar standards 
of management skills wi 11 develop across the chi 1 drens 
resi denti al servi ce. This Management trai ning course will 
be used as a model across Resi denti al Servi ces Di vi si on at 
a 1 at er date . 

	

7.1.5.5 	Pri or to training Heads & Deputies of Chi 1 drens Homes 
preparatory training has been provided for third tier 
officers to prepare them for the absence of immedi ate 1 ine 
managers . 

	

7.1.5.6 	The uncommitted growth package agreed July 1986 isfinanci ng 
the trai ning outlined above. 

	

7.1.5.7 	A report on training for the Residential Servi ces Divi si on 
was submitted to Soci al Servi ces Committee 1_.7.86 (Second 
Interim Report of Residential Manager - Leeways Inquiry. 
Appendix E) outl i ning a proposed trai ning strategy for this 
Di vi si on. 	The Senior Pri nci oal Officer (Chi 1 drens 
Residential) has proposed an accelerated secon tient package 
for 1987-1992 outlining mi ni mum trai.ni  ng requi rernents for 
a professional Chil drens Resi denti al Service using i n-house 
and professional training courses . 

	

7.1.5.8 	A meeting between Directorate and Soci al Servi ces Tr aining 
Section i n September identified training priorities for the 
Department for 1986 /87. 

	

7.1.5.9 	Work on this recommendation i s nearing compl eti on. 

7.1.6 Leeways Inquiry Panel Recommendation Number 10.  

"Tr ai ni n g and development of staff should be the responsibility of 
their man agers who should be accountable for the way i n whi ch they 
carry out this responsibility" (Section 20) . 

7.1.6.1 
	

Pol icy & Resources (Personnel) Sub-Committee on 13.2.86 
resolved that subject to the view of Direct Labour and 
Soci al Servi ces Ccmmi ttees , TU' s and EA ' s that development 
of Induction and Orientation Programmes be regarded as a 
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priority and that resi denti al managers be equipped to 
pro vi de this trai ning (see Recommendation 12) Soci al 
Servi ces Committee endorsed this 27.3.86. 

	

7.1.6.2 	Job descriptions and the defi ni ti on of the Role of the 
Residential Soci al Worker (see para 7.2.1.1 and 7.2.1.2) 
are pre-requi sites for all staff trai ning. Developmental 
aspects will be covered by improved professional 
supervision (see para 7.1.7.3 and 7.1.7.4) 

	

7.1.6.3 	Staff development and training i s i ncl uded i n the new job 
descriptions for Resi denti al Managers and Resi denti al 
Soci al Workers with line management responsi bi 1 ity. 

	

7.1.6.4 	Staff development and trai ning will be a module i n the 
management training package for Heads & Deputies of 
chit drens homes. Tr ai ning in skills of staff development 
will be needed i ni ti al 1 y by Residential Managers to carry 
out their responsibilities fully. 

	

7.1.6.5 	Following compl eti on of the recruitment of new managers for 
Resi denti al Servi ces Headquarters a trai ning package wil 1 
be designed for all Residential Managers and wi 11 take pl ace 
in the latter part of 1987. Current staff support this. 

	

7.1.6.6 	This recommendation will then be fully impl emented. 

7.1.7 Leeways Inquiry Panel Recommendation Number 11  

"The present pattern of pro vi ding supervision within the Resi denti al 
Divi si on should he reconsi dered and improved. Such Supervi si on shoul d 
be seen as part of proper staff trai ning and development". (Section 
20) . 

	

7.1.7.1 	The objectives of supervision can be defined as: - 

(a) ensuring the Chil drens Hanes operate in accordance 
with the primary objectives of the Di vi si on, 
Department and Council ; 

(b) ensuring that resi denti al soci al workers are cl ear 
individually and collectively, about their roles 
and responsi bi 1 iti es; 

(c) to develop a satisfactory environment and 
condi ti ons for good pr act i ce to ensure the wel fare 
of young people is paramount; 

(d) to support and advise staff in stresses that mi ght 
impair effective servi ce deli very; and 

(e) to assist i n professional development of the 
resi denti al soci al worker role, in terms of both 
devel opi ng and improving basic skills and al so i n 
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increasing and developing knowl edge requi red for 
practi ce . 

In enabling empl ogees to understand their role as a 
resi denti al soci al worker joi nt work has been undertaken 
with them on preparing job descriptions and statements of 
the Home's functions. 	This has already redressed the 
situation identified by the Inquiry Panel and provi ded a 
firm basis for further improvements 

	

7.1.7.2 	Regular professional super vi si on is in kee pi ng with the new 
management i ni ti ati ves of f air, firm responsive management 
style. 	Heads of chi 1 drens homes are receiving regular 
supervision from Residential Managers in accordance with 
the latter' s new job descriptions . Planned programmes of 
supervision is a requirement in new job descriptions for 
all resi denti al soci al workers . 

	

7.1.7.3 	Professional supervisors have been bought in to supervise 
staff unti 1 such time as Heads of Chi 1 drens Homes are 
trained in supervisory skills. Supervision will be a module 
i n the management training for Heads and Deputies of 
Chil drens homes . ( Para 7.1. 5. 4) . 

7.1.7.4 To facilitate professional supervision the following 
docunents will be necessary:- 

(a) job descriptions for all staff (para 7.2.1.1); 

(b) statement of Chil drens Homes Objecti ves (to be 
completed 1st 'January 1987); 

(c) role of Resi denti al Soci al Worker (para 7. 2. 1.2); 

(d) Organisational Chart (para 7.2.1.4); and 

(e) Training profiles (para 7.1.5.3) . 

	

7.1.7.5 	This recommendation wi 11 then be fully impl emented. 

7.1.8 Leeways Inquiry Panel Recommendation Nunber 12  

"Induction trai ning i n some form should be rei nstated as soon as 
possi bl e" (Section 20) . 

	

7.1.8.1 	Pol icy & Resources (Personnel) Sub-Committee on 13.2.86, 
agreed subject to the views of Direct Labour and So ci al 
Servi ces Commi ttees , TU' s and EA ' s , that the de vel opment 
of Induction and Orientation Programmes for all resi denti al 
staff be regarded as a priority and that resi denti al 
managers be equipped to provi de this trai ning 

	
This was 

endorsed by Soci al Servi ces Commi ttee on 27.2. 86. 
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7.1.8.2 	Central Training conducted a major survey throughout the 
Council from 1 April and compiled a report on issues of 
induction and orientation. A pilot project on Induction 
Training is being launched from mid-November 1986 to end 
March 1987. The Project consists of one 2-day course per 
month for 8 people (1/2 people from each Department). 
Following analysis of the project the package will be 
modified to adjust content, frequency and size. 	The 
induction programme is initially aimed at people joining 
the Council with no previous experience of working in local 
government and will then be extended to give priority to 
all staff within their first year of appointment. 

	

7.1.8.3 	The National Institute of Social Workers is publishing in 
Autumn 1986 an Induction Package for Residential Social 
Workers. This package will be adapted for use in Lewisham 
as a project by the Heads and Deputies of Childrens Homes 
during their Management Training Course. This modified 
package will then be used for all residential staff with 
Line Managers being responsible for ensuring that staff 
receive Induction Trai ni ng. 

	

7.1.8.4 	This recommendation will then be fully implemented. 

7.1.9 Leeways Inquiry Panel Recommendation Number 16  

"Proper reception f aci 1 iti es should be establ i shed at Eros House or 
elsewhere, to try to ensure privacy for those who wish to discuss 
matters i n confidence ." (Section 15) 

	

7.1.9.1 	Eros House Stage I refurbishment commenced June 1986 and 
is due for completion end of November 1986. Negotiations 
have taken place to expedite the parti tioning, carpet laying 
and decorating of the fifth floor. 

	

7.1.9.2 	If there is anything further to report a verbal update will 
be gi ven to members. 

	

7.1.9.3 	This recommendation will then be fully implemented. 

7.1.10 	Leeways Inquiry Panel Recommendation Number 17  

"Domestic staff should, wherever possible, attend staff meetings" 
(paragraph 15.3 of The Leeways Inquiry Report)." 

7.1.10.1 All domestic staff attend staff meetings when possible and 
all are offered regular supervision. 

7.1.10.2 Recommendation 17 has been fully implemented. 
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7.1.11 	Leeways Inquiry Panel Recommendation Number 18  

"Parents with ccmpl ai nts should be directed, where appropriate, to 
the person with responsi bi 1 ity for dealing with that compl ai nt" . 
( Paragraph 15.7 of the Leeways Inquiry Report) . 

7.1.12 	Leeways Inquiry Panel Recommendation Number 19  

"Consideration be gi ven to establishing a compl ai nts procedure f or 
children in care. We do not think it advisable for a special person 
to visit the home to become the chi 1 drens ' fri end' . " (Paragraph 15.4 
of the Leeways Inquiry Report). 

Action taken on Recommendations 18 and 19  

7.1.11.1 
12 

7.1.11.2 
12 

7.1.11.3 
12 

Soci al Servi ces Committee 27.2.86 approved a procedure to 
enable both children in care and their parents to make a 
compl ai nt concerning the servi ces the Soci al Servi ces 
Department is pro vi ding and to ensure their compl ai nt is 
dealt with . 

A draft procedure was ci rcul ated throughout Soci al Servi ces 
Department. 	Due to the complexity of collating the 
information received into the final document, setting up 
procedures and monitoring them, organi sing trai ning 
programmes and publicising the document, two officers (from 
Community Division) were seconded to the work for three 
months from 1 September 1986. 

The Trades Uni ons were consul ted and agreed the procedures . 
Family Rights Group and National Chil drens Bureau were also 
consulted. 

7.1.11.4 
12 

	

	Personnel are being identified to work as Investigating 
Officers , Compl ai nts Officers and, Panel members . 

7.1.11.5 
12 The pamphlets have been published. There wi 11 be a formal 

public launch on 8 December following staff training in the 
use of the procedures . Res ponsi bi 1 ity for ensuring that 
chil dren and young people coming i nto care are aware of and 
understand how to use the Procedure will be the Field Soci al 
Workers' and in addi ti on staff i n Chil drens Homes will have 
a cl ause i n their job des cri pti ons for ensuring that young 
people i n resi dence have a clear understanding of the 
procedure and this responsibility i s outlined i n the 
document, "The Role of the Resi denti al Soci al Worker" . 

7.1.11.6 
12 	Training in the procedures- has been arranged as f ol lows : - 

a ) Course for In ves ti gating Officers, Compl ai nts Officers, 
and Panel members 30 - 40 pl aces . 
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b) Course on Use of Procedures 4 x 20 pl ace workshops . 

c) Two evening courses i n December for Foster Parents and 
other supporters . 

7.1.11.7 
12 	This recommendation will then be fully implemented. 

	

7.1.13 	Leeways Inquiry Panel Recommendation Number 21  

"The trai ning programme i n the use of the Recrui tment Manual shoul d 
be speeded up and that urgent discussions should take pl ace about the 
recrui tment needs of the various Departments, and how the Manual can 
best be adapted to meet them." (Paragraph 17.6 of the Leewa.ys Report) 

7.1.13.1 Policy and Resources (Personnel) Sub-Committee 13.2.86, 
subject to the vi ews of Direct Labour and Soci al Servi ces 
Committees, TU's and EA' s , agreed that further trai ning i n 
the use of the Recrui tment Manual for officers and members 
invol ved with Soci al Servi ces appointments be an urgent 
priority using internal staff with central Training Staff 

	

i ni ti ally acting as course organisers. 	Soci al Servi ces 
Committee 27.2.86 endorsed this. 

7.1.13.2 Central Tr ai ning Section (Personnel Di vi si on ) and Soci al 
Servi ces have arranged for fifty officers to be trained i n 
December 1986. To date 93 officers i n the Department have 
been trai ned. Heads & Deputies i n Chi 1 dr ens Residential 
were to recei ve trai ning i n November 1986 but this had to 
be cancelled due to I ndus tri al Action. 

	

7.1.14 	Leeways Inquiry Panel Recommendation Number 96  

"Training in the use of the Recruitment Manual and Interviewing 
techniques should be made avai 1 abl e to members . ( Section 19) . 

7.1.14.1 Policy & Resources (Personnel) Sub-Committee agreed:- 

a) further trai ni ng i n the use of the Recrui tment Manual 
for officers and members invol ved i n Soci al Servi ces 
appointments be an urgent priority using internal staff 
with Central Tr ai ning acting initially as course 
or gani sers; 

b) members should di scuss their own training objectives and 
their roles in carrying these out, and the services of 
Central Trai ni ng be available to assist members , 
including new members, to identify trai ning needs, to 
design and secure the impl ementati on of trai ni ng to meet 
these needs and to evaluate the resul ts. Soci al Servi ces 
Committee 27.2.86 endorsed the above. 

7.1.14.2 A 2-day course took place in May for new members. 3-day 
Selection I nter vi ewi ng Courses took pl ace i n June and Jul y 
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for all new members of Pol icy & Resources (Personnel ) Sub-
Committee and key members of other Committees. Further 
courses are pl anned. 

7.1.14.3 This recommendation has been fully implemented. 

	

7.1.15 	Leewa,ys Inquiry Panel Recommendation Number 27  

"A programme he impl emented to enable residential workers to detect 
child abuse, including sexual abuse, and to provide chil dren with 
appropri ate i nf orm at i on to help them to protect t hem sel ves . 
Addi ti on al resources mi ght be necessary to fund such a programme." 
(Section 8) . 

7.1.15.1 Three ',-day Seminars on recognising chi 1 d abuse and hel pi ng 
abused chil dren have been attended by 28 resi denti al soci al 
workers. They found the course extremely helpful in their 
work . 

7.1.15.2 The first draft of a Guidebook for Children & Young People 
i n 	Care is being prepared and co nt ai ns ad vi ce and 
information  of 	for Children & Young People to help them protect 
themsel ves from abuse . 

Due to the compl exi ty of this task i n ensuring the Gui debook 
is written in a 1 anguage form that all chil dren and young 
people can understand; that the rights of chi 1 dren and young 
people in care are taken into account and made expl i ci t; 
and that adequate consultation has taken pl ace , the f irst 
draft will not now he completed until the end of this year 
or early next year. Discussions are taki ng pl ace wi th 
Public Rel ations Department regarding the illustrations and 
1 ayo ut of the book . 

	

7.1.16 	Leeways Inquiry Panel Recommendation Number 28  

"Staff should be encouraged to be more mobile for their own 
development, consistent with the need to provi de continuity of care 
and contact with staff in other homes should he encouraged." (Section 
20) . 

7.1.16.1 New contracts for all resi denti al staff , following 
implementation of the Resi denti al Revi ew (Chil drens ) 
i ncl ude a Fl exi hie workpl ace condi ti on and has been accepted 
by Trades Unions. Some staff have already moved as a result 
of this . 

7.1.16.2 The Residential Soci al Workers Forum (Chi 1 drens ) for 
Chil drens Homes staff offers all staff the opportunity to 
meet f ortni ghtl y to discuss issues rel evant to their work. 
The Forum will be reviewing its progress i n January 1987 
and a report wi 11 be submitted to Committee thereafter . 

7.1.16.3 This recommendation has been fully implemented. 
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7.1.17 	The Leeways Inquiry Panel did not recommend the f ol 1 owin g: - 

29 	"Any change i n the Council's Policy of equal opportunities: 

30 	"That only married coupl es be empl oyed i n child care." 

7.2 Those recommendations that have been agreed by Social Services  
Committee and are being impl emented by Soci al Services Department,  
but require further consultations with regard to Council-wide 
implementation: 

7.2.1 Leeways Inquiry Panel Recommendation Number 4  

"All empl oyees should be gi ven , on appointment, such documents as 
detailed in paragraph 18.1 (of the Leeways Report) and that these 
shoul d be i ncorpor at ed i nto the terms of empl °went and be 
acknowledged i n wri ting by the employee on appointment. 	Any 
subsequent changes to these statements affecting the nature of the 
job should be similarly acknowledged." 

These documents are: 

a) a clear job description 

b) a statement of responsi bi 1 iti es 

c) a statement of the Authority's statutory duty to safeguard and 
promote the wel fare of the children i n its care and its wi sh to 
pro vi de the hi ghest possi ble quality of care and that 
responsi bi 1 i ty of its employees i s to pl ace the interests of those 
children first and foremost . 

d) a statement that an empl oyee is liabl e to be di smi ssed i n the event 
that their personal life seriously impairs their ability to care 
for the chi 1 dren i n their charge or makes an empl oyee unsui tabl e 
to do so , or if s/he is unable competentl y to perform their duties 
thereby preventing the Council from carryi ng out its statutory 
obligation to children in its care. 

e) an adequate description of the organisation's structure and the 
employee's role within it. 

f) a statement that al 1 empl oyees are expected to take part i n 
appropri ate trai ning and development programmes provi ded by the 
employer . 

7.2.1.1 	Job Des cri pti ons  

7.2.1.1.1 Pol icy and Resources (Personnel 1 Sub Committee on 13.2.86 
agreed that subject to consultation with TU's and EA's all 
residential workers to have job descriptions Soci al 
Servi ces Committee 27. 2.86 endorsed this . 
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7.2.1.1.2 Job Des cri ptions for all Officer Grades i n Children's Homes: 
have been completed and discussed with staff concerned. 
Negotiations are taki ng pl ace with TU's and EA' s . The Job 
Descriptions will be operational from 1 March 1987. 

7.2.1.1.3 Job Descriptions for Officers grades in Adult Homes and 
manual workers across the di vi si on: wi 11 be compl eted at a 
later date. Work will start in January 1987. 

	

7.2.1.2 	Role of Resi denti al Soci al Worker: clearly defining the 
responsibilities of these staff has been compl eted and was 
issued as an interim statement i n November. Discussions 
will take place with TU's and EA's early in 1987 to enable 
the final policy document to fully reflect the Council's 
Equal Opportuni ti es policy and the raci al perspecti ve . 

	

7.2.1.3 	Statement of duty to safeguard child: incl udi ng other 
vulnerable people was ci rcul at ed to all staff fol 1 owi ng 
Soci al Services Committee's agreement 31.1.0.85. All new 
staff recruited this year have received a copy and al 1 
future employees will receive the statement on appointment. 

	

7.2.1.4 	Organisation al Chart showi ng Residential Soci al Worker's  
Posi ti on within i t: has been compl eted and was i ssued to 
staff in January 1987. 

	

7.2.1.5 	A document detailing the routes children come into care  
contai ns 	the 1 egi sl ati ve framework expl ai ni ng the  
Department's statutory duties to such children and young  
people: has been compl eted and i ssued as an interim 
statement i n January 1987. 	Discussions will take pl ace 
with the Race Adviser in early in 1987 to enable the final 
pol icy document to fully reflect raci al perspectives . 

	

7.2.1.6 	A statement to undertake appropri ate trai ning: 

Policy and Resources (Personnel) Sub-Committee 4.9.86 
agreed that all contracts of employment wi 11 incl ude the 
statement "All employees are required to parti ci pate in any 
appropri ate trai ni ng or development programmes identified 
by management". All contracts for staff employed from 1 
October 1.986 now contain this statement . 

	

7.2.1.7 	Statement that employee likely to be dismissed if personal  
life makes them unsuitable to carry out their work: 

Policy and Resources (Personnel) Sub Committee 4.9.86 
consi dered that all contracts of empl orient should i ncl ude 
the following statement:- 

"empl oyees whose personal life seriously impairs thei r 
ability to care for children, elderly or other vulnerabl e 
people i n their charge or makes them unsuitable to do so 
or who are unable competently to perform their duties and 
thereby prevent the Council from carrying out its statutory 



obligations to chi 1 dren , el elderly or other vulnerable peopl e 
in its care will, subject to proper procedural safeguards, 
be di smi ssed" . 

This statement was endorsed by that Committee in October 
and referred by the Chair of Policy and Resources 
(Personnel ) Sub Commi ttee to the Director of Soci al Servi ces 
and Chief Personnel Officer for consideration of the exact 
wording prior to the statement being included in contracts 
of employment. 

This recommendation should be considered i n conjunction 
with Recommendation 6. 

	

7.2.1.8 	All documents except for Job Descriptions were ready for 
use in January 1986. 	Copies of these documents were 
submitted to Soci al Servi ces Committees i n July and October 
1986. Job Descriptions for Officer staff in Children's 
Homes by 1 March 1987 and Job Descriptions for remaining 
staff in the Autumn. 

	

7.2.1.9 	Soci al Servi ces Departments work on this recommendation i s 
nearing completion. 

7.2.2 Leeways Inquiry Panel Recommendation Number 5  

"The Progress and performance of staff should be regularly monitored 
and assessed and they should be confronted with any criticisms so as 
to enable them to improve their performance. This is l inked to our 
recommendations that there should be a duty on the employer to provide 
proper training and development opportunities (Section 18)." 

	

7.2.2.1 	Policy and Resources (Personnel) Sub Committee 13.2.86 
agreed that subject to the views of Direct Labour Committee 
and comments of Equality Advisors, consultations be started 
with appropri ate Trades Unions on the introduction of a 
formal employee assessment scheme in the Council, that the 
experience of other local authorities be sought and that 
following these discussions a joint report be submitted by 
officers and Trades Unions. This was endorsed by Direct 
Labour Committee and by Social Services Committee 27.2.86. 

	

7.2.2.2 	The Trades Unions have responded to the offer of a seminar, 
from the Chief Personnel Officer, to discuss the proposal 
but have expressed concern at a formal system which could 
lead to disciplinary action if employees do not meet 
standards set by Supervisors. They support the concept of 
assessment being part of the normal Supervisory process in 
Soci al Work. A Council-wide option of systems is awaited 
from Trades Unions. 

	

7.2.2.3 	Monitoring of staff performance is an essential part of 
professional supervision and is a regular expectation of 
Soci al Services Department. It is now in keeping with new 
management initiatives of fair, firm and responsive 
management style responsible and accountable for servi ce 



delivery. 	Heads of Chi 1 drens Homes are now receiving 
Supervision re gul arl y from Resi denti al Managers in 
accordance with the 1 atter' s new job descriptions . 

	

7.2.2.4 	Funding was agreed (uncommitted growth package July 1986) 
to buy in professional supervi si on as a temporary measure 
until the Heads of Chil drens Homes are trained in 
supervisory skills (see Recommendation Number 111. These 
professional Supervisors are supervising Residential 
Soci al Workers in five of the seven Chi 1 drens Homes . 

	

7.2.2.5 	Soci al Servi ces Departments work on this recommendation has 
now been compl eted. 

7.2.3 Leeways Inquiry Panel Recommendation Number 13  

"As part of proper staff development, staff should be told about the 
channels of complaint and whom they should consult" (Section 161. 

7.2.4 Leeways Inquiry Panel Recommendation Number 14  

"There should be clear gui dance about who is responsi bl e for dealing 
with cliff i cul t compl ai nts . Staff should be encouraged to take matters 
directly to the person as well as discussing it with their own 
manager" . (Section 16) . 

7.2.5 Leeways Inquiry Panel Recommendation Number 15  

"Those who make compl ai nts should be told by Management what action 
has been taken to deal with their compl ai nt, or if no action was 
taken, why not" . (Section 15) . 

Action taken on Recommendations 13, 14 and 15  

Following7.2.3.1 	Soci al Servi ces Committee's agreement 7.11.85 the 
4 	Director of Soci al Servi ces issued an Interim Compl ai nts 
5 	procedure to be used by all staff in the Department (a copy 

was submitted to Soci al Servi ces Committee 9.10.861. 

Soci al Servi ces Committee 1.7.85 endorsed the Director of 
Soci al Servi ces comments that the Compl ai nts Procedure 
should not be seen as a substi tute for the Raci al and Sexual 
Harassment Grievance Procedure which is still to be 
implemented. 

	

7.2.3.2 	Pol icy & Resources (Personnel 1 Sub-Committee 13.2. 86, 
4 	subject to the views of Direct Labour & Soci al Servi ces 
5 	Committees resol ved that the draft Compl ai nts Procedure be 

approved as a basis for consultation with Trades Unions and 
Equality Advi sors , and the vi ews of the Race Rel ati ons and 
Women's Committees be sought. Soci al Services Committee 
27.2.86 approved the Council's new draft Compl ai nts 
Procedure. 

	

7.2.3.3 	Pol icy & Resources (Personnel Su b-Commi ttee 4.9.86 
4 	resol ved that subject to the views of the Direct Labour 
5 	Committee:- 

41 



(a) The Council's new Colialaints Procedure be amended to 
provide for complaints to be investigated by a parfel 
of three officers: one to reflect the sex and race 
of the complainant; one to reflect the sex and race 
of the person complained about; and one other. 

(b) The Complaints Procedure as amended be introduced for 
all employees on a temporary basis until such time as 
a procedure has been developed to provide a consistent 
approach for all complaints. 

	

7.2.3.4 	The Trades Unions would prefer to have one procedure to deal 
4 	wi th gri evances , compl ai nts, and sexual and raci al harass- 
5 	ment cases, and suggest the current Grievance Procedure be 

amended to allow this flexibility. 

	

7.2.3.5 	The Soci al Services Interim Compl ai nts Procedure as circu- 
4 	1 ated i n November 1985 i s being used by Staff . The Council- 
5 	wide Compl ai nts Procedure as amended above requires further 

negotiation before the final procedure can be drawn up. 

7.2.6 Leeways Inquiry Panel Recommendation Number 20  

"The Council should establish a uniform policy of record keeping. 
This system should ensure that trivia is separated from important 
information; that, where possible, records are typed; and that there 
are clear guidelines about when documents should be removed and 
destroyed. It should also ensure that the information is readily 
accessible to those who need it". (Paragraph 14.1. of the Leeways 
Inquiry Report). 

7.2.6.1 Policy & Resources (Personnel) Sub-Committee 13.2.86, 
subject to the view of Direct Labour and Social Services 
Committee, TU's and EA's, agreed that current progress on 
development of a uniform policy of record keeping be noted. 
Soci al Servi ces Committee 27.2.86 endorsed the decision. 

	

7.2.6.2 	Proposals for a Council-wide computerised staff records 
system were submitted by Chief Personnel Officer to Policy 
& Resources (Computer) Sub-Committee. 	Further 
investigatory work is required and a further report is to 
be submitted to that Committee. Chief Personnel Officer 
issued a Personnel Information Circular mid-October. 

	

7.2.6.3 	The Director of Social Services has a separate viable 
proposal for a mi cro-computer i n uncommi tted growth 
proposals for 1986/87. 

	

7.2.6.4 	Soci al Servi ces Client records  

A code of practice for Access to Information was published 
and became policy in Lewisham on 1. October 1986. The Code 
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of Practice being used by field and residential soci al 
workers contains: 

(a) gui del i nes for i nformi ng servi ce users of the pol icy; 
(b) procedures for all owing access; 
(c) criteria and procedures for withholding information; 
(d) Appeals Procedures; 
(e) Specimen Case file containing new forms including 

summary and transfer sheets; 
(f) a section on good recording practice; 
(g) recording in Child Abuse Cases; and 
(h) pol icy on retention, archiving and destruction of 

records . 

All staff have received trai ni ng i n the use of the pol icy, 
and in addition, field soci al workers have recei ved trai ning 
i n recording skills. 

7.2.6.4 	Chil drens Home Records  

Access to Information wi 11 be i ncl uded i n the module on 
Admin and Finance in the Management Training Course for 
Heads and Deputies of Chi 1 drens Homes . 

7.2.6.5 	Resi denti al Headquarters Records  

A Principal Administrative Officer, has now been appoi nted 
to t hi s newl y es t abl i shed post whi ch wi 11 resol ve past 
pro bl ens . 

7.2.6.6 	Soci al Servi ces Departments work on this recommendation i s 
nearing compl eti on . 

7.2.7 Leeways Inquiry Panel Recommendation Number 24  

"Enqui ri es should be made as to whether or not a candi date for chi 1 d 
care employment has "spent" convictions or is otherwise unsuitable 
for empl orent i n child care." (Paragraph 17.10 of the Leeways Inquiry 
Report) . 

7.2.7.1 Policy & Resources (Personnel) Sub-Committee 13.2.86 
agreed, subject to the views of Direct Labour Committee 
that: - 

(a) categories of empl oyment outl ined i n the report (to 
that Committee) be approved as "exempted 
occupations" under the Rehabi 1 itati on of Offenders 
Act 1974 and ( Exceptions) Order 1975. 

(b) for all areas of employment so listed the following 
statement must be sent out with all job 
app) i cat i ons . 
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"Because of the nature of the work f or whi ch you 
are applying this post is exempt from the provision 
of Section 4( 2) of the Rehabilitation of Offenders 
Act 1974 by virtue of the Rehabilitation of 
Offenders Act (Exceptions) Order 1975. Applicants 
are therefore not enti tled to withhold information 
about co nvi cti ons whi ch for other purposes are 
"spent" under the provi sions of the Act, and in 
event of empl oynent any f ai 1 ure to disclose such 
convictions 	will 	result 	in 	di smi ss al 	or 
disciplinary action by this Council . 	Any 
information will he completely confidential and 
will be considered only i n rel ati on to an 
appl i cation for a posi ti on to which the order 
applies . You are not required to i ncl ude detail s 
of past convictions on your application form, but 
you 	will be expected to di scl ose any such 
information at the appointment i nter vi ew" . 

(c) 	that for all areas of empl orient so listed al 1 
reference requests must contain the f ol 1 owing:- 

"In order to protect the public, the post for whi ch 
application is being made is exempt from Section 
4(2) of the Rehabi 1 itati on of Off endcers Act 1974, 
by virtue of the Rehabilitation of Offenders Act 
(Excepti ons) Order 1975. It i s not, therefore, i n 
any way contrary to the Act to reveal any 
i nformati on you may have concerning convi cti ons 
which would otherwise be considered 'spent' i n 
rel ati on to this application and whi ch you co ns i der 
to be relevant to the applicants suitability for 
employment . Any such i of ormati on will be kept i n 
stri ct confidence, and used only in consi der ati on 
of 	the sui tabi I ity of this application for a 
posi ti on where such an exemption is appropri ate ." 

7.2. 7. 9.1 "Any empl oyment by a 1 ocal authority i n connection with the 
provi sions of Soci al Services or by any other body in 
connection with the provi si ons by i t of si mi 1 ar Servi ces , 
being employment which is of such a kind as to enable the 
hol der to have access to any of the fol 1 owi ng cl asses of 
person i n the course of hi s/her normal duti es mai nl y:- 

(a) Persons under the age of 18 and over the age of 65; 

(b) Persons suffering from serious illness or mental 
disorder of any description; 

(c) Persons addi cted to al cohol or drugs; 

(d) Persons who are blind, deaf and dumb; and 

(e) Other persons handicapped by illness, injury or 
congenital def ormi ty." 



7.2.7.2.2 "Any employment by a youth club, local authority or other 
body which is concerned with the promotion of leisure or 
recreational activities for persons under the age of 18 
being empl owient of such a kind as to enable the holder to 
have access to such persons in the course of hi s/her duties. 

7.2.7.2.3 Also 1 isted are Medi cal Practi ti oner,  , Nurse, Solicitor, and 
Certified Accountant. 

7. 9. 7.9.4 Officer Staff: 

All Childrens Day Centre Staff 
Pre-School Development Officer 
Extended Day Scheme Officers 
Senior Day Care Officers 
Day Care Officers 
Day Care Visitors 
Pri nci pal Officer 	(Home Care) 
Assistant Principal Officer (Home Care) 
Home Care Managers 
Haile Care Organisers 
Home Care Team Leaders 
Deputy Home Care Organisers 
Assistant Home Care Organi sers 
Catering Officer 
Assi stant Catering Officer 
Admin Assistant (Mental Health Register) 
Transport Foreman 
Holiday Centre Staff 
Intermedi ate Treatment Group 
Admin & Clerical Staff at Amersham Family Centre 
All fieldwork staff (Community Division) 
All residential staff. 

7.2.7.2.5 Manual Workers:- 

All Childrens Day Centre Staff 
Extended Day Care Scheme Staff 
Foreman Dri ver/Attendants 
Dri ver/Attendants 
Coach Escorts 
Dri ver/Loaders 
Family Care Workers 
Senior Home Care Workers 
Speci al Duty Team 
Day & Night Sitters 
Family Centre Leaders 
Holiday Centre Staff. 
Cooks at Lunch Clubs (not Day Centres) 
Assi stant Cooks at Lunch Clubs (not Day Centres) 
Kitchen Assistants at Lunch Clubs (not Day Centres) 
All Day Centre Staff (with the exception of Kitchen Staff 

and Cleaners) 
R es i denti al Homes/Hostel s staff . 



7.2.7.3 The above procedures are now being fol 1 owed i n Soci al 
Servi ces Department . Committee members attention i s drawn 
to the Officer list - all residential staff - there is no 
specific mention of Headquarters residential staff . 

7.2.7.4 At Policy & Resources (Personnel') Sub-Committee 4.9.86 a 
report on the Rehabi 1 itati on of Offenders Act was withdrawn 
because the Local Authori ti es Conditions of Service Advisory 
Board had issued Advisory Bulletin (Wilber 157) 
"Rehabilitation of Offenders Act 1974 ( Exceptions) 
(.Amendments) Order 1986", co nt ai ni ng new informati on 
regarding exempted categori es whi ch cane into effect 18 July 
1986. 

7.3 	Those recommendati ons that are subject to further consul tati ons with 
the Equality Advi sers and Trades Uni ons: 

7.3.1 Leew ays Inquiry Panel Recommendation Number 6  

"Empl oyees whose personal 1 if e seri ously impairs their abi 1 ity to 
care for the children in their charge or makes then unsuitable to do 
so or who are unable competently to perform their duties and thereby 
prevent the Council from carrying out its statutory obligations to 
children i n its care should, subject to proper procedural safeguards, 
be di smissed" (Section 18) . 

7.3.1.1 Pol icy & Resources (Personnel) Sub-Committee 13.2.86 agreed, 
subject to the vi ews of Direct Labour and Soci al Servi ces 
Committees, Trades Uni ons and Equal ity Advi sers , a statement 
be 	included i n the recrui tment literature i n those 
Departments dealing with children, elderly and other 
vulnerable people stating that where:- 

a) an i ndi vi dual ' s personal life renders them unsuitable, and 

b) when an individual's competence impairs their ability to 
care for people i n their charge 

then subject to proper procedural safeguards they will be 
di smi ssed. 	This was endorsed by Soci al Servi ces Committee 
27.2.86. 

7.3.1.2 Pol icy and Resources (Personnel) Sub-Committee considered 
that a statement be included i n the recrui tment literature 
as above . 

7.3.1.3 The Trades Uni on are unhappy at the statement being i ncl uded 
in contracts of employment but agree with the concept of 
disciplinary action being taken i n certain cases . 



7.3.1.4 The Director of Soci al Servi ces has considered the 
controversy regardi ng proper protection of empl oyees ri ghts 
i n relation to this recommendation. The Council is already 
experienced i n dealing wi th empl oyees who mishandle Counci 1 
monies, and employees who misuse drugs and al cohol , where 
this impi nges on their work. Procedures are being developed 
for raci sm, raci al and sexual harrassment , the Director has 
defined only two ci rcumstances i n addi ti on to those above 
where an employee should he considered for dismissal on the 
basis that they care for children, elderly and other 
vulnerable people: 

a) 	where there i s evi dence that an empl oyee has sexual 
interest in children, or is prepared to exert the power 
gi ven to him/her to exploit children and vul nerabl e 
adults sexually or in any way; and 

b 1 	where there i s evi dence that an empl ogee i s unable to 
keep in check violent and/or sadistic behaviour. 

These two speci al ci rcumstances should be accepted and agreed 
with Trades Unions as reasons for disciplinary action. There 
are proper safeguards within existing procedures for 
managers to confront employees where there is genuine concern 
but 1 ack of immedi ate evi dence and for empl oyees to ensure 
that sus pi ci on does not amount to "convi ction" . 

7.3.1.5 NALGO are unhappy with (b) above requiring a clearer 
defi ni ti on as to vi of ence , and the criteria agai nst which 
vi of ence would be measured to be set out . A meeting has 
been arranged with TU's to define violence. 

7.3.1.6 The statement as it is wri tten i n paragraph 7.2.4.7 above, 
contai ning the wording from the Inquiry Panel's recom-
mendati on No. 6, was endorsed by Soci al Servi ces Committee 
on 9 October, and then referred by the Chair of Policy and 
Resources (Personnel 1 Sub-Committee to the Director of 
Soci al Servi ces and Chi of Personnel Officer for consi der a-
ti on of the exact wordi ng of the statement pri or to i ncl usi on 
in contracts of employment. 

7.3.2 Leeways Inquiry Panel Recommendation Number 7  

"Verbal as well as wri tten warnings should be recorded, if not i n 
rel ation to employees generally at least in rel ation to those in 
Soci al Servi ces . Allegations of had practi se should al so be recorded 
on the personal file together with employee's answers to the warning 
or all egati on" . ( Paragraph 14.3 of the Leeways Report ). 
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7. 3. 2.1 Policy & Resources (Personnel) Sub-Committee 27. 2. 86 agreed 
that to avoid disparity between Soci al Servi ces Department 
employees and those i n other Departments the Leeways Inquiry 
Panel ,Recommendation Number 7 i s not acceded to. Instead a 
recommendation to keep separate allegations files on 
Chi 1 drens Hanes was passed and extended to cover other parts 
of the Soci al Servi ces Department . 

7.3.2.2To date, Soci al Servi ces Department has only considered the 
proposal for allegations files for resi denti al homes . Much 
discussion was focused on the difference between allegations 
and compl ai nts and concluded that i n this context the words 
were interchangeable. 

7.3.2.3 Compl ai nts concerni ng resi denti al homes are a frequent 
occurrence. They range from the tri vi al to the serious, but 
all 	compl ai nts 	require 	a 	response 	following 	an 
i n ves ti gati on . Complainants require that all correspondence 
and reports are retai ned. 

Compl ai n ants may be: - 

(a ) Resi dents 

(h) 	Rel ati ves 

(c) Staff (present or former ) 

(d) Outside agencies (Councillors, M.P's, TU's, 
nei ghbours ). 

The collection and retention of information concerning 
complaints is crucial i n:- 

(a) 	Identifying prohl ems. 

(h) Rectifying them. 

(c) Monitoring performance of a home. 

7. 3. 2.4 Current Position  

Compl ai nts are not collated centrally within Residential 
Services. According to the seriousness, or who is contacted, 
so are the relevant papers held. 

7.3.2.5 Pro pos al s  

Fol 1 owi ng current recrui tment of addi ti onal admi ni strati ve 
staff and Residential Managers it is proposed to establish 
a Centralised System for holding all information on 
compl ai nts by Establishment 



This is essenti al for management i n: - 

(a) Protecting r es i dents . 

(b) Protecting staff. 

(c 1 Protecting the reputation of the Department/Council . 

7.3.2.6 Most compl ai nts concerning establishments do not rel ate to 
one i ndi vi dual member of staff , hut more to the qual ity of 

care/service delivered. There are however occasions when 
complaints do concern an individual empl ovee and which, 
having been investigated and responded to, would not 

currently appear on any compl ai nts file. 	They may he 

ccmpl ai nts concerning misusing money, cruelty to residents, 
sexual or rani al harrassment , whi ch whi 1 st not proven, may 
leave the in vesti gating officer with concern that things are 

not ri ght i  n the home. 

Equa7 ) y, compl ai nts whi ch are proven and dealt with under 

the disciplinary code (including verbal warnings) may 
equally i ndi cat e underl yi ng cause for concern about a home. 

All such reports contribute to the overallover 	pi cture of what 

is going on i n a parti cul ar establishment . Had such a process 
operated i n the 1970s when concerns were being expressed 
about Leeways , i t mi ght have en abl ed Mr Cooper's illegal and 
unacceptable practices to be discovered, and some children 

to be spared their ordeal . 

7.3.2.7 The f oll owl n g re comer a.i ons were agreed by Soci al Services 

Commi ttee 9.10.86 :- 

7.3.2. 7.1 Centralised complaints files to be retained in 
Resi denti al Services . 

7.3.2.7.2 Proposals on the protecti on of accessibility 
content and revi ew to he discussed with Trade 
Unions and Equality Advi sers . 

7.3.2.7.3 Other Di vi sions of the Department have been asked 
to consi der the application of this process to 
their part of the Services . 

7.3.2.8 A model procedure has been drawn up for consideration by a 
working party (to be set up i n January 1987) to examine the 

feasibility of 	impl anenti ng such a procedure, its 
relationship to existing Complaints, Grievance, Sexual and 

Raci al Harrassment Procedures and the adequate protection 

of all parti es. 	The Working Party will comprise Trades 

Uni ons , Equality Advi sers and Officers representing each 
Di vi si on within the Soci al Services Department . 



7.3.3 Leeways Inquiry Recommendation Number 22  

"Urgent consideration be gi ven to whether or not the recruitment 
manual requires modif icati on i n order to reduce the chances of 
unsuitable people being employed". ( Paragraphs 1.7.7 and 1 7. 8 of the 
Leeways Inquiry Report ). 

7.,3.4 Leeways Inquiry Recommendation Number 23  

"Those i ntervi ewing for jobs in child care should be permitted to ask 
questi ons directed towards a candidate's sui tabi 1 ity for such 
employment" 	( Paragraph 17.8 of the Leeways Inquiry Report) . 

Action taken on Recommendati ons Numbers 22 and 23  

7.3.3.1 Pol icy & Resources ((Personnel 1 Sub-Committee 11.2.86, 
4 	subject to the vi ews of Direct Labour and Soci al Servi ces 

Committees, TU' s and EA ' s, agreed that the Recrui tment Manual 
be modified to include a section setting out acceptable means 
of 	as cert ai ni ng a can di dates sui tabi 1 ity for empl oyment 
where direct care of children and other vulnerable people 
i s involved. 	Soci al Servi ces Committee 27.2.86 endorsed 
this. 

7.3. 3. 2 Withi n the current guidelines it is Possi bl e to establish the 
4 	suitability of applicants by compiling clear and detailed 

Person Specif icati ons and asking proper questi ons based on 
these at i ntervi ews. 	Princi pal Officers within So ci al 
Servi ces Department have been asked to ensure that staff 
involved in selection procedures are fully aware of this. 
However, modification of the Recruitment Manual would make 
it clearer. 

7.3.3.3 The vi ews of Trades Uni ons and Equality Advi sors are being 
sought by the Chi of Personnel Officer. It will be made clear 
that should modification be necessary i t will be of no 
relevance whether an officer or candi date is a gay man or 
1 es bi an worn an . 

;'.3.3.4 Trades Uni ons have accepted that amendments to the Recrui t- 
4 	ment Manual would reflect deci sions made on addi tions to 

contracts of servi ce arising from the Leeways Inquiry 
recommendations . 

7.3.3.5 Consideration i s being gi ven to speci al ised trai ni ng for 
4 	offi cers i n Resi denti al Servi ces who are responsible for 

recrui ti ng staff to work with vulnerable clients . 

7.3.5 Leeways Inquiry Panel Recommendation Number 25  

"If possible, Lewisham should press, together with other Authori ti es 
for al 1 rel evant information to be collated by the D. H. S. S about 
candidates for employment." 
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7.3.5.1 D. H. S. S Circul ar now recei ved and its use approved by Soci al 
Servi ces Committee. Soci al Servi ces Department has set up 
a Working Party with representatives from Trades Unions and 
other Departments of the Council to establish procedures and 
criteria for assessment of the i nf ormati on . A report wil 1 
be submitted to Soci al Servi ces Committee i n February 1986. 

7.3.5.2 Disclosure of Criminal Background - Summary of Current  
Situation  

(a) The Personnel Sub Committee, on 30 October 1986, 
di smissed the widening of occupations covered by the 
ROA (Exceptions) Order 1986, and the arrangements for 
asking successful candidates for details of their 
co nvi cti ons . 

(b) There are several issues whi ch have to be discussed 
with the relevant Trades Unions, and in order that 
negoti ati ons co ul d take pl ace, i t was agreed that 
implementation of the new arrangements should be 
deferred. 	It i s considered likely that the Counci 1 
will be in a posi ti on to introduce the new arrangements 
at the February meeting of the Personnel Sub Committee. 

(c) At the February meeting the new procedures which enable 
the pol ice to di scl ose the crimi nal background of (among 
others) pros pecti ve employees with substantial access 
to children will al so be discussed. it i s cl ear that 
there are common elements in both procedures, including 
the need for consistency i n deci si ons as to what 
constitutes a relevant conviction, and the need for 
conf identi al ity. 

There are al so some diff icul ti es i n respect of the 
wi deness of the indemnity sought by the police before 
they will provi de i nf orm at i on. 

(d 
	

The arrangements agreed by Sub Committee i n February 
1986 are being mai ntai ned prior to the introduction of 
the new procedures mentioned above. These consist of 
a statement that a post is one of those exempted from 
the Rehabilitation of Offenders Act, which is included 
with all rel evant application forms and requests for 
references. 

8. 	 for Race Equality, Women's Equality and People with  Impl icati ons 
Di sabi 1 i ti es  

8.1 	Impl ement ati on of the Leeways Inquiry Recommendati ons will positively 
enhance the rol es of these employees within the Department . 
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8.2 	Trai ning in selection interviewing with the emphasis on equal 
opportuni ti es will redress any previ ous imbalance on recruitment for 
these employees . 

	

8.3 	With improved standards of regul ar and professional Super vi si on 
managers will be more recepti ve and supporti ve of employees, and will 
be better abl e through provi si on of staff devel opment and trai ni ng 
to actively help staff become more professional, taking into account 
the speci al needs of women who form 82 per cent of the workforce, 
people with disabilities and black members of staff. 

	

8.4 	Work being undertaken i n consultation with Equality Advisers and 
Trades Unions on drawing up criteria procedures for checking on "spent 
convi cti ons" under the Rehabi 1 itati on of Offenders Act (Exempti ons 1 
Order, will actively ensure that black people are not discriminated 
agai nst, es peci ally as information from stati sti cal records show that 
black people are more likely to be apprehended than white people when 
commi tti ng offences . 

	

8.5 	Clear job des cri pti ons and statement of responsi bi 1 iti es will en abl e 
staff to be more clear about the servi ce they are providing, and with 
regular supervi si on and trai ni ng opportuni ti es will be en abl ed to 
offer the best possi ble profession al servi ce to all client groups 
i ncl udi ng bl ack people, women, children and adul is with di sabi 1 iti es . 

	

8.6 	By f °mai 1 y addressing the principal conclusions of the Inquiry Report 
the wel fare of all vulnerable client groups, al though underlying all 
principles and practices of social work, has now become Departmental 
Policy and firmly stated as being put before all other loyalties. 
This statement will benefit all client groups es peci ally children and 
adul is with disabilities, bl ack people, and women, and wi 11 prevent 
exploitation of any sections of the community. 

9. Impl icati ons for the Committee's Policy Statement  

Impl ern ent ati on of Leeways Inquiry Recommendations wi 11 act i vel y 
contribute to the Committee's Policy of the relief of inequality and 
o ppr es s i on, freedom of choice and effective power sharing. 

10. Financial Implications  

Addi ti onal resources totalling C75, 200 have been made avai 1 abl e i n 
the current year to impl anent the recommendations of the Leeways 
Inquiry Report , f of I owl ng approval of the uncommitted growth proposal 
for 1986/87 as set out bel ow . 
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1986/87 Full 	Year 
c 

Two addi ti on al Resi denti al Managers 
( P02/3) 24,200 32,260 
Additional Costs 000 1,000 

27,200 33,260 

Addi ti on al 	hours i n Chil drens Homes 
to rel ease staff for trai ni ng and 
additional funds for specific training 
packages . 38, 003 38, 000 

Addi ti on al resources for staff 
super vi si on 10 000 10,000 

75,200 81,260 

11. Implications for Central Administrative Services 

12. Conclusions  

12.1 Considerable progress 	has 	been made 	i n implementing the 
recommendations, the majority are nearing completion or have been 
compl et ed, the others require further i nvesti gat ory work or 
consultation and negotiation with staff groups, Trades Unions and 
Equality Advisers . 

1.2.9 The work of the temporary Residential Manager (Leeways Inquiry) has 
concentrated sol el y on the Children's Section of the Resi denti al 
Servi ces Di vi si on, hut this work wi 11 he extended at a 1 at er date and 
used as a bl uepri nt for the Adult Section within the Division by the 
two newly established posts of Residential Manager. 

12.3 There has been considerable commi tment from resi denti al staff to 
improve the servi ce gi ven to young people. This has been shown i n a 
willingness to offer support, advice and an input to working with 
resi denti al management i n dealing with the issues ari si ng from the 
Leeways Inquiry Report. 

12.4 Future consideration should be gi ven to alternative terminology i n 
describing "Chil drens Homes". Very few residents are children the 
vast majority being teenagers approaching the end of their care 
careers. A more suitable description would be "Young People". Also 
Homes are not really homes i n the accepted meaning of the word nor 
i n the past des cri pti ve use i n resi denti al care. Chil drens Homes 
today are actual 1 v supporting young people wi th more compl ex and 
difficult probl ems in a therapeutic environment requi ring staff with 
more speci al ised skills. Unit or Centre may be a more appropri ate 
description . 
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SOCIAL SERVICES COMMITTEE 	 25TH NOVEMBER 1985  
APPENDIX A TO ITEM 8  

SOCIAL SERVICES COMMITTEE DECISIONS MAY - DECEMBER 1985  

1. 	20 May  : Discussions between officers of the Council and Chair and Vice- 
Chai r, agreed the need for the Council to institute an independent inquiry 
to establish the facts and recommend ways of preventing such incidents in 
the future. 

22nd May  : Agreed to an independent inquiry being set up as soon as possible 
following Mr Cooper's Court appearance. The Inquiry Panel to be asked to 
publish and submit a report with recommendations for public discussion at 
Soci al Servi ces Committee. 

11 June  : Discussions between officers of the Council and Chair and Vice-
Chai r, on the composition of the Inquiry Panel, terms of reference, time 
scale and cost. 

4. 2 July : Approved membership of the Inquiry Panel : Elizabeth Lawson, 
Barrister; Kenneth Ambrose, Management Trai ni ng & Development Consultant; 
and Richard Clough, Secretary of the Social Care Association. The Panel 
to begin preliminary discussions in July, and starts its main work on 12 
August with a view to publishing a report by 30 September 1985. 

5. 23 October  : 

5.1 	Received the Inquiry Panel's Report acknowledging the seriousness of the 
issues raised and the necessity of responding quickly to reassure people 
cared for by the Department, the public and, employees. 

g 
	

Agreed to consider within two weeks the action to be taken, timescale and 
resources required, that their decisions be made public, and the Inquiry 
Panel be invited back to review progress in one year. 

Stated that the Committee placed great importance on the need to consider 
the welfare of the child before any other loyalties. 

6. 7 November  : 

6.1 	The f of 1 owi ng de ci si ons were made by Commi ttee: - 

Recommendation 1 	 should be referred for discussion in the 
appropri ate Place . 

Recommendation 2 	 Agreed 

Recommendation 3 	 Agreed 

Recommendation 4 	 to be referred to Policy & Resources 
(Personnel) Sub-Committee. 

*Recommendation 5 

*Recommendation 6 

*Recommendation 7 

Agreed. 

to 	be considered i n conjunction with 
Recommendation 29. 

Noted. 	It should be considered in the 
context of the Code of Practice. 



*Recommendation 8 

*Recommendati on 9 

*Recommendati on 10 

Recommendati on 11 

*Recommendation 12 

Recommendati on 13 

Recommendation 14 

Recommendation 15 

Recommendati on 16 

Recommendation 17 

Recommendati on 18 

Recommendati on 19 

Recommendation 20 

agreed 

agreed 

agreed 

agreed 

agreed 

Accepted i n Pri nci pl e, to be referred to 
Policy 	& 	Resources 	(Personnel) 	Su b- 
Commi ttee. 

Agreed. It was felt there should be member 
represent ati on. 

agreed 

agreed 

agreed 

Agreed. Should be read i n conjunction with 
Recommendation 2. 

Officers 	should 	i nvesti gate 	the 
practicality 	of 	implementing 	this 
r ecommendati on. 

Should cl arify by inserting "Staff and 
Cl ient" . Should be ref erred to appropriate 
Officers for co nsi der ati on . 

to be ref erred to Pol icy & Resources 
(Personnel) Sub-Committee. 

to be referred to Pol icy & Resources 
((Personnel) Sub-Committee, but noted this 
i s 	al so 	Soci al 	Servi ces 	Commi ttee° s 
responsibility. 

Recommendation 21) 
Recommendati on 22) 
Recommendation 23) 

Recommendati on 24 

Recommendati on 25 

Recommendation 27 

Recommendati on 28 

Recommendation 29) 
Recommendati on 30) 

*in addition to indi vi 
recommendations to be 
Committee. 

agreed matter should be ref erred to Policy 
& Resources (Personnel) Sub-Committee. 

agreed 

agreed. 

agreed with the Panel these should not 
he recommended. 

dual comments by Soci al Servi ces Committee these 
ref erred to Pol icy & Resources (Personnel ) Sub- 

6 2 	Soci al Servi ces Commi ttee al so agreed that officers should report back on 
methods of implementing the recommendations. 



6.3 	Soci al Services Committee's deci sions were endorsed by full Council Meeting 
on 18th November 1986. 

were made by Committee: - 

Adult Resi denti al Review to report back on 
rota vi si is . 

Report of Chair to go to Pol i cv & Resources 
(Personnel) Sub-Committee . 

Meeting arranged for January 1986 'with 
District Audit, Borough Treasurer and Assi s-
tant Director to discuss a f inanci al system 
for homes . 

Chair to discuss works at Wickham Road with 
Chair of Direct Labour. 

Adult 	Residential 	Revi ew 	to 	pursue 
al tern ati ve sources of finance. 

Clear job des cri pti ons , statement of respon-
si bili ti es , des cri pti on of organisational 
structure and empl ogee's role within i t, he 
prepared by Soci al Services Department . 

Statement that empl ogee is likely to be 
dismissed if their personal 1 if e makes than 
unsui table for the work, and statement that 
employees are required to undertake trai n-
i ng, to be considered by Pol icy & Resources 
(Personnel) Sub-Committee. 

Report to go to Local Joi nt Staff Ccmmi ttee. 

Report to go to Local Joi nt Staff Committee. 

Suggested that where role of empl over 
conflicts with role of clients of the 
Department, another local authori ty coul d 
be invol ved to gi ve an unbi ased vi ew. 

	

7. 	10th December 1985  

	

7.1 	The foil owi ng de ci si ons 

Recommendation 1 

Recommendation 2 

Recommendation 3 

Recommendation 4 

Recommendation 5 

Recommendation 6 

Recommendation 7 

Recommendation 9 

Recommendation 11 

Recommendation 12 

Report to go to Pol icy & 
(Personnel) Sub-Committee. 

Noted uncommitted growth bi d 
budget. 

Report noted . 

Noted 

Resources 

for 86/87 



Recommendations 13/ 
14/15 	 Report being prepared by Chi of Executive and 

Chi of Personnel Officer. 

Compl ai nts should be acknowl edged and 
outcome of any action taken should be 
communi cat ed to the comp) ai n ant 

Recommendation 16 	 agreed priority for this work. 

Recommendati on 18 
	

discussions to take pl ace early next year 
( '86) between Director, Assistant Director 
Residential and representative from 
Community Di vi sion . 

Recommendati on 19 	 Procedure to be gi ven to chi 1 dren by end of 
February 1986. Meeting to be arranged as 
in No.18 above. Target date for Guide for 
Chil dren i n Care to be Sumer 1986 and apply 
to those not "legally" in care al so. 

Recommendation 20 	 noted uncommitted growth hid for 1986/87 
budget . 

Revi si on of Resi denti al filing system will 
be task of new Princi pal Admi nistrati ve 
Officer when appointed. 

Recommendation 24 	 Policy & Resources 	(Personnel) 	Su b- 
Commi ttee to be asked to consi der a questi on 
on application forms . 

Recommendati on 25 	 Cri teri a for the assessment of information 
needs to be set. 

Recommendati on 26 	 Subject of report to Pol icy & Resources 
(Personnel) Sub-Committee. 

Recommendation 28 	 Officers to consider further. 

8.2 	Addi ti onal matters addressed by Ccomi ttee: 

8.2.1 - Agreed a firm, fair, deci si ve management style and approach. 

- Agreed the importance of Departmental re-organisation. 

- Agreed to a temporary post of Resi denti al Manager to assist the 
Assi stant Director Resi denti al Servi ces to process key matters 
ari sing from the Leeways Inquiry. 

- The Chi 1 d Care Policy Group to report on Complex issues of chi 1 d 
protection raised by the Leeways Report. 



UPDATE ON PRESENT SITUATION 

this suppl ement should be read i n conjunction wi th the Final Report from 
the Residential Manager (Leeways Inquiry). 

RECOMMENDATIONS THAT WIVE BEEN AGREED AND FILLY IMPLDENTED OR ARE IN TFE PROCESS 
(F BEING IIVLEMENTED 

Recommendation No.1  

A Report on Rota Visits will be submitted to the next Social Services Committee. 

This recommendation has been fully implenented. 

Recomnendati on No.2  

Important and substantial foundations have been established during the last year. 

The Department now has clearer goals and effective leadership. 

Work on changing the culture of the Department will continue to be given a high 
priority by the Director and will constantly reflect the needs of service users. 

Recommendation No.3  

Discussions are taking place with Trades Unions on setting-up the Care Bank. 

The Residential Care Review (Adults) comprising a joint officer/members group is 
now established and will report to Social Services Committee later in the year. 

The Hollydale Assessment and Resource Centre officially opened in February and a 
full account of the services offered appeared in the February issue of The Digest. 

This recommendation is nearing completion. 
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Recommendation No.6  

Wordi ng to be i ncl uded i n all new Contracts of Employment for rel evant staff and 
i n Recrui tnent Literature sent to all appli cants:- 

"Empl ogees working wi th chi 1 dren and young people, elderly and 
other vulnerable people (such as those with learning difficulties) 
are likely to be di smi ssed:- 

a) if it i s established that an empl oyee has an acti ve sexual interest 
in children, or is prepared to exert the power given to him/her to 
exploit children and vulnerable ad ul is sexually; or 

b) where there is evidence that an employee is unable to keep in check 
his/her vi of ent and sadi sti c behaviour. 

Employees unable to competently carry out their duties thereby preventing the 
Council from carryi ng out its statutory obligation to chi 1 dren and young people, 
elderly and other vulnerable people (such as those with learning difficulties) 
will be subject to disciplinary acti on including the possibility of dismissal. 

The Council will ensure the full disciplinary procedure is followed through in 
considering any of the above ci rcumstances ." 

This recommendation has been fully impl enented 

Recomendati on No.8  

Revi sed Job Descriptions have now been evaluated and current vacanci es are being 
advertised. 

This recommendation has now been fully implemented. 

Recommendation No.9 

The f ol 1 owi rig wording has now been agreed and will be i ncl uded i n all new Contracts 
of Employment:- 

"All empl oyees are requi red to parti ci pate i n any appropri ate 
trai ning or development programmes identified by management in 
accordance wi th the overall trai ni ng strategy, drawn up following 
consultation with the Trades Unions". 

Computeri sed Staff Trai ni ng Profiles will be .developed as part of the overall 
strategy of computerisation as recommended i n the report from PE Consultants, who 
carried out a survey of the needs of Lewi sham Council for computeri sed systems. 
Meanwhile manual profiles are being drawn up i n Soci al Servi ces Department . 

The Management Development Programme for Heads and Deputies of Chi 1 drens Homes 
started i n January and will be completed by July. 

This recommendation has been fully impl en ent ed. 
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Re canmen d ati on No.10  

This recommendation has been ful l v impl emented except for the trai ni ng package 
for Residential Managers which is scheduled for the latter half of the year. 

Reconmendati on No.11  

This recommendation has been f ul 1 y impl emented. 

Re column d all on No.12 

The Induction Package being developed as part of the Management Development 
Progr mine for Heads and Deputi es of Chil drens Homes will be brought into operation 
in October this year. 

Central Trai ni ng' s pilot project has proved useful and popular with both 
Departmental Managers and new employees to Local Goverment. Their newly improved 
course will supplement i ndi vi dual Departmental Courses and will be provi ded for 
all "new starters" under Scale 6 or equivalent grade during their first year of 
empi oynent 

This recommendation has been fully impl emented. 

Recommendation No.16 

Thi s recomm en dat i on has now been full y impl emented. 

Recommendation No.17 

This recommendation has been fully impl emented. 

Re camien d ati ons No.18 & 19 

The Launch date of 8 December whi ch unf ortunatl ey had to be postponed due to an 
industri al dispute has now been re-scheduled for 18 May. The trai ning day has 
1 ikewi se been re-scheduled for 12 May. 

This recommendation will therefore be impl emented by the middle of May. 
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Recommendation No . 21  

The schedul ed trai ni ng was postponed i n November/December 1986 due to an i ndustri al 
dispute and has now been re-arranged for March and April 1987. 

Likewise trai ni ng for Heads and Deputies of Chi 1 dr ens Home has been re-arranged 
for July 1987 as part of their Management Development Programme. 

This recommendation will then be fully impl ement ed. 

Re camiendati ons No .2 4 

Procedures rel ati ng to the Rehabi 1 itati on of Offenders Act 1974 are being 
impl emented i n the Soci al Servi ces Department . 

This recommendation i s theref ore now fully impl enent ed. 

Recommendation No.26 

This recommendation has been fully impl enented but future trai ni ng for all new 
members will be arranged as required . 

R ecomm en dat i on No .27  

Trai ni ng has been provi de d f or some resi denti al soci al workers and will be provi de d 
for others as required in the future..  

The Guidebook for Children & Young People is in progress. 

The Child Care Policy Development Group's Subgroup on Child Protection will be 
reporting to Soci al Servi ces Committee later this year . 

Ki ds cape , the Ameri can system of teaching children (under 11 years of age) to 
protect themsel ves are hopi ng to extend their work 1 at er this year to i ncl ude 
teenagers, the Department will then explore the possi bil ity of using thei r servi ces 
for the ,young people resi dent i n Levi sham's Chi 1 drens Hanes . 

Work is progressing on this recommendation, but the need for trai ning of staff 
in this field will be ongoing. 
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Recommendation No.28  

All new Contracts of Empl °rent for residential Soci al Workers (Childrens Section) 
will contain the following clause:- 

"In the first instance you will be based at (Name of Establishment) 
with your agreement you could be moved to any other Haile in the 
Children's Sector". 

This re commendati on has been fully impl enented. 

RECOMMENDATIONS THAT HAVE BEEN AGREED BY SOCIAL SERVICES COMMITTEE AND ARE BEING 
IMPLEMENTED BY THE SOCIAL SERVICES DEPARTMENT BUT REQUIRE FURTHER CONSULTATION 
WITH REGARD TO OTHER DEPARTMENTS OF THE COUNCIL  

Recommendation No.4 

- Job Descriptions for Officer Grades in Childrens Hanes - Completed and are 
in the process of being issued. 

Job Descriptions for Officer Grades in Adult Homes - new post of Residential 
Manager (Leeways/Adul ts) currently being advertised. 

- Role of Resi denti al Soci al Worker - now operation al and sent to all rel evant 
staff. 

- Organisational Chart - now operational and sent to all rel evant staff . 

- Childrens Routes into Care and Legislation - now operational and sent to 
all rel evant staff . 

Statement to undertake appropri ate training - incl uded in all new Contracts 
of Employment. 

Statement of duty to safeguard child - issued to all staff and will be 
included with Contracts of Employnent for all new staff . 

- Statement that Empl oyee 1 ikel v to be di smi ssed if personal 1 if e makes them 
unsuitable to carry out their work - see Recommendation No.6 overleaf. 

Soci al Servi ces Department's work on this recommendation has been compl et ed. 
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Recamiendati on No.5  

Accepted as part of the prof essi onal super vi si on process i n Soci al Servi ces 
Department . 

The Trades Uni ons will be parti ci pati ng in a seminar wi th the Personnel Department 
to consider the principle of a formalised system for all employees and the 
impl icati ons this will have for Departmental trai ni ng strategi es . 

Soci al Servi ces Department's work on this recommendation has been compl eted . 

Recommendati ons 13, 14 & 15  

The Interim Procedure i n use i n Soci al Servi ces Department since 1985 has been 
erf e cti ve . 

A counci 1 -wi de procedure was drawn up to provi de a mechanism for staff wi shi ng 
to make compl ai nts but further work is required to improve the system i n the 
interests of good practice . Di scussi ons are currently taki ng pl ace with the 
Trades Unions to ensure the procedure compliments the existing Disciplinary and 
Gri evance Procedures and, to expl ore the possi bi 1 i ty of combi ni ng all procedures 
into one comprehensi ve and effecti ve system that staff will feel comfortable i n 
usi ng. 

Work i s progressing on this recommendation. 

Recommendation No.20 

A Personal Information Circul ar has been issued to all Departments . 

As a result of the survey carried out by PE Consultants into the computerisation 
requirements of Lewi sham Council , a post has been re-depl oyed (from the 
reorganisation of the Personnel Department) to develop as a high priority a 
computeri sed  system of record kee pi ng. Should the post not be filled i n the 
immedi ate future an i n-house manual system of record keeping will be developed as 
an interim measure. 

The Pri nci pal Achii ni strati ve Officer appointed to a newly es tabl i shed post i s 
currently devi sing new systems to meet the needs of the Resi denti al Di vi si on i n 
the Soci al Servi ces Department . 

Work is progressing on this recommendation. 
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TIE RECOMMENDATIONS THAT ARE SUBJECT TO RIMER CONSULTATION WITH TRADES UNIONS 
& EQUALITY ADVISERS:- 

Reccmmendation No.7  

A meeting has been held with the Trade Unions who were gi ven a di scussi on document 
for their comments 

Work i s progressing on this recommendation. 

Recommendations No.22 & 23  

The Recruitment Manual is currently being revi sed to facilitate an assessment 
centre based i ntervi ew process which will enable those interviewing for jobs i n 
child care and rel ated areas to more reliably assess the applicant's ability to 
take up such employment.  

The assessment process will examine the applicant's abi 1 ity to work i n a team 
environment, often in stressful situations by using a battery of group discussion, 
role pl ay and job-mi rrori ng exerci ses . 

In addi ti on, person specifications for jobs i n child care and rel ated areas are 
being examined and revised to ensure they reflect the full demands of the post, 
enabling proper assessment of ability. 

A trai ni ng programme to particularly incorporate the assessment techniques and 
drafting skills for person specifications is currently being prepared. 

Work i s nearing compl eti on on this recommendation. 
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Recommendation No.25  

There is a need for agreed guidelines with regard to safeguards on the way the 
Authority handles sensitive information received from the Metropolitan Police. 
These good practice guidelines will ensure safeguards are built in to eliminate 
potential discrimination on grounds of race, sex, class, marital status, sexuality 
and disability. 

This Authority has agreed with ALA to be fully involved in the production of these 
guidelines and work has already started. 

This Authority i s al so worki ng with other Local Authori ti es through the ALA and 
the AMA to improve and speed up the procedure with the Metropolitan Police. 

This Authority has a firm commitment to use the procedure. 

Work is progressing on this recommendation. 
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RECOMMENDATIONS FROM THE LEEWAYS INQUIRY REPORT  

RECOMMENDATION 1  

"The elected members should urgently consider their proper role in the Department. 
In our view they should decide policy, and how they want their objectives carried 
out. They should leave the carrying out of those policies to their officers. If 
those officers refuse or fail to do so, then they have the power to discipline, 
and ul ti mat el y to di smi ss them" . 

RECOMMENDATION 2  

"All those i n positions of management should have cl early defined responsi bi 1 iti es 
and be held to account for the manner in which they carry out those 
responsi bi 1 iti es" 

RECOMMENDATION 3  

"The Residential Care Review and the reorganisation of the Management structure 
of the Resident-Val Division should be implemented as soon as possible". 

RECOMMENDATION 4  

"All employees should be given, on appointment, such documents as detailed in 
paragraph 18.1 and that these should be incorporated into the terms of employment 
and be acknowledged in writing by the employee on appointment. Any subsequent 
changes to these statements affecting the nature of the job should be similarly 
acknowl edged" . 

- Clear Job Description 
- Statement of Res pons i bi 1 iti es 
- Statement of Duty to Safeguard Child 
- Organisation al Chart 
- Statement expected to undertake appropri ate trai ni ng 

Statement liable to be dismissed - re personal life. 

RECOMMENDATION 5  

"The progress and performance of staff should be regularly monitored and assessed 
and they should be confronted with any criticism so as to enable them to improve 
their performance. This is linked to our recommendations that there should be a 
duty on the employer to provide proper training and development opportunities". 

RECOMMENDATION 6  

"Employees whose personal life seriously impairs their ability to care for the 
children in their charge or makes them unsuitable to do so or who are unable 
competently to perform their duties and thereby prevent the Council from carrying 
out its statutory obligations to children in its care should, subject to proper 
procedural safeguards , be di smi ssed" . 
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RECOMMENDATION 7  

"Verbal as well as written warnings should be recorded, if not in relation to employees 
generally at least in relation to those in Social Services. Allegations of bad practice 
would also be recorded on the personal file together with employee's answers to the 
warning or allegation". 

RECOMMENDATION 8  

"The integration of the Training Sections within Social Services should take place as 
soon as possible". 

RECOMMENDATION 9  

"Management should accept that it has a duty to provide proper opportunities for staff 
training and development". 

RECOMMENDATION 10  

"Training and development of staff should he the responsibility of their m an agers who 
should be accountable for the way in which they carry out this responsibility". 

RECOMMENDATION 11  

"The present pattern of providing supervision within the Residential Divison should be 
reconsidered and improved. Such Supervision should be seen as part of proper staff 
training and development". 

RECOMMENDATION 12  

"Induction training in some form should be reinstated as soon as possible". 

RECOMMENDATION 13  

"As part of proper staff development, staff should be told about the channels of 
complaint and whom they should consult". 

RECOMMENDATION 14  

"There should be clear guidance about who is responsible for dealing with different 
complaints. Staff should be encouraged to take matters directly to the person as well 
as discussing it with their own manager". 
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RECOMMENDATION 15  

"Those who make complaints should be told by Management what action has been taken 
to deal with their complaint, or if no action was taken why not". 

RECOMMENDATION 16  

"Proper reception facilities should be established at Eros House or elsewhere, to try 
and ensure privacy for those who wish to discuss matters in confidence". 

RECOMMENDATION 17  

"Domestic Staff should, wherever possible, attend staff meetings". 

RECOMMENDATION 18  

"Parents with complaints should be directed, where appropriate, to the person with 
responsibility for dealing with that complaint". 

RECOMMENDATION 19  

"Consideration be given to establishing a complaints procedure for children in care. 
We do not think it advisable for a special person to visit the home to become the 
children's friend". 

RECOMMENDATION 20  

"The Council should establish a uniform policy of record keeping. 

This system should ensure that trivia is separated from important information; that, 
where possible, records are typed; and that there are clear guidelines about when 
documents should be removed and destroyed. It should also ensure that the information 
is readily accessible to those who need it". 

RECOMMENDATION 21  

"The training programme in the use of the Recruitment Manual should be speeded up 
and that urgent discussion should take place about the recruitment needs of the various 
Departments, and how the Manual can best be adapted to meet them .% 

RECOMMENDATION 22  

"Urgent consideration be given to whether or not the recruitment manual requires 
modification in order to reduce the chances of unsuitable people being employed". 
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RECOMMENDATION 23  

"Those interviewing for jobs in child care should be permitted to ask questions directed 
towards a candidate's suitability for such em ploym ent". 

RECOMMENDATION 24  

"Enquiries should be made as to whether or not a candidate for child care employment 
has "spent" convictions or is otherwise unsuitable for employment in child care". 

RECOMMENDATION 25  

"If possible, Lewisham should press, together with other Authorities for all relevant 
information to be collated by the D.H.S.S. about candidates for employment". 

RECOMMENDATION 26  

"Training in the use of the Recuitm ent Manual and Interviewing techniques should be 
made available to m em bers". 

RECOMMENDATION 27  

"A programme be implemented to enable residential workers to detect child abuse, 
including sexual abuse, and to provide children with appropriate information to help 
them to protect themselves. Additional resources might be necessary to fund such a 
program m e". 

RECOMMENDATION 28  

"Staff should be encouraged to be more mobile far their own development, consistent 
with the need to provide continuity of care and contact with staff in other homes 
should be encouraged". 
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PART III: ACHIEVEMENTS 
Improvements in procedure and 
practice since the Inquiry 



Section 5 
Making it easier to complain 

— interim complaints procedure for staff 
in Social Services department 

— complaints procedure for children and 
young people in care and their parents: 

guideiines for staff 

pamphlets for children and young people 
and their parents 



from John Thompson 
Director of Social Services 

to 
ALL STAFF 

Interim Complaints Procedure 

MEMORANDUM 

your ref 

please quote SS/SEC/4/4 

date 14 November 1985 

You will be aware that the Leeways Inquiry report critisizes the 
department's ability to deal with complaints about the actions of 
its staff and indicates that our procedures are less than effective. 
I have recently circulated an interim complaints procedure in 
Residential Services Division and the Social Services Committee has 
requested that the Council be asked to review its procedures in all 
departments in this respect. I now attach a copy of the Residential 
Services Interim Procedure and this should be used in all divisions 
until a final version is agreed. 

The Interim complaints procedure makes it clear that staff who are 
anxious about any matter relevant to services to clients can, if 
they feel it is necessary, talk to someone senior to their supervisor 
or manager. I would like to repeat this to you and emphasise that I 
am personally prepared to hear matters of this kind if it is the only 
way you feel able to communicate them. 

Direct contact with me is therefore an option open to you if you have 
cause for concern about the services given to any of our clients. 
I would however, ask that you reserve this course of action for serious 
matters as I shall be unable to deal with a large number of relatively 
small problems and may miss the really important issues under the 
weight of small matters. 

Finally, I wish to assure you that there will be no adverse criticism 
or victimisation as a result of concerns being raised with me, or 
from using any other part of the complaints procedure. Obviously I 
cannot promise immunity from any disciplinary action if it becomes 
clear that you have been at serious fault during an investigation that 
follows your complaint. However, it will be my intention to avoid 
disciplinary action in these matters if at all possible. What I really 
do want to do is sort out problems and make sure that the people we 
serve are really safe, respected and get a decent service. 

So use the interim complaints procedure fully if you are worried about 
people in our care. 
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INTERIM COMPLAINTS PROCEDURE FOR STAFF IN RESIDENTIAL HOMES. 

All staff are reminded that if they have serious concerns about the 

service that they or others are giving in their home, they should 

first raise it with the head of the home unless the concern is about 

that person. 

In the absence of a satisfactory resolution of the problem, the 

sequence of people to contact will be:- 

1. Residential Manager 

2. Principal Officer 

3. Assistant Director 

4. Director 

There may be times when it is appropriate to jump a stage and you should 

feel completely free to take this action if it is justified and the 

circumstances warrant it. 

If this procedure is found not to meet the needs of a specific situation 

your manager or the Trade Union can advise on the use of the Council's 

grievance procedure. 
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ESTABLISHMENT 

I have read and fully understand the attached complaints procedure which has been explained to me by the officer whose signature appears 
alongside mine below. 

STAFF MEMBER 	 OFFICER ON DUTY  

DATE 	 SURNAME 	 FIRST NAME 	POST 	SIGNATURE 	 SIGNATURE 	NAME 	POST 	 DATE 



GUIDELINES TO THE USE OF_THE COMPLAINTS PROCEDURE FOR 
CHILDREN/YOUNG PEOPLE IN CARE AND THEIR PARENTS.  

1. 	The Child or Young Person 

1.1. The complaints procedure document for children and young people 
should be given to every child or young person on entry to care 
if he/she is thought to be able to understand it. 

1.2. The social worker and child/young person should read the document 
together. The social worker or another adult, may need to go over 
the document with the child/young person on several occasions to 
ensure that the child/young person understands. The social worker 
should also give the child/young person appropriate examples of 
situations which might give rise to a complaint. The social worker 
should explicitly say to black children/young people that if they 
feel they have been subject to racism, this is a valid cause for 
complaint. 

	

1.3. 	If relevant, the social worker should also explain to the child/ 
young person, what is meant by their "key worker". 

	

1.4. 	If, however, the child is below the age of understanding the social 
worker/carer may be required to act as the child's advocate and be 
required to act in the best interests of the child. 

1.5. It may therefore, be necessary for a social worker/carer/other  
interested adult to make a complaint on behalf of the child/young 
person. Anyone who has an interest in or is concerned about a child  
young person in care, can use this system to make a complaint.  

1.6. Every social worker planning for a child/young person in care will 
be working directly with the child/young person, and through this 
medium the child/young person may be able to make his/her unhappiness 
known. 

2. 	The parent 

2.1. A copy of the complaints procedure for both the parent and the child/ 
young person should be given to the parent when his/her child enters 
care, and the social worker should try to ensure that the parent 
understands it. Parents/guardians can also use this procedure to 
complain about the service they are receiving if their child is in 
care. The social worker should explicitly say that if they feel 
that they or their children have been subject to racism, this is 
a valid reason to complain. 

2.2. The social worker should use an official interpreter when the parent 
or child/young person has difficulty in understanding English. 



3. 	Use of the Complaints Procedure 

This procedure is there to be used for a range of problem situations. 
Deliberately, there are no definitive guidelines as to the type of 
problem this can tie used for. 

However, there are two areas for which the Complaints Procedure 
is specifically relevant. 

(1) disagreement over access 

(2) race issues 

4. 	Disagreements over Parental Access to children/young people in care.  

	

4.1. 	The Health and Social Services and Social Security Adjudications Act 
1983 enables parents to apply to the Juvenile Court for an Access 
Order where the local authority has terminated parental access to 
children in care. 

	

4.2. 	The local authority still retains a large area of discretion over 
questions of access, despite the legislation on termination of access. 
The guidelines incorporated in the DHSS Code of Practice states: 

"Local authorities should ensure that they have clear procedures which 
will enable parents to pursue complaints about access and ask for 
decisions to be reviewed. Local authorities should also be prepared 
to use these procedures to deal with complaints about access decisions 
from other relatives of children in care". 

	

4.3. 	The complaints procedure should be used when parents, other relatives 
or the child or young person are dissatisfied with departmental 
decisions regarding access. 

	

4.4. 	It can be used in the following circumstances:- 

a) Where access arrangements have been varied and not terminated 
e.g. reduced from twice weekly to once a forthnight. 

b) Where parent, relative, child or young person is dissatisfied 
with the existing access arrangement. 
This could include venue, and relatives not allowed access. 

	

4.5. 	The child's welfare is the first and paramount consideration and the 
local authority must determine its own view about where this interest 
lies. 

	

4.6. 	Where parents, other relatives or child/young person wish to pursue 
a complaint about access or ask for decisions to be reviewed, the 
social worker concerned should try to reach an agreement with them 
which is consistent with the interests of the child. 

	

4.7. 	Where agreement is not possible, and where the parent, other relative 
or child/young person wishes to•pursue the matter;  they should be 
referred by the social worker to the 	 Pistrict 
Manager (or Wardship Co-ordinator for the Adoption Team), who will 
review the issues and offer an appointment to see the parent or other 
relative if this is required. 

	

4.8. 	If the parent/other relative or child/young person is still dissatisfies 
then he/she should use this procedure to lodge his/her complaint. The 
complaint will then be dealt with in line with the procedure. 



4.9. 	In the cases of children who are subject to Wardship, the High Court 
rules on all access matters. 

4.10. 	This information is supplementary to training Manual item 5.15. and 
supercedes Community Services Divisional Circular No. 6/86. 

5. 	Section 3 Resolutions  

5.1. 	Section 3 Resolutions are heard at cases sub- committee and parent 
and child have a right to attend. 

5.2. 	If parent and/or child wish to complain prior to the resolution 
concerning the council's intention to make a resolution, he or she 
may use this complaints procedure. 

5.3. 	The investigating officer can interview all concerned and prepare 
a report with recommendations as to whether the resolution is in 
the best interests of the child. This report will be available to 
all concerned and will be available for the cases sub- committee. 
The complaints procedure then ceases and the final decision will 
be made at the cases sub- committee. 

5.4. 	The parents right of appeal lies in the Juvenile Court. 

6. 	Complaints Officer 

	

6.1. 	The Complaints Officer will be a nominated post within Administrative 
Services. 

	

6.2. 	His/her job is to: 

(a) Receive the complaint 
(b) Acknowledge receipt 
(c) Immediately inform in writing the Head of the appropriate 

divisions e.g. District Manager, Head of Residential/ 
Fostering Sections. 

(d) Check on the "complaints register", whether other complaints 
of a similar nature have been made. This may help to identify 
the appropriate investigating officer. 

(e) Appoint an investigating officer, selecting from a pool of 
nominated officers, a member of staff, with the appropriate 
skills and experience to deal with the particular complaint. 

(f) In complaints of racism the principal race adviser should be 
informed. He/she can then help to select an investigating 
officer with the necessary skills and experience. 

(g) Monitor the progress of the complaint ensuring it is dealt 
with within the specified time limits. 

(h) If necessary set up an Appeals Panel. 
(i) Record the discussion and decisions of the Appeals Panel. 
(j) Distribute and keep a record of all relevant reports. 

7. 	Investigating Officers 

	

7.1. 	The Investigating Officer draws his/her authority from the Director. 

	

7.2. 	The Investigating Officer  will be a member of the Social Services 
Department who holds the position of Team Manager/Residential 
Manager, or above. It is vital that the Investigating Officer has 
sufficient authority to ensure that any necessary action is taken. 



	

7.3. 	The Investigating Officer will be independent of the complaint 

situation. This means that if the complaint concerns a residential 

setting, the Investigating Officer will be from fieldwork or fostering 

sections. However, the Investigating Officer will seek-advice/ 

consultation with a Team Manager from the relevent section, that 

would be residential in the above example. 

	

7.4. 	The Investigating Officer needs to interview all involved in the 

complaint including the Line Manager/Fostering Liaison Worker of 

the worker/foster parent involved in the complaint. 

	

7.5. 	The Investigating Officer's notes will be held by him/her. 	His/her 

final report will go on the client's case file, and the outcome of 

the complaint will also be recorded in the appropriate Social Services 

Division. 

	

7.6. 	The report and the decisions will be available to everyone involved. 

	

7.7. 	All relevent Social Services Department records will be made available 

to the Investigating Officer. 

	

7.8. 	In some situations the Investigating Officer may need to call upon 

expert opinion to assist him/her in his/her enquiries. However, 

he/she needs to guard against the child/young person being subjected 

to unnecessary questioning. 

	

7.9. 	When a white Investigating Officer is interviewing a black child/ 

young person or natural/foster family or member of staff, he/she 

should take along a black member of the department or ensure the 

interviewee selects a black person to be with them throughout the 

interview. This person can be called on at the panel hearing if 

necessary. 

	

7.10. 	The Investigating Officer must also seek the advice of the Race 

Relations Adviser when investigating a multi-racial situation, to 

ensure unbiased representation. 

	

7.11. 	The Investigating Officer may need to call a meeting of all concerned 

to discuss the complaint and look at solutions to it. 

	

7.12. 	When all possible avenues to resolve the complaint have been explored 

and the complainant is not satisfied, the Investigating Officer needs 

to request the Complaints Officer to call an Appeals Panel. 

	

7.13. 	The Investigating Officer will inform the complainant of his/her action. 

	

7.14. 	In some situations it may become clear to the Investigating Officer 

that the Department has a responsibility to invoke the child abuse 

procedures. These will take precedence over the complaints procedure 

and the complainant will be informed that the complaints procedure 

will be suspended pending the outcome of the child abuse investigation. 

The complainant will be informed of the outcome of the child abuse 

investigations. 

	

7.15. 	If the Investigating Officer realises at any time during the course 

of his/her investigations that the Department's desciplinary procedures 

need to be invoked, he/she must stop their investigations. He/she 

must inform the member of staff and he/she has a responsibility to 

inform in writing the appropriate line manager. 

	

7.16. 	If, as a result, desciplinary procedures are started, this will suspend 

the Complaints Procedure pending the outcome fo the disciplinary 

procedure. 



	

7.17. 	The complainant must be informed of this acti
on and the outcome of 

the disciplinary procedure. 

	

7.18. 	The Investigating Officer must take responsibilit
y to discover whether 

or not the complainant is satisfied with the result of the disciplinary 

and child abuse proceedings. If he/she is not satisfied, the Complaints 

Procedure can be re-started. 

	

7.19. 	If disciplinary proceedings have occurred, the Investigating Offi
cer 

and/or the staff member on the Appeals Panel must 	consult with 

Personnel as to what possible action could now be taken by the 

Department to deal with the complaint, e.g. change of key/social worker. 

	

7.20. 	As far as possible the investigations will remain confidential, with
in 

the Department, but in the event of action needing to be taken against 

a member of staff/anyone else involved, the appropriate agency must 

be informed, e.g. the police, and evidence disclosed. 

	

7.21. 	The Investigating Officer must re-issue the child/young person/paren
t, 

with a fresh copy of the pamphlet as the complainant will have used 

his/her tear off slip. 

8. 	Appeals Panel  

	

8.1. 	The Appeals panel is made up of: 

(a) One departmental representative. He/she will hold the position 

of District Manager or above, Principal Officer, Residential 

Services for children or other similar grade post within the 

department. The role of the departmental representative is to 

put the complaint within the context of the Department. 

(b) A councillor. He/she will be drawn from the Social Services 

Committee but should not also sit on the Personnel Sub-Committee. 

(c) An independent person who has an understanding and experience of 

working with children and young people e.g. Youth Worker. 

	

8.2. 	The department will need a pool of these Panel members so that selectio
n 

of personnel can be made in the interests of sensitivity to the 

complaint or the complainant. A young woman or girl making a complaint 

concerning female issues would prefer to have a Panel consisting of 

mainly female members, ethnic representation also needs to be considered. 

The Panel needs to be multi-racial and in the case of a black 

complainant, the Panledeeds to consist of mainly black people. 

	

8.3. 	Every complaint is to be treated in its own right - no "record" of 

complaints to be produced at Appeals Panel. 

	

8.4. 	The Investigating Officer's report is sent to the members of the Appe
als 

Panel in advance. 

	

8.5. 	At each Panel, the three panel members will elect their chair per
son. 

	

8.6. 	The Complaints Officer arranges for the recording of proceedings and
 

decisions. 

	

8.7. 	All persons directly involved in the complaint attend the Appe
als 

Panel, accompanied by their chosen advisor/friend. 

	

8.8. 	The Investigating Officer introduces the problem, explains what it is 

about, what he or she has done to try to resolve it and why the 

complainant is not satisfied. 
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8.9. 	Any expert witness's views are written into the Investigating Officer's 
report. 
Panel can adjourn to call expert witnesses, also Investigating 
Officer/parent/child/young person can take responsibility for 
their expert witness(es) attending the Appeals Panel if they wish them 
to. 

8.10. 	The decision of the Appeals Panel is final and carries the authority 
of the Director, and appropriate action to carry out the decision 
will be taken. 

9. 	Confidentiality 

No record from the complaints procedure will be put on staff's personal 
file. 

10. Withdrawal of a complaint  

	

10.1. 	The child/young person can withdraw their complaint at any time. 

	

10.2. 	However, in certain circumstances, even when a complaint is withdrawn 
the Department may decide that further investigations are necessary 
under other existing procedures e.g. child abuse, disciplinary 
procedures. 

	

10.3. 	The Investigating Officer would record the withdrawal on the Social 
Services file together with any reasons given. 

	

10.4. 	All involved in the complaint would be informed of the withdrawal. 

11. The complaint is deemed unfounded 

All involved in the complaint would be informed, and that the complaint 
is deemed unfounded and the reasons if any. 

12. Access to Information 

There is a seperate Appeals Procedure for Access to Information. 
See Access to Information Guidelines. 



A GIME FOR 
PARENTS To THE 
COMPLAINTS SYSTEM 
IN LEWISHAM  HEAP  , 



Anyone (like a grandparent, 
brother or sister, or guardian) 
who is interested and 
concerned about the care of 
the child can use this system 
to bring Lewisham's attention 
to the problem. 

BOROUGH 
OF 
LEWISHAM 

SOCIAL SERVICES 



Whoever you talk with will 
try to help you resolve the 
problem. 

If you are still unhappy you 
can put your complaint in 
writing to: 

FE if you cannot get something 
sorted out and you want to complain 
about it, this is how you do it. 

TT  

If this does not work, talk it 
over with someone you 
trust - a friend, or 
someone at an Advice 
Centre. 

The Complaints Officer 
Director of Social Services 
Eros House, 
Catford, 
London SE6. 

Remember, if you change your mind you can withdraw 
your complaint at any time. But if your complaint is a 
very serious one, the Department may decide it must 
be investigated and you may be asked to help. 

is now in the care of the London Borough of Lewisham. 
You may not always like the way your child is being cared for 
or the way people behave towards you or your child or the 
decisions that are being made. Very often things can be 
sorted out by talking to the social worker concerned or 
his/her Team Manager or the foster parent or head of the 
children's home. 

If you are not satisfied with 
the service you are 
receiving, talk to your 
social worker about it. 

If your complaint is about 
your social worker you 
should contact the Teem 
Manager. 

If your complaint is about 
residential care/foster care 
your social worker will wish 
to take it up with the head 
of the home/foster parent. 

.,77-477,Z-21 



he/she will be at the Panel meeting too. 
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HAPPENS THEN? 
An Investigating Officer will be appointed and he/she will come and see you 
within two weeks. You may want to have someone with you to help you 
explain your position. He/She will also try to resolve your complaint by 
interviewing the other people involved. 

Within one month of your complaint being received he/she will prepare a 
report from his/her investigations and a copy will be given to everyone 
involved in the complaint. 

The investigating officer will try to ensure that whatever is needed to be 
done to sort out the problem is carried out. He/She will ask you if you are 
now happy with the conclusion. 

If not, your complaint will be put forward to an Appeals Panel, which will 
meet within a further month. The multi-racial Panel will be made up of a 
member of staff from the Social Services Department, a councillor and an 
independent person. 

You may want to take someone with you to help you present your complaint. 

If your complaint has something to do with a member of staff/foster parent 



HAPPENS AT THE APPEALS 
PANEL? 

The Panel will be fairly informal - the 
investigating officer will read out your complaint 
and the outcome of his/her investigation. 
You will have a chance to say what you think 
about what's happening and then the Panel will 
probably ask you questions. If they decide your 
complaint is justified they will recommend to the 
Director that action is taken. The Director will 
write to tell you what he/she has done about it. 
If they decide that action should not be taken 
they will explain their reasons and put them in 
writing for you. The result of the Appeals Panel 
will be recorded on the file, and 
whether you are happy or 
unhappy about it, will be 
recorded on the file. 

Dear Mr. Thompson 
I wish to make a complaint about 	 

Yours faithfully 	  

Fold 

Name of Parent 	  

Name of Child 	  

Address of Parent 	  

Address of Child 	  

Name of Social Worker 	  

OUT 
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WHAT TO DO 
IF YOU HAVE 
A PROBLEM.. 



BOROUGH 
OF 
LEWISHAM 

SOCIAL SERVICES 

You may not always like the 
way in which you are being 
cared for or the way people 
behave towards you. Very 
often problems can be sorted 
out by talking to someone, but 
if you cannot get something 
sorted out like this, and you 
want to complain about it, 
Lewisham has a special 
system for you to use. 

If you are not sure about the 
sort of thing you can complain 
about then talk to your social 
worker or a friend someone 
you trust. 

You can complain at any time, 
even if you have left care. 
	 A 



CornplaNnts 00cer, 
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Serv‘ces 

Eros 
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ondon 
se6 

He/She appoints a person to look into your 
complaint. This person will be independent of the 
people who know you, and will be called the 
Investigating Officer. 

IS THIS 
SPECIAL 
SYSTEM? 

Whoever you talk to will help 
you to try to resolve your 
problem. If this does not work 
then he/she will help you to fill 
in the tear off slip at the 
bottom of this page or you can 
do it yourself. The slip should 
be sent to: 

If your complaint is something 
which is about to happen to 
you it may sometimes be 
possible to delay any action 
until the complaint is heard. 

Remember if you change your 
mind you can withdraw your 
complaint at any time. But if 
your complaint is a very 
serious one, the Department 
may decide that it must still be 
looked into and you may be 
asked to help. 

DOES THE INVESTIGATING 
OFFICER DO? 

He/She will get in touch with you within two weeks of receiving your complaint. 
They will arrange to speak with you, either on your own or with anyone you want to 
have with you - perhaps one of the workers from Who Cares. 

He/She will also visit everyone else who is involved in your complaint, and he/she 
may need to call you all together to talk about what needs to be done to solve the 
problem. 

He/She will write a report which is given to everyone concerned with your complains 
- including yourself. This means that the information given will be shared with 
everyone else involved. The report is also given to the Complaints Officer. 

The Investigating Officer will try to ensure that whatever is needed to be done to 
sort out the problem is carried out. They will tell you what has been done and will 
ask you if you are satisfied with what has 	 happened. 

11 your problern 
Inas 

been satisfactorily sorted out the result will be 

recorded on your file. If you are still unhappy about the way your 
coroplaint has been dealt with, the investigating officer Will put 

your cornplaint forward 

to the Appeals Panel. 



The Panel will be made up of a member of staff who 
works in the Social Services Department, a councillor 
and an independent person. 
You can take one or two people with you so you do not 
feel outnumbered - perhaps a friend or your parent or 
one of the Who Cares workers. They can speak on your 
behalf if you want them to. 
If your complaint has something to do with a member of 
staff or foster parent, he/she will be at the Panel 
Meeting. 

HAPPENS AT THE APPEALS 
PANEL? 

The panel meeting will be fairly informal. 
The Investigating Officer will read out your 
complaint and the outcome of his 
investigations. You will have a chance to 
say what you think about what is 
happening and then the Panel will probably 
ask you questions. If they decide you have 
a real cause for complaint they will 
recommend to the Director that action is 
taken. The Director will write to you to tell 
you what he has done about it. If they think 
that no action should be taken 
they will explain their 
reasons and put them in 
writing for you. The result 
of the Appeals Panel 
and whether you are 
happy or unhappy 
with it, will be 
recorded on 
your file. 
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1. Try to settle things by talking to your keyworker/ 
foster mother/social worker. 

2. If you cannot work things out, talk to an independent person 
— get some advice. 

3. If you decide to go ahead, complete the tear off slip. Send it 
to 

The Complaints Officer 
Director of Social Services 
Eros House, 
Catford, 
London SE6. 

4. An Investigating Officer will then be appointed and will be in 
contact with you. You will hear from him/her within two 
weeks. He/She will also talk with the other people involved, 
and try to complete his/her work within two weeks of 
contacting you — that means one month after we have 
received your complaint. 

5. He/She will try to resolve the problem but if you are not 
satisfied with the result then your complaint will be heard by 
the Appeals Panel within another month — that means two 
months after we have received your complaint. 
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Section 6 
Defining roles, responsibilities and boundaries 

— job descriptions for Residential Social 
Workers (Childrens): 

Officer-in-Charge 
Deputy-in-Charge 
Assistant-in-Charge 
Senior Residential Social Worker 
Residential Social Worker 

— departmental circulars issued after Leeways: 

no. 44 departmental definition of the role 
of the Residential Social Worker 

no. 45 children's routes into care plus 
legislation 

no. 46 organisational structure of 
Children's Residental Service 



JOB DESCRIPTION FOR OFFICERS IN CHARGE OF RESIDENTIAL UNITS FOR YOUNG PEOPLE   

DEPARTMENT 
Social 	Services 

DIVISION 
Residential 	Services 

GROUP 
Childrens & 
Sheltered Hsg 

SECTION 
Childrens 

JOB TITLE 
Officer in Charge 
(Residential Units for 
Young People) 

POS.] 	NUMBER 
SS/435/458/470/481/493/411/505 

GRADE 
RCCO 7/8 

1. 	POSITION IN THE ORGANISATION  

Assistant Director 
Residential Services 

1  
1 

Senior Principal Officer 	 Senior Principal Officer 
(Adult Services) 	 (Childrens & Sheltered Housing) 

I 	 I 	 I 1 
Residential 	 Residential 	 Residential 
Manager (1) 	 Manager 	 Manager (2) 
(Childrens) 	 (Sheltered Housing) 	(Childrens) 

1 
Co-ordinator 
Assessment 
Centre 

I 
I 

1 I 1 1 1 1 I 
OIC OIC OIC OIC OIC OIC OIC 
(Birch (Kingfisher (Desmond (Sydenham (Brownhill (Bromley West 
Grove) Square) Street) Hill) Road) Road) bourne 

Drive) 
2. MAIN PURPOSE OF JOB  

Under the general guidance of the Residential Manager (Childrens') and 
within the framework of current legislation provide the motivation, 
leadership and management of a multi-racial staff team necessary to ensure 
that children and young people in residence are properly cared for and 
supervised to the standards of the Borough and, as a primary objective, 
prepared for an early return to the community or independent living, or 
permanent placement when necessary. At all times ensuring the welfare of 
the young people is of paramount importance. 

3. MANAGEMENT KEY TASKS  

	

3.1 	To be responsible and accountable for the management of the residential 
Unit in accordance with the policies and guidelines of the Unit and Social 
Services Department. 

	

3.2 	To manage, monitor and maintain effectively the resources of the unit to 
provide reception into care, assessment and treatment of young people. To 
review, assess and improve policies and practice within the Unit, 
communicate and implement decisions appropriately. 

	

3.3 	To be responsible and accountable for the Line Management of staff within 
the unit through agreed delegation to appropriate senior staff, and to 
ensure staff are aware of and understand the "Role of the Residential 
Social Worker" as defined by the Department (a copy of which is attached). 
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3.4 	To take responsibility for developing the staff group into a responsive 
and effective team; to facilitate and maintain effective staff 
communications to ensure good working relationships between all staff 
members and to ensure all team members are aware of each others 
responsibilities; to organise and participate in weekly staff meetings. 

	

3.5 	To ensure that individually structured programmes of staff supervision, 
with nominated supervisors, are adhered to; to personally supervise senior 
staff and to supervise other staff as appropriate, and to receive 
supervision from the Line Manager. 

	

3.6 	To be responsible for the development of staff within the Unit; to liaise 
with the Staff Development & Training Section and Residential Manager in 
compiling and maintaining Staff Development Profiles for individual staff 
members; identify training needs and provide training where appropriate; 
to undertake appropriate training as identified by the Line Manager 

	

3.7 	To be responsible for and facilitate the operation of such meetings as 
relevant including delegating and designating, where appropriate, the 
Chairing and Minute Taking of such meetings, and attend Case Conferences 
and Reviews as necessary. 

	

3.8 	To liaise closely with the Residential Manager for the Unit on all relevant 
issues. Reporting immediately on significant matters connected to the work 
performed, and any incidents of racist or sexist behaviour amongst staff 
members or young people in residence. 

	

3.9 	To participate in Staff appointment procedures and to undergo training in 
the use of the Recruitment Manual and to ensure staff are aware of the 
Department's Equal Opportunities Policy for staff recruitment and 
employment. 

3.10 Plan and implement Induction and Orientation Programmes for new staff in 
accordance with Staff Development Profiles; monitor, appraise, and prepare 
reports for staff probationary periods, and compile staff references as 
required. 

3.11 Take an active part in the training and supervision of students on placement 
within the unit; assessing performance and preparing reports as necessary. 

3.12 To be responsible for updating own and staff's knowledge and understanding 
of changes in Departmental objectives, policies and procedures. 

3.13 To deploy and manage ancillary and clerical staff so as to ensure the 
efficient running of the unit. 

3.14 To be responsible for ensuring that staff carry out their tasks with due 
regard to the Council's Policy & Committee's Objectives of equal 
opportunities, relief of poverty and oppression, freedom of choice and, 
effective power sharing. 

3.15 To be responsible for updating the Unit's Statement of Aims and Objectives 
and ensuring staff are made aware of any changes. 

3.16 To participate in Heads of Homes Meetings, supporting each other and working 
together to improve standards of service within the Childrens Residential 
Section. To represent staff views and report back on relevant issues 
discussed. 



4. ADMINISTRATION KEY TASKS  

	

4.1 	To be responsible for developing and mai ntai ni ng admini strati ve procedures 
in accordance with the requirements of the Unit and Residential Services 
Division. To ensure that all records are factual, up-to-date and reflect 
the purpose for which they are kept, and that all correspondence is dealt 
with promptly. 

	

4.2 	To be accountable for the control and monitoring of the Unit budget in 
accordance with the Borough's Financial Regulations, and in consultation 
with the Senior Principal Officer and Residential Manager prepare the 
Unit's annual estimate. Monitor the cost effectiveness of the day to day 
running of the Unit. 	Ensure that adequate supplies are ordered as 
necessary. 

	

4.3 	To ensure that staff work within the requirements of the Borough's Policy 
of Equal Opportunities and that all staff are aware of and know how to use 
the 	Gri evance Procedure, Comol ai nts Procedures, Raci al and Sexual 
Harassment Procedures, and the Disciplinary Code. 

	

4.4 	To be responsible for ensuring that staff work within the Community Homes 
Regul ati ons 1972 and rel ated legi sl ati on concerning children; the 
regulations of the Health and Safety at Work Act 1.974 are met; that Fire 
Regul ati ons are adhered to including mai ntenance of appropri ate records 
and regular fire drills held. 

	

4.5 	To monitor and facilitate the maintenance of standards of hygiene and 
cleanliness within the Unit and the maintenance of fabric, furniture and 
equipment i n accordance with the Department's Residential Units Manual , 
recommending to Resi denti al Managers a mai ntenance programme and further 
improvements within mat eri al resources avai 1 abl e To 1 iai se with the 
Architect's Department to effect necessary repairs. 

	

4.6 	To be responsible for ensuring Staff Rosters are compiled on an equitable 
basis with an appropriate level of care staff available to provide effective 
care and carrying out of agreed programmes. To ensure rosters are submitted 
and changes notified to the Administrative Team Leader (Childrens) with 
overtime and holidays etc. agreed, and Agency Staff engaged when necessary. 

5. PROFESSIONAL KEY TASKS  

	

5.1 	To be responsible and accountable for setting and implementing objectives 
for the Unit within the agreed policy of the Department; to ensure that 
the Unit's resources are made available to meet these, informing Line 
Managers of any shortfall. 

	

5.2 	To provide leadership and guidance to the staff group of the professional 
conduct of the residential social worker role by personal example and 
encouragement, and to develop a team approach to residential work. 

	

5.3 	To assist the staff team to implement the routines and systems providing 
physical and emotional care in such a manner as to enhance the wellbeing 
of the young people and guard against institutionalising the routines and 
systems; and to ensure that all staff adopt a mul ti -di sci pl inary and mul ti - 
raci al approach to meeting the needs of young people. 



	

5.4 	To be responsible for maintaining the Keyworker Approach: ensuring the 
staff group identifies the most appropriate member of staff to meet the 
young person's needs; and to monitor the effectiveness of the Keyworkers 
and their tasks. 

5.5 To be responsible for ensuring that each young person (or their 
representative where appropriate) entering the Unit has been given a copy 
of the Complaints Procedure Booklet and understands how to use it; and 
that the young person is also aware of the Department's Access to 
Information Policy. 

	

5.6 	To supervise and where appropriate be personally involved with young people 
in residence both as individuals and in groups to provide good professional 
group care, and individual nurturing and special programmes related to 
individual needs. 

	

5.7 	To ensure that Initial Conferences, Contract Meetings and Reviews are held, 
and to monitor the care programmes of young people to ensure that decisions 
made are adhered to within the agreed time spans. 

	

5.8 	To ensure that clear, concise and comprehensive records are kept and 
maintained on all young people, and contain a full account of care 
programmes decisions made and agreed time spans. That such records and 
reports are made available for Conferences and Reviews. 

	

5.9 	To develop, maintain and facilitate opportunities for young people to have 
regular contact with and visits from parents, guardians, relatives and 
friends in accordance with agreed care plans, including foster and adoptive 

parents. 

5.10 To maximise the use of community facilities for the benefit of young people 
and to foster good working relationships with the local community. 

5.11 To maintain close links and working relationships with District Offices, 
all resources of Social Services and other Departments of the Council, and 
external agencies as necessary. 

5.12 To prepare professional reports as requested on the progress of young 
people in residence, and assist and support other staff members with 
production of reports. 

5.13 To ensure that updated Child Care Policy and Practice is initiated and 

maintained. 

5.14 To attend meetings and conferences as required as a representative of the 
Unit and of Residential Services Division. 

	

6. 	OTHER DUTIES  

	

6.1 	To provide Senior rostered cover for the Unit over a 24-hour cycle as 
appropriate, which includes sleeping in "on call". 

	

6.2 	Such other duties as are commensurate with the grade of the post. 



Prepared by  	Date 	  

This job description sets out the duties of the post at the time it was 
drawn up. Such duties may vary from time to time without changing the 
general characteristic of the duties or level of responsibility entailed. 
Such variations are a common occurrence and cannot of themselves justify 
a reconsideration of the grading of a post. 

AUTHORISATION  

This job description and attached statement of the Residential Social Workers 
Role have been agreed and are now operative. 

Signed 	  Posthol der 	 Date 	 

Signed 	  Assistant Director 	 Date 	 

Signed 	  Staff Servi ces Officer 	Date 	 



JOB DESCRIPTION FOR DEPUTY OFFICERS IN CHARGE OF RESIDENTIAL UNITS FOR YOUNG  
PEOPLE   

DEPARTMENT 
Social 	Services 

DIVISION 
Residential 
Services 

GROUP 
Children and 
Sheltered Housing 

SECTION 
Childrens 

JOB TITLE 
Deputy Officer in Charge 
(Resid. 	Units for Young 
People) 

POST NUMBERS 
412,436,459,471, 
482,494,506 

GRADE 
RCCO 5/6 

1. POSITION IN THE ORGANISATION  

Organisational charts are attached. 

2. MAIN PURPOSE OF THE JOB  

Under the general direction of the Officer-in-Charge to provide 
support at a senior level in the management of the unit with the aim 
of ensuring that young people in residence are properly cared for and 
supervised to the standards of the Borough and, as a primary objective, 
prepared for an early return to the community or independent living, 
or permament placement when appropriate. At all times ensuring the 
welfare of the young people is of paramount importance. To assume 
responsibility for the management of the Unit during the absence of 
the Officer-in-Charge. 

3. MANAGEMENT KEY TASKS  

3.1. To assist the Officer-in-Charge with the management of the residential 
Unit in accordance with the policies and guidelines of the Unit and 
Social Services Department. 

3.2. To assist in the effective management of the Unit's resources to 
provide reception into care, assessment and treatment of young people. 
To assist in the improvement of policies and practices within the 
Unit, implementing decisions appropriately. 

3.3. Under the general guidance of the Residential Manager (Childrens) 
assume full responsibility and accountability for the operation of 
the residential unit in the absence of the Officer-in-Charge. 
Reporting immediately any significant difficulties connected to the 
work performed, including incidents of inappropriate care practice, 
racist and sexist behaviour. 

3.4. To be responsible in the absence of the Officer-in-Charge for 
maintaining continuity of aims and loyalties in order to ensure the 
continued smooth running of the Unit. 

3.5. To undertake Line Management responsibility for Assistant Officers-
in-Charge, and to ensure these officers understand the "Role of the 
Residential Social Worker" as defined by the Department (a copy of 
which is attached). 



3.6 	To assist the Officer-in-Charge to develop the staff group into a 

responsive team; to facilitate and maintain effective staff 

communication to ensure good working relationships between all staff 

members and to ensure all team members are aware of each others 

responsibilities. 

3.7. To be responsible for carrying out individually structured programmes 

of supervision for 3rd tier staff, and other staff members as delegated 

by the Officer-in-Charge and, to receive supervision from the Line 

Manager. 

3.8. To assist the Officer-in-Charge in the monitoring of staff 

probationary periods and, to undergo training in the use of the 

Recruitment Manual to ensure staff are aware of the Department's Equal 

Opportunities Policy for staff recruitment. 

3.9. To assist the Officer-in-Charge in all aspects of staff development 

and training: Staff Development Profiles, identification of training 

needs, provision of appropriate training including Induction and 

Orientation Programmes and, supervision of students on placement. To 

undertake appropriate training as identified by the Line Manager in 

agreement with the Residential Manager. 

3.10. To be responsible for updating own knowledge and understanding of 

changes in Departmental objectives, policies and procedures and 

sharing these with other staff. 

3.11. In the absence of the Officer-in-Charge assume responsibility for 

staff meetings, delegation of staff to attend Case Conferences and 

Reviews as appropriate, Chairing and minute taking as necessary. 

3.12. To be responsible for developing areas of work or projects of special 

interest as required. 

3.13 To ensure ancillary and clerical staff are managed and deployed 

effectively. 

3.14. To assist the Officer-in-Charge in ensuring that staff carryout their 

tasks with due regard to the Council's Policy and Committee's 

Objectives of equal opportunities, relief of poverty and oppression, 

freedom of choice and effective power sharing. 

3.15 To assist the Officer in Charge to update the Unit's Statement of 

Aims and Objectives and to ensure staff are aware of any changes made. 

3.16 Deputise in the absence of the Officer-in-Charge at Heads of Homes 

meetings as a representative of the Unit ensuring that staff views 

are represented and the Officer-in-Charge and staff group are kept 

informed of issues discussed. 

4. 	ADMINISTRATION KEY TASKS  

4.1. To be responsible for maintaining administrative procedures in 

accordance with the requirements of The Unit and Residential Services 

Division; ensuring that all records are factual, up-todate, and 

reflect the purpose for which they are kept, and that all 

correspondence is dealt with promptly. 
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4.2. Assist the Officer-in-Charge in controlling and monitoring the Unit's 

budget in accordance with Borough's Financial Regulations and make 

recommendations on the cost effectiveness of the Units day to day 

management. To assist in ensuring that adequate supplies are 
available notifying the Officer in Charge of any shortfall. 

4.3. To ensure that staff work within the requirements of the Community 

Homes Regulations 1972 and related legislation concerning children; 

the recommendations of the Health and Safety at Work Act 1974 are 
met; Fire regulations are adhered to including maintenance of 

appropriate records and regular fire drills held. 

	

4.4 	To assist the Officer—in-Charge to ensure that staff work within the 

requirements of the Borough's Policy of Equal Opportunities and that 

all staff understand the Grievance Procedures, Complaints Procedures, 

Racial and Sexual Harassment Procedures and the Disciplinary Code. 

4.5. Assist in monitoring standards of hygiene and cleanliness within the 

Unit, maintenance of fabric, furniture and equipment in accordance 

with the Department's Residential Units Manual and in the absence of 

the Officer-in-Charge liaise with the Architect's Department to 

authorise repairs as necessary. 

4.6. To have oversight of the Staff Rosters to ensure they are compiled on 
an equitable basis with an appropriate level of care staff available 

to provide effective care and carrying out of agreed programmes. To 

ensure rosters are submitted and changes notified to the 

Administrative Team Leader (Childrens) with overtime and holidays etc 
agreed, and Agency Staff engaged when necessary. 

	

5. 	PROFESSIONAL KEY TASKS  

5.1. To assist the Officer-in-Charge in setting up and implementing 

objectives for the Unit within the agreed policy of the Department, 

to ensure that the Unit's resources are made available to meet these, 

informing Line Managers of any shortfall. 

5.2. To provide leadership and guidance to the staff group of the 

professional conduct of the residential social worker role by personal 
example and encouragement and to develop a team approach to 
residential work. 

	

5.3 	To assist the staff team to implement routines and systems providing 

physical and emotional care in such a manner as to enhance the 

wellbeing of the young people and guard against institutionalising 

the routines and systems; and that staff adopt a multi-disciplinary 
and a multi-racial approach to meeting the needs of young people. 

5.4. To share responsibility for maintaining and monitoring the 

effectiveness of the Keyworker Approach and ensuring the needs of the 

young people are met. 

5.5. To share responsibility for ensuring that each young person (or their 

representative where appropriate) understands how to use the 

Complaints Procedure Booklet; and that the young person is also aware 

of the Department's Access to Information Policy. 



5.6. To supervise and where appropriate be personally involved with young 
people in residence both as individuals and in groups to provide good 
professional group care, individual nurturing, and special programmes 

related to individual needs. 

5.7. To be responsible in the absence of the Officer in Charge for ensuring 
that Initial Conferences, Contract Meetings and Reviews are held, and 
to monitor the care programmes of young people to ensure that decisions 
made are adhered to within agreed time spans. 

5.8 	To assist in keeping and maintaining clear, concise and comprehensive 
records for all young people, with a full account of care programmes, 
decisions made and agreed time spans. That such records and reports 

are made available for Conferences and Reviews as required. 

5.9. To develop, maintain and facilitate opportunities for young people 
to have regular contact with and visits from parents, guardians, 
relatives and friends in accordance with agreed care plans, including 
foster and adoptive parents. 

5.10. To maximise the use of community facilities for the benefit of young 
people and to foster good working relationships with the local 
community. 

5.11 To maintain close links and working relationships with District 
Offices and all resources of the Social Services and other Departments 
of the Council, and external agencies as requested. 

5.12. To prepare professional reports as requested on the progress of young 
people in residence and assist and support other staff members with 
production of reports. 

5.13. To assist the Officer-in-Charge to implement updated Child Care Policy 
and Practice. 

5.14. To attend meetings and conferences as required as a representative 
of the Unit and of Residential Services Division. 

6. 	OTHER DUTIES  

6.1. To provide senior staff rostered cover for the Unit over a 24 hour 
cycle as appropriate, which includes sleeping in "on-call". 

6.2. Such other duties as are commensurate with the grade of the post. 

Prepared by 	Date 

This job description sets out the duties of the post at the time it was 
drawn up. Such duties may vary from time to time without changing the general 
characteristic of the duties or level of responsibility entailed. Such 

variations are a common occurence and cannot of themselves justify a 
reconsideration of the grading of a post. 
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AUTHORISATION  

This job description and attached statement of the Residential Social 
Workers Role have been agreed and are now operative. 

Signed 	Post Holder. 	 Date 

Signed 	Assistant Director 
	

Date 

Signed 	Staff Services Officer 
	

Date 
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DEPARTMENT 
Social Services 

DIVISION 
Residential 
Services 

GROUP 
Childrens 
Sheltered Housing 

SECTION 
Childrens 

JOB TITLE 
Asst.Officer-in-Charge 
Resid.Units for Young People 

POST NOS. 
413,414,415,437,460,461,472 
473,483,484,495,496,507,508 

GRADE 
RCCO 4/5 

JOB DESCRIPTION FOR ASSISTANT OFFICERS-IN-CHARGE  

1. POSITION IN THE ORGANISATION  

Organisational charts are attached. 

2. MAIN PURPOSE OF THE JOB  

Under the the general direction of the Officer-in-Charge to provide 
supervision and assistance in the management of the Unit with the aim 
of ensuring that young people in residence are properly cared for and 
supervised to the standards of the Borough and, as a primary objective, 
prepared for an early return to the community or independant living, 
or permament placement when appropriate. At all times ensuring the 
welfare of the young people is of paramount importance. 

3. MANAGEMENT KEY TASKS  

3.1. To assist with and where appropriate take delegated responsibility 
for the management of the residential Unit in accordance with policies 
and guidelines of the Unit and Social Services Department. 

3.2. To take responsibility for effectively using the resources of the 
Unit for the reception into care, assessment and treatment of young 
people. 

3.3. Under the guidance of the Residential Manager (Childrens) assume full 
responsibility and accountability for running the unit in the absence 
of the Officer-in-Charge and Deputy. 	Reporting immediately any 
significant difficulties connected to the work performed, including 
incidents of inappropriate care practice, racist and sexist behaviour. 

3.4. To be responsible in the absence of the Officer-in-Charge and Deputy 
for maintaining continuity of aims and loyalties in order to ensure 
the continued smooth running of the Unit. 

3.5. To undertake Line Management responsibility for individual staff 
members as delegated by the Officer-in-Charge, and to ensure those 
staff members understand the role of the "Residential Social Worker" 
as defined by the Department (a copy of which is attached). 

3.6. To participate as a member of the senior management team of the Unit 
and assist in developing the staff group into an effective team, to 
facilitate and maintain effective staff communication to ensure good 
working relationships between staff and to ensure all team members 
are aware of each others responsibilities. 



3.7. To be responsible for carrying out structured programmes of 
supervision for individual staff members as delegated by the Officer-
in-Charge, and to receive supervision from a nominated senior member 
of staff. 

3.8. To assist as required in monitoring of staff probationary periods and 
preparation of reports and, to be aware of the Departments Equal 
Opportunities Policy for staff recruitment and employment. 

3.9. To assist in the identification of training needs and the provision 
of appropriate training as required, and to undertake appropriate 
,training as identified by the Line Manager in agreement with the 
Residential Manager. 

3.10. In the absence of the Officer-in-Charge and Deputy ensure an 
appropriate level of care staff is available to provide care and 
carrying out of agreed programmes for the young people; ancillary 
staff are managed and deployed effectively, notifying the 
Administrative Team Leader (Childrens) of any difficulties. 

3.11. To take responsibility for updating own knowledge and understanding 
of changes in Departmental objectives, policies and procedures and 
sharing these with other staff. 

3.12. In the absence of the Officer-in-Charge and Deputy assume 
responsibility for staff meetings, delegation of staff to attend Case 
Conferences and Reviews as appropriate and, Chairing and minute taking 
as necessary. 

3.13. To be responsible for developing areas of work or projects of special 
interest as required. 

3.14. Assume some responsibility for ensuring staff carry out their tasks 
with due regard to the Council's Policy and Committee's Objectives 
of equal opportunities, relief of poverty and oppression, freedom of 
choice and effective power sharing. 

3.15 To assist in the updating of the Unit's Statement of Aims and 
Objectives and ensure staff are aware of any changes made. 

	

4. 	ADMINISTRATIVE KEY TASKS  

4.1. To carry out administrative tasks in accordance with the requirements 
of the Unit and the Residential Services Division. 

	

4.2 	Assume responsibility, in the absence of the Officer in Charge and 
Deputy, for maintaining clear concise records up to date and for 
dealing promptly with any correspondence. 

4.3. Assume responsibility, in the absence of the Officer-in-Charge and 
Deputy, for controlling all Petty Cash payments and monies and 
obtaining receipts for budgetary expenditure in accordance with the 
Borough's Financial Regulations. 



4.4. Assist in monitoring standards of hygiene and cleanliness within the 
Unit, maintenance of fabric, furniture and equipment in accordance 
with the Department's Residential Units Manual and, in the absence 
of the Officer-in-Charge and Deputy liaise with the Architects 
Department to authorise repairs as necessary. 

4.5. Carry out tasks and duties within the requirements of the Borough's 
Policy of Equal Opportunities and ensure that staff understand the 
Grievance Procedures, Complaints Procedures, Racial and Sexual 
Harassment Procedures and the Disciplinary Code. 

4.6. Carry out tasks and duties within the Borough's policy in relation 
to the requirements of the Community Homes Regulations 1972 and 
related legislation concerning children; including the maintenance 
of fire precautions, fire drills, Health and Safety procedures. 

5. 	PROFESSIONAL KEY TASKS  

5.1. To assist the Officer-in-Charge to meet the objectives for the Unit 
within the agreed policy of the Department, informing the Line 
Managers of any shortfall in resources. 

5.2. To provide leadership and guidance to the staff group of the 
professional conduct of the residential social worker role by personal 
example and encouragement, and in developing a team approach to 
residential work. 

5.3. To assist the staff team to implement the routines and systems 
providing physical and emotional care in such a manner as to enhance 
the wellbeing of the young people and guard against institutionalising 
the routines and systems; and to adopt a multi-disciplinary and multi-
racial approach to meeting the needs of young people. 

5.4. To operate the Keyworker Approach and share responsibility for its 
effectiveness making recommendations to meet the needs of the young 
people more appropriately. 

5.5. In a fair and unbiased manner help each young person (or their 
representative where appropriate) to use the Complaints Procedure 
Booklet when requested, and make sure that the young person is also 
aware of the Department's Access to Information Policy. 

5.6. To supervise and be personally involved with young people in residence 
both as individuals and in groups to provide good professional group 
care, individual nurturing and to participate in special programmes 
related to individual need. 

5.7. To take part in regular reviews and monitoring of care programmes and 
time spans within the Unit, to contribute to and participate in 
appropriate recording and assessment procedures. 

5.8. Assist in the development and maintenance of opportunities for young 
p:ople to have regular contact with and visits from parents, 
guardians, relatives and friends in accordance with agreed care plans 
including foster and adoptive parents. 
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5.9. Assist in developing community links for the benefit of young people 
and to foster good working relationships with the local community. 

5.10. Assist in maintaining close links with the District Offices, all 
resources of Social Services and other Departments of the Council and 
external agencies as required. 

5.11. To prepare reports as requested on the progress of young people in 
residence and assist and support other staff members with the 
production of reports. 

5.12. To assist staff members to work within updated Child Care Policy and 
Practise. 

5.13. To attend meetings and conferences as requested as a representative 
of the Unit and of Residential Services Division. 

6. 	OTHER DUTIES  

6.1. To provide Senior Staff rostered cover for the Unit over a 24 hour 
cycle as appropri ate , which includes sleeping i n "on-call" . 

6.2. Such other duties as are commensurate with the post. 

Prepared by 	 Date 

This job description sets out the duties of the post at the time it was 
drawn up. Such duties may vary from time to time without changing the general 
characteristics of the duties or level of responsibility entailed. Such 
variations are a common occurrence and cannot of themselves justify a 
reconsideration of the grading of a post. 

AUTHORISATION  

This job description and attached statement of the Residential Social 
Workers Role have been agreed and are now operative. 

Signed  	Posthol der 	 Date 

Signed 	Assistant Director 	Date 

Signed 	 Staff Services Officer Date 
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JOB DESCRIPTION FOR SENIOR RESIDENTIAL SOCIAL WORKERS  

DEPARTMENT DIVISION 	 GROUP SECTION 
Social 	Services Residential 	Childrens & Childrens 

Services 	 Sheltered Housin 

JOB TITLE 	 t POST NOS. GRADE 
Senior Residential 416,417,418,438,439,440,441 RCCO 4 
Social Worker  

S 
[ 

1. POSITION IN THE ORGANISATION  

Organisational charts are attached. 

2. MAIN PURPOSE OF THE JOB  

Under the direction of the Officer-in-Charge, assist Senior staff in 
the efficient management of the Unit with the aim of ensuring that 
young people in residence are properly cared for and supervised to 
the standards of the Borough, and as a primary objective, prepared 
for an early return to the Community or independent living, and 
permanent placement when appropriate. At all times ensuring the 
welfare of young people is of paramount importance. 

3. MANAGEMENT KEY TASKS  

3.1. To assist and where appropriate take delegated responsibility for the 
management of the residential Unit in accordance with policies and 
guidelines of the Unit and Social Services Department. 

3.2. To share responsibility for effectively using the resources of the 
Unit for the reception into care, assessment and treatment of young 
people. 

3.3. Under the guidance of the Residential Manager (Childrens) assume 
responsibility as appropriate for running the Unit in the absence of 
senior staff members, reporting immediately any significant 
difficulties connected to the work performed (including incidents of 
inappropriate care practice, racist and sexist behaviour). 
Maintaining continuity of aims and loyalties to ensure the continued 
smooth running of the Unit. 

3.4. To undertake, if required, Line Management responsibility for 
individual staff members as delegated by the Officer-in-Charge, and 
to ensure those staff members understand the "Role of the Residential 
Social Worker" as defined by the Department (a copy of which is 
attached). 

3.5. To be responsible for structured programmes of staff supervision in 
conjunction with senior staff, to supervise individual staff members 
as delegated by the Officer-in-Charge and, to receive supervision 
from a nominated senior staff member. 



3.6. To contribute to the leadership of staff including ancillary and 
clerical employees. 

3.7. To assist as required in monitoring staff probationary periods and 
preparation of reports and, to be aware of the Department's policy 
of Equal Opportunities in staff recruitment and employment. 

3.8. To assist in the identification of training needs and the provision 
of appropriate training as required, and to undertake appropriate 
training as identified by the Line Manager in agreement with the 
Residential Manager. 

3.9. In the absence of senior staff members ensure an appropriate level 
of care staff is available to provide care and carrying out of agreed 
programmes for the young people, and that ancillary and clerical staff 
are deployed effectively, notifying the Administrative Team Leader 
(Childrens) of any difficulties. 

3.10. Contribute towards making the staff group into an effective team, 
assist in maintaining effective staff communications to ensure good 
working relationships between all staff members and to be aware of 
each others responsibilities. 

3.11. To take responsibility for updating own knowledge and understanding 
of changes in Departmental objectives, policies and procedures and 
sharing these with other staff. 

3.12. In the absence of senior members of staff assume responsibility, when 
appropriate, for staff meetings, delegation of staff to attend Case 
Conferences and Reviews, Chairing and minute taking as necessary. 

3.13. To be responsible for developing areas of work or projects of special 
interest as required. 

3.14. Assume some responsibility for ensuring staff carry out their tasks 
with due regard to the Council's Policy and Committee's Objectives 
of equal opportunities, relief of poverty and oppression, freedom of 
choice and, effective power sharing. 

3.15. To assist the Senior Management team to update the Unit's Statement 
of Aims and objectives. 

	

4. 	ADMINISTRATION KEY TASKS  

4.1. To carry out administrative tasks in accordance with the requirements 
of the Unit and Residential Services Division. 

	

4.2 	Assume responsibility in the absence of senior members of staff for 
maintaining clear concise records up to date and for dealing promptly 
with correspondence. 

4.3. Assume responsibility, where appropriate in the absence of senior 
members of staff, for controlling all Petty Cash payments and monies 
and obtaining receipts for budgetary expenditure in accordance with 
the Borough's Financial Regulations. 



4.4. Assist in monitoring standards of hygiene and cleanliness within the 
Unit, maintenance of fabric, furniture and equipment in accordance 
with the Department's Residential Units Manual and, in the absence 
of senior staff members liaise with Architects Department to authorise 
repairs as necessary. 

4.5. Carry out tasks and duties within the requirements of the Borough's 
Policy of Equal Opportunities and ensure members of staff understand 
the Grievance Procedures, Complaints Procedures, Racial and Sexual 
Harassment Procedures and The Disciplinary Code. 

	

4.6 	Carry out tasks and duties within the requirements of the Community 
Homes Regulations 1972 and related legislation concerning children, 
including the maintenance of fire precautions, fire drills, Health 
and Safety procedures. 

	

5. 	PROFESSIONAL KEY TASKS  

5.1. To assist the senior management team to meet the objectives for the 
Unit within the agreed policy of the Department, informing them of 
any shortfall in resources. 

5.2. To provide leadership and guidance to the staff group of the 
professional conduct of the residential social worker role by personal 
example and encouragement, and in developing a team approach to 
residential work. 

5.3. To assist the staff team in implementing the routines and systems 
providing physical and emotional care in such a manner as to enhance 
the wellbeing of the young people and guard against institutionalising 
the routines and systems; and to adopt a multi-disciplinary and a 
multi-racial approach to meeting the needs of young people. 

5.4. To operate the Keyworker Approach and share responsibility for its 
effectiveness in meeting the needs of young people in residence. 

5.5. In a fair and unbiased manner help each young person (or their 
representative where appropriate) to use the Complaints Procedure 
Booklet when requested, and make sure the young person is also aware 
of the Department's Access to Information Policy. 

5.6. To supervise and be personally involved with young people in residence 
both as individuals and in groups to provide good professional group 
care, individual nurturing and to participate in special programmes 
related to individual need. 

5.7. To take part in regular reviews and monitoring of care programmes and 
time spans within the Unit, to contribute to and participate in 
appropriate recording and assessment procedures. 

5.8. Assist in the development and maintenance of opportunities for young 
people to have regular contact with and visits from parents, 
guardians, relatives and friends in accordance with agreed care plans 
including foster and adoptive parents. 



5.9. Assist in developing community links for the benefit of young people 
and to foster good working relationships with the local community. 

5.10. Assist in maintaining close links with the District Office and other 
resources of the Social Services Department. 

5.11. To assist in the preparation of reports on the progress of young 
people and help other staff members to contribute. 

5.12. To assist staff members to work within updated Child Care Policy and 
Practice. 

5.13. To attend meetings and conferences as requested as a representative 
of the Unit. 

6. 	OTHER DUTIES  

6.1. To carry out sleeping-in duties as rostered or required. 

6.2. Such other duties as are commensurate with the post. 

Prepared by 	 Date 

This job description sets out the duties of the post at the time it was 
drawn up. Such duties may vary from time to time without changing the general 
characteristics of the duties or level of responsibility. Such variations 
are a common occurrence and cannot of themselves justify a reconsideration 
of the grading of a post. 

AUTHORISATION  

This job description and attached statement of the Residential Social 
Workers Role have been agreed and are now operative. 

Signed 	  Post Holder 	 Date 

Signed 	  Assistant Director 	Date 

Signed 	  Staff Services Officer Date 
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JOB DESCRIPTION FOR RESIDENTIAL SOCIAL WORKERS  

 

DEPARTMENT 	DIVISION 	 GROUP 	 SECTION 
Social Services Residential 	Childrens & 	 Childrens 

Services 	 Sheltered Housing 

 

 

 

 

 

  
 

 
 

  
 

 
 

 

JOB TITLE 	POST NOS. 
Residential 	419 to 430, 442 to 449, 462 to 467 
Social Worker 	474 to 479, 485 to 490, 497 to 502 

509 to 514 

GRADE 
RCCO 3 

 

  
 

 
 

  
 

 
 

1. POSITION IN THE ORGANISATION  

Organisational Charts are attached. 

2. MAIN PURPOSE OF THE JOB  

To provide professional social work support within a Residential Unit 
for young people by assisting in the provision of a supportive living 
environment through teamwork and by individual casework, at all times 
ensuring the welfare of the young people is paramount. 

3. PROFESSIONAL KEY TASKS  

3.1. Under the direction of the Officer-In-Charge or Senior member of staff 
on duty ensure that the young people in residence are properly cared 
for and supervised to the standards of the Borough, and as a primary 
objective, prepared for an early return to the community or 
independent living or permanent placement when appropriate. 

3.2. To share responsibility for effectively using the resources of the 
Unit for the reception into care, assessment and treatment of young 
people. 

3.3. To develop appropriate relationships with all young people in the 
Unit to provide stimulation, support and security to enable them to 
develop towards emotional maturity with appropriate social behaviour, 
in accordance with the Departmental definition of "The Residential 
Social Workers Role" (copy attached). 

3.4. To implement the routines and systems providing physical and emotional 
care in such a manner as to enhance the well-being of the young people 
and guard against institutionalising the routines and systems. 

3.5. To develop, implement, monitor and regularly review individual care 
plans for young people in the Unit; to adopt a multi-disciplinary and 
multi-racial approach; and to accept levels of responsibility in 
relation to meeting the needs of the young people. 

3.6. To become the Keyworker to such young people as designated by the 
Officer-In-Charge, carrying out the Keyworker's responsibilities in 
accordance with the Departments requirements and in the best interests 
of each young person. 



3.7. 	To be personally involved with young people in residence both as individuals 
and in groups to provide good professional group care and individual 
nurturing, and participate in special program mes related to individual need. 

3.8. 	Assist in the development and maintenance of opportunities for young 
people to have regular contact with and visits from parents, relatives and 
friends in accordance with the agreed care plans, including foster and 
adoptive parents. 

3.9. In a fair and unbiased manner help each young person (or their 
representative where appropriate) to use the Complaints Procedure when 
requested, and make sure that the young person is also aware of the 
Department's Access to Information Policy. 

3.10. Assist in developing corn munity links for the benefit of each young person 
and to foster good working relationships on their behalf with the local 
corn m unity. 

3.11. To work towards preparing young people to cope with life in the multi-
racial co m m unity and with the problems surrounding un/e mployment. 

3.12. To attend meetings and conferences as requested as a representative of 
the Unit. 

4. 	ADMINISTRATIVE KEY TASKS  

4.1. 	To assist the senior management team to meet the objectives for the Unit 
within the agreed policies and guidelines of the Social Services Department. 

4.2. 	To carry out administrative tasks in accordance with the requirements of 
the Unit, Residential Services Division, and the Residential Units Manual. 

4.3. 	Assume responsibility, where appropriate in the absence of a senior member 
of staff, for controlling sundry monies, petty cash payments and for 
obtaining receipts for budgetary expenditure, in accordance with the 
Borough's Financial Regulations. 

4.4. 	Assist in ensuring that adequate stocks are maintained and supplies ordered 
as necessary of such things as food, cleaning materials and other sundry 
household items. 

4.5. 	Assist in monitoring standards of hygiene and cleanliness within the Unit, 
maintenance of fabric, furniture and equipment in accordance with the 
Division's Residential Units Manual bringing to the attention of senior• 
members of staff any necessary repairs. 

4.6. 	To be responsible for reporting to a senior me m ber of staff on duty 
mishaps, accidents and complaints etc., as well as incidents of inept care 
practice, sexist and racist behaviour, and for recording them appropriately. 

4.7. 	To carry out tasks and duties within the requirements of the Borough's 
Policy of Equal Opportunities, and to understand the use of the Grievance 
Procedures, Complaints Procedures, Racial and Sexual H arrassm ent 
Procedures and the Disciplinary Code. 



4.8. To carry out tasks and duties within the requirements of the Community 
Homes Regulations 1972 and related legislation concerning children 
and young people, with due regard to fire precautions, fire drills, 
and Health & Safety Procedures. 

5. PERSONAL DUTIES & RESPONSIBILITIES  

5.1. To contribute towards making the staff group into an effective care 
team, assist in maintaining effective staff communications to ensure 
good working relationships between all staff members and to be aware 
of each other's responsibilities. To attend and contribute to weekly 
staff meetings. 

5.2. To make use of formal structured supervision programmes and to ask 
for help and guidance informally when necessary. 

5.3. To undertake appropriate training as identified by the Line Manager 
in agreement with the Residential Manager, and to participate in in-
house training. 

5.4. To take responsibility for updating own knowledge of Child Care Policy 
& Practice, Departmental objectives, policies and procedures, and for 
identifying own strengths and weaknesses in professional development. 

5.5. To be responsible for developing areas of work or projects of special 
interest as required. 

5.6. To assist in reviewing, assessing and improving care practice within 
the Unit and suggesting improvements to the Senior Management Team. 

5.7. To assist in maintaining close links with the District Office and 
other resources of the Social Services Department. 

5.8. To carry out tasks and duties in accordance with the attached document 
Departmental definition of "The Residential Social Workers Role". 

5.9. To carry out tasks and duties with due regard to the Council's Policy 
and Committee's Objectives of equal opportunities, relief of poverty 
and oppression, freedom of choice and effective power sharing. 

6. OTHER DUTIES  

6.1. To carry out sleeping-in duties as rostered or required. 

6.2. Such other duties as are commensurate with the post. 

Prepared by 	 Date 

This job description sets out the duties of the post at the time it was drawn 
up. Such duties may vary from time to time, without changing the general 
characteristics of the duties or level of responsibility. Such variations 
are a common occurence and cannot by themselves justify a reconsideration 
of the grading of a post. 



AUTHORISATION  

This job description and attached statement of the Residential Social 
Workers Role have been agreed and are now operative. 

Signed 	Post Holder. 	 Date 

Signed 	Assistant Director 
	

Date 

Signed 	Staff Services Officer 
	

Date 
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Social Services Department 	 DEPARTMENTAL CIRCULAR 

TITLE: 	Departmental Definition of the 	No. 	44 
Residential Social Tork Role. 

SUBJECT: Role of Residential Social Worker 

Issued by: Director Of Social Services 

Date: 	11th December 1986 

This document sets out in detail exactly what is required of each 

Residential Social Worker by the Department in terms of professional 

standards in residential child care. 

Staff are required to act on all aspects of this document to ensure 

their primary consideration and loyalties are directed to the needs 

of the child or young person in their care. Members of staff are 
reminded that the considerable power invested in the role of residential 

Social Workers must not at any time be used to exploit or oppress the 

child or young person. 

This document is an interim statement which will be operational for a 

period of 6 months (starting 1st January 1987) to allow for further 

consultations whith the Race Equality and Women's Advisors. 



DEPARTMENTAL DEFINITION OF THE RESIDENTIAL SOCIAL WORKERS ROLE  

INTERIM STATEMENT - NOVEMBER 1986  

The role of the residential social worker is seen by the Department as that of 
providing a stable caring environment'bonducive to recognising and meeting the 
needs of children and young people, and, with guidance and control work towards 
enabling them to develop a sense of personal identity and worth (according to 
their capabilities and personalities) in preparation for their future. 

The social, cultural and racial background of each young person and member of 
staff must be accepted and given credance by both groups within the residential 
setting, any failure to do so will be deemed unacceptable. 

Each residential social worker is expected through professional supervision and 
training to develop good standards of residential care practice consistent with 
the departments philosophy, objectives and operational policies and to ensure 
that the welfare of young people in residence is paramount. 

1 	Provision of a planned stimulating environment which gives care control  
and nurturet  appropriate to promoting and maintaining the emotional and  
physical wellbeing of children and young people of all races and cultures.  

1.1 	To provide for and promote provision for the young persons' physical needs 
- food, shelter, sleep, health and clothing. 

1.2 	To create and maintain a lifestyle which provides for each young person a 
developing feeling of worth, personal identity, responsibility and 
security. 

1.3 	To provide a safe environment for the young person to have the opportunities 
of decision making and freedom of choice. 

1.4 To maintain and promote the awareness of, and pursuit of racial, 
intellectual, religious, cultural, artistic and technical matters. 

1.5 	To provide a professional relationship in which the young person is 
respected and valued and not rejected as a person even though specific 
behaviour may not be acceptable. Anti-social and aggressive behaviour 
should be handled with dignity and understanding, even in a crisis 
situation. 

1.6 	To promote within the group of young people the understanding, acceptance 
and operation of acceptable behaviour. 

1.7 	To provide understanding within the group of young people the aims and 
methods of work undertaken in the Unit. 

1.8 	To promote the involvement of the young people in the internal domestic 
organisation, decisions and activities of the Unit. 

1.9 	To be honest with the young people about one's own feelings and reactions 
and to explain these to them without imposition, so that they may learn 
by example. 

1.10 To observe and assess the dynamics of the group and the relationship of 
this to the plan for each young person; the aims of the Unit; and, the 
philosophy and aims of the Department. 
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2. 	Implement, review and develop care plans for each individual young person  
which have been formed in conjunction with field social workers  

2.1 	To form with each young person a professional relationship in which the 
young person feels able to trust the adult and can share feelings and be 
understood, knowing information given will be treated with respect. 

2.2 	To "hold a stable mirror" for the young person by explaining the young 
persons behaviour and attitudes and the likely reactions to them, so that 
the young person may learn and establish boundaries to unacceptable 
behaviour and rewards of acceptable behaviour. 

2.3 	To improve the young persons self esteem by treating the young person with 
respect and understanding at all times. 

2.4 	To improve the emotional and social maturation of the young person through 
providing specific and social interactions. 

2.5 	To help the young person to develop an understanding and acceptance of 
people of all races and abilities and to respect and value these 
differences. 

2.6 	To promote an interest in the young person's parents and relatives, to 
enable them to help with homework, join in leisure activities, and to guide 
and stimulate the young persons interest in such areas. 

2.7 	To monitor, record and produce reports on the progress of the young person 
and to inform other staff of these. 

2.8 To support and help the young person keep to any contractual agreements 
made. 

2.9 	To support and prepare the young person for a return home to the natural 
family, a substitute family or as a self-sufficient individual to the 
community. 

3 	To participate in the professional life of the Unit and work as a member of  
a residential social work team contributing to and benefiting from the  
resources of that team.  

3.1 	To be aware of, understand and give credance to the social, cultural and 
racial backgrounds of all members of staff and to respect and value the 
contributions that each staff member makes to the team. To support other 
team members and to receive support from them. 

3.2 	To take part in and contribute to staff/team meetings, case discussions 
and reviews. 

3.3 	To be aware of the strengths and weaknesses of oneself and others and to 
recognise the value of the team as a means of helping and nurturing. 



3.4 To make use of supervision from more senior staff and to ask for help and 
advice when necessary. 

3.4.1 Each Officer-in-Charge ensures that a system of staff supervision 
exists for all staff in the home. By this is meant a regular formal 
opportunity with an experienced colleague to re-appraise the conduct 
of one's work; to reflect on other approaches, to examine the personal 
effects on the worker and to receive advice; as well as an opportunity 
to extend understanding, experience and training; and, to be kept 
informed of policy and general developments. 

3.5 	To take part in training programmes as a means of developing awareness and 
understanding, improving skills, and updating knowledge in all aspects of 
a multi-racial professional residential care service. 

3.6 	To share in the tasks of the team to the extent of occasionally offering 
or accepting additional responsibility or help. 

3.7 	To carry out one's responsibilities with due regard to the Council's 
Policy/Committee's objectives of equal opportunities, relief of poverty 
and oppression, freedom of choice, and effective power sharing 

4 	Participation in the Administration of the Home  

4.1 	To be familiar with and implement the Department's Child Care Policy and 
the operational guide - Residential Units Manual (Childrens). 

4.2 	To have some responsibility for maintaining the Homes' records, e.g. log 
books, diary, medical records etc in a clear concise manner. 

4.3 	To have some responsibility for ensuring Fire Regulations and Health & 
Safety policies are kept. 

4.4 To have some responsibility for ensuring the Council's Financial 
Regulations are adhered to. 

5 	To create and maintain contact and liaison outside the Unit to further the  
welfare of the young peoRle during residence and beyond, taking into account  
the social, cultural, linguistic and racial needs of each young person  

5.1 	To have regular contact with the field social workers of the young people, 
to keep them informed of progress and especially of the young persons 
reactions towards family and home. 

	

5.2 	To support the young person in any necessary adjustments to the family and 
home and to receive and seek information regarding the family from the 
social worker. 

5.2.1 Nothing in 5.1 or 5.2 should be construed to prevent field and 
residential social workers agreeing for specific reasons to share 
or undertake each others tasks. 

	

5.3 	To maintain and promote co-operation with schools by attending relevant 
functions, discussing the needs of the young person with school staff, 
seeking and promoting plans to overcome specific educational difficulties. 

	

5.4 	To have contact out in the community with those concerned with the young 
person's physical wellbeing (e.g. doctor, dentist) and to ensure that 
treatments are carried out. 
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5.5 To have similar contact with and co-operate with psychologists, 
psychiatrists, employers and others where appropriate. 

5.6 	To have knowledge of and contact with, religious, recreational, cultural, 
and other activities available in the locality. 

6 	To operate responsibilities in the keyworker approach  

6.1 	There are two fundamental principles. 

6.1.1 The first is the Department's legal responsibilities as parent to a 
young person in care which is delegated to the District Managers 
and their staff. This carries certain responsibilities for effecting 
the relevant duties towards the young person and family, major 
decision making, review and administrative duties and should not be 
delegated to people outside the District Manager's managerial 
control. (i.e. the review and major decision making rests with the 
District Manager or nominated senior officer). 

6.1.2 The primary responsibility for the field social work task rests with 
the District Social Worker. In all cases where a young person is 
resident in a Residential Unit, there must be a visiting field based 
social worker. In specific cases by agreement and relevance of 
tasks, the field social work task can, in whole or in part, be 
conducted by another social worker (field or residential) employed 
by this or another Social Services Department. 

6.1.3 The second principle is the real situation for the young person in 
care which should be reflected in the allocation of specific tasks. 
The District Social Worker usually knows more about the young person 
and local resources before admission; the Residential Managers know 
the positives and negatives of what residential resources exist; the 
Officer-in-Charge knows the living in group and environment and what 
may be achievable; the residential social worker knows most about 
the young person and the young person's needs after admission and 
beyond; the field social worker knows most about resources when a 
young person leaves the establishment but may, or may not, be the 
best person to work with these and the young person. 

6.1.4 The roles are: 

i) Each young person in care is the responsibility of a Team 
Leader (Team Manager following re-organisation) - usually the 
reviewing officer, and social worker in the District Office. 
The nature and focus of the district Social Worker's tasks 
varies according to circumstances. 

ii) Each young person about to enter, having entered, or having 
just left a Residential Unit shall have a key worker at the 
Unit. The Officer-in-Charge will operate a system which backs 
this up whereby senior staff or colleagues shadow each others 
duties. 
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6.2 	The keyworker is the residential social worker who is responsible for the 
overall progress of the young person, for ensuring that an agreed plan and 
set of tasks is formulated in conjunction with all those involved. This 
should occur prior to, or with an emergency admission within a few days 
after, admission.. 

	

6.3 	The keyworkers tasks are to:- 

6.3.1 ensure that s/he is fully familiar with the young person's personal, 
racial and linguistic needs. For ensuring that the appropriate 
arrangements occur for the sharing of information; for contact and 
work with family and friends; for the young person's education or 
work; for the young person's cultural and religious activities; for 
the identification and development of the young person's positive 
behaviours and interests. 

6.3.2 When the young person is to stay for several weeks or longer, should 
normally assume prime responsibility for implementing plans, 
ensuring suitability of these plans and proposing alterations. 

6.3.3 Is responsible for informing all parties of action and progress in 
the case and for taking decisions on behalf of others within the 
context of the agreed plan and set of tasks. 

6.3.4 Is responsible for ensuring the young person (or representative where 
appropriate) has been given a copy of the Complaints Procedure 
Booklet, understands the procedure and knows how to use it. 

6.3.5 Is responsible for maintaining the Unit's personal record file 
concerning the young person, and for ensuring that events are 
recorded in an objective and factual manner. 

6.3.6 Ensures that arrangements are made for continued District Social 
Worker support and regular formal reviews are carried out. 

6.3.7 Actively conducts work with the young person and family and others 
after discharge in tasks agreed with the District Social Worker. 

6.3.8 Is thus the primary care person for the young person in residence 
and keeps an appropriate working relationship with the young person. 
The key worker is a member of the Unit's team. Young people may 
develop more close relationships with other staff but this, of 
itself, should not lead to changes of key workers. 

AD 
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Social Services Department 	 DEPARTMENTAL CIRCULAR 

TITLE: Interim Statement of Policy 	No. 	45 
about Admission to Care - 
November 1986 	 SUBJECT: Childrens routes into care. 

Ismweilby: Director Of Social Services 

Date: 	11th December 1986 

This document explains the routes by which children and young people 
come into the care of the Department, and sets out the legislative 
framework and statutory duties of the Department. 

It is an interim statement which will be operational until the Child 
Care Development Group's definitive policy on child care is issued 
to all staff. 



INTERIM STATEMENT OF POLICY ABOUT ADMISSION TO CARE - NOVEMBER 1986  

It is the right of every child and young person to live in a safe environment, 
either within a family or in other suitable provision which will meet the 
emotional, physical, intellectual, spiritual, cultural and social needs, 
to enable each individual to continue to develop his or her own personal 
racial identity. 

It is the expectation that the family should be a reliable, caring and 
mutually supportive group which may consist of one child and one adult; a 
couple with dependent child(ren); or an extended network of people; and 
that this family group will protect the welfare and safeguard the interests 
of each young person. 

The Department's policy is to keep families together unless to do so is 
against the best interests of the young person. When this is not possible 
the aim is to rehabilitate children and young people with their families 
but if this cannot be achieved quickly a permanent home may be sought with 
an adoptive family. 

Children and young people who must live away from their own family have a 
right to a substitute family of the same race and of similar linguistic and 
cultural backgrounds to retain and build on their own cultural inheritance. 
Every effort is made to preserve positive links with the family and their 
known community where appropriate anti possible. 

Routes into Care  

If the child or young person does come into care the priorities for planning 
the young persons future are:- 

1. Short term care with rehabilitation. 

2. Adoption 

3. Long term foster care. 

4. Residential Home for Young People. 

If separation of parent(s) and child(ren) is unavoidable, or considered to 
be in the child's best interests, careful thought is given to the most 
approprfate legislative route for admission to care. This is usually 
discussed fully with parent(s) and child if (s)he is of an age of 
understanding. The child's route into care should be consistent with the 
long term plans and stated aims of the Reception into Care. 

In some circumstances it may be necessary to give serious consideration to 
routes other than Reception into Care, for example, a Place of Safety Order 
where there is a need to physically and/or emotionally protect a child. 
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Protecting Children in Special Circumstances  

Unexpected difficulties happen in everyone's life, and some parents may 
feel they cannot have their child back to live with them and decide it would 
be best for the child to be permanently cared for by someone else. In rare 
cases children may need protection from being taken out of care and being 
placed in a situation which is likely to be harmful, or from being suddenly 
removed from people who have cared for them for a long time and to whom 
they may have become attached. In such circumstances the local authority 
may be able to assume Parental Rights. 

Parental Rights  

The local authority can take over the rights and duties of one or both 
parents of a child in their care. The special circumstances in which such 
a decision could be made are: 

That the child has no parents or guardian, or has been "abandoned" (this 
means parents have been out of touch and their address unknown for a year 
or more), or is lost; 

or because of parents or guardians serious illness or disability which makes 
them unable to care for the child, or because of their way of life or 
consistent failure to act as good parents. 

The local authority can also take over parental rights and duties if a child 
has remained in care continuously for three years or more and it is not in 
the child's interest to be removed from care at this particular time. Parents 
and children may grow apart from each other during this long period of time 
and it may be necessary to safeguard the plans that have been made for the 
child's future. 

Children living away from home for a long time  

The longer children are away from home the more attached they are likely 
to become to the people caring for them, and the time may come when they 
want to remain with those looking after them. The Law allows for this in 
two ways: 

If people have cared for a child continuously for five years or more they 
can start Adoption Proceedings whether or not the parent(s) and local 
authority agree; 

and people who have looked after a child for periods of time which add up to 
a total of three years, including the three months preceding the date of 
application, can apply to the Courts for a Custodianship Order whether or 
not the parent(s) agrees. 

The Statutory Framework  

A. 	The Duty to Prevent Reception into Care - Child Care Act 1980 S1(1) 

The local authority has a statutory duty to make available such advice 
guidance and assistance as may promote the welfare of children (under 
the age of 18 years) by diminishing the need to receive the children 
into or keep themin care, or to bring children before a Juvenile Court; 



and any provisions made by a local authority may, if the local 
authority thinks fit, include provision for giving assistance in kind 
or, in exceptional circumstances, cash. 

Section 1 confers on the local authority its main preventative powers 
with the emphasis being placed on action to promote children's 
welfare, and although referring to assistance in cash or kind is not 
intended to be used for the relief of general poverty. The extent and 
organisation of preventative services is left to the discretion of 
individual authorities. 

Alternatives to care can include Day Care, Intermediate Treatment, 
cash for furniture, fares for relatives to visit etc. 

B. 	Routes into Care  

1. 	Voluntary Care  

a. The Duty to Receive - Voluntary Reception into Care 
Child Care Act 1980 S2(1)(2) 

Section 2 provides for the reception into care of orphans, 
deserted or lost children and other children whose 
parent(s) or guardians are unable, either temporarily or 
permanently, to provide care for them. Local Authorities 
have a duty to receive such children into care where this 
is necessary in the interests of the child and to keep 
such children in care as long as the welfare of the 
children requires it and they are under the age of 18 
years. 

b. The Duty to Return - Child Care Act 1980 S2(3) 

Parents of children in care under Section 2 retain full 
parental rights and duties of the children. The local 
authority has a duty to endeavour to secure that the 
children's care is resumed by parent(s) or Guardian or 
friend or other relative if possible (of the same 
religious persuasion) if this is consistent with the 
welfare of the child. 

c. Time Limit Provision - Child Care Act 1980 S13(2) 

When a child has been in care for six months under Section 
2 and no resolution has been passed under Section 3 (see 
next page), the parent or guardian is required to give 
28 days notice in writing of intention to remove the child 
from care. 

This period of notice gives the local authority time to 
plan the child's return home or to take action to prevent 
the removal. If appropriate and necessary to prevent the 
child's removal from care the local authority would assume 
parental rights or make the child a Ward of Court. 

112 



2. 	Compulsory Care  

a. 	Assumption of Parental Rights over Children already in  
The Care of the Local Authority 

Child Care Act 1980 S3(1) 

(1) 
	

Subject to the provisions of this part of this Act 
a local authority may in respect of a child in its 
care under Section 2 of this Act resolve to assume 
the parental rights and duties for that child if: 

the parents are dead and the child has no guardian 
or custodian; 

a parent has abandoned the child, or is of such 
habits or mode of life as to be unfit to have the 
care of the child, or is suffering from a permanent 
disability or a mental disorder which renders the 
parent unfit to keep the child; 

a parent has so consistently failed without 
reasonable cause to discharge their obligation as 
to be unfit to have the care of the child; 

a resolution of being unfit to care for the child 
is already in force in relation to one parent who 
is or is likely to become a member of the household 
comprising the child and the other parent; 

or where the child has been in the care of the local 
authority for the preceeding three years. 

Written notice of the passing of the resolution 
must be given to the parent(s) who then has one 
month in which to object in writing. The resolution 
will lapse within 14 days from service of, unless 
the parents object or the local authority applies 
to the Juvenile Court for an Order that the 
resolution should not lapse. 

In such proceedings the burden of proof is on the 
local authority. 

"Parental Rights and Duties", in relation to a 
particular child means all rights and duties which 
by Law the mother and father have in relation to a 
legitimate child and his property except the right 
to consent or refuse to consent to the making of 
adoption order or an order freeing the child for 
adoption. 

(ii) Duration and Rescission of S3 Resolutions  
Child Care Act 1980 S5 

Subject to the provisions of this part of this Act 
a resolution continues in force until the child 
reaches the age of 18 years, is adopted, freed for 
adoption, or has a Guardian appointed under Section 



5 of the Ldo 'ianship of Minors Act 1971 (S5). The 
resolution .ay be rescinded by the local authority 
if rescission is in the best interests of the child, 
or if on complaint by parent or guardian a Juvenile 
Court is satisfied there were no grounds for making 
the resolution in the first instance, or the 
resolution should in the interests of the child be 
determined. 

(iii) Children in the Care of Voluntary Organisations  
Child Care Act 1980 S64 S65 

Section 64 enables a local authority subject to 
certain provisions to pass a resolution investing 
parental rights and duties in an incorporated 
voluntary organisation. 

Section 65 allows for local authorities to assume 
the parental rights and duties previously vested 
in a voluntary organisation where it is in the best 
interest of the child to do so. 

b. 	Care Orders made in Care Proceedings  

(i) 	The Duty to Investigate  
Children and Young Persons Act 1969 S2(1)(2) 

The local authority has a duty to investigate any 
information received about a child or young person 
in their area that suggests that there could be 
grounds for bringing care proceedings. 

By sub-Section 2 a local authority, if there are 
grounds set out in section 1 of the Act, has a duty 
to bring care proceedings in respect of the child 
or young person unless they are satisfied that it 
is not in the child's interests nor the public 
interest to do so or that s/he is about to be charged 
with an offence. 

(ii) Grounds for Care Proceedings  

a) the child's proper development is being 
avoidably prevented or neglected, or the 
child's health is being avoidably impaired 
or neglected, or the child is being ill-
treated; or 

b) it is probable that the conditions set out 
in (a) above will be satisfied, having regard 
to the fact that the Court (or another Court) 
found that the condition was or is satisfied 
in the case of another child or young germ 
who is (or was) a member of the same 
household. 
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bb) 	it is probable that the conditions set out 
in (a) above will be satisfied, having regard 
to the fact that a person who has been 
convicted of an offence mentioned in Schedule 
1 to the Children and Young Persons Act 1933, 
is (or may become) a member of the same 
household as the child; 	or 

c) the child is exposed to moral danger; 	or 

d) the child is beyond the control of parents 
or guardian; 	or 

e) the child is of compulsory school age within 
the meaning of the Education Act 1944 and is 
not receiving full-time education suitable 
to his/her age, ability and aptitude; 	or 

f) the child is guilty of an offence, excluding 
homicide. 

And also the child is in need of care or control 
which (s)he is unlikely to receive unless the Court 
makes an order under this Section. 

(iii) Orders available in Care Proceedings  

The Court can make one of the following orders in 
respect of a child or young person: 

A recognisance that parent(s) or guardian will 
ensure proper care and control; 

A Supervision Order; 

A Care Order other than an Interim Care Order; 

A Hospital Order under Part V of the Mental Health 
Act 1969, or 

A Guardianship Order. 

c. 	Care Orders in Criminal Proceedings  

(i) Remand into care. Children and Young Persons Act 
1969 S23 

A juvenile may be remanded into the care of the 
local authority for up to eight days at any stage 
before sentence. 

(ii) Care Orders Children and Young Persons Act 1969 
S7(7) 

A Care Order may be made in respect of a juvenile 
guilty of an imprisonable offence providing the 
care Order is appropriate to the seriousness of the 
offence and the child or young person is in need 
of care and control s/he would not otherwise 
receive. 
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d. 	Care Orders in Exceptional Circumstances  

Other Courts may make orders placing the child in the 
care of the local authority:- 

(i) Wardship proceedings Family Law Reform Act 1969 
S7(2) 	(See E on Page 9) 

(ii) Matrimonial proceedings when considering custody 
in the Family Division or The County Court. 
Matrimonial Causes Act 1973 S43 

or 	in the Domestic Court. Domestic Proceedings and 
Magistrates' Court Act 1978 S10. 

(iii) Guardianship proceedings, Guardianship Act 1973 
S2. 

(iv) Adoption Proceedings, Adoption Act 1976 S26 

c. 	Duration and Discharge of Care Orders  

(i) Unless discharged earlier, Care Orders generally 
last until the child's 18th birthday. If the child 
is in a community home and the local authority 
believe it is in the interests of the child and the 
public for the child to continue to live there due 
to mental state or behaviour, they can apply to 
extend the Order for a further year. If the Care 
Order was granted after the child's 16th birthday 
it remains in force till the child reaches the age 
of 19 years. 

(ii) Either the local authority or the child or a 
parent,guardian or independant visitor can apply 
for the discharge of a Care Order (whether made in 
care or criminal proceedings). The applicant must 
establish that it is appropriate for the Order to 
be discharged and that the child will receive proper 
care and control. 

C 	Emergency Measures to Protect Children  

a) 	Types of Emergency Orders  

(i) Place of Safety Order. Children and Young Person Act 
1969 S28(1). 

By application to a Justice of the Peace and lasts for 
the time specified up to a maximum of 28 days and cannot 
be renewed. 

(ii) Police Inspectors Order. Children and Young Persons Act 
1969 S28(2)(4)(5). 
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Any Police Constable, who has reasonable cause to believe 
the conditions laid down in Section 1 of the Act are 
satisfied, may detain a child or young person. The matter 
must be referred quickly to an Officer not below the rank 
of Inspector who has power to detain the child in a Place 
of Safety for up to eight days. 

iii) Warrant under Children and Young Persons Act 1933 S40. 

Authorisation by a Justice of the Peace on information 
given on oath by any person suspecting a child or young 
person is being assaulted, ill-treated or neglected; for 
any named Police Constable to search for and remove the 
child or young person. 

iv) Protected Child Place of Safety Order Adoption Act 1976 
S34. 
Foster Child Place of Safety Order  Foster Children Act 
1980 S12 

Application can be made by a local authority to a Juvenile 
Court for the removal of protected children or foster 
children from unsuitable surroundings or carers to a place 
of safety. Must be acted upon at once or within 48 hours. 

b. 	A Place of Safety Children and Young Persons Act 1933 S107 

A community home as provided by the local authority, any police 
station, hospital, surgery or other suitable place willing 
temporarily to accept the child or young person. 

D 	The Child In Care  

1. The General Duty Child Care Act 1980 S18(1) 

The local authority, in reaching any decision relating to a 
child in their care, must given first consideration to the need 
to safeguard and promote the welfare of the child throughout 
childhood and as far as is practicable, having regard to age 
and understanding, ascertain the wishes and feelings of the 
child regarding the decision. 

2. Accommodation of Children in Care  

(1) Under the Child Care Act 1980 S21 local authorities have 
very wide powers to board children out, place them in 
community homes, voluntary homes or specialist homes, in 
boarding or special schools, at home or with relatives 
or friends, or make such other arrangements as seem 
appropriate. 
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(ii) The Juvenile Court can restrict the local authorities' 
freedom to place children under S7(7) Care Orders who re-
offend, with parents, guardians or friends. 

3. 	Review of Care Cases  

Local Authorities have a duty to review the case of each child 
in their care in accordance with regulations made under the 
Child Care Act 1980 S20 and Children and Young Persons Act 1969  
S27(4).  

E. 	Wardship  

(i) Making a child a ward of court may be done by anyone who 
is personally or professionally concerned about the 
child's welfare. The hearing takes place before a High 
Court Judge and if the application is successful the child 
is placed under the guardianship of the Court, which will 
decide what is best for the child whose interests are 
paramount Guardianship of Minors Act 1971 S1  

(ii) Wardship is a Common Law jurisdiction but the procedure 
is governed by the Supreme Court Act 1981  

(iii) The effect of wardship  

All decisions affecting the ward have the childs welfare 
as a first and paramount consideration. A Judge of the 
Family Division of the High Court has a guardians' powers 
over a ward of court. The Official Solicitor can take 
part in proceedings representing the interests of the 
child. 

(iv) In exceptional circumstances a ward of court may be 
committed to the care of the local authority - whilst 
remaining a ward of court. Family Law Reform Act 1969  
S7(2)  
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Social Services Department 	 DEPARTMENTAL CIRCULAR 

TITLE: Organisational Structure -
Residential Services Division 

(Childrens) 

No. 	46 

SUBJECT: Organisational Structure of 
Childrens Residential Services 

Issued by: Director Of Social Services 

Date: 	11th December 1986 

This document explains the organisational structure of the Children's 

Residential Services and locates the position of each residential Social 

Worker within it. 

The charts have been drawn up as a direct result of the Leeways Inquiry 

Report to enable each member of staff to locate their position in the 

hierarchy. 
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ORGANISATIONAL STUCTURE - RESIDENTIAL SERVICES DIVISION (CHILDRENS)  

INTERIM STATEMENT - NOVEMBER 1986  
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5) STRUCTURE OF SYDENHAM HILL  

OFFICER IN CHARGE 

DEPUTY 
OFFICER IN CHARGE 

ASSISTANT 
OFFICER IN CHARGE 

ASSISTANT 	 ASSISTANT 
OFFICER IN CHARGE 	 OFFICER IN CHARGE 

1 	I 	 1 
SENIOR 

RESIDENTIAL 
SOCIAL WORKER 

SENIOR 
RESIDENTIAL 

SOCIAL WORKER 

SENIOR 
RESIDENTIAL 

SOCIAL WORKER 

I 	I 	1

I

I 	1 	1 	1 	 1 	I

I

I 	1 	1 

RSW RSW RSW RSW RSW RSW RSW RSW RSW RSW RSW RSW 



6. Purpose of the Homes  

6.1 BIRCH GROVE is a home for children and young people with learning difficulties including additional handicaps such as blindness, 
deafness, autism and degenerative diseases. There are eight longstay and four shortstay beds. 

6.2 SY DENHAM HILL is an emergency reception centre and short stay home for young people up to 18 years of age. There are 16 beds. 

6.3 BROW NHILL ROAD is a short-stay home in preparation for family placements. There are eight beds. 

6.4 W E ST BOUR NE DRIVE is a home for younger disturbed adolescents up to the age of 15 years. There are six beds. 

6.6 BROMLEY ROAD prepares young people from 16 years of age for independent living. 

6.6 DESMOND ST REET is a ho me for disturbed adoloscents of 16 years and over. 

6.7 KINGFISHER SQUARE prepares young people from 15 years of age for independent living. 

IN) 	
6.8 Bromley Road, Desmond Street and Kingfishger Square provide places for 28 young people within the homes or outreach work for those 

who have been rehoused. 

6.9 Each Home incorporates a multi-racial dimension into their everyday practice to enable each young person to continue to develop his 
or her own personal racial identity. This is also reflected as far as possible in the staffing of the Home. 
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Section 7 
New training programmes 

— management development for Heads 
and Deputies (Childrens) 

— preparatory course for third tier officers 



LONDON BOROUGH 
aF 
LEWISF-IAM 
SOCIAL SERVICES DEPARTMENT 

MANAGEMENT DEVELOPMENT PROGRAMME FOR HEADS AND DEPUTIES (CHILDRENS)  

1. 	AIMS AND OBJECTIVES  

* The overall purpose of this programme is to provide an 
opportunity for Managers at this level to develop effective skills 
and knowledge in the delivery of a professional residential 
service to children and young people in the care of Lewisham 
Social Services. 

* This course will examine the specific areas of Management 
responsibility identified in the Leeways Inquiry Report ie 
Supervision, Staff Training and Development, Induction Training. 

* The programme will also increase awareness and develop skills 
within Lewisham's Policy and Practice Objectives especially in 
the areas of Equal Opportunities, Recruitment and Selection, and 
Industrial Relations, with a particular emphasis on Racial 
perspectives in the Management Role. 

* The programme will seek to meet the individual training needs 
of participants in the areas of Leadership style, Team Management, 
Role and Responsibilities of Managers, Administration and 
Finance, and Time Management. 
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2. 	CONTENT  

THEME: Briefing  

• Sharing aims and objectives 

• Sharing expectations 19 December 1986 

With: 

Assistant Director 

Senior Principal Officer 

Residential Managers 

Group Work Advisor 

THEME: 	The Residential Experience  

• Aims and Objectives of Residential Work 

• Role of Managers in making it a good experience 

• Skills and Knowledge needed in a Team to make 

Residential work happen. 

• Interpersonal Relationships.Relations 

12/13 /14 January 1987 

NB: 12/13 are Residential 

Module Leader: 

David Wilmot 

THEME: 	What is Management  

• Leadership Style 

• Skills Assessment 

• Team Management 

• Role of Line Managers 

• Accountability 

 

22/23 January 1987 Module Leader: 

* Delegation 

* Problem Solving 

* Shift Systems 

* Key Worker Concept 

 

John Sutton 



THEME: 	Racial Perspectives in Management 	 5 February 1987 	 Module Leaders: 

* Council's Policy and Objectives 	 David Chung 

* Equal Opportunities 	 Les Eytle 

* Service Delivery 

AM 

THEME: 	Committees Rol es and Objectives  6 February 1987 

PM 

THEME: 	Project Planning  

* Committee Procedures 	 * 	Induction Programme 

* Member/Officer Relationships 	 * 	Planning and Time Span 

* Members Rota Visits and Statutory Obligations 	 * 	The Lewisham Package 

Module Leaders: 	 Module Leader: 

John Thompson, Clive Jordon, Jean Clarke 	 Ann Darcy 

THEME: 	How do we get Staff for the Job 	 26/27/28 November 1986 	Module Leaders: 

• Recruitment and Selection Interviewing 	 Jackie Stirling 

• Procedures 	 Carl Thorley 

• Job Descriptions and Person Specifications 

• Interviewing and Selection 

• Equal Opportunities 	 NB: * Dates out of sequence 



THEME: 	How to get Staff to do the Job and not freak them out 19/20 March 1987 Module Leader: 

* 	Supervision 	 * Models and Cheryl Tidmarsh 

* 	Structuring 	 * Setting Standards 2 April 1987 

* 	Team Building 	 * Appraisal 

* 	Feedback 	 * Negotiation 

THEME: 	How do we support and look after Staff 3 April 1987 Module Leader: 

Recap and Review Robert Bradford 

Joining and Leaving rituals 

Team Briefing 

THEME: 	Staff development and training 	 23 April 1987 
	

Module Leaders: 

• Aims and objectives 	* Staff development profiles 
	

Barry Davies 

• Induction and orientation 	* Evaluation of courses 
	

Gerry Jamieson 

• Student Placements 	 * Sharing the learning 

THEME: 	Training the Trainers 	 24 April 1987 Module Leaders: 

Tom Hanchen 

Robert Bradford 

• Management responsibility for staff development 

• Course content 
	

* Participants 

• Feedback and analysis 
	

* Evaluation 



THEME: 	What happens if things go wrong  7/8 May 1987 	 Module Leaders: 

 

 

 

 

* Industrial Relations 	* Legal Framework 	 Richard Andrews 

* Employer/employee 
responsibilities 	* Department al Procedures 	 Derek Adam-Smith 

* Trades Unions Rol es 	* Appeals 	 Question Time: 

Ray Vi ney 

THEME: 	What el se do we need to know  

Administration and Finance 	 21 May 1987 	 Project Leaders: 

AM 	 PM 
* Budgeting and auditors 	* Records 	 Chris Sal va 	 Sheila Pen der 

_, 
.A 	* 	Ordering systems 	 * Access to information 	 Jenny Norris 	 Jerry Bradshaw m 

* Team briefing 	 * Shift systems 

Time Management 
	

22 May 1987 	 Project Leader: 

• Planning and objectives 
	

* Prioritising and reviewing 	 Davi d Weeks 

• Routines 
	

* Delegation 

• 80/20 rul e 



THEME: 	Induction Package 	 4 & 5 June 1987 	 Project Leaders: 

• Induction and orientation training 	 Ann Darcy 

• How, why and by whom 	 Gerry Jamieson 

• Modification of NISW Programme 

• Production of Lewisham package 

THEME: 	Where next 	 18 June 1987 	 Project Leaders: 

* Evaluation of programme 	 Ann Darcy 

* Presentation planning 	 Robert Bradford 

_, 	Planning for the future 	 19 June 1987 	 Project Leaders: 

* for Course parti ci pants 	 AM. Barry Davies 

* for Staff group 	 PM. Robert Bradford 

* for Improvements in Service delivery 

THEME: 	Sharing the learning 	 3 July 1987 	 With: 

• Presentation to Senior Management 	 Assistant Director 

Senior Principal Officer 

Residential Managers 

Group Work Advisor 



3. 	MODEL  

A modul atr type of package buying i n tutors with skills in specific areas 
allows for more flexibility in meeting the three main aims of this training 
programme. The programme can be modified at a later date for Senior Staff 
i n resi denti al homes across Resi denti al Services Di vi si on . 

The trai ni ng of Heads and Deputies together i s cruci al to enable a Senior 
Management Team of two per home to combine their skills and to ensure a 
shared approach of aims and objectives for residents care. 

The three day resi denti al module is pl anned to provi de an intensive i n-
depth experience, wi thout interruptions , to develop a committed co hes i ve 
group of parti ci pants , at the same time mirroring the experi ence of young 
people coming into care. 

The programme continues for two consecutive days each fortnight to maximise 
learning by keeping up the momentum, to all ow f or live work practice back 
in the i ndi vi dual Homes , and to facilitate roster pl anni ng to cover shifts 
for service deli very . 

	

4. 	METHOD  

The teaching method wi 1 l be a mix of Formal Input, Experiential Learning 
and, Participatory Learning, and will include: - 

* Work i n smal 1 Groups 

• Application of Learning to Practice 

• Live Practice 

• Simul ati on Exercises 

These methods al low for flexibility i n responding to the needs of the 
parti ci pants within the over all aims of the programme. 

	

5. 	COURSE DETAILS  

Venue: The Regency Conference Room 
Cl arendon Hotel 
Montpelier Row 
Blackheath 
London SE3 ORL 

Telephone 01-318 4321 

Time: 	9.15 am to 4.45 pm 

Catering: 	Refreshments will be provided:- 

Morning Coffee 10.45 - 11.00 
Buffet Lunch 12.30 - 	1.30 
Afternoon Coffee 3.00 - 	3.15 
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Resi denti al : 
	

Accommodation has been booked at the Clarendon Hotel . 
Each room has a private bath, coffee and tea making 
facilities, televi si on and telephone. Breakf ast , lunch 
and dinner will be provided. 

The hotel has two bars and separate lounge and is situated overlooking the 
heath. It is a short walk from Blackheath Railway Station. 

6. Role of the Residential Manager (Leeways Inquiry)  

The programme was designed as a result of talking with staff in the homes: 
in depth discussion wi th a Head and Deputy from two different homes to 
define common areas of need i n the Management role: i n response to the 
Resi denti al Managers responsible for the homes: and drawing on my own 
experience as a Team Leader. 

My role will be as a f aci 1 itator to assist the Module Leaders , to help with 
work i n small groups, and to provi de continuity throughout the programme. 

7. Evaluation  

The module for this Trai ni ng I ni ti ati ve i s one that involves vi siting tutors 
and 	it is of vital importance that course parti ci pants take some 
responsibility i n evaluating the programme and the outcome. 	Evaluation 
will need to take account of:- 

(1) How far have the original aims been met . 

(2) Feedback: written and verbal on each module of the programme . 

(3) Feedback on completion of the course. 

( 4) 	A revi ew 6 months from completion of the programme to assess 
application to practice 

Ann Darcy 
Residential Manager (Leeways Inquiry) 
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LONDON BOROUGH 
OF 
LENA/Mit-1/4M 
SOCIAL SERVICES DEPARTMENT 

DEVELOPMENTAL PROGRAMME FOR 3rd TIER OFFICERS (CHILDRENS)  

1.. 	Aims and Objectives  

The overal 1 purpose of this programme i s to provi de an opportunity for 3rd 
tier Officers to gain an understanding of their role during the two days 
per fortnight when Heads and Deputies will be absent on a Management Trai ni ng 
Course. 

The programme will provi de an opportuni tv to examine the skills and knowl edge 
required by 3rd tier staff in an "acting up" role. 

The programme will examine the admi ni strati ve and f inanci al requirements 
to ensure the effi ci ent running of the Resi denti al Homes . 

The programme will seek to develop an awareness of the responsibilities of 
Managers in providing adequate residential care for the young people. 
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. CONTENT  

PHASE I 	17 - 21 November 1986  

THEME: Diagnostic Event  AM 

17 November 1986 

PM 

Module Leader: 

• coping with a new role 

• expectations of the new role 

• reactions to a changing role 

• building on existing skills 

peer group support 

• challenge 

Ann Darcy 

Module Leader: 

Robert Bradford 

THEME: Administration and Finance  

* forms and records 	 AM 	 Module Leaders: 

* rota cover and staffing levels 	 Jenny Norris 

* finance 	 18 November 1986 	 Sheila Pender 

• live practice 	 PM 	 Module Leader: 

• existing systems and routines 	 Own Head or Deputy 

• defining exactly what needs to be done 



THEME: Management Skills  

• what is a manager 

• role change 

• delegation 

• motivation and morale 	 19 November 1986 

• day to day supervision 

• staff meetings 

Module Leader: 

Sally Weeks 

THEME: Problem Kids 
	

AM 
	

Module Leaders: 

• types of problems 

• emergency admissions 

• absent from care 

• legal responsibilities 

20 November 1986 

Peter Daniels 

2 members Night Duty Team 

THEME: Back-up and Support  PM 	 Module Leaders: 

   

• residential managers 
	

Amanda Osmond 

• decision making 
	

Jean Score 

• team briefing 



THEME : Revi ew  AM 	 Module Leader: 

    

• fears/worri es 
	

Ann Darcy 

areas of knowledge 

pl an for fol 1 owi ng month 
	

21 November 1986 

confidence building 
	

PM 
	

Module Leader: 

• di ary/log for Phase II 
	

Robert Bradford 

PHASE II December 1986 

— 	THEME: Rehears al in own Residential Establishment 

PHASE III - Personal di ary/log of experi ence 

PHASE IV 15 - 17 July 1987 

THEME : Diagnostic Event  

• di ary/ 1 og 
	

Module Leaders: 

• knowledge and skills 
	

to be arranged 

posi ti ve and negative experi ence 	 15 July 1987 

• reactions to changing role 



THEME: Building on the Experience 	 AM 	 Module Leader: 

• what did you learn 

• self development 

• future career development 16 July 1987 

to be arranged 

THEME: Analysis  

 

PM 	 Module Leader: 

gaps in preparation 

• modification 

Ann Darcy 

analysis 

  

THEME: Sharing the Learning  

• improvements in work place 

• improvements for staff 

• improvements in service delivery 

AM 	 Module Leader: 

to be arranged 

17 July 1987 

• sharing the experience with Residential 
Managers 

PM Module Leaders: 

Amanda Osmond 

Jean Score 



3. 	MODEL  

A modul ar type of programme mai my using as tutors people from within the 
Department with specific skills and areas of knowledge will provide learning 
on a practical level to meet the requirements of the Division. 

The programme is in four phases. Phase I provides an opportunity to look 
at skills required for a changing role and the ethos of Management. Phase 
II allows for live practice or rehearsal of the role in the workplace. 
Phase III is to provide a personal diary/log of experiences. Phase IV is 
de-briefing and using the experience of the personal diary/log for self-
de vel opment . 

4. METHOD  

The teaching method will be a mix of Formal Input, Experiential Learning, 
Participatory Learning and Live Practice. 

5. COURSE DETAILS  

Phase I and Phase IV 

Venue: The Regency Room 
Clarendon Hotel 
Monteplier Row 
Blackheath 
London SE3 ORL 

Telephone: 01-318-4321 

Time: 9.15 am to 4.45 pm. 

Catering: 	Morning and afternoon Coffee/Tea and Buffet 
Lunch will be provided. 

The hotel has two bars and separate lounge and is situated overlooking the 
heath. It is a short walk from Blackheath Railway Station. 

6. ROLE OF THE RESIDENTIAL MANAGER (Leeways Inquiry)  

A Management Training Course for Heads and Deputies was devised as a direct 
result of the Leeways Report. 

This programme was designed to enable 3rd tier Officers to have some 
preparation in advance to enable them to cope during the absence of Heads 
and Deputies, and is a result of talking to Residential Managers, Heads and 
Deputies and drawing from my own experience as a Manager. 

My role will be to assist the Module Leaders, to provide continuity 
throughout the different phases, and to evaluate the success of the venture. 
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7. 	EVALUATION  

The model for this Training Initiative is one that involves using people 
from within the Department as tutors and it is vital that course participants 
take some responsibility for evaluating the programme and its outcome. 
Evaluation will need to take account of:- 

1. How far the on gi nal aims were met . 

2. Feedback on each day in Phase I. 

3. Feedback in Phase IV using personal diaries/logs from Phases II and 
Phase III. 

ANN DARCY 
RESIDENTIAL MANAGER (LEEWAYS INQUIRY) 



Section 8 
Cutting through the red tape 

— access to information: 

`guide for consume -E

guidelines for staff 

departmental circ_'= 
access to inforr- 

guidelines on goo:: 	•ce 

personnel lnformation c 	nc. 49 
on uniform policy of record keeping 
on personal files 



DISCLOSURE OF INFORMATION ON SOCIAL SERVICES RECORDS 

Guidelines to Staff 

BOROUGH OF LEWISHAM 
SOCIAL SERVICES DEPARTMENT 
EROS HOUSE, LONDON, SER 

	
1 March 1986 
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1 	WII•11' is .111E ColINCIL'S POLICY? 

Answer 1 

All persons receiving services from the Social Services will have RIGHT 
OF ACCESS within the conventions of good social service practice. 
(Generally. information will be openly shared with the service user at the 
time of writing). 

2. DOES THIS INCLUDE DISCLOSURE OF INFORMATION TO THIRD PARTIES?  

Answer 2 

Yes. in most cases if the service user consents to the disclosure. 
(NOTE:  in serious circumstances of risk, disclosure will be withheld) 

3. WHAT RECORDS WILL BE MADE ACCESSIBLE TO SERVICE USERS?  

Answer 3 

Generally speaking, all forms of case records instituted subsequent to 1 
April 1986 (including manual and computer records, videos, audio cassettes, 
photographs and such). 

4. ARE RECORDS INSTITUTED BEFORE 1 APRIL 1986 GOING  
TO BE MADE ACCESSIBLE TO SERVICE USERS?  

Answer 4 

Generally speaking, "No". 	An exception would include records for children 
leaving care where the young person desires to see his/her file {which, in essence, 
is the record of his/her life in care). However, all records will be subject to 
the criteria for the grounds for non-disclosure listed in Answer 11. 

(Note: Other records compiled before 1 April 1986 will only be made accessible 
to service users in exceptional circumstances after consultation with senior 
managers). 

5. SHOULD SERVICE USERS BE INFORMED OF THE ACCESS TO  
INFORMATION POLICY? 

Answer 5 

Yes, on allocation of a service which necessitates the opening of a personal file, 
the service user should be given told of his/her right to see information held by 
the Department. No further action should be taken unless the service user or 
his/her *representative  requests access to this information. 

* Service users are free to choose their representatives, but care should always 
be taken by the person receiving the referral that the representative is bona 
fide, that is that the service user wishes them to undertake the task and 
understands the implications. 
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6. ARE STAFF ABLE TO-REFUSE ACCESS TO 
INFORMATION IN SPECIFIC INSTANCES?  

Answer 6 

Yes, but, it is emphasised that the Council's policy is for the service user to  
have access to his/her file and that the worker must loe able to justify exceptions 
to this policy. The responsibility for agreeing access, stipulating exceptions, and 
for providing appropriate counselling on the content of files lies in the first 
instance with the worker concerned and group head, the group head being overall 
accountable at this point. 

7. WHAT PROCEDURE SHOULD BE FOLLOWED WHEN  
ACCESS TO INFORMATION IS REQUESTED?  

Answer 7 

If a request is received, action should be taken to verify the identify of the 
enquirer (visual recognition will be appropriate in most cases); where not possible, 
simple processes should be used (e.g. Supplementary Benefit book, Driving Licence, 
etc.) and the request should be formally acknowledged in writing. 

It may be possible to give the service user immediate access to his/her file and 
this should be explained, stating that further contact will be made within 28 
days from the date of initial request. 

8. WHO WILL BE RESPONSIBLE' FOR CO-ORDINATING VIEWS  
FROM OTHER SERVICES?  

Answer 8 

It will normally be the responsibility of the group head responsible for the service 
receiving the Initial request Ito co-ordinate views from other services. 	The 
group head should also take any action necessary to resolve disagreements within 
the department regarding access. 

Staff will recognise that service users may have contact with a number of the 
Department's services, and that these other services may have a view about the 
service user having access to all or part of the file in question. The recipient of 
the request for access should therefore contact Central Registry at Eros House 
(and the Under Fives Section and Hospital Social Workers who currently do not 
share records with Central Registry) to ascertain which other services may be 
involved and ask them whether they have any objections (within the terms of 
this policy) to access being granted. 

There are separate guidelines relating to access to files by persons involved in 
adoption. These should be used when service users fall into this category. 

9. WHO IS FINALLY RESPONSIBLE FOR DECIDING WHAT INFORMATION  
SHOULD BE DISCLOSED?  

Answer 9 

The appropriateness of access to each file 'selected' will need to be assessed by 
the staff member and group head immediately responsible. 

Following consultation with all file holders, the service user will be given a list 
of all records held regarding him/her in the Department and will he asked which 
of this list he/she requires access to. This list will include notification of any 
information held in social work files kept by Hospital Social Workers. 



Before reaching a decision regarding access, the group head and staff member 
directly responsible for a particular record will need to carefully scrutinise, the 
contents of the file bearing in mind the possible ground for limiting access which 
are detailed more fully in LAC (83) 14. In using this circular as guidance. workers 
should be aware of the strong emphasis on the right  of access for service users 
embodied in the Lewisham Policy. However, in some circumstances the group 
head and worker may decide there are grounds for limiting access. 

10. WOULD A SUMMARY OF A FILE SUFFICE IN SOME INSTANCES?  

Answer 10 

Yes, but service users should be asked whether they wish access to full file,  a 
file summary  or answers to specific questions. There should not be pressure on 
a service user to accept less than the full file. but summaries etc., will be 
perfectly acceptable and appropriate for some enquirers. 

It. WHAT GROUNDS COULD BE ASCERTAINED THAT WOULD  
LIMIT DISCLOSURE?  

Answer 11 

*Protecting Third Parties Records may include information about a third party, 
which could. if disclosed to the consumer harm the third party by damaging his 
or her reputation. 

* Protecting Sources of Information: Some information is accepted by the 
Department on the understanding that it will be kept private, or its source will 
not be revealed. When information is passed on to the Department by third 
parties, the staff member concerned should always ask the information-giver 
whether the information is given in confidence or otherwise. and should discuss 
the necessity for confidentiality. Where there are clear reasons not to share with 
the service user and agreement is reached tb this effect it must be honoured. 
It may, however, be appropriate to re-open the issue with the third party at the 
time of the consumer's request for access. 

* Views and Opinions: There are occasions when good practice (in the interest 
of the user or his/her dependents) requires workers to record subjective material. 
It will normally be possible to share this at the time with the service user but 
where this has not been appropriate it may be necessary to limit access. Access 
might be denied where communication of subjective material will inhibit the 
relationship between the Department and service user and as a result, lead to 
the user or others being at risk. 

* Children and Parents: The interests of parents and children may be in conflict 
and the Council is under obligation to ascertain the child's wishes about any 
decision affecting him/her and to give due consideration to these wishes, bearing 
in mind age (Sect. 18 Child Care Act 1980). Conflict of interests or the child's 
legitimate wish may be a reason for limiting access. Similar circumstances may 
need to be taken into account in relation to other family or close relationships 
where there is information about more than one person on file. 

* Protecting the Service User: There may be some circumstances where a person 
would be harmed by known facts about him/herself. even when such facts are 
presented in the most sensitive manner. It will usually he the aim of social work 
to enable people to come to terms with these facts, hut timing will often he a 
crucial factor and prolonged counselling may he necessary before some facts arc 
revealed. Thus it may he necessary to delay access or in rare instances 
permanently deny this. 
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• Statutory Requirements: All statutory requirements regarding confidential 
information must be observed. These include Adoption and Boarding Out  
Regulations  as well as the Data Protection Act and the Rehabilitation of Offenders  
Act. 

If factors listed above apply, then consideration should be given to arranging 
access to those parts of the file not containing information of this kind 
- photocopying or summarising may be appropriate, and service users should be 
allowed to take notes or have copies made within reason. Any action under 
factors listed above should not be seen as an automatic reason for denying access 
to the rest of the file. 

• Legal Proceedings: If the purpose of the inspection of the file is in connection 
with any legal proceedings, whether involving the Council or not. This is likely 
to be complicated and staff should consult their Assistant Director and the 
Solicitor to the Council. 

12. WHAT SHOULD STAFF DO IF THERE ARE GROUNDS  
1OR LIMITING DISCLOSURE?  
(i.e. IF ONE OR MORE OF THE GROUNDS LISTED ABOVE APPLY)  

Answer 12 

If a service user is to be denied access to part or all of his/her file then the 
social worker should clearly explain the reasons and give details in writing of 
his/her right of appeal. The fact of denial may raise considerable anxiety and 
the communication of this fact may require skilled (and possibly extended) 
counselling. 

13. CAN A DECISION- NOT TO DISCLOSE INFORMATION BE REVIEWED?  

Answer 13 

Yes, a review of the situation can be taken by a senior member of staff at 
least one level above the group head. 

Most Social Services staff recognise that objectivity is not always possible and 
that there are positives for both them and the service user in there being a 
properly constituted appeals procedure where important rights and issues are at 
stake. The objectives of this document are is to ensure that decisions on access 
are taken by those most involved with the service user (i.e. front line staff and 
their supervisors) and that appeals are also mainly taken at 'local' level. 

The service user will be given written information regarding his/her right to 
appeal and the process for implementing this. 

14. WHAT FORM SHOULD THE REVIEW OF THE DECISION TAKE? 

Answer 14 

It will be for the Reviewing Officers to decide the form their review shall take, 
but normally it will be necessary to read the file and interview the group head, 
responsible worker and the service user. He/she will be free to bring a 'friend' 
to the interview. Usually the responsible worker will he required to make a full 
statement of the reasons for refusal to grant access to the reviewing officers 
in the presence of the service user. 
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In exceptional circumstances the reviewing.  officers may decide that the service 
user's interests will he-best served by referring the situatiorr clirect- to- thc 'Appeals 
Panel. The service user should he informed in writing immediately and appropriate 
arrangements made. This will include a full explanation of reason for decision 
to colleagues involved in the appeal. 

in situations involving complicated or marginal decisions. or where there is a 
potential for strong user reaction, the officers reviewing the decision should seek 
the advice or presence of their Assistant Director or other Council Officers (e.g. 
Solicitor to the Council) to ensure they reach the most appropriate decision. 

The result of the review will be notified to the service user in writing (in addition ,  
to verbal presentation by the social worker in most instances). The.  result may 
grant access to all or parts of the file or restate original decisions to deny. 

15. 	DOES THE SERVICE USER HAVE A RIGHT OF APPEAL AGAINST A DECISION 
NOT TO DISCLOSE INFORMATION?  

Answer 15 

Yes, an Appeals Panel would receive the appeal accordingly. 

The Panel is made up of:- 

The Chair and Vice Chair of Social Services Committee 
One other member of the Majority Party on the Council 
One member of the Minority Party on the Council 
Two others. 

The 'two others' will be members of__ local voluntary or other organisations 
concerned with service users' interests or rights and co-opted by the S.S.0 with 
full voting rights on the panel. 

Separate guidelines will be produced to aid the functioning of the Appeals Panel. 
These will emphasise that every effort should be made by the panel to give the 
service user a full and fair hearing of his/her case in a friendly and supportive 
atmosphere. 

However, to a degree the Appeals Panel will need to develop its own good 
practice from experience as it will be breaking new ground on many occasions. 
A particular area of difficulty relates to the fact that Panel members will be 
acquainted with the nature and detail of the information being withheld. whereas 
by definition the service user will not. 	In some instances this will make 
meaningful discussion hard to achieve. 

The Appeals Panel decision will be final as far as the Council is concerned and 
will be communicated in written form. 	The service user will however be 
informed that he/she may have an independent right to obtain access by 
legalisation. In these circumstances they will be advised to obtain legal help. 

16. ARE OTHER AGENCIES AWARE OF THE COUNCIL'S POLICY WITH 
REFERENCE TO ACCESS TO INFORMATION?  

Answer 16 

Yes, most agencies (social work and others) in the area should be aware of the 
Department's policy on access to records. Where there is any doubt staff of 
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these agencies should-be-reminded of the Council's general approachlhat'service 
users will have access but he reassured that no information given by them will 
be disclosed without their consent. 

Some professions (e.g. medicine) are very sensitive with regard to confidentiality 
and may hold different views on this subject to social -workers -and their 
departments. However, it is essential to maintain a relationship of trust with 
the agencies and it should be made clear to them that the information they give 
will not be misused or revealed without prior agreement. • 

It is anticipated that other local authority, private and voluntary social work 
agencies will be establishing their own procedures regarding confidentiality. 

When information is requested from these agencies, staff of this Department 
should be clear that they understand the policies and restrictions on the use of 
this information imposed by these agencies. Requests may also be received for 
permission to disclose information supplied by this Department. No permission 
should be given without full details of the circumstances being given by the 
other agency. Each request should be discussed with the group head and the 
principles embodied in these guidelines should be applied. 

17. 	HOW CAN STAFF ASSIST IN MAKING THE ACCESS TO INFORMATION POLICY 
WORK SUCCESSFULLY AND FAIRLY?  

Answer 17 

*By accepting the underlying principle that service users have a right to 
information kept about them unless this is in conflict with the rights of others 
Involved or, in exceptional circumstances, judged not to be in their own long 
term interests. 

*By the proper and professional: recording of information from the date of  
implementation of the policy. The reader is referred to separate departmental 
guidelines on the compilation of records. 

*By adopting a sensitive approach to service users, their carers and others 
involved. 	These guidelines are not a substitute for good individual practice. 
RECTerr understanding of them and the issues involved by front-line staff will 
help. 

*By developing a close co-operation and understanding with other agencies. 
Discussions have taken place with important local organisations such as DHA, 
Family Practitioner Committee, Police, ILEA, before implementation and all 
relevant agencies will have copies of the guidelines. It is important that staff 
dealing with requests for information where third party agencies are involved 
remind them of this policy and in so doing recognise that differences of opinion 
on disclosure may still exist. Where these cannot be resolved, they should be 
referred to senior staff. 

*By feeding back information about difficulties and allied issues. Many aspects 
of disclosure to service users are new to the department and the guidelines will 
not be right in all aspects. 	information from the users of the guidelines is 
essential if they are to be changed to become more useful and reflect consumer 
need. 
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Social Services Department 	 DEPARTMENTAL CIRCULAR 

TITLE: Public Access to Information - 
	No. 	43 

Committee Reports and Papers 
	SUBJECT: Public Access to Information 

Issued by: Director of Social Services 

Date: 11 March 1986 

1. The following procedures will be applied within Social Services 
Department in order to conform with the requirements of the 
Local Government (Access to Information) Act 1985 which comes 
into force on 1st April 1986. 

2. A detailed explanation of the requirements, including terminology 
and specific details of categories of exempt information are 
given in Administrative Circular No. 6/1 issued by the Borough 
Secretary. Reference needs be made to this circular when 
preparing a committee report. 

Background.  

3. The Act provides for greater public access to local authority 
meetings and to relevant documents. There are provisions 
for certain exemptions but apart from these, documents must 
not only be made available for inspection but must be held 
available for 4 years in the case of reports and paperi or 
6 years in the case of minutes. 

4. The requirements are retrospective in the sense that reports 
presented on or after 1st April 1986 may well have background 
papers dated earlier. The public can demand to see them. 

Procedure.  

5. A yellow Committee Report file(obtained from Secretariat) 
should be opened by the Lead Officer for each Committee Report 
at the time of its initiation. 

6. Inside the file, there should be a copy of a form headed 'List 
of background papers'. 

The List should be kept at the top of all other papers 
held within the file. 

The necessary details should be completed on the 
'List' at all stages from the time the Report File 
is opened until the report is completed. A copy 
of the List will be sent with the report to the 
Committee Clerk. 

7. The original (or a copy if you wish to keep the original on 
the divisional file) of every 'background paper' to the report 
should be placed in the Report File. 
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8. A 'background paper' is any document relating to the subject 
of the report and which has been relied on to a material extent 
in preparing the -report: - It- may include previous reports, 
circulars, memoranda, papers from other divisions, departments 
or organisations, reports of important conversations etc. 
It does not include published work. 

9. When another department contributes to any SSD report or makes 
comment which has marked effect on that report, it may also 
have relevant background papers. The location of such papers 
must be recorded on the List and the department advised that 
the papers must be held for the four year period. Alternatively, 
the department might prefer to send a copy to be held on the 
SSD Report File. 

10. Exempt Information.  

Certain kinds of information, basically that which relates 
to particular individuals, financial and contractual matters, 
labour relations, negotiations and legal proceedings can be 
classed as 'exempt' and therefore excluded from public 
inspection. 

11. Papers containing exempt material must be stamped 'NOT FOR 
PUBLICATION' but must still be included in the List of 
background papers together with its exemption category (see 
Appendix A of Administrative Circular No. 6/1). 

12. A finished Committee Report which contains exempt information 
will 	be classified at the Agenda Planning stage. It 
will be stamped as NOT FOR PUBLICATION and Will then be allocated 
to the closed part of the agenda. 

13. The classification of either a background paper or an entire 
report on the grounds that it contains 'exempt information' 
can be challenged at the Committee stage or later and, if 
upheld, the material would then be available for public 
inspection. 

14. Confidential information.  

There is a further category of material which is specifically 
excluded from public inspection or discussion in publ.ic. 
This covers information furnished to the Council on terms 
which forbid its disclosure and information disclosure of 
which is forbidden by enactment or order of a Court. It is 
unlikely that SSD will have 'confidential' information thilis 
defined except in Court proceedings concerning children. 
There can be no challenge about the disclosure of confidential 
information. Its disclosure is forbidden. Any such papers 
should not be put in the Report File. 

15. The Report File containing both the List and the background 
papers should accompany the draft report to the Line Manager, 
Assistant. Director, and, when all necessary consultation and 
other work has been completed, to Secretariat. 

Coat/.... 
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16. When the Director has approved the draft report, it will be 
sent together with a copy of the List of background papers 
to the Committee Clerk. 

17. Secretariat will ensure that all exempt papers as listed are 
clearly marked 'Not for publication'. 

18. The file with all its contents including a copy of the final 
report will then be stored. 

Inspection of documents by the public.  

19. Requests for inspection of minutes should be directed to the 
Committee Clerk. 

20. Requests for inspection of the List and actual background 
papers should be directed to Secretariat. 

21. Appropriate arrangements will then be made to enable inspection 
to take place and to provide photocopies as requested. At 
the present time no fees will be levied. 

22. Before the inspection of any background papers, all those 
stamped 'Not for publication' will be removed. 

23. All requests will be recorded together with monitoring of 
the demand on staff time, facilities and costs to determine 
whether or not charges should be made in the future. 

Appendix: Administrative Circular No.6/1 
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ACCESS TO RECORDS 

AND 

GOOD RECORDING PRACTICE 

GUIDELINES 

14th JULY 1986 



STEPS TO BE TAKEN IF AN ENQUIRER ASKS TO SEE A RECORD 

Steps to be taken if a request for access is made: 

	

1. 	Verify the identity of the enquirer. (Usually visual recognition will suffice, but it 
may be necessary to request proof of identity). 

2. Where the enquirer is not the subject, confirm as far as possible in the presence of 
the subject:- 

i 	the reasons for representation. 
ii 	that the subject is in agreement with being represented. 
iii 	that the enquirer is acting in the best interests of the subject. 
iv 	that the enquirer is the best person to represent the subject 

	

3. 	Ask the enquirer whether he/she wants to see: 

all records. 
ii 	part of the records. 
iii 	a summary or answers to specific questions. 

(Pressure should not be put on the enquirer to accept less than the full files, but a 
summary or specific answers may be perfectly acceptable and appropriate for some 
enqu irers.) 

	

4. 	The worker should complete, sign and date a form AR1 and the enquirer should 
read and sign the form. 

	

5. 	If it is not possible to grant immediate- access to the information or reply to specific 
questions, then this should be explained, stating that further contact will be made 
within 14 days. 

	

6. 	If it is known that the purposes of access to records is in connection with any legal 
proceedings, this should be noted and brought to the attention of the Group Head 
who, if necessary, should consult his/her Assistant Director or the Solicitor to the 
Council. 

7. 	Ascertain whether there are any grounds for limiting access to information contained 
in any part of the records. 
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5. Protecting the Subject 

There may be some circumstances Where -a person would be harmed by known 
facts about him/herself, even when such facts are presented in the most sensitive 
manner. It will, of course, be the aim of the worker to enable people to come 
to terms with these facts, but timing will often be a crucial factor and prolonged 
counselling may be necessary to delay access or in very rare instances permanently 
to deny this. 

Examples might be where an elderly person has been rejected by his/her family or 
where information about a child's paternity is received at a particularly difficult 
time. 

6. Statutory Requirements  

*There is general duty of confidentiality (except in specified circumstances) under 
Regulations 1981 (S1 1981 No. 1818). There is a similar duty under the Adoption 
Court Rules namely, Rules 29 and 30 of the Adoption (High Court) Rules 1976 
(Si 1976 No. 1645), rule 30 of the Adoption (County Court Rules 1976 (S1 1976 
No. 1644), and rule 33 of the Magistrates' Courts (Adoption) Rules 1976 (S1 1976 
No. 1768). See also Boarding-Out of Children Regulations 1955 (S1 1955 No. 1377) 
as amended by the Boarding-Out of Children (Amendment) Regulations 1982 (S1 1982 
No. 1447).The Data Protection Act 1984 and the Rehabilitation of Offenders Act.1975. 
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REVIEWING PROCEDURE 

This process, in reality, constitutes a form of first stage appeal and it should be used where 
a subject or his/her representative registers disagreement with a decision not to grant access 
and asks for reconsideration or review of that decision. 

The Reviewing Officer will usually be a Senior Manager. 

The Reviewing Officer will decide what form the review will take and would usually be expected 
to: 

	

1. 	Study the records. Then .... 

EITHER 

2a. Refer the situation to the Appeals Panel, advising the subject in writing. 

OR 

2b. Interview the worker and the subject. The subject will be free to bring "a friend" 
to the interview. 

	

3. 	Hold a meeting with the worker and subject, where the worker would explain fully 
the reasons for withholding information. 

The Reviewing Officer will subsequently decide on one of the following courses of action: 

1. Continue to withhold the information from the subject restating the original reasons 
for withholding. 

2. Make the information available to the subject, stating reasons for reversing the decision. 

3. Refer the situation direct to the Appeals Panel. 

4. Seek advice from their Assistant Director or other Council Officers (e.g. Solicitor 
to the Council. 

The result of the Review will be notified-to the subject in writing. In addition, the worker 
would normally inform the subject of the result in person. 
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GOOD RECORDING PRACTICE 

A record can be used to record many kinds of things 	 

factual record of 
service provided 

worker's 
musings 

therapy 
for worker 

financial, statistical 
in  

recording for 
supervision CASE RECORD 

evidence for managers 
that work has been 
completed 

	

somewhere to 
displace anxieties 

justifying decisions 
taken 

career 
progression 

But how much of this recording actually fulfills the main purpose of records to assist Social 
Workers and other professionals in providing the best possible service to service users? 

And how much of this recording is in line with THE CHARTER FOR OPEN GOVERNMENT'S 
criteria for contents of records. 



THE CASE FILE 

Retrieval of information often needs to be swift. This may be when another worker has to 
deal with the case, or if another Department, such as the Solicitor to the Council's requires 
the information. 

Records here are already open to the police (subject to certain safeguards) and members will 
be open to enquirers from 1st October 1986. 

The main difference in the revised recording system is that one file is required for each subject. 
The file is sub-divided into sections to aid ease of reference. 

Starting at the front, the layout of the new records file is: 

Section 1: (Pink) Key Information 
Front sheet 
Officer's reports (W6) 
Summary sheet 
Closing/transfer summary sheet 

Section 2: (Blue) 	Correspondence 

Section 3: (Cerise) 	Documentation 
R IC 
Court 
Applications for services: e.g. Home Care, 
Rehab, Day Care etc. 

Section 4: (Green) 	Reports, Minutes 
Case Conference 
Child Abuse 
I LEA 
Homes 
Assessments etc. 

Section 5: (Yellow) 	Financial 

Section 6: (White) 
	

Client Property (Pocket attached to back of folder, 
only essential documents required for carrying out 
responsibilities should be held. e.g. birth certificate.) 

All material should be filed in chronological order within these sections. 
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OFFICER'S REPORT (WHITE: W6) 

The Officer's report should record the following information: 

1. Progress on plans for work 

2. Tasks completed and goals achieved 

3. Setbacks and failures 

4. Re-assessment of problems and change of plans 

Each entry to be signed and dated by the worker. 



THE TRANSFER/CLOSING SUMMARY SHEET (BLUE) 

The transfer/closing summary sheet should record the following information: 

1. The initial problem and plan 

2. An outline of developments and work done 

3. Significant changes 

4. Client response 

5. Resources/Agencies used 

6. Reasons for closure 

7. Areas of future work 
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5. FOLLOW-UP 

i) 	You should always note: 

Any injuries 

Weight variations 

Changes in the household 

Behavioral changes 

Financial problems 

Reception into care 

Legal interventions 

Changes of address/daytime location 
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APPENDIX 3 

RECORDS: RETENTION, ARCHIVING & DESTRUCTION POLICY  

1. 	DISTRICT OFFICE RECORDS — RETENTION AND TRANSFER 

Allocated, pending and review case records to be retained in Team Rooms. 

Papers arising from referrals where the Team Leader has decided that no social work input 
is required will be initialled by the Team Leader and filed in a box file marked "miscellan-
eous papers". It will not be necessary to complete an initial enquiry form where no social 
work action is required. 

After one year if there has been no action on the papers they will be destroyed, the 
index card will be marked accordingly and returned to Central Registry. 

All closed or non-active records to be returned to Central Registry, together with index 
cards after one year, including records for the physically disabled and Part III subjects. 
If however there are outstanding financial implications e.g. telephone, recoverable aids etc. 
the record may be retained. 

Active cases — when new files are made up, the old volume will be returned immediately 
to Central Registry. 

Child Abuse Records — when a child abuse case is closed, the separate child abuse record 
should be destroyed, only after ensuring that copies of all minutes are on the main file. 

CENTRAL REGISTRY RECORDS — ARCHIVING AND DESTRUCTION 

Children in Care Records 

Adoption Records 

Fostering Records 

Child Minders Records 

Child Nursery Applications 

Registered Physically Disabled 

All clients moving out of the Borough 

Death of subject 

Records kept indefinitely 

Records kept indefinitely 

Policy currently under review 

Records retained for 10 years after closure 

Records retained for 5 years after closure 

Records retained for 5 years after closure 

Records retained for 5 years after move 

Records retained for 5 years after death 

Before destruction of records each is assessed to establish whether there will be a likely 
further need, in the event of this being a possibility, it will be retained indefinitely. 



PERSONNEL INFORMATION CIRCULAR 49 

(This Circular should be read in conjunction with PIC 3) 

Uniform Policy of Record Keeping on Personal Files  

As a result of the Leeways Inquiry recommendations and the decentralisation 
of personal files to departments, this circular has been issued to provide 
guidance to departments on a uniform policy of record-keeping. 

1. 	General Principles  

(a) Personal files should generally contain important and essential 
information only. They are the only place that information 
about individuals should be kept. 

A record should not be maintained purely because it relates to 
an individual but should be positively considered to check 
whether or not to place on file. 

It is the responsibility of managers and staff sections who 
generate such items to ensure that the principles outlined in 
this PIC are adhered to. 

(b) Records should always be dated and, as far as possible, typed. 
It is essential that all information is clear and signed as 
appropriate by the person responsible for the information. As 
far as possible, the source of the information should always be 
detailed. 

(c) Departments should build in a review system for all personal files 
so that items which become obsolete or those which should be 
destroyed are appropriately identified and actioned. A common 
date for review is not being suggested as staff numbers and 
resources vary significantly from department to department. 
However, departments should ensure that there is a review of the 
contents of the file at least once a year. 

The Council's Disciplinary Procedure is currently being reviewed 
and it is likely that items such as verbal or written warnings 
etc., will have specific timescales wherein they should be removed 
and destroyed. It is therefore essential that departments introduce 
specific review procedures as soon as possible. 

(d) Departments should remain aware that staff have the right to view 
their personal file with appropriate notice. (See PIC 3). There 
should be no item on file which the individual is not aware 7:7517  
has not seen.  This is the general rule that must be applied to 
all personal file records (apart from the routine appointment 
papers outlined in (2) below). 

The responsibility lies with departments to ensure that, where there 
are justifiable concerns or comments about an individual, these are 
addressed and resolved with the member of staff. This enables a 
formal note of discussions to be made and agreed or copied to the 
individual. 

Records.appertaining to formal disciplinary proceedings (eg. verbal/ 
written warnings etc.,) should be dealt with in accordance with the 
Council's Disciplinary procedures. 
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(e) 	IT FOLLOWS FROM THE ABOVE THAT SECONDARY FILES SHOULD NOT BE KEPT IN ANY  
FORM. THERE SHOULD BE ONE PERSONAL FICE FOR EACH MEMBER OF STAFF FOR  
WHICH STAFF SECTIONS WILL HAVE RESPONSIBILITY. Managers may of course 
wish to maintain a diary note "outlining general information eg. date/ 
time/subject of discussion but this must not contain perso*ontentious/ 
confidential information. Diaries are of course often open to other 
members of staff. 

2. 	Structure of Personal Files 

(i) All general items should be filed in chronological order so that 
appointment papers start off the file and termination papers would 
complete it. Confidential information such as references from 
previous employers and next of kin details can be placed in a sealed 
envelope and secured at the back of the file to enable easy removal 
when the file is requested for viewing. 

(ii) A File Record should be maintained at the front of the file and 
up-dated as filing takes place. The idea is that essential information 
that needs to be quickly established can be ascertained promptly with-
out working through the file. 

Attached (Appendix I) is a copy of the File Record. Items to be 
entered on the File Record would include:- 

(a) post/location changes (providing an instant picture of career 
and service details) 

(b) important items on the file such as appointment papers, 
probationary reports, personal record amendments, promotion/ 
transfer details, training details, disciplinary/grievance 
papers etc. 

Worked Example of File Record 

All appointment papers are marked up (1) and placed on file. Individual 
then attends training course and evaluation papers returned for personal 
file. This is marked as Training (2) on the File Record as well as on 
the papers (top right hand corner) and filed. If further training takes 
place, this may be File Record entry (6) for example and marked up 
accordingly. 

(All filing is still in chronological order) eg. 

(1) appointment papers 
(2) probation report 
(3) training - management 
(4) grievance 
(5) job evaluation 
(6) training - CQSW 

etc. 

Again an instant picture of the personal file emerges and further 
details can be obtained by referring to all the papers marked up 
accordingly. 

It is recommended that only minimum information is kept on the File 
Record. 
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WHICH STAFF SECTIONS WILL HAVE RESPONSIBILI1Y. Managers may of course 
wish to maintain a diary note "outlining general information eg. date/ 
time/subject of discussion but this must not contain perso*ontentious/ 
confidential information. Diaries are of course often open to other 
members of staff. 

2. 	Structure of Personal Files 

(i) All general items should be filed in chronological order so that 
appointment papers start off the file and termination papers would 
complete it. Confidential information such as references from 
previous employers and next of kin details can be placed in a sealed 
envelope and secured at the back of the file to enable easy removal 
when the file is requested for viewing. 

(ii) A File Record should be maintained at the front of the file and 
up-dated as filing takes place. The idea is that essential information 
that needs to be quickly established can be ascertained promptly with-
out working through the file. 

Attached (Appendix I) is a copy of the File Record. Items to be 
entered on the File Record would include:- 

(a) post/location changes (providing an instant picture of career 
and service details) 

(b) important items on the file such as appointment papers, 
probationary reports, personal record amendments, promotion/ 
transfer details, training details, disciplinary/grievance 
papers etc. 

Worked Example of File Record  

All appointment papers are marked up (1) and placed on file. Individual 
then attends training course and evaluation papers returned for personal 
file. This is marked as Training (2) on the File Record as well as on 
the papers (top right hand corner) and filed. If further training takes 
place, this may be File Record entry (6) for example and marked up 
accordingly. 

(All filing is still in chronological order) eg. 

appointment papers 
probation report 
training - management 
grievance 
job evaluation 
training - CQSW 
etc. 

Again an instant picture of the personal file emerges and further 
details can be obtained by referring to all the papers marked up 
accordingly. 

It is recommended that only minimum information is kept on the File 
Record. 

(1)  
(2)  
(3)  
(4)  
(5)  
(6)  
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3. 	Transfer of Files 

(a) As Departments will now hold the personal file, it is important that a 
proper system, is developed for transfer of files when staff move inter-
department. It is recommended that the personal file is transferred to 
the 'importing' department and a brief card index file is maintained 
by the 'exporting' department detailing essential information for their 
record purposes. Such information would cover Name, Date of Birth, 
Designation, FDSJ  Date of Transfer and 'Importing Department'. 

(b) This enables the 'importing' department to have a complete record of 
the individual within the personal file and ensures that there is 
only one file for each member of staff. Additionally, the 'exporting' 
department can confirm the person's service with them from their card 
index. The Personal File can be re-called from the 'importing' depart-
ment when necessary (eg. for reference purposes where the 'exporting' 
department is requested) at a future date to give a reference. 

(c) Departments should also ensure that they maintain a full system for 
recording and monitoring the movement of files within departments (on 
the rare occasions that this may be necessary) and temporary requests 
for the file from other departments. 

4. 	Timescale for Implementation  

It is appreciated that the implementation of a uniform policy of record 
keeping will require significant input from departments. It may obviously 
not be possible for departments to implement these guidelines with 
immediate effect and the following approach is therefore suggested as a 
minimum strategy: 

(a) whenever a personal file is retrieved for filing or consultation 
or at the request of the individual, it should be reviewed in the 
light of this guidance note. The file record should be introduced 
and items properly rationalised and ordered as appropriate. 

(b) all new personal files should be set up in accordance with these 
guidelines. 

(c) Departmental managers should be advised immediately of the contents 
of this PIC and the need to positively consider any item they 
generate before filing. 

5. 	The principles of this PIC should be applied to manual/craft worker files. 

General enquiries on this circular should be referred initially to the 
departmental staff section. 

EOL/REC 
Personnel Division 
February 1987 



APPENDIX I 

FILE RECORD 

Name 

Date of Birth 

First Day of Service 

Post/Location 	(a)  	Date 

(b) 	  

(c)  

(d)  

(e) 

(f) 

(g)  

(h)  

(i) 	  

(j) 	  

(k)  

Structure of file 

(1) Appointment papers (13) (25) 

(2) (14) (26) 

(3) (15) (27) 

(4) (16) (28) 

(5) (17) (29) 

(6) (18) (30) 

(7) (19) (31) 

(8) (20) (32) 

(9) (21) (33) 

(10) (22) (34) 

(11) (23) (35) 

(12) (24) (36) 
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YOUR GUIDE TO 

" ACCESS TO 14--FORMATION " 

IN THE (0AL SERVICES 



In the Social Services Department, information 

is an important part of planning and providing 

services. 

This leaflet explains what information we 

may hold on you, how you can see that 

information and your  rights under the  Access 

to Information Policy. 

Will / be able to see all the information 

/NTRODUCT/ON 
	 you have on me? 

On 1st October 1986 this Council, as part 

of its plans for a more open form of'Local 

Government, introduced an "ACCESS TO INFORMATION" 

policy. This means that any person on whom we 

hold information has a right to see that 

information subject to certain safeguards. 

It is the Social Services Committee policy that you have a 
right to information held by the department and that every 
effort will be made by staff for you to exercise that right. 

There are some limited circumstances where others have rights 
which we must observe. Situations where it may not be possible 
for you to see information include:- 

1. Where the person who provided the information does not agree 
to letting you see it. (We also protect information you 
give us in this way). 

2. Where it would be unlawful to let you see the  information, 
This is usually in cases of legal proceedings  involving 
children. 

3. Where it is considered that to let you see  information would 
not be in the best interests of yourself or  others. A 
decision not to let you see information would  only be made 
after careful and serious consideration. You  have a right to 
have decisions reconsidered (see Q11). 

4. If the information was given before 1st  October 1986, 
However it may be decided that it would  be helpful for 
you to see such information and this would  happen AM part 
of our work together and not under "ACCESS  TO INFORMATION" 
policy. 



How do /get to see the information 

held on me? 

Simply by asking at your local Social Services District Office 
or at the place where you are receiving a service from e.g. 
a Day Centre, Residential Home etc. or your Social Worker. 

Before asking it would be helpful both to yourself and us if 
you could give some thought to why you wish to see the 
information. This will not affect your right to ask to see 
all information but it may be that you simply require a 
particular piece of information or an answer to a question and 
it may be possible to deal with this immediately, Our staff 
are available to discuss this with you if you so wish. 

Why can 't see information given before 

1st October 1986? 

From the 1st October we will be operating a new system which 
involves new files, new ways of recording and more sharing 
of information with new rules and rights. Much of the 
existing information is obsolete, not relevant to the present, 
may have been destroyed under our existing destruction policy 
or because the new policy did not apply, may be difficult to 
trace and obtain the agreement of the persons who provided 
the information. We have therefore decided to have a clean 
start. 

What happens after / ask to see 

information? 

You will be given help to complete an application form on wh 
you will be asked to state whether you require:- 

i. To see all information 
ii. Part of the information 
iii. A summary or answers to questions 

If it is not possible to let you see the information immedi 
you will be contacted within 14 days and advised of a decia 
or any reasons for a delay. You will also be advised of an 
arrangements for letting you see the information. If we ar 
unable to let you see the information we will advise you Wi 
reasons in writing. 

Can somebody else help me or act on 

my behalf? 

Whilst our staff are there to help and advise you, you  h 
right to ask another person to accompany or represent y 
will wish to confirm that this person is acting in your 
Interests and that you are in agreement with them being 
or representing you. We would also expect you to be p 

If this person is acting in a legal capacity we would a 
consult the Solicitor to the Council before going ahead 
your application. 

1r you are housebound and wish to see information you 
cither apply by phone or in writing or ask your worker* 
his/her next visit and we will make special arrangema 
you. 

if you require help e.g. a reader, interpreter or wi 
somebody act on your behalf but do not know of anybe 
let us know and we will arrange help for you. 



What arrangements wi// be made to let me 

see the information? 

You will be advised of a date, time and place. You will be 
shown the information in privacy by one of our staff, usually 
the person who you normally see or provides you with a service 
e.g. a social worker, Head of Home, Centre Manager. 

What is a review? 

A review is a form of appeal. A senior member of staff 
appointed by the Director of Social Services and not 
involved with the decision, will reconsider your original 
request. This may involve an interview with yourself one 
the worker involved. (You may bring a friend or 
representative). 

Can / have copies of the information? 

Yes, we can provide you with photocopies free of charge. 

The reviewing officer will advise you in writing of one c 
the following decisions:- 

i. That access is still refused stating the rei 
why. You will also be advised of your right 
to a final appeal to the Social Services 
(Cases) Sub-Committee. 

ii. That access is now granted stating the reasc 
for revising the original decision. 

iii. That your case has been passed to the Social 
Services (Cases) Sub-Committee for appeal. 

The appeal panel's decision will be given in writing and 
final as far as the Council is concerned. 

What if you refuse to let me  see 

information? 

You have a right to ask for a review of the decision. 
What if I See the information and  

disagree withit? 

The information will either be amended or your view reco2 
on the file. 



Do you ho/d information on me? 

If you are being helped by the Department with a problem or 

are receiving one of the many services we offer or you provide 

a service e.g. Childminding or Fostering then we are likely to 

have information about you. 

What type of information do you keep? 

There are three types of information:-

Information you give us 

Information (about you) given by others to help us 

provide you with a service e.g. Doctor 

iii. 	Information about you prepared by our staff 

e.g. type of service required, future plans etc., 



Section 9 

Notes 



NOTES 
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