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Fair Processing Notice User Guide

PURPOSE

The purpose of this user guide is to communicate the process that Social Workers or
Administrators will use to create and maintain Fair Processing Notice exemplars and
letters on the ICS system.

BACKGROUND

In April 2009, Kent County Council was required to collect and supply information to
the Department for Children, Schools and Families on all Looked After Children and
on all Children in Need. This is to continue on an annual basis.

In order to comply with the Data Protection Act 1998 (The Act) KCC is required to
issue a notice to all parents (or those with parental responsibility) and all children
over the age of 12 years whose personal data will be used in either the SSDA903
return for Looked After Children and the Child in Need Census.

In order to be compliant with The Act these notices should be issued before the
collection and submission of the information to the Department for Children, Schools
and Families.

PROCESS for C&F Teams
From 1 April 2009 ALL referrals added to ICS will require an FPN to be issued.

This is not an ICS requirement but a Data Protection requirement because of the
level of data supplied to the DCSF.

To facilitate the process of producing letters, a number of age banded exemplars
have been added to ICS that will record the fact that an FPN has been issued, and
the associated Quick Report(s) will produce the required letters to the child/young
person (if required) and the parent/carer(s) with parental responsibility.

The exemplars can be added by either a Social Worker or authorised administrator,
but will need to be signed off by the Social Worker.

For any support in using ICS please check the ICS Support pages on Kent Trust
Web:

http://www.kenttrustweb.org.uk/Finance-Assessment/ics updates.cfm

Or log a call with the ISG Helpdesk by following this link on Knet:

http://knet2/kcc-directory/services-and-support/it-service-desk/supportworks
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How to complete the relevant Fair Processing Notice exemplar

When a FPN is required, access the Child/Young Person’s ICS Chronology.
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Complete the relevant Fair Processing Notice exemplar - continued
From the Chronology, complete the required exemplar - there are 3:

Fair Processing Notice aged 0 — 11 years, Fair Processing Notice aged 12 — 16
years (please note this exemplar is also relevant for those over the age of 16 that
are not LAC) and Fair Processing Notice aged 16+ (LAC only)
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Complete the relevant Fair Processing Notice exemplar - continued
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Complete the relevant Fair Processing Notice exemplar - continued
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As permissions allow, the exemplar can be signed off in the normal way, but is not
necessary in order to save the exemplar or run and print the associated reports.

If the exemplar has been added by an administrator, the Social Worker will
need to sign it off.
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Using the Quick Report to produce the FPN letter(s)

Each FPN exemplar has two or more associated Quick Reports which will produce
the required letters.

A letter should be sent to each Parent/Carer with PR and if the child is LAC, to
Foster Carers.

If the child is aged 12 or above, a letter will be sent to the Child/Young Person
too.

The Fair Processing Notice aged 0 — 11 years exemplar will have two associated
reports; the first will have Parent_Carer1 in the title and will produce a letter
addressed to both carers. The second will have Parent_Carer2 in the title and will
produce a letter addressed to the second carer.

If a joint letter is required just run the Parent_Carer1 report.

If two separate letters are required (because the parents live at separate addresses)
run both reports. The first letter will still be addressed to both, but as this opens up
in MS Word, the second carers name can be removed.

The Fair Processing Notice aged 12 — 16 years exemplar will have the same two
reports as above, but in addition, another report that can be run for the
Child/Young person themselves.

The Fair Processing Notice aged 16+ (LAC only) exemplar will also have the
same two reports as above, but in addition, another report that can be run for the
Child/Young person themselves.
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To run a report to produce a letter
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To run a report to produce a letter — continued
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This process could then be repeated for a second carer and/or child/young person
as required.
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