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Using the Fostering Placements link to place a child 

When C&F and Fostering Teams liaise to set up a child in a foster placement, a 
Placement Information Record exemplar should be completed on the child’s ICS 
record.  This is a shared exemplar between C&F and Fostering, and guidance is 
available on Kent Trust Web as to who is responsible for which panels. 

In addition, when a child is placed, the Fostering team should use the Fostering 
Placements link on ICS to ‘place’ the child on the system, in order to update the 
Carer’s placement history and vacancy level.  This is displayed on the Foster 
Register 

To assign a new placement: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. 
Enter child’s Family/Given 
Name (using % if needed) 
and click Search 

3. 
Click to highlight correct 
record 

4. 
Click ICS Person 
Details link 
(If the Links panel is 
hidden, use Show/Hide 
menu to restore it) 

1. 
From ‘My Home Page’ (opening ICS screen) 
click Focus > ICS Person in order to search 
for the child’s record  
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Using the Fostering Placements link to place a child - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. 
Click Fostering Placements link 

To view any existing 
placements for the child, 
click Search 

6. 
To assign a new placement 
click New 
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Using the Fostering Placements link to place a child - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child’s details will appear in Panel 1 

7. 
Add a Placement Type, Start Date 
and Placement Start Reason 

8. 
To search for the Carer click Select 
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Using the Fostering Placements link to place a child - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. 
To search for a specific carer, enter criteria into 
Panel 2 – leave blank to search for all carers 

10. 
Use Panel 3 to specify Child Detail criteria– please note that 
these criteria will affect the potential Carer search results.  If 
a particular search yields limited or no results, consider 
searching again with different/less specific criteria 

11. 
Click Search 

12. 
Click to highlight correct Carer 
record, and click Select 
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Using the Fostering Placements link to place a child - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Carer details will feed through to Panel 3 

13. 
Complete Panel 4 by ticking if Main 
Placement, add any Notes if 
appropriate, then click Save 

   = Yes 

   = No 

14. 
Check for successful save, and then close form 
down 
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Using the Fostering Placements link 

To end an existing Placement: 

Follow steps 1 – 5 (Page 1& 2) to navigate to the Placements Enquiry screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Click Search to view placements for 
the child 

2. 
Click to highlight the correct placement 
record, then click Open in New 
Window 

3. 
Add End Date and a Placement End 
Reason then click Save 

4. 
Close form down 
once saved 


