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PURPOSE 

The purpose of this user guide is to document the process and screens that 
(Fostering) Panel Chairs & Decision Makers will use to maintain aspects of Foster 
Carer Applications on the ICS system. 

This guide also contains the ICS Fostering Business Model/Flowchart 

 

PROCESS 

In accordance with the ICS Fostering Business Model the Panel Chair  is responsible 
for the following process: 

·  Complete Panel Recommendations exemplar  

In accordance with the ICS Fostering Business Model the Decision Maker  is 
responsible for the following processes: 

·  Complete Agency Decision Maker’s Decision on Panel Recommendations 
Exemplar 

·  Add new Fostering Registration Status of Approved 

·  Enter Approved Completed Date on Application form 

 

 

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

http://www.kenttrustweb.org.uk/Finance-Assessment/i cs_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  

Please note the exemplars covered in this guide are  still under development 
and may change slightly, but the principles of comp leting them remain the 
same. 
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Panel Chair 

Complete Panel Recommendations exemplar 

Access the Foster Carer’s ICS Chronology in order to complete the Panel 
Recommendations exemplar 

 

 

 

 

 

 

 

 

This will open up the Foster Register.  By default this will display all currently 
registered carers.  Use the filter to search for the Carer’s record being worked on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Change Date Range  to All  

4. 
Enter Carer name in Family/Given 
Name 

5. 
Change Application Status  to 
Under  Assessment  6. 

Click Refresh  

N.B. 
If carer is not found, search again 
with the Application Status  as 
blank 

1. 
Once logged into ICS, click Focus  menu 

2. 
Then select Fostering  > Foster 
Register  
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Complete Panel Recommendations exemplar - continued 

 

 

 

 

 

 

 

 

 

 

From the Carer’s Fostering Chronology, start a new Panel Recommendations 
exemplar 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. 
Click Edit  to open the Carer’s 
Fostering Chronology  

8. 
Click New 

9. 
Click Exemplars  > Panel  
Recommendations  
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Complete Panel Recommendations exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Carer details will 
automatically pull through to 
Panel 1 

10. 
Scroll down to Panel 4 and add Name of 
Panel  and Panel Date  

11. 
Add Panel  Recommendations  
 
Hint  - Text can be ‘copied’ and ‘pasted’ from 
MS Word into ICS text fields 
 
Look out for the character count at the 
bottom right of the screen which confirms the 
character limit for a field 

12. 
Click Save 
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Complete Panel Recommendations exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Panel Chair process now complete 

 

13. 
Check for Saved confirmation 
message at the bottom left of 
the screen 

14. 
Form can be closed down 

15. 
Click Refresh  and the Panel exemplar will 
appear in the Carer’s Fostering Chronology  
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Decision Maker 

Complete Agency Decision Maker’s Decision in the Pa nel Recommendations 
exemplar  

Follow steps 1 – 7 as above in order to open the Carer’s Fostering Chronology being 
worked on 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
From the Fostering Chronology  
click Edit  to open the Panel  
Recommendations  exemplar  

This field can be left blank as ICS 
generates a reference number 

2. 
Add the Carer Registration  date 
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Complete Agency Decision Maker’s Decision in the Panel Recommendations 
exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Don’t enter free text here but rather click 
Match  > Match  Person  to search for your 
‘professional’ record on ICS 

Please note Match  > Match  Person  is an ICS system 
term where a ‘person’ is searched for and matched to an 
exemplar (form) and not to be confused with the Foster 
Carer/Child ‘matching’ process 

4. 
Enter ‘your’ Family /Given  
Name and click Search  

5. 
Highlight ‘your’ record and 
click Select  

Please note ‘your’ professional worker record on ICS will 
have an ‘anonymous’ DoB (01/01/1950) and address 
(County Hall).  Your details may also be on ICS as a 
parent so be sure to select the correct record   
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Complete Agency Decision Maker’s Decision in the Panel Recommendations 
exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your details will be pulled through to Panel 3 

6. 
Add Decision Maker’s Decision  
 
Hint  - Text can be ‘copied’ and ‘pasted’ from 
MS Word into ICS text fields 
 
Look out for the character count at the bottom 
right of the screen which confirms the 
character limit for a field 
 

7. 
Add Overall  Decision , Decision  
Date & Decision  Details  
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Complete Agency Decision Maker’s Decision in the Panel Recommendations 
exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. 
Click Sign Now  to apply your ‘digital 
signature’ and lock the form against 
further change 

9. 
Click Save 

10. 
Check for ‘Saved’  
message (bottom left) and 
then close exemplar down 
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Add new Fostering Registration Status of Approved 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
From the Carer’s Fostering Chronology  
click New > Application/Registration 
Status  

2. 
Add Status  of Approved  

3. 
Click Save 
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Add new Fostering Registration Status of Approved - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Carer Status  now shows as 
Approved  
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Enter Approved Completed Date on Application form  

Close any open ICS screens/forms to return to ‘My Home Page’ (opening screen of 
ICS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Enter Carer name details and 
click Search  

4. 
Highlight correct Carer record 
and click Open in New Window  

1. 
Click Focus  menu 

2. 
Click Fostering  > 
Fostering Application  
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Enter Approved Completed Date on Application form - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Decision Maker’s processes now complete 

5. 
Scroll down to Panel 6 and add Approval  
Completed  date 

6. 
Click Save 

7. 
Check for Saved confirmation 
message and then close form 
down 
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