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PURPOSE 

The purpose of this user guide is to document the process and screens that 
(Fostering) Social Workers 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 Social Workers  are 
responsible for the following processes once an application has been passed from 
Gateway: 

·  Complete Case Note when Home Visit is arranged 

·  Complete Case Note when Home Visit completed 

·  Complete Fostering Report on Initial Visit to Applicant exemplar 

·  Complete Case Note of Carer Agency Check 

·  Complete Reviews exemplar (Annual Review) 

·  Complete Fostering Supervision Record of Visit as required (Carer Supervision) 

·  Complete Fostering Detailed Record exemplar 

·  Use Fostering Placements link to place a child 

 

 

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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Complete Case Note when Home Visit is arranged  

Access the Foster Carer’s ICS Chronology in order to add a Case Note 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. 
Click Edit  to open the Carer’s 
Fostering Chronology  
 

1. 
From the ICS Home Page select 
the Carer’s record by clicking on 
the Case Reference No  in ‘My 
Cases’  

N.B. 
If the Carer’s record is not in ‘My 
Cases’ it may need allocating by your 
Team Leader 
Follow the steps on Page 25 to access 
the Carer’s record 
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Complete Case Note when Home Visit is arranged - continued 

From the Fostering Chronology open a new Case Note 

 

 

 

 

 

 

Complete Case Note when Home Visit is arranged - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Click New then Case Note  

4. 
Add an Event Type  of Home Visit 
 
Add a Date 
 
Add a Time (format HH:MM) 

5. 
Add suitable text (max 
2000 characters) 

N.B. Panel 2 – Attached Documents is not 
to be used 
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Complete Case Note when Home Visit is arranged - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. 
Click Sign Now  to sign off and 
lock the record then click Save 

N.B. 
Once Sign Now  has been 
clicked, the record is locked 
and cannot be changed 

The Case Note  will now appear in the 
Carer’s Fostering Chronology  

Hint  

Case Notes  can be recorded 
against a Carer’s record for other 
events such as a general case 
summary, telephone calls, emails, 
letters and ‘Potential Placement 
Disruption’ and ‘Placement 
Disruption’. 



Capita One ICS  Fostering User Guide  
  
 

© KCC CFE Page 7 of 26 v2 Aug 09 
 

Complete Case Note when Home Visit completed  

Follow steps 1 – 6 (pages 4 – 6) to add another Case Note  confirming the home visit 
is completed. 

 

 

 

 

Complete Fostering Report on Initial Visit to Appli cant exemplar  

This exemplar should be completed once the Initial Visit has been completed. 

Access the Carer’s Fostering Chronology as described previously. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Click New > 
Exemplars  

2. 
Click Fostering Report on 
Initial Visit to Applicant  
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Carer’s details automatically feed 
through to Panel 1  

3. 
Add name of Worker  (free text) 
undertaking visit 

4. 
Add professional address of Worker  either 
by clicking Match > Match Address  and 
searching for office address or type in as 
free text 
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. 
Complete remaining Panels 3 -14  with 
appropriate information 
 
The panels will contain a mixture of free 
text boxes and/or ‘tick’ boxes 

   = Yes 
   = No 

5. 
Add a Date of Visit  and Completed 
on date (date this exemplar 
completed) 

6. 
Click Save  

8. 
Click Save after 
completing each panel 
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. 
Click Refresh  and the exemplar will display 
in the Carer’s Fostering Chronology   

9. 
Once exemplar is complete and correct, click 
Sign Now  to apply a digital signature and lock 
the record 
 
Team Leaders will complete the second Sign 
Now – send a Workflow  message to alert 
them to this action (see page 24) 

10. 
Click Save 

11. 
Close exemplar 
down once 
saved 
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Complete Case Note of Carer Agency Check  

Follow steps 1 – 6 (pages 4 – 6) to add another Case Note  confirming the Carer 
Agency Check. 

 

Complete Reviews Exemplar (Annual Review)  

This exemplar would be completed as and when required. 

 Access the Carer’s Fostering Chronology as described previously. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Click New > 
Exemplars  

2. 
Click Reviews (Fostering)  
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Complete Reviews Exemplar (Annual Review) – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

As before Carer’s details automatically 
feed through to Panel 1  

3. 
Don’t enter free text here but rather click 
Match  > Match  Person  to search for your (or 
name of Reviewer) ‘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 
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Complete Reviews Exemplar (Annual Review) – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. 
Add Name of Team carrying out Review  
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Complete Reviews Exemplar (Annual Review) – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. 
Add Review Due Date , Scheduled Date  
and Actual Date  

8. 
Complete remainder of Panel 3  

9. 
Complete Panel 4  

10. 
Click Save 
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Complete Reviews Exemplar (Annual Review) – continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The exemplar will appear on the Fostering Chronology once Refresh  has been 
clicked 

12. 
Once saved, close the exemplar down 

11. 
Once exemplar is complete and correct, click Sign 
Now to apply a digital signature and lock the record 
 
Team Leaders will complete the second Sign Now - 
send a Workflow  message to alert them to this action 
(see page 24) 
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Complete Fostering Supervision Record of Visit   

This exemplar would be completed as and when required. 

Access the Carer’s Fostering Chronology as described previously. 

Complete the exemplar in the same way as previously described.  Some panels in 
this exemplar are ‘repeatable’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Where a panel has a (1) in the title, this 
indicates it is repeatable so additional data can 
be added  
Use Add More  to create additional panels – 
this button becomes ‘active’ when the panel is 
selected 

3. 
Complete, save, sign off and Workflow  the exemplar as 
before. 
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Complete Fostering Detailed Record Exemplar   

This exemplar would be completed as and when required. 

Access the Carer’s Fostering Chronology as described previously. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Complete, save, sign off and Workflow  the exemplar 
as before 
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Using the Fostering Placements link to place a chil d 

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 (above) 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 
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Workflow Messages 

In order to alert the Team Leader/Practice Supervisor that an exemplar is ready to 
be read/counter signed off, send a Workflow message from the exemplar needing 
action.  This can be done at the point the exemplar is saved, or later by opening the 
exemplar from the Carer’s Fostering Chronology . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Have open the exemplar in question, and 
click Workflow (This button only appears 
after exemplar is saved) 

2. 
Add a brief Note then click 
System User  

3. 
Search for TL or PS 
name, select, then click 
Ok 

4. 
Amend Due Date  if 
needed, then click Ok 
 
The message will then 
be sent to the recipient 
for action 



Capita One ICS  Fostering User Guide  
  
 

© KCC CFE Page 25 of 26 v2 Aug 09 
 

How to access a Carer record when not on ‘My Cases’  

Access the Foster Carer’s ICS Chronology in order to add a Case Note 

 

 

 

 

 

 

 

 

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 the 
current status of the Carer e.g. 
Under Assessment, Registered etc 
 
If this is not known leave this field 
blank by clicking into it and 
pressing the Delete key 

6. 
Click Refresh  

1. 
Once logged into ICS, click Focus  menu 

2. 
Then select Fostering  > Foster 
Register  
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