
© KCC FSC MIU – v2 Nov 2011 

PROCESS CHART FOR STEP-PARENT ADOPTION NOI - Referral version 

Advise referrer 
adoption order 
unlikely to be 
made 

Add a Case Note 
(no CRN) to 
record advice 
given to referrer 

End 

No 

Yes 

Mail out standard advice 
and information 

Add a Case Note (no 
CRN) to record details of 
information sent out 

Expression of interest 
suggests adoption 
unlikely 
 

CDT sends email 
to inform Central 
Adoption Team 
of contact 

CDT add 
Contact Event  

CDT receive 
expression of 

interest in step-
parent adoption 

 

No 

CENTRAL DUTY TEAM (CDT) 

CDT add New Contact 
Record  
Reason of contact – 
Step Parent Adoption  
Outcome - Progress to 
Referral  

CDT add Referral and 
Information Record 
with outcome of Court 
Report 

CDT allocate case to 
Central Adoption 
Team 

B  

A  

C  

No 

Add a Case Note 
(no CRN) 

Send 
acknowledgment 
letter/advise 
waiting list times  

Add a Contact 
Event  

Allocated adoption 
Social Worker 
completes 
assessment and 
prepares Court report 

Add a Case Note to 
record receipt of court 
direction 

End 

Yes 

ADOPTION TEAM 

Central Adoption 
notify CDT to add 
Contact Record and 
progress to referral 

Yes 

SW available for 
immediate allocation? 
 

Adoption Team 
receives NOI 

 

Central Adoption notify CDT 
to add Contact Record and 
progress to referral 

Court direction 
received by 

Central Adoption 
Team 

Is case already allocated? 
 

No 
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Guidance for completing ICS exemplars 
 
STEP A: Central Duty Team 
 

 Indicative Panel Indicative Panel Indicative Panel 

Contact Event 

   
Contact Event 
Description 

Start Date Agency 

Step parent 
adoption enquiry 

Date of contact CF Relative 

 
 
Step B: Central Adoption Team – if SW not available for allocation 
 

 Indicative Panel Indicative Panel Indicative Panel 

Contact Event 

   

Contact Event 
Description 

Start Date Agency 

NOI received, 
awaiting allocation 

Date of contact CF Team Adoption 
Central 

 
 
Step C: Central Duty Team – if SW is available for allocation 
 

 
Indicative 

Panel 
Indicative 

Panel 
Indicative 

Panel 
Indicative 

Panel 

Contact Record 

4 5 5 7 

Agency Name Method of 
Contact 

Reason for 
Contact 

Supervisor 
Action 

CF Team 
Adoption 
Central 

Email Step Parent 
Adoption 

Accepted 
as Referral 

 

Exemplar Indicative Panel Indicative Panel Indicative Panel 

Referral and 
Information 
Record  

10 10 31 

CHIN Code Primary Stated 
Issue 

Further Action 

N9 - No child in 
need 

Other Court report only 

 


