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PURPOSE 

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

·  Counter Sign Initial Visit to Applicant exemplar 

·  Enter ‘Request to Proceed’ date on Application form 

·  Enter ‘Checks Completed’ date on Application form 

·  Enter ‘Training Completed’ date on Application form 

·  Add Status of Registered and complete Registration form 

·  Counter Sign Reviews (Fostering) exemplar 

·  Counter Sign Fostering Supervision Record of Visit exemplar 

·  Counter Sign Fostering Detailed Record exemplar 

 

 

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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Assigning Cases (Manage Cases)  

When the Gateway Team pass a case to a Fostering Team, they will transfer the 
Foster Carer case to the Team Leader of the receiving team.  The case will appear 
in the Team Leader’s ‘My Cases’  panel on the ICS Home Page.   

 

 

 

 

 

 

 

 

 

To transfer a case to a Social Worker (or other Practitioner) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cases from Gateway Team will 
appear in the Team Leader’s 
‘My Cases’  panel 

1. 
Click Focus  > Manage 
Cases > Manage Cases 
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To transfer a case to a Social Worker (continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. 
Click the + sign against 
your team name 

3. 
Click the + sign against your 
name to see cases against 
your name 

4. 
Click to place a tick against the 
case to be transferred 

5. 
Click Action  > 
Change  Owner  
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To transfer a case to a Social Worker (continued) 

 

 

 

 

 

 

 

 

 

 

 

 

 

To transfer  a case from one worker to another within the same team, use the same 
process as above, except look for the case against the current worker, rather than 
against the Team Leader name. 

 

To End a Case 

Follow steps 1-5 above, but instead of clicking Action  > Change  Owner , click 
Action  > Edit Case  

 

 

 

 

 

 

6. 
Find the correct team, 
expand the relevant ‘Worker’ 
list, then select the worker to 
place a tick against their 
name 

7. 
Tick the box ‘Assign the case owner 
as a professional involved’  

8. 
Click Save 

1. 
Add an ‘End Date’  then 
click ‘Save’  
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Counter Signing exemplars – General Guidance and Na vigation  

This guide makes reference to several exemplars that require a counter signature by 
Team Leaders or Practice Supervisors.  Once an exemplar has been completed by a 
Social Worker it should be signed off by them, and a Workflow message should be 
sent to the Team Leader asking them to check and counter sign the exemplar.   

Therefore counter sign off can be done by either  acting on the Workflow message, 
or  if this step has been inadvertently missed by the Social Worker, opening the 
exemplar in question from the Carer’s Fostering Chronology . 

To Counter Sign an Exemplar via a Workflow Message:  

Workflow Messages will appear on the ICS ‘My Home Page’ – this is the opening 
screen of ICS 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Workflow Me ssages  will appear in the panel of 
the same name 
 
If this panel is hidden, use the Show/Hide  menu 
to restore this 

1. 
Click on the Workflow message in 
question, which will open up the exemplar 
needing sign off 
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To Counter Sign an Exemplar via a Workflow Message - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. 
Review the contents of the 
exemplar by scrolling through it 
 
To navigate the exemplar use the 
scroll arrows (to the right) or use 
the Question Groups (at the top) 

The first ‘Sign Now’  will have been 
completed by the Social Worker 
 

3. 
Add a Manager’s Comment  and 
then click Sign Now  
 

4. 
Click Save and then 
close the exemplar 
down 
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To Counter Sign an Exemplar via the Carer’s Fosteri ng Chronology: 

Access the Foster Carer’s ICS Chronology in order to open the 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 the 
status of the Carer e.g. Under 
Assessment, Registered 
 
If this is not known leave this field 
blank by clicking into it and 
pressing ‘Delete’ 

6. 
Click Refresh  

1. 
Once logged into ICS, click Focus  menu 

2. 
Then select Fostering  > Foster 
Register  
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To Counter Sign an Exemplar via the Carer’s Fostering Chronology - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Exemplar will open up and can be viewed and signed off as described 
previously. 

 

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

8. 
Click Edit  to open up the 
exemplar to be viewed and 
signed off 
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Counter Sign Initial Visit to Applicant exemplar  

Navigate to the Initial Visit to Applicant exemplar either via Workflow or Carer’s 
Fostering Chronology as described previously. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. 
Review content, add a Comment , then 
click Sign Now  

2. 
Click Save 

3. 
Once saved, 
close exemplar 
down 
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Enter ‘Request to Proceed’ date on Application form  

Return to the ICS ‘My Home Page’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 
Enter Carer Family/Given  
name and click Search  

4. 
Click to highlight correct carer 
record and click Open in New 
Window 

1. 
Click Focus  menu 

2. 
Click Fostering  > 
Fostering Application  
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Enter ‘Request to Proceed’ date on Application form - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter ‘Checks Completed’ date on Application form  

Navigate to the Carer’s Application form and add the Checks Completed  date as 
described above. 

 

Enter ‘Training Completed’ date on Application form  

Navigate to the Carer’s Application form and add the Training Completed  date as 
described above. 

 

 

5. 
Add Request to Proceed  date 
and click Save 

6. 
Once saved, close form 
down 
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Add Status of Registered and complete Registration form  

Once Panel have approved the Carer, the Team Leader should add a new status of 
Registered to the Carer’s Fostering Chronology . 

Navigate to the Carer’s Fostering Chronology  as described previously. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the Status form is saved, the Fostering Registration form will open 

 

1. 
Click New > 
Application/Registration Status  

2. 
Add a Status  of Registered  
 
Start Date  cannot be 
amended on this form so 
leave unchanged  

3. 
Click Save 
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Add Status of Registered and complete Registration form - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. 
IMPORTANT – Change the 
Registration Date  to the actual 
date of registration 

5. 
Add Placement Information  to Panel  4 

6. 
Specify Placement Types     = Yes 

   = No 

7. 
Click Save 
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Add Status of Registered and complete Registration form - continued 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. 
The Status  of the Carer will now 
show as Registered  
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Counter Sign Reviews (Fostering) exemplar 

Navigate to the Reviews (Fostering) exemplar either via Workflow or Carer’s 
Fostering Chronology as described previously. 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

Counter Sign Fostering Supervision Record of Visit exemplar 

Navigate to the Fostering Supervision Record of Visit  exemplar either via 
Workflow or Carer’s Fostering Chronology as described previously and sign off as 
shown above. 

    

Counter Sign Fostering Detailed Record exemplar  

Navigate to the Fostering Detailed Record exemplar either via Workflow or Carer’s 
Fostering Chronology as described previously and sign off as shown above. 

 

 

1. 
Review content, add a Comment , then 
click Sign Now  

2. 
Click Save 

3. 
Once saved, 
close exemplar 
down 
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