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Nottingham City Council Placement Process 

1.1. The aim of the placement process is to secure a suitable placement at the first time of trying, 

which will; satisfy the needs of the individual young person; comply with the young person’s 

Placement Plan; and last for the duration of the Individual Placement Agreement (IPA).  

1.2. All placement requests will be managed via Nottingham City Council’s Placements Service. The 

Provider will not enter into any separate negotiations with individual Social Workers or Team 

Managers.  The below diagram provides an overview of the process: 

Contract management and performance monitoring 

activity 

throughout the duration of the IPA

(as per contract requirements) 

Need for placement identified 

Placement Service issue Individual Placement 

Agreement (IPA) to Provider 

End of Placement activity initiated – Provider /

Commisioner / IRO / Social Worker and Young Person’s 

feedback sought

NCC Placement Service alert Providers and share referral 

paperwork (Referral Form and Risk Assessment)

Placement made

Placement end

Provider undertakes matching process and shares suitable options 

with Placement Service – via matching matrix (Appendix 6)

Placement Service liaise with Social Care to appraise 

options and agree placement*

Placement Service confirm identified placement with the 

Provider  via written email confirmation

Placement end identified – 

written notice issued

Internal (NCC) availability 

explored

Suitable matched vacancy – 

internal placement made
No suitable internal vacancy
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*Selection of the placement from the offers made by providers will be based on the following 

criteria: 

 Match with young person’s needs 

 Social Worker’s view 

 Young person’s view 

 Value for money 

1.3. The process of matching young people to available placements will be transparent and will be 

undertaken in the best interests of the young person.  Providers must use their expertise and 

experience to identify suitable placements which can satisfy each young person’s stated 

individual needs, as reflected by the referral information and risk assessment provided. If the 

Provider does not feel that sufficient information has been made available to them, they must 

request this immediately to ensure no delay is incurred in the placing process.  

1.4. The Provider must respond to each request in writing (within 24 hours for a planned placement 

or one hour for an emergency placement) and when offering a placement, must provide the 

Contracting Authority with the completed Matching Matrix and Location Risk Assessment. 

1.5. The process will vary slightly dependent on the placement type: 

1.5.1. ‘Planned’ placements refer to any placement where timescales of the referral process 

allow for some form of preparation (e.g. introductory visit, discussion between the home 

and professionals around the young person). 

1.5.2. ‘Emergency’ placements refer to any placement required within the same day. Where this 

need occurs within normal working hours (Monday – Thursday: 08:30 – 17:00, Friday: 

08:30 – 16:30), the Placement Service will alert the Provider either verbally or by email. 

There may be instances whereby full referral information is not available immediately. In 

the absence of this, the Contracting Authority will supply as much information as they 

have available until the required referral information is shared. 

1.5.3. ‘Out of Hours’ placements occur when the need arises to place a young person outside of 

normal working hours (specified above), Nottingham City Council’s ‘Emergency Duty 

Team’ will contact the Provider to initiate the referral and placement process. This may be 

verbally or via email. The authorisation for such placement must be granted by 

Nottingham City Council’s relevant Service Manager. When an ‘Out of Hours’ placement 

is made, the Provider must inform the Placement Service of the details at the next 

available opportunity (e.g. by the next working business day). 

 

1.6. The Provider’s admission procedures must include: 

 Where timescales of the referral process allow, the young person should have at least one 
introductory visit to the accommodation. 

 Each young person being given a copy of a ‘welcome pack’ and any other relevant 
information the provider has to offer.  

 Arrangements for the allocated key worker to be present to welcome the young person 
and settle them when they move into the accommodation. 

 Helping the young person to become familiar with the accommodation, their own personal 
space within it, the communal areas and surrounding community during the introductory 
visits.  This should include introductions to all staff and other young people. 

 During the introductory visits and early stages of residence, Providers must monitor how 
well or not a young person adjusts to their new surroundings, including their relationship 
with other young people and staff. 


