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Introduction 

Viewpoint is an online software consultation tool, and South Lanarkshire Council has purchased a licence to use Viewpoint to engage with children and young people.

Viewpoint assists us to ascertain the views of children and young people through specific, age related and issue based questionnaires. In social work children and families, it has been decided to give priority initially to the use of Viewpoint in the following areas:
· For children and young people aged five years and over to help them present their views at child protection review case conferences 

· For children and young people aged five years and over who are looked after and accommodated to help them to prepare their reports for LAAC reviews

· For children and young people involved in transition planning 

· For young people involved in the pathways planning process.

Viewpoint should now be used as an integral part of the care planning for children and young people.

In addition to collecting information for individual care planning processes, Viewpoint also aggregates data to provide managers with an overview of children and young people’s views and experiences for use in operational and strategic planning.

Roles and responsibilities 

Social workers
1. In advance of the care planning meeting the social worker should give consideration to the appropriate tools to use to ensure that the child or young person’s views are established for the meeting. Viewpoint should be considered as the first option, but if the “Having my Say” form or another tool, such as Talking Mats are more appropriate for the needs of the child or young person, this should be selected.
2. The social worker should invite the child or young person to use Viewpoint (where this is selected) at least two weeks in advance of the meeting.

3. The social worker should establish with the child or young person the support they require to complete the Viewpoint questionnaire, and make arrangements for the support to be provided. The child or young person may choose a social worker, advocacy worker, foster carer, teacher or another person. The social worker should ensure that any staff who have not used Viewpoint before are informed about its purpose and are provided with the “Guidance about supporting a child or young person to use Viewpoint”.
4. The social worker should establish if the child or young person has access to an online computer and if this computer can be used privately by the child or young person to complete the questionnaire.

5. If the questionnaire is to be used offline, the social worker should book the designated laptop in the locality and confirm the arrangement with the person facilitating the child or young person to complete the questionnaire.
6. If the questionnaire is to be completed online, the social worker should obtain the log in details from admin for the child or young person to use and should advise the child or young person. Once the questionnaire is completed, admin staff will receive an email informing them.

7. If the questionnaire is to be completed offline, the social worker should have been provided by admin with the child or young person’s login details, and should ensure that the facilitator know these details so that the child or young person can access the questionnaire.

8. The social worker should ensure that the laptop is returned to admin immediately so that the completed questionnaire can be uploaded to the Viewpoint database.

9. The social worker should carefully read the child’s completed questionnaire in advance of the care planning meeting, and should address any immediate issues raised by the child or young person. This may include preferences expressed by the child about people who the child wishes or does not wish to attend the meeting, and this should be discussed with the chair of the meeting.

10. The child or young person should be provided with a copy of their completed questionnaire in advance of the meeting, and the questionnaire should be brought to the meeting as the child’s “Having my Say” form.

11. The child or young person should be encouraged to attend the meeting, and the social worker, together with the chair of the meeting, should make any arrangements required to facilitate the child or young person’s attendance and participation, such as advocacy support.

12. The completed questionnaire should be discussed appropriately within the meeting, and the child or young person’s views should be taken fully into account in decision making.

Chairs of LAAC reviews and Child Protection Review Care Conferences

1. The Chair should read the completed questionnaire in advance of the meeting, and should take responsibility for addressing any immediate issues raised, talking with social worker and the child or young person as required.

2. The chair should ensure that the questionnaire is referred to in the meeting, and that the child or young person is enabled to participate fully in the meeting.

3. If the child or young person has not completed the questionnaire, the chair should find out from the child or young person why this is, and should encourage the child or young person to complete it next time. This should be recorded in the minutes.

Admin staff

1. The nominated Viewpoint admin worker will, two weeks prior to the review, create a login number for the child or young person using the appropriate Viewpoint screens, select the appropriate age related questionnaire and enter the profile information required. Logins will be made up from the first three letters of the child’s first name and the first three letters of the child’s surname. Should there be a duplicate login the second one will have a 1 added, for example fiocam will become fiocam1.

2. For children and young people where a child protection review case conference is scheduled, the admin worker will follow this process two weeks prior to the review case conference.
3. The admin worker will email the child or young person’s login to the responsible case worker. The case worker will notify the facilitator or support person of this to ensure that the child or young person can access the appropriate questionnaire.

4. The admin worker will manage the use of the dedicated laptops.

5. If the questionnaire is to be completed offline, the admin worker will download the relevant questionnaire on to a dedicated laptop. They will also be responsible for uploading the completed questionnaire to the Viewpoint database once the laptop is returned to the facilitator.

6. When notified by the facilitator that a child or young person has completed a questionnaire, the admin worker will upload the questionnaire and will send the relevant report to the social worker and to the chair of the review.

Headquarters staff

1. The children and justice team is responsible for leading on the implementation of Viewpoint with children and justice teams in localities 

2. Viewpoint management reports will be a standing agenda item for management team meetings for the purposes of quality assurance and operational planning.

For more information about Viewpoint, you can log on to www.vptorg.co.uk or contact Debbie Kennedy, Senior Child Care Officer 01698 453923 or Elaine McEwan, Locality Team Leader Administration, 01698 453924.

22 January 2014

2

