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LCS Help Guide: The Family Group Conference (FGC) 
Workflow 
 

Version ICS version Date updated Owner 
V1 V10 10/7/15 MF 
V2 V10 06/10/15 MF 
V3 V10 16/11/15 MF 
V4 V10 18/12/15 MF 

 

Summary 

A Family Group Conference offers family members and others close to the family 
a chance to get together to find out what is happening in their family and to 
discuss how to sort out any problems. During a Family Group Conference the 
family make their plans without the social worker or other workers being there. 
 
An independent co-ordinator helps to organise the meeting. ‘Independent’ 
simply means that they do not play any part in the decisions made about 
children by Islington Children’s Services. 
 
Traditionally recording has been carried out outside of LCS but a request was 
made by the team responsible for managing Family Group Conferences for more 
of this work to be recorded within the system against the records of the children 
involved. 
 
A simple pathway has been developed in LCS which includes two dedicated 
forms (a referral form and a decisions form) and a meeting element. 
 

FGC Referral Process Diagram 
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1.) Generating an FGC Referral 

 

1.1 The referral form is accessed by clicking the ‘Family Group Conference 
Referral’ link on the child’s record in LCS. This may be activated by a 
social worker from any team.  
 

 
 
1.2 The worker should click ‘OK’ when prompted. 
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1.3 Then the worker should select who they wish the FGC task to be assigned 

to and click the ‘Assign’ button. (Typically this will be themselves) 
 

 
 
 
1.4 The worker should then click the ‘Start FGC Referral’ button 
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1.5 Once completed the worker should ‘Finalise’ the form in the normal way 

 

 
 
1.6 The referral form then passes directly to Nicky Pallis for authorisation.  
 

 
 
What Happens Next: 
 
Once she has received the form Nicky Pallis will meet with you or speak on the 
phone if any further information is needed.  
 
After this the FGC referral is allocated to a co-ordinator who will contact you to 
arrange a meeting. As is currently the case, the co-ordinator will assist you to 
write the Information for the Family.  
 
The (Word) template for this form is available on izzi (click here) or can be 
obtained from the FGC Service directly. 
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It is your responsibility to obtain written consent from the parent(s) / carer(s) 
that this information can be shared with the wider family, and then upload the 
signed Information for the Family on to LCS (in Documents (described below)).  
 
Similarly, after the Family Group Conference the co-ordinator will type up and 
email the family’s plan to you. You will need to upload this on to LCS (in 
Documents (described below)) and write a case note to say that the FGC took 
place.  
 
 

2.) Uploading Documents Relating to the Family Group Conference 

 
Both of the Document types for ‘Family Group Conference’ come under the 
category ‘k) Other’.  
 
2.1 Once you have selected the appropriate document type you should 
click the ‘Update notifications’ link, as shown below: 
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2.2  Select ‘Nicky Pallis’ when prompted to select a worker to notify: 
 

 
 
2.3 Nicky Pallis will now be notified that the document has been 
uploaded: 
 

 
 
IMPORTANT NOTE: In the case of the ‘Family Group Conference - 
Information for the Family’ Document, the co-ordinator can only get 
started on organising the FGC once Nicky has been made aware that 
the document has been uploaded. 
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3.) Progression of the Referral by the FGC Team 

3.1 The finalised referral shows as a task in Nicky Pallis’s (the TM’s) tray  
 

 
 

3.2 Once the task has been clicked the TM will be presented with the following 
screen: 

 

 
 
3.3 The TM will be able to access the ‘For Office Use Only’ section of the form 
and add these details before clicking the ‘Finalise Assessment’ button. 
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ALTERNATIVELY the TM may wish to reassign this referral to the ‘FGC Pending 
Allocation’ tray if the allocation details are not confirmed: 
In order to this they should take the following steps: 
 

(i) Save the referral form by clicking on the ‘Save’ button 
 

 
 

(ii) Click the ‘Close’ button 
 

 
 
     (iii) From the ‘Family Group Conference Screen’ click ‘Task Details’ tab 
 

 
 

(iv) Click the ‘click here to reassign this task…’ link 
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(v) Select ‘Other’ and click the ‘Click here to select a user’ link 
 

 
 
(vi) Enter ‘%fgc%’ into the ‘Description’ box 
 

 
 
(vii) Select the group tray ‘FGC Pending Allocation’  
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(viii) Click the ‘Confirm’ button 
 

 
 
(ix) Click the ‘Reassign Task’ button 
 

 
 
(x) The task will appear in the ‘FGC Pending Allocation’ tray awaiting pickup 
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4.)  Generating a Family Group Conference 

 

Once the FGC Team Mgr. has authorised the referral the screen below will 
appear: 
 

 
 
This will show in the FGC TM’s tray as a task titled ‘Family Group Conference 
Referral – Outcomes’: 
 

 
 
It is currently envisioned that the FGC Team Mgr. will not progress beyond this 
point UNTIL the Social Worker has uploaded the ‘Family Group Conference – 
Information for the Family’ document against the child records.  
 
However, once this has been received the following steps should be taken to 
begin the Family Group Conference Episode. 
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4.1 Click the ‘Start’ button against ‘Family Group Conference Episode’ under 
Outcomes: 
 

 
 
4.2 Record a ‘Reason for Decision’ (if desired) and click the ‘Confirm’ button: 
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4.2 You will see the screen below. Click the blue link, circled:  
 

 
4.3 Then click the ‘Decisions’ tab, ‘Today’s date’ (or enter an alternate date) 
and then click the ‘Start’ button: 
 

 
 
4.4 Click the ‘Confirm’ button: 
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4.5 Click the ‘Family Group Conference’ box and you will be able to record the 
meeting details in the normal way: 
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4.6 Once you have entered Meeting Details and Meeting Attendees (and 
confirmed attendance) you will be able to access the ‘Meeting Outcomes’ form 
by clicking on the blue link – circled below: 
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5.) Accessing the Family Group Conference Workflow and Forms 

 
(i) Once an FGC workflow has been started the ‘Family Group Conference 
Referral’ link will be crossed out until the FGC workflow has ended.  
 

 
 
 
(ii) While there are active tasks related to the case, these will be available 
to view via the ‘Involvements’ tab or via the ‘Episodes’ tab (see (iii)). 
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(iii) But once an FGC workflow has been closed then the workflow and the 
documents relating to it will only be visible by clicking on the ‘Episodes’ tab: 
 

 
 
 
 
 

________________________________________ 


