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IRO STAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Resolution & Challenge from 

the drop down menu in forms then 

click Start 

Click Start Blank or Copy Forward 

previous form if information is still 

relevant 

IRO to complete information, select 

name of worker of who the form 

needs to go to to complete. Click 

Save and click Send to Worker 



 
 
 
 

RESPONSE STAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Task appears in the worker’s stage 

to complete response 

Worker completes stage with 

response then clicks Save and Send 

Response to IRO 



 
 
 
 

IRO DECISION STAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

IRO completes decision. 

If Resolution can be closed click Save 

and Finalise Form 

If Resolution cannot be closed select 

reason why: 

1. Further information 

required at current stage 

2. Escalation to next stage 

If further information is required at the 

current stage, click Save and Further 

information required at current stage 

to send back to the worker 



 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the RCP needs to be escalated complete 

information and click Finalise then restart 

the form and send to relevant worker on 

next stage 

If the RCP needs to escalate, the IRO finalises the current form and should start a 

new RCP form with the new stage it needs to escalate to. 

An alert will be received in the IRO’s worktray 5 days after the form has been started 

as a reminder 



 
 
 
 

STAGE 5 CONSIDERATION OF LEGAL ADVICE/ CAFCASS 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

If the IRO makes the decision that the RCP needs to be escalated 

to stage 5 in their decision, once they select this an alert will go 

to a group worktray (Legal Advice/Cafcass) which the Chief 

Executives PA will have access to to alert the Chief Executive of 

this decision. 

Chief Executive to pick up the alert and click Alert completed to 

remove the alert from work tray 

When escalating to Stage 5, IRO to 

send form to group worktray “Legal 

Advice/Cafcass” 



 
 
 
 

 

 

 

RCP is received in the Legal Advice/ 

Cafcass group worktray which can 

be accessed by staff that have 

access to the worktray (Chief 

Executive/PA’s) 

Chief Executive/ PA will add in 

comments and then send the 

response back to the IRO to 

complete the form 


