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Bolton Information Sharing & Assessment
Common Assessment Framework (CAF) : Guide to completing assessments
	1
	You have a concern about a child/young person, need to share information, or need to access a targeted or specialist service for the child/young person.
Talk to your line manager and decide whether it is a child protection concern.  If it is, follow Local Safeguarding Board procedures.  Check the Bolton Child Index.  If the child already has a social worker, contact them to discuss your concerns.  Otherwise the first step is to ring Advice and Assessment: 

South East team: 01204 337729; West team: 01204 337959; North East team: 01204 337400  
If it is not a child protection concern , follow the steps below:


	2
	Check the Bolton Child Index
This will tell you who else is involved with a child or young person and whether or not a CAF has already been undertaken.  If you currently cannot do this directly or within your service/organisation, then ring the ISA team on 331392 or 334278 who will facilitate access for you.

If a CAF already exists, contact the person who originated the CAF or the Lead Professional.  The Index will inform you of their contact details.  Discuss the issues with them and agree whether an Action Meeting is needed or whether to update the CAF (this will be done at the next review).


	3
	Obtain consent from parents/carer/young person to undertake the assessment
Parents/carers and/or the young person need to agree to the CAF being done.  If consent is not gained then the CAF should not be undertaken.  You may need to explain the benefits of an assessment and that some services will only accept referrals on a CAF.
The only exception to this is when you are sharing information without consent – for example, to protect children from harm, or to prevent crime and disorder.  The DfES Information Sharing Guide gives advice about when information can be shared without consent, this is downloadable from: www.everychildmatters.gov.uk/informationsharing 


	4
	Undertake the assessment
Collect information with the parents/carers and/or young person.  You may choose to use an appropriate assessment tool to help identify the presenting issues, such as Signs of Well-being, or Early Support.  This can be done informally with the family, using your own paperwork, or assessment methods, but must be transferred onto the CAF form and signed by parents/carers/young person.  You can include information gathered from other practitioners involved with the child or young person, but agree this with the family.  If needed, an Action meeting can be called to gather all the information.  Families should still be kept at the centre of this process and should agree what is recorded on the CAF.  Identify strengths as well as needs, include useful factual information and professional observations but avoid putting in opinions.  If you are using the CAF to request an additional service from a targeted or specialist agency, include relevant information relating to the issues for which you are seeking specific support.  Recording information thoroughly will prevent families having to repeat personal information, although there may be some assessment areas where there is no relevant information to share.  


	5
	Agree Action Plan
When information is gathered and recorded, an action plan needs to be made to address any needs identified.  This could include actions to be undertaken by the family or your own service or request an additional or specialist service from another agency.  Try to be specific about what is required.  If you are not sure that another service can meet the need/issue you are trying to address, then you should contact them in advance of sending the CAF.


	6
	Set Review date

A review should be agreed in every case.  It may be possible to do this very informally, if all the issues identified have been addressed.  Reviews can be undertaken with the family and the person who originated the CAF or it may be necessary to call a Child/Young Person Action meeting with the family and everyone involved.   The CAF will be reviewed and updated, new actions identified and the need for a Lead Professional considered.  If at this point, it is agreed with the family, that all the issues identified on the CAF have been addressed satisfactorily, then the CAF should be closed.  This should be noted on the Action Plan and the CAF Co-ordinator will update the Index to indicate that the CAF is now closed.


	7
	Information Sharing and Storage Consent
It is essential that parents/carers/young people give their ‘informed’ consent for the information to be stored and shared.  This means that the person giving consent needs to understand why information needs to be shared, who will see their information and what will be done with that information.

In this section, list all the people with whom you intend to share the CAF - those that need the information in order to provide a service to the child or young person.  When the CAF is reviewed and updated, also consider if any agencies need to be added (or removed).  It should be made clear that the form will be stored electronically, and will be not shared with anyone not identified in the consent section.  The form is signed by the parent/carer/young person. 

A copy should be given to the family, a signed copy kept by the service/organisation undertaking the CAF, and copies sent to everyone identified in the consent section.  

In addition, a copy should be sent to the CAF Co-ordinator – contact details are on the form.   


	Remember!
	The ISA team can provide advice and support.  Contact us on 01204 331392 or 01204 334278.

Further information and a copy of the CAF form is available on our web-site www.boltoninformationsharingassessment.org.uk . Log in as a staff member using the username ISA STAFF and password ISA.  Materials and guidance can be found in the documents section.
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