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BOLTON FRAMEWORK FOR ACTION GUIDANCE

ACTION MEETING CHECKLIST
INTRODUCTION
This checklist has been developed to:-
· Develop workers confidence in convening Action Meetings

· Support effective and timely Action Meetings

· Support Section A3 – Action Meetings in Bolton Framework for Action

This checklist should be used in conjunction with the Action Meeting Guidance in Bolton Framework for Action, Section A3 page 14.
Arranging an Action Meeting
	CHECKLIST

	Setting up an Action Meeting

Have you:-
	Y/N
	Any Action

Required 

	· Checked Bolton Child Index/ContactPoint to identify who is currently involved with the child/family
	
	

	· Completed or updated an existing CAF with the family for each child who needs one
	
	

	· Discussed the meeting in detail with the parent/carers and where relevant the child/young person, making sure they know:-

· Why a meeting may be a good idea

· Who else will be there

· What is going to be discussed

· What the meeting will be like

· What they can do in preparation for the meeting i.e. think about what they see as strengths/needs/risks in their family, think about what they think needs to happen first, what support would help them & who could do this

· What help they may need to get there e.g. childcare, bus fare etc

· Have they any additional needs e.g. translation, literacy etc


	
	

	· Identified and agreed:-

· A suitable date & time for family members and other workers

· An appropriate venue

· Who will chair and minute the meeting


	
	


	Have you:-
	Y/N
	Any Action

Required 

	· Invited other workers and:- 

· Explained the reason and purpose of the meeting

· Confirmed this in writing

· Requested relevant information where a worker is unable to attend what if it isn’t forthcoming 

· Discussed with the chair or your line manager what will happen if the family does not attend – considering the following options:-  

· Re-convening the meeting

· Gathering information where consent has been given and record on the child’s record 

· Reviewing the child’s level of need, where information may indicate the child is at risk of, or suffering significant harm an immediate referral should be made to Children’s Social Care

· Continue with the Action Meeting and agree a draft action plan

· Identify who will feedback to the family and involve them in developing the plan


	
	


	During the meeting



	At the meeting ensure you:-


	Y/N
	Any Action

Required 

	· Take copies of the current CAF(s) to the meeting


	
	

	· Identify and record on the CAF(s):- 

· Any new information

· Any additional needs, worries and strengths 

· Measurable outcomes (how will everyone know things are better for the child and their parent/carers), e.g. increase attendance at school, stop incidents of domestic abuse, increased involvement in social and community activities – Avoid broad phrases like – to be safe, to be healthy, support to

· Consent to share information & clarify who this may include

· Agree measurable, achievable actions (what does everyone need to do and how will it be done) e.g. parent to get child dressed and take them to school,  family support worker to give advice about bedtime routines, alarm clock to be provided – Avoid phrases like – ongoing support, refer to…
	
	


	Have you:-
	Y/N
	Any Action

Required 

	· Discussed the need for a lead professional and appoint the most appropriate worker who is working with the family to co-ordinate the Action Plan
	
	

	· Where additional services are required, the lead professional should:

· Contact the service and agree whether it can help

· Be clear about what they want from the service 

· Agree how and when the support may be offered

	
	

	· Set a review date – this should be held approximately 6-8 weeks following the initial meeting if this doesn’t happen should this be recorded on CAF with summary of explanation and new date.
	
	


	3.       Following the meeting

	After the meeting ensure:-
	Y/N
	Any Action

Required 

	· All workers update and include their involvement on Bolton Child Index/ContactPoint.


	
	

	· Lead Professional (where agreed) or the agency which convened the meeting will update the CAF (including version number and lead professional details) and make sure it is agreed and signed by the family.


	
	

	· Circulate the updated CAF to all those invited to the meeting often documents only sent to those who attended invited or sent apologies. 


	
	

	· Circulate CAF to any additional services as needed


	
	

	· Send a copy of the CAF to the CAF Coordinator.  This can be done either electronically – make sure it is password protected, or by post to: Karen Presto, Integrated Working Team, 1st floor Paderborn House, Civic Centre, Bolton.  BL1 1JW.  Remember to mark the envelope “private and confidential”.
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