GUIDANCE ON CLOSING A COMMON ASSESSMENT
The process outlined below should be used for finalising and completing a Common Assessment.  When the CAF owner or Lead Professional reviews the CAF with the family or young person, they may feel that all the issues that have been raised in the CAF are dealt with and the CAF can be closed.  It is important that this is agreed by everyone involved with the child or young person.  Reasons for closing a CAF may be:
· The child or young person’s needs have been met

· The outcomes identified in the CAF are achieved

· The family no longer wish to engage with the process*
· The family have moved out of the area**
· The issues have been raised to a statutory level and specialist assessments are replacing CAF

The final summary should include information about the reasons for closing the CAF and any ongoing actions for the family or practitioners in mainstream services.  A final copy of the CAF needs to be given to the family, a copy kept with the CAF owner/Lead Professional, copies sent to the CAF team and the CAF Coordinator.  The Index is then updated (at the moment the IW team are doing this).

Copies of closed CAFs should be kept by the agency that owns the CAF.  It will be the responsibility of the CAF owner to retain a copy of the CAF for the appropriate length of time according to the policy of each individual service.
Services should follow their own policies around retention of records.

The CAF Coordinator receives copies of the CAF to update the Index, provide reporting and monitor quality.  These copies will be kept for approximately 6 months.  The Integrated Working Quality Group reviews a random sample of CAFs each quarter. Following this, the Integrated Working Team will contact CAF owners to check whether a CAF is still open, update the Index if necessary and destroy copies of closed CAFs.
*After reviewing the CAF, the family may choose to withdraw from the CAF process.  They may not agree with the practitioner undertaking the CAF about the level of need of their child, consider the needs of their child to be met, or that they can meet the need themselves within their own resources.  At this point the practitioner needs to decide whether their concern is that the child or young person is experiencing or is at risk of experiencing significant harm.  If so, then Local Safeguarding Children’s Board procedures should be followed.  
**If the family/young person is planning a move out of the area, then every possible effort should be made to agree a new CAF owner from an appropriate agency in the new area and a copy sent to that person.  If the move is sudden or unplanned, the process would be followed as if they no longer wish to continue with the process and the CAF would be closed.
Process for Closing a Common Assessment
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