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Overview and introduction

Bolton’s Child Index (and in 2008, ContactPoint) are key elements of the Every Child Matters: Change for Children programme to transform children's services by supporting more effective prevention and early intervention.
Bolton’s Child Index holds a record for every child and young person resident in Bolton up until the age of 18. The records contain only basic demographic details for the child or young person (name, address, gender, date of birth), and any people or bodies who provide services to them. 
Bolton’s Child Index also indicates whether an assessment using the Common Assessment Framework (CAF) has been undertaken for a child or young person. Where a CAF has been undertaken, it provides contact details for the practitioner who holds that assessment information. The Child Index does not store any part of this assessment. 

This document aims to give clarification for services on when to use the Child Index by documenting when to look up information on a child/young person and when the service would be classed as “involved”. This document also lists the responsibilities of the service and also of the Child Index Administration Team in relation to the Child Index.
In 2008 it is expected that the national Child Index, known as ContactPoint, will be available, and there will be a need to offer some additional training and support in order to begin using the new system. However, this document should still be relevant, and it is anticipated that services will use ContactPoint in the same way they are using Bolton’s local Child Index.
This document has been written by the Integrated Working Processes team, and any questions should be directed to:
Paul Remic

Information Co-ordinator

Integrated Working Processes

1st Floor Paderborn House,

Civic Centre,

Bolton,

BL1 1JW.

Phone: 01204 334278

Mobile: 07747 764582

Email: paul.remic@bolton.gov.uk 

Additional information can be found on the Bolton’s support website – 

http://www.boltonsafeguardingchildren.org.uk/page/Integrated_Working_Processes.aspx 
and also on the DfES Every Child Matters Website, http://www.everychildmatters.gov.uk/deliveringservices/contactpoint/ 
	360° substance misuse service for under 19’s

	Brief Description of Service
	Provides services for young people and families in relation to chaotic substance misuse.



	

	Age Range of Client Group
	Young people under 19, families of young people under 19.



	

	Using the Child Index

	1. 360 will conduct a search of the Index when a referral is made in order to gather information on any relevant children and young people.

2. Using this information, 360 will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information. This may include requesting information which exists on a CAF form.

3. 360 will add a generic sensitive services involvement onto the Child Index for the relevant children/young people after;

a. the referral has been accepted

b. the young person has given informed and explicit consent (see appendices for definitions)
c. the young person is under the age of 18
4. 360 will close their involvement on the Child Index once the child / young person is no longer receiving a service or support from 360.

	

	Shielded and Sensitive Information

	1. As 360 offer services in relation to substance misuse, this falls into the category of sensitive services (see description in appendix i).
2. 360 are required to add a “generic” involvement on the Index so that other users are not directly advised of their involvement. 

3. The exact format of this “generic” involvement was covered in training and is described in the Child Index 2 page guide.

4. If 360 initiate a CAF form then this will also be registered as a sensitive service on the Child Index.

5. Should a Subject Access Request be made to the Index team or Bolton Children’s Services department then the Child Index will be consulted. Should 360 be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. 360 will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Advice & Assessment (Children’s Services)

	Brief Description of Service


	The Advice and assessment service in Bolton (Social Services) is the first contact social care agency for children and their families. There are 3 teams and the social workers run a duty service between 8.45am and 5pm at each location.
A duty officer takes referrals regarding children in need and children in need of protection and can give general child care advice and signpost on to other agencies.

	

	Age Range of Client Group
	All children

	

	Using the Child Index

	1. Advice & Assessment are not required to add their involvement onto all young people’s records within the Child Index. Advice & Assessment only add their involvement when additional or more targeted services are given, more specifically when a case moves beyond the 1 day assessment.

2. Advice & Assessment will add their involvement onto the Child Index for the relevant children/young people but are only required to add their involvement to young people who are under 18, unless:

a) A CAF exists and they are part of the CAF team

b) The young person has learning difficulties and requires support until the age of 25

3. Advice & Assessment will conduct a search of the Index if a referral is made or when they initially make contact with a young person in order to gather information on the child/young person.
4. Using this information, Advice & Assessment will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
5. Advice & Assessment will close their involvement on the Child Index for the relevant children/young people once they no longer offer support.
6. Additional measures will need to be adopted to cover unborn children as the Child Index does not currently hold a record for unborn children. This is yet to be determined.

	

	Shielded and Sensitive Information

	1. Advice & Assessment are not considered a sensitive service and so no service information will require shielding. However, dependent upon circumstances there may be a need to shield address information (in the case of domestic violence for example) and in these instances, the Index Administration team should be notified immediately.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Advice & Assessment be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Advice & Assessment will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Alternative Education for Pupils with Medical Needs

	Brief Description of Service


	The Alternative Education for Pupils with Medical Needs service comprises of Hospital/Home teaching service (which teaches children who cannot attend school due to illness/injury), Young mums and Park school

	

	Age Range of Client Group


	1. Hospital/Home teaching service from ages 5 – 16
2. Young mums is only for Years 10 & 11
3. Park school is for secondary age pupils but in exceptional cases will take KS2 pupils

	

	Using the Child Index

	1. Alternative Education for Pupils with Medical Needs will conduct a search of the Index when a referral is made in order to gather information.
2. Using this information, Alternative Education for Pupils with Medical Needs will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Hospital / home teaching service will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed. 

4. Young Mums  will add a generic sensitive services involvement onto the Child Index for the relevant children/young people after;

a. the referral has been accepted

b. the young person has given informed and explicit consent (see appendices for definitions)

5. Park School are not required to add their involvement onto all children’s records within the Child Index. Park School need only add their involvement when additional or more targeted services are given.

6. All services within Alternative Education for Pupils with Medical Needs will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Hospital/home teaching service and Park School are not considered a sensitive service and so no practitioner information will require shielding.

2. The Young Mums service within  Alternative Education for Pupils with Medical Needs are considered a sensitive service under the heading of sexual health (see description in appendix i), and so any involvements are required to be logged as a “generic” involvement on the Index so that other users are not directly advised of their service. 

3. The exact format of this “generic” involvement was covered in training and is described in the Child Index 2 page guide for sensitive services.

4. If Young Mums initiate a CAF form then this will also be registered as a sensitive service on the Child Index.
5. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should any practitioner working within the Alternative Education for Pupils with Medical Needs service be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. All teams will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Behaviour Support

	Brief Description of Service


	Provides support, consultation and training to schools, parents/carers and young people in the area of BESD

	

	Age Range of Client Group


	Children aged 5-16 years.

	

	Using the Child Index

	1. Behaviour Support will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
2. Using this information, Behaviour Support will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information. This may include requesting information which exists on a CAF form.
3. For children of a primary school age, Behaviour Support will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. Behaviour Support will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child/young person is referred to another service (e.g. CAMHS).

5. A process has yet to be agreed for children of a Secondary school age.

	

	Shielded and Sensitive Information

	1. Behaviour Support are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Behaviour Support be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Behaviour Support will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Benjamin Court (Community Housing)

	Brief Description of Service


	Community housing provider for families presenting as homeless or requiring emergency housing provision.

	

	Age Range of Client Group


	 All families

	

	Using the Child Index

	1. Benjamin Court accommodation officers will conduct a search of the Index when a referral is made in order to gather information on the children / young people.
2. Using this information, accommodation officers will then contact the identified practitioners involved with the children / young people in order to obtain and share relevant information. This may include requesting information which exists on a CAF form.
3. Benjamin Court will provide the Child Index administration team with details of any children and young people who have moved into the flats at Benjamin court, or the related dispersed properties.
4. The Child Index administration team will update the addresses of the children and young people once advised, and will also add an involvement for the accommodation officer.

5. The Child Index administration team will close the involvement on the Child Index for the relevant children/young people once they are advised by Benjamin Court that the family have moved from the flats or from the dispersed properties.

	

	Shielded and Sensitive Information

	1. Benjamin Court accommodation officers are not considered a sensitive service and so no practitioner information will require shielding.
2. The addresses of the flats at Benjamin Court do not require shielding, but the 14 dispersed properties could potentially house victims of domestic violence and so addresses of the dispersed properties remain shielded. 

3. The shielding will be completed by the Child Index administration team when informed of any address changes.
4. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Benjamin Court be involved with a particular child or young person then they will be consulted prior to disclosing any information.
5. As Benjamin Court (dispersed properties) are shielded, they will be subject to regular Shielded Data Reviews, and therefore a representative is required to attend these meetings.

	

	Key Communication Responsibilities

	1. Benjamin Court will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Bolton Mediation

	Brief Description of Service


	Mediation is used to resolve conflict in different settings.  We work:

· In the community with neighbours in dispute

· Young people and the people they offend against

· Young People in schools

· With individuals and teams at work

· With whole communities to reduce anti-social behaviour involving young people

Some of these projects do not work with young people exclusively therefore CAFs may not be required.  However, CAFs should be completed for the Schools Project and Time 2 Talk project (young people and parents/carers).

	

	Age Range of Client Group


	Different projects have different age ranges 

Victim/Offender – 10 to 17 years old 

Schools project – at least one party involved in the dispute must be in Year 7, 8 or 9 at school 

Time 2 Talk Project – 14 to 18 years old

Safer Communities Project – any young person up to 25 years old.    

	

	Using the Child Index

	1. Bolton Mediation will conduct a search of the Child Index when a referral is made in order to gather information on the child/young person.
2. Using this information, Bolton Mediation may then contact the identified practitioners involved with the child/young person in order to obtain background information.
3. Bolton Mediation will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted for the following projects:

a. Schools project
b. Time 2 Talk project

4. Bolton Mediation will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or support.

	

	Shielded and Sensitive Information

	1. Bolton Mediation are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Bolton Mediation be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Mediation will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Bolton Women’s Aid

	Brief Description of Service


	We provide a range of services i.e. one-to-one information, advice and ongoing support (face-to-face) or by telephone, resettlement support to women who are suffering domestic violence. Temporary emergency accommodation. Free counselling service. Information, advice and support. Training: Victim to Survivor, Assertiveness and various, Safer Relationships, personal safety, Personal Development Groupwork i.e. self esteem, assertiveness course, confidence building etc., Freedom Programme.

	

	Age Range of Client Group


	Accommodation: Women with or without children 17+ (male children up to 15yrs ) Children & Young People 0 to 16yrs. Young Women At Risk Project 13 - 19yrs

	

	Using the Child Index

	1. Bolton Women’s Aid will conduct a search of the Index when a referral is made, or when first discussing issues with the family in order to gather information.
2. Using this information, Bolton Women’s Aid can then contact the identified practitioners involved with the child/young person in order to obtain background information, (although this is not always relevant).
3. Bolton Women’s Aid will provide the Child Index administration team with details of any children and young people who have moved into the refuge.
4. The Child Index administration team will update the addresses of the children once advised, and will add an involvement for the Women’s Aid support worker.

5. When a family is housed within a refuge, this should be recorded as a sensitive address. Bolton Women’s Aid will contact the Index Administration team as soon as is possible in order to add the shielded information.

6. The Child Index administration team will close the involvement on the Child Index for the relevant children/young people once Bolton Women’s Aid no longer offer support and the Child Index Administration team are notified. Bolton Women’s Aid will also advise the Index Administration team of a forwarding address and whether this still requires shielding.

	

	Shielded and Sensitive Information

	1. Bolton Women’s Aid are not considered a sensitive service. However, in order to protect children and families, Bolton Women’s Aid are required to add generic contact information, for example a central helpline or email address.

2. The Bolton Women’s Aid address requires shielding where a family is residing within the centre. The shielding will be completed by the Index administration team when informed of any address changes.
3. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Bolton Women’s Aid be involved with a particular child or young person then they will be consulted prior to disclosing any information.
4. As the Bolton Women’s Aid address (and possibly other addresses if the families are re-housed) is shielded, these will be subject to regular Shielded Data Reviews, and therefore a representative is required to attend these meetings.

	

	Key Communication Responsibilities

	1. 360 will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Children and Families Social Work

	Brief Description of Service


	To provide ongoing long term statutory and non statutory services to all children and young people in need. To provide appropriate services in supporting children and their families in keeping them together safely, wherever possible. If not possible to make alternative permanency decisions without delay that offer children and young people the stability and security to meet their physical, emotional and developmental needs.


	

	Age Range of Client Group


	All age ranges

	

	Using the Child Index

	1. The Children and Families team will conduct a search of the Index in order to gather information on the child/young person when a request is made for their service.
2. Using this information, the Children and Families team will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. The Children and Families team will add their involvement onto the Child Index for all of the relevant children/young people once they begin working with the child/young person.
4. The Children and Families team will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child moves out of Bolton.

	

	Shielded and Sensitive Information

	1. The Children and Families team are not considered a sensitive service and so no practitioner information will require shielding.

2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should a social worker from the  Children and Families team be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Children and Families team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Children’s Centres: Family Workers

	Brief Description of Service


	The Early Start family workers will provide a preventative, family support service for the families living within the Children's Centre reach areas and work towards achieving the 5 outcomes outlined in Every Child Matters.

The family workers will provide universal family activities and focus on work with children at level 1-2 as determined by Bolton's Framework For Action, utilising a number of different methods to effect this:- outreach, centre based group based and drop-in, working in a flexible way to meet the families needs.

	

	Age Range of Client Group


	0 – 5 years

	

	Using the Child Index

	1. Family Workers will conduct a search of the Index when a referral is made in order to gather information on the child/young person and other relevant family members.
2. Using this information, Family Workers will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information. This may include requesting information which exists on a CAF form.

3. Family Workers will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. Family Workers will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.
5. Family Workers will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)

	

	Shielded and Sensitive Information

	1. Family Workers are not considered a sensitive service and so no practitioner information will require shielding.

2. There may be occasions when there is a need to shield the address of a family (for example where support is being offered to a family fleeing domestic violence) and so Family Workers should inform the Index Administration team as soon as this requirement is identified.
3. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Family Workers be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Family Workers will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Children’s Services: Family Support

	Brief Description of Service


	Family support provides advice and guidance to families at level 2/3 on the child concern model. Priority is given to families where there are child protection concerns, risk of family breakdown and Looked After Children when court assessments or rehabilitation is requested.

The service provides centre based assessments and or outreach work the aim of the work is to improve family dynamics and reduce risk also specialist group work when appropriate.

	

	Age Range of Client Group


	Children and Young people 0-18 years

	

	Using the Child Index

	1. Family Support (Children’s Services) will conduct a search of the Index when a referral is made in order to gather information on the child/young person and other relevant family members.
2. Using this information, Family Support (Children’s Services) will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Family Support (Children’s Services) will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. Family Support (Children’s Services) will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Family Support (Children’s Services) are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Family Support (Children’s Services) be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Family Support team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Children with Disabilities Service (Social Care)

	Brief Description of Service


	We provide specialist support to children with disabilities and their families. We assess and review the needs of these children and their families and work with other providers to arrange the right packages of care.

	

	Age Range of Client Group


	All age ranges

	

	Using the Child Index

	1. The Children with Disabilities Service (CwD) will conduct a search of the Index in order to gather information on the child/young person when a request is made for their service.
2. Using this information, CwD will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. CwD will add their involvement onto the Child Index for all of the relevant children/young people once they begin working with the child/young person.
4. CwD will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child moves out of Bolton.

	

	Shielded and Sensitive Information

	1. The Children with Disabilities Service are not considered a sensitive service and so no practitioner information will require shielding.

2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should the Children with Disabilities Service be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Children with Disabilities Service will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Connexions

	Brief Description of Service


	Connexions offers information, advice and guidance to young people.  The service aims to integrate support services by allocating a Personal Advisor to each young person, who helps the young person to develop self-awareness and make informed decisions about their future.  Connexions work in partnership to identify those young people requiring extra help to overcome personal difficulties or barriers to learning.  It seeks to provide the co-ordination of appropriate resources and services to enable all young people to participate in worthwhile learning and training opportunities.

	

	Age Range of Client Group


	Young People aged 13 – 19 years (up to 25 for those with additional needs)

	

	Using the Child Index

	1. Connexions are not required to add their involvement onto all young people’s records within the Child Index. Connexions only add their involvement when additional or more targeted services are given.

2. Connexions will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed with the young person. Connexions are only required to add their involvement to young people who are under 18, unless:

a) A CAF exists and they are part of the CAF team

b) The young person has learning difficulties and requires support until the age of 25

3. Connexions will conduct a search of the Index if a referral is made or when they initially make contact with a young person in order to gather information on the child/young person.
4. Using this information, Connexions will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
5. Connexions will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Connexions are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Connexions be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Connexions will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Education Social Work

	Brief Description of Service


	The primary role of the Service is to provide advice, information and support to schools, children and families in raising levels of attendance.



	

	Age Range of Client Group


	 All children of school age

	

	Using the Child Index

	1. Education Social Work will conduct a search of the Index in order to gather information on the child/young person when a request is made for their service.
2. Using this information, Education Social Work will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Education Social Work will add their involvement onto the Child Index for the relevant children/young people once they begin working with the child/young person.
4. Education Social Work will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Education Social Work are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Education Social Work be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Education Social Work will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Emergency Duty Team (Social Care)

	Brief Description of Service


	An out-of-hours service, we help people only when there is an emergency situation. This means that we will help people in an unexpected and sudden crisis if the problem needs to be solved without delay, for example anybody who suspects a child is at immediate risk of being harmed or neglected; anybody who has serious immediate concerns about the mental health of another person that may put the ill person or another person at risk. Domestic violence incidents where children are involved; Children or young people looking for urgent and immediate advice; Young people aged 16 or over who are homeless
(This is not a complete list). 

	

	Age Range of Client Group


	 All children

	

	Using the Child Index

	1. The Emergency Duty Team are able to conduct a search of the Index in order to share relevant information on the child/young person when they are contacted out of hours.
2. The Emergency Duty Team are not required to add their involvement onto the Child Index.

	

	Shielded and Sensitive Information

	1. As the Emergency Duty Team cover child protection issues outside of normal working hours they have access to all information within the Index including sensitive services and sensitive addresses

	

	Key Communication Responsibilities

	1. The Emergency Duty Team will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Farnworth Inclusion Team (YIP)

	Brief Description of Service


	The YIP (Youth Inclusion Project), based within Farnworth Inclusion Team, is differentiated from generic youth work through its targeting of a core group of 13 to 17 year-olds who are engaged in crime or identified as being most at risk of offending, truancy, anti- social behaviour or social exclusion.

The young people are identified through a multi-agency nomination process, drawing on input from the YOT, police, social services, housing, community safety unit, Connexions, education social workers, local education authorities or schools, other local agencies and the community. All interventions within the YIP are risk led (based on an individuals risk rating) and can be delivered via group-work or individually. Young people, once accepted onto the caseload, are allocated a key worker and are offered support for at least a 6 month period and longer if appropriate. 

	

	Age Range of Client Group


	 13 - 16

	

	Using the Child Index

	1. Farnworth Inclusion Team will conduct a search of the Index when a referral is accepted in order to gather information on the child/young person.
2. Using this information, Farnworth Inclusion Team may then contact the identified practitioners involved with the child/young person in order to obtain background information.
3. Farnworth Inclusion Team will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. Farnworth Inclusion Team will close their involvement on the Child Index for the relevant children/young people once they no longer offer support to a child/young person.

	

	Shielded and Sensitive Information

	1. Farnworth Inclusion Team are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Farnworth Inclusion Team be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Farnworth Inclusion Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Farnworth Inclusion Team (YW4H)

	Brief Description of Service


	The Youth Work 4 Health project is based within Farnworth Inclusion Team, targets a core group of 13 to 16 year-olds who are at risk of involvement in substance misuse or teenage pregnancy.

The young people are identified through a multi-agency nomination process, drawing on input from the school nurses, YOT, police, social services, housing, Connexions, education social workers, local education authorities or schools, other local agencies and the community. Young people, once accepted onto the caseload, are allocated a key worker and are offered support for at least a 4 month period. Support will involve the assessment of health related knowledge, understanding and behaviour, assessment of associated risk factors, and the development of a specific action plan which will involve engaging young people with other services and in group and individual issue based work , education and diversionary activities.

	

	Age Range of Client Group
	 13 - 16

	

	Using the Child Index

	1. Farnworth Inclusion Team will conduct a search of the Index when a submission is made to the panel in order to gather information on the child/young person.
2. Using this information, Farnworth Inclusion Team may then contact the identified practitioners involved with the child/young person in order to obtain background information.
3. Farnworth Inclusion Team will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. Farnworth Inclusion Team will close their involvement on the Child Index for the relevant children/young people once they no longer offer support to a child/young person.

	

	Shielded and Sensitive Information

	1. Farnworth Inclusion Team are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Farnworth Inclusion Team be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Farnworth Inclusion Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	The Gap (Connexions)

	Brief Description of Service
	The Gap (Connexions) offers a one to one counselling service, a process which addresses the young person's emotional well-being. It enables them to gain a better understanding of themselves and situations. As well as developing strategies to manage change, it gives the young person an opportunity to be listened to and explore a variety of coping strategies and interventions within their everyday lives.

Projects are ongoing such as PACT (Positive Action Control Techniques) that recognises the underpinning cause and effect of anger, and BEAM (Building Esteem Accessing Motivation) developed to meet the needs of young people with low self esteem.

	

	Age Range of Client Group
	Age range13-19yrs, up to 25 years for young people with a disability

	

	Using the Child Index

	1. The Gap will conduct a search of the Index when a referral is made in order to gather information on the relevant children / young people.

2. Using this information, The Gap may then contact the practitioners involved with the child/young person in order to obtain and share relevant information. This may include requesting information on a CAF form.

3. The Gap will add a generic sensitive services involvement onto the Child Index for the relevant children/young people after;

a. the referral has been accepted

b. the young person has given informed and explicit consent (see appendices for definitions)

c. the young person is under the age of 18
4. The Gap will close their involvement on the Child Index for the relevant children/young people once they leave the service.

	

	Shielded and Sensitive Information

	1. As The Gap offer services in relation to aspects of sexual health, mental health and possibly substance misuse, this falls into the category of sensitive services (see description in appendix i).

2. The Gap are required to add a “generic” involvement on the Index so that other users are not directly advised of their involvement. 

3. The exact format of this “generic” involvement was covered in training and is described in the Child Index 2 page guide for sensitive services.

4. If The Gap initiates a CAF form then this will also be registered as a sensitive service on the Child Index.

5. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should The Gap be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The GAP will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Housing, Anti Social Behaviour Team (Bolton at Home)

	Brief Description of Service


	Bolton at Home has a responsibility to investigate reported complaints of Anti social behaviour for:
· Local Authority tenants

· Right to buy residents/tenants (due to covenants)

	

	Age Range of Client Group


	 All residents relevant to Bolton at Home

	

	Using the Child Index

	1. The ASB Team will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
2. Using this information, The ASB Team will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. The ASB Team will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. The ASB Team will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. The ASB Team are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should The ASB Team be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The ASB Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Leaving Care Team (Children’s Services)

	Brief Description of Service


	To provide statutory services to Looked After Children, including those who have left local authority accommodation, ensuring their participation in the review process of Care and Pathway Plans.



	

	Age Range of Client Group


	

	

	Using the Child Index

	1. Leaving Care Team are not required to add their involvement onto all young people’s records within the Child Index. Leaving Care Team only add their involvement when additional or more targeted services are given.

2. Leaving Care Team will add their involvement onto the Child Index for the relevant children/young people when they are involved for a period of more than 7 days. 
3. Leaving Care Team are only required to add their involvement to young people who are under 18, unless:

a. A CAF exists and they are part of the CAF team
b. The young person has learning difficulties and requires support until the age of 25

4. Leaving Care Team will conduct a search of the Index if a referral is made or when they initially make contact with a young person in order to gather information on the child/young person.
5. Using this information, Leaving Care Team will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
6. Leaving Care Team will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Leaving Care Team are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Leaving Care Team be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Leaving Care Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Neighbourhood Housing Offices (Bolton at Home)

	Brief Description of Service


	Bolton at Home is responsible for the management of approximately 18,500 Council owned properties and the neighbourhoods in which they are located. 


	

	Age Range of Client Group


	  All residents relevant to Bolton at Home

	

	Using the Child Index

	1. Neighbourhood Housing officers will conduct a search of the Index when they have a worry or a concern about a child or young person in order to gather information on the child/young person.
2. Using this information, Neighbourhood Housing officers will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Neighbourhood Housing officers will add their involvement onto the Child Index for the relevant children/young people when they wish to indicate they have information to share with others, or wish to ensure they will be invited to a Child Action Meeting.

4. Neighbourhood Housing officers will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Bolton At Home are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should a  Neighbourhood Housing officer be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Neighbourhood Housing Offices will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Paediatric Occupational Therapy

	Brief Description of Service


	The Occupational Therapy Service will assess any child with a physical disability that affects their ability to function in all aspects of daily living, in the home and educational setting.
The Occupational Therapy team works with children to enable them to: -
· Access the national curriculum through the provision of therapy programmes, assistive devices, and specialist equipment.

· Facilitate independence in the areas of dressing, feeding and toileting (not toilet training)

· Achieve developmental milestones particularly relating to gross motor skills, fine motor skills, hand function and perceptual skills. 

	

	Age Range of Client Group
	All children 0-16 years of age

	

	Using the Child Index

	1. Paediatric Occupational Therapy will conduct a search of the Index in order to gather information on the child/young person, particularly if they have a worry or concern.
2. Using this information, Paediatric Occupational Therapy will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.

3. Paediatric Occupational Therapy are not required to add their involvement onto all young peoples’ records within the Child Index. They only add their involvement when the child has complex needs, and following initial assessment they are seen on an ongoing regular basis.

4. Paediatric Occupational Therapy will close their involvement on the Child Index for the relevant children/young people once they no longer offer support.

	

	Shielded and Sensitive Information

	1. Paediatric Occupational Therapy are not considered a sensitive service and so no service information will require shielding. However, dependent upon circumstances there may be a need to shield address information (in the case of domestic violence for example) and in these instances, the Index Administration team should be notified immediately.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Paediatric Occupational Therapy be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Paediatric Occupational Therapy will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the  Paediatric Occupational Therapy team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Play Service: Referrals for Children with Disabilities

	Brief Description of Service


	The Play Service can offer support work within play sessions for children with disabilities. This can offer children the opportunity to access play activities with additional adult support, either on a 1-1 or 1 -5  ratio basis.  This service also provides respite for parents/carers during school holiday periods.  By attending, children can have further opportunities to opportunity to learn and achieve outside of school within a safe, caring and quality environment.



	

	Age Range of Client Group


	4-13 years

	

	Using the Child Index

	1. Play Service (CwD) will conduct a search of the Index when a referral is made or when they initially make contact with a young person in order to gather information on the child/young person.
2. Using this information, Play Service (CwD) will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Play Service (CwD) will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed with the young person. 

4. Play Service (CwD) will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Play Service (CwD) are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Play Service (CwD) be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Play Service will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Play Service: Support 4 Me

	Brief Description of Service


	Support 4 Me offer 1:1 work and group work to young people in school.  The service is available to children from year 6; 7; 8 and 9.  The project aims to promote social, emotional and behavioural development.

Support 4 Me provide support to young people, to assist in the transition from primary to secondary school.

Support 4 me helps young people to access leisure and social activities during evenings and weekends and school holidays.

	

	Age Range of Client Group


	Young people aged 10-14

	

	Using the Child Index

	1. Play Service (Support 4 Me) will conduct a search of the Index when a referral is made or when they initially make contact with a young person in order to gather information on the child/young person.
2. Using this information, Play Service (Support 4 Me) will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Play Service (Support 4 Me) will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed with the young person. 

4. Play Service (Support 4 Me) will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Play Service (Support 4 Me) are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Play Service (Support 4 Me)  be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Play Service will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Play Service: Play Schemes / Kids Clubs

	Brief Description of Service


	Registered childcare and free open access play schemes after school and during school holidays across Bolton.  Arts and craft activities, sports, games and day trips. Homework clubs, outreach work and community resource centre.  Packages of support, training and grant aid are available to volunteers and community groups.  Support is also provided to the private and independent childcare sector.

Services are provided for all children, however children from ethnic minorities and children with disabilities have been identified as in need of more targeted services.

	

	Age Range of Client Group


	Ages 4-13

	

	Using the Child Index

	1. Play Schemes/Kids Clubs will conduct a search of the Index when they have a worry or a concern about a child or young person in order to gather information on the child/young person.
2. Using this information, Play Schemes/Kids Clubs will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Play Schemes/Kids Clubs will add their involvement onto the Child Index for the relevant children/young people when they wish to indicate they have information to share with others, or wish to ensure they will be invited to a Child Action Meeting.
4. Play Schemes/Kids Clubs will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Play Service (Play Schemes/Kids Clubs) are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Play Service (Play Schemes/Kids Clubs) be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. The Play Service will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Positive Activities for Young People (PAYP)

	Brief Description of Service


	Positive Activities is a service delivered within Connexions to provide targeted keywork support  to young people most at risk of social exclusion.

	

	Age Range of Client Group


	Young People aged 13 – 19 years

	

	Using the Child Index

	1. PAYP will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
2. Using this information, PAYP will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. PAYP will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed with the young person. PAYP are only required to add their involvement to young people who are under 18, unless:

a) A CAF exists and they are part of the CAF team
b) The young person has learning difficulties and requires support until the age of 25

4. PAYP will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. PAYP are not considered a sensitive service and so no practitioner information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should PAYP be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. PAYP will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	SafeHaven

	Brief Description of Service


	The Safe Haven project is run by PAWS FOR KIDS – the North West charity established in 1997 to provide extra support services for women and children who have fled from violence at home. They provide bespoke support for families recovering from domestic violence in Bolton.

	

	Age Range of Client Group


	All families

	

	Using the Child Index

	1. Safe Haven will conduct a search of the Index when a referral is made in order to gather information on any children within the family.

2. Using this information, Safe Haven can then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information. This may include requesting information on a CAF form.

3. Safe Haven will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.

4. Safe Haven will close their involvement on the Child Index for the relevant children/young people once the family leaves their service. 

	

	Shielded and Sensitive Information

	1. Safe Haven are not considered a sensitive service and so no practitioner information will require shielding.
2. The family may be placed in dispersed properties and so some addresses must remain shielded and confidential. Safe Haven need to advise the Index Admin team of any addresses which require shielding.

3. Any requests to the Index team to disclose these addresses will be discussed first with Safe Haven prior to disclosure.

4. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should Safe Haven be involved with a particular child or young person then Safe Haven will be consulted prior to disclosing any information.
5. As some addresses are shielded, these will be subject to regular Shielded Data Reviews, and therefore a representative is required to attend these meetings.

	

	Key Communication Responsibilities

	1. SafeHaven will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Schools

	Brief Description of Service


	This section covers primary schools, secondary schools, special schools and nursery schools. Independent and private schools will have their own entry when agreed.

	

	Age Range of Client Group


	 0 -16

	

	Using the Child Index

	1. Schools will mainly use the Index to conduct a search of the Index when they have a particular worry or concern regarding a child/young person.
2. Using this information, Schools will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Schools are not required to add their involvement onto the Child Index for all of the children/young people who attend their establishment. Instead, it would be more relevant for schools to indicate:

(i) They are providing more intensive support to a particular child (for example the child is at school action plus)

(ii) They have information to share

(iii) They are involved in child protection circumstances

(iv) They form part of the CAF team

4. Schools will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Schools are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Schools be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Schools will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Headteachers / Heads of Year will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	SEN Inclusion Advisory Service

	Brief Description of Service


	The SEN Inclusion and Advisory Service promotes and supports the capacity building of inclusive practice in mainstream educational settings and the wider community through consultation, training and work with, and on behalf of, individual children an young people. The target groups of children and young people are those who have significant additional needs (moderate learning difficulties, MLD, with additional needs; profound and multiple learning difficulties PMLD; autism spectrum disorders, ASD; speech, language and communication needs, SLCN; physical, PD, and medical needs) that impact on curriculum (academic and social) access.

	

	Age Range of Client Group


	The target age range is 3 – 16 years  although it is possible to be involved from 0 -19 years dependent on Service priorities.

	

	Using the Child Index

	1. SENIAS will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
2. Using this information, SENIAS will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. SENIAS will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. SENIAS will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child/young person is referred to another service (e.g. CAMHS).

	

	Shielded and Sensitive Information

	1. SENIAS are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should SENIAS be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. SENIAS will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Speech and Language Therapy (SALT)

	Brief Description of Service


	Assessment, information, advice and therapy for children with delayed or disordered speech skills and/or feeding difficulties.

	

	Age Range of Client Group


	From birth for children with complex needs and /or feeding difficulties. Children aged from 2 and a half years with delayed or disordered communication. 

	

	Using the Child Index

	1. SALT will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
2. Using this information, SALT will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.

3. SALT will add their involvement onto the Child Index for the relevant children/young people once the decision has been made to accept the child to this service following assessment. SALT are only required to add their involvement to young people who are under 18, unless:

a) A CAF exists and they are part of the CAF team

b) The young person has learning difficulties and requires support until the age of 25

4. SALT will add a generic involvement which gives the name of the team and a central contact number/email address rather than indicating specific workers details

5. SALT will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. SALT are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should SALT be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. SALT will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Sport, Health & Inclusion

	Brief Description of Service


	The Sport, Health & Inclusion service includes the following areas:
(i) MUTL

(ii) Sports development

(iii) Active health team

(iv) Community sports development team

(v) Juvenile Response

Although the Farnworth Inclusion team is a part of this service, they have a separate entry.

	

	Age Range of Client Group
	

	

	Using the Child Index

	1. The Sports Development and Active health teams will mainly use the Index to conduct a search of the Index when they have a particular worry or concern regarding a child/young person. They will then discuss any concerns with a line manager who will access the Index via a designated point within SHI.
2. MUTL and Juvenile Response will conduct a search of the Index when a referral is made in order to gather information on the child/young person.
3. Using this information, all services will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
4. All teams will add their involvement onto the Child Index for the relevant children/young people once the support has been agreed with the young person, and when:

(i) They are providing more intensive support to a particular child (for example the child is at school action plus)

(ii) They have information to share

(iii) They are involved in child protection circumstances

(iv) They form part of the CAF team

5. Sport, Health & Inclusion are only required to add their involvement to young people who are under 18, unless:

(i) A CAF exists and they are part of the CAF team

(ii) The young person has learning difficulties and requires support until the age of 25

6. Sport, Health & Inclusion will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service.

	

	Shielded and Sensitive Information

	1. Sport, Health & Inclusion are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should a member of the Sport, Health & Inclusion service be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. SH & I will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Traveller Education

	Brief Description of Service


	Works with Gypsy, Roma, and other Traveller communities offering initial family support and improving access to education for all.

	

	Age Range of Client Group


	From birth but focus on 3 – 19 years

	

	Using the Child Index

	1. Traveller Education will conduct a search of the Index when a referral is made, they are contacted by the family, or a family presents within Bolton in order to gather information on the child/young person.
2. Using this information, Traveller Education may then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
3. Traveller Education will add their involvement onto the Child Index for the relevant children/young people.
4. Traveller Education will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child/young person has moved to a different area.

	

	Shielded and Sensitive Information

	1. Traveller Education are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should Traveller Education be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Traveller Education will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	YISP

	Brief Description of Service


	The YISP (Youth Inclusion Support Panel), targets children and young people aged 8 to 15 years who are engaged in crime or identified as being most at risk of future offending, truancy, anti- social behaviour or social exclusion.

The young people are identified through a multi-agency referral process, drawing on input from the YOT, police, social services, housing, community safety unit, Connexions, education social workers, local education authorities or schools, other local agencies and the community. YISP young people are assessed and a multi agency individual action plan developed which will involve referrals to partner agencies, group work, individual support work and family support/parenting. Young people are allocated a key worker and are offered support for between 3 and 9 months before a forward plan is developed with partners. Currently the YISP covers the following areas – Kearsley, Farnworth, Great Lever (SE YISP) plus Breightmet, Tonge, Hall ith Wood (East Bolton YISP).

	

	Age Range of Client Group


	 8-15

	

	Using the Child Index

	1. The YISP team will conduct a search of the Index when a referral is accepted in order to gather information on the child/young person.
2. Using this information, the YISP team may then contact the identified practitioners involved with the child/young person in order to obtain background information.
3. YISP team will add their involvement onto the Child Index for the relevant children/young people once the referral has been accepted.
4. YISP team will close their involvement on the Child Index for the relevant children/young people once they no longer offer support to a child/young person.

	

	Shielded and Sensitive Information

	1. YISP team are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton Children’s Services then the Child Index will be consulted. Should YISP be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. YISP Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Youth Offending Team

	Brief Description of Service


	Our main purpose is to help prevent young people breaking the law and getting into trouble with the police and courts. 

	

	Age Range of Client Group


	Young people aged 10 to 17 and their families

	

	Using the Child Index

	1. The Youth Offending Team (YOT) will conduct a search of the Index when a referral is made in order to gather information on the young person.
2. Using this information, YOT will then contact the identified practitioners involved with the young person in order to obtain and share relevant information.
3. YOT will add their involvement onto the Child Index for the relevant young people once the referral has been accepted, where:
a. The young person is under 18

b. The young person is over 18 with a current CAF

4. YOT will close their involvement on the Child Index for the relevant young people once they no longer offer a service or the young person is referred to another service.

	

	Shielded and Sensitive Information

	1. YOT are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should YOT be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Youth Offending Team will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


	Youth Service

	Brief Description of Service


	Bolton Youth Service has 20 youth clubs and projects. We offer a wide range of activities and youth workers are on hand to offer information or advice on relationships, bullying, health issues, the law etc

	

	Age Range of Client Group


	13 to 19

	

	Using the Child Index

	1. The Youth Service will conduct a search of the Index when they have a particular worry or concern regarding a child/young person. They will then discuss any concerns with a line manager who will access the Index via a designated point within the Youth Service.
2. The Youth Service will also conduct a search of the Index if a referral is made for a particular project in order to gather information on the child/young person.
3. Using this information, Youth Service will then contact the identified practitioners involved with the child/young person in order to obtain and share relevant information.
4. Youth Service are not required to add their involvement onto the Child Index for all of the children/young people who attend their establishment. Instead, it would be more relevant for schools to indicate:

a. They are providing more intensive support to a particular child

b. They have information to share

c. They are involved in child protection circumstances

d. They form part of the CAF team

5. Youth Service will close their involvement on the Child Index for the relevant children/young people once they no longer offer a service or the child/young person.

	

	Shielded and Sensitive Information

	1. Youth Service are not considered a sensitive service and so no information will require shielding.
2. Should a Subject Access Request be made to the Index team or Bolton children’s Services then the Child Index will be consulted. Should the Youth Service be involved with a particular child or young person then they will be consulted prior to disclosing any information.

	

	Key Communication Responsibilities

	1. Youth Service will notify the Index Administration team of any information which requires updating, adding or amending (including address changes, alias details etc)
2. Line managers will notify the Index Administration team of any staff who no longer require access (e.g. due to leaving the service, secondment, long term sick etc)


Appendices, (i) Sensitive Service Definition
The Government has decided that services related to sexual health, mental health and substance abuse should be the broad categories defined as sensitive. The following, specific service areas are those where practitioner details will only be included with consent:  

· Sexual Health - information, advice and treatment for pregnancy, abortion, contraception; sexually transmitted infections including services related to HIV/AIDS or Hepatitis B or C; rape crisis or sexual violence; sexual abuse and services related to Gay/Lesbian or Trans-Gender issues;

· Mental Health – Child and Adolescent Mental Health Services tiers 2, 3 and 4 which includes referrals to and assessment and treatment by, community based and in-patient teams dealing with, for example, sexual abuse and eating disorders; and

· Substance Abuse – information, advice and treatment for drug, alcohol or volatile substance abuse (glue, aerosols and butane gas). 
Currently, there are regulations covering disclosure of information about sexually transmitted infections which would not permit practitioners providing services in this area to include their details on the index even with explicit consent.  The Department of Health plans to consult on regulatory change, well before the index is implemented in 2008, which would then, subject to the will of Parliament, permit, with explicit consent, the inclusion of these details on the index.  

The Government’s response to the consultation stated that there would be a facility to over-ride lack of consent to record practitioner details in sensitive services on the index, but to restrict it to carefully specified circumstances, in line with existing law, such as where there are genuine child protection concerns.

Where consent is given to record practitioner details for the sensitive service on the index, the child’s index record will indicate to other practitioners that an, unspecified, sensitive service is working with the child.  On-line access to the sensitive service practitioner’s name and contact details will be restricted to index management teams. A practitioner who wanted to contact the specialist service about the child would make a case to the index management team who would, as appropriate, broker contact with the sensitive services practitioner. 

Appendices, (ii) Consent Definitions
Consent is agreement freely given to an action based on knowledge and understanding of what is involved and its likely consequences. Where consent is required for the Child Index / ContactPoint (to record contact details for sensitive services’ practitioners, extending the retention of records beyond 18 or making a SAR) it must always be informed and explicit. Informed consent means that the person giving consent should understand what will be recorded on the Child Index / ContactPoint, who will be able to see this information and what might happen as a result of including or not including this information on the Child Index / ContactPoint. Explicit consent can be given orally or in writing, it must make direct reference to agreement to the actions/activity for which the consent is being sought. Implied consent is not sufficient for the Child Index / ContactPoint.
�
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