

	Integrated Working

Quality Assurance for the CAF Process


This document describes how quality of the CAF process will be monitored in Bolton.  The CAF quality assurance framework should help to further embed the process and help to improve outcomes for children and young people in Bolton.  The CAF process is a four-step process as outlined in national guidance: 

Step 1: Identify needs early; Step 2: Assess those needs; Step 3: Deliver integrated services and 
Step 4: Review progress has been carried out effectively.  The documents are designed to describe good practice in checklist format.  Practitioners, supervisors and managers should use the relevant part of the document as appropriate.
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	Quality Assurance Framework for the CAF Process

	CAF quality assurance will be undertaken as outlined below to ensure consistency of process across services and at all levels.  


	Service Managers

	Who
	When/How often
	Tools

	Service managers will ensure that IW processes are being established and embedded in their services.  
An action planning tool is available to support this over time.
	Annual review of the checklist and improvements to be incorporated into the service planning process.
	IW Processes Implementation Managers’ Checklist.

	Practitioner Checklist

	Who
	When/How often
	Tools

	Practitioners using the CAF process.  

The purpose of the checklist is to help develop an understanding of what is required in terms of quality.
	Use the checklist every time the CAF process is used, or sample completed CAFs 3 monthly as a minimum.
	Self-assessment checklist.
CAF guidance materials.

	Line Manager/Supervisors Quality Assurance check

	Who
	When/How often
	Tools

	Line Managers/Supervisors of practitioners using the CAF process.

This tool can be used within one to one/supervision sessions to ensure that the CAF process is understood and to highlight any further training or support needs.
	To support new staff when first using the CAF process.
Quarterly sampling of CAFs completed by team members.
	Supporting Individual Practitioners Checklist.


	Multi Agency Quality Review Group

	Who
	When/How often
	Tools

	Service managers or team leaders representing all services that are completing/receiving CAFs and member/s of the IW team.  The purpose of the group will be to monitor progress in the development of quality processes and to identify gaps in knowledge to be addressed by service managers or through training.  
	Quality Review Group will meet 3 times a year – once per term.

	Multi-agency Quality Assurance Checklist.
Randomly selected copies of CAFs which will have family details anonymised.

	Child/young person and family feedback

	Who
	When/How often
	Tools

	Practitioners will ask parents/carers and/or children and young people to complete the appropriate questionnaire.

Feedback from child/yp and/or parent/carer will help practitioners assess how well the CAF process is going from the family’s point of view.
	 At each review and the point of closure of CAFs, practitioners will ask families to complete the questionnaire.  Any completed feedback sheets should be sent to the IW team to inform further guidance and training as well as to report on families’ views.
	Young Person’s Feedback page
Parents/Carers Feedback page

	Feedback to Steering Group, Champions Group and LCSB

	Who
	When/How often
	Tools

	IW team manager

	Following Multi-agency Quality Review Group.
	CAF reports
Multi-agency Quality Assurance Checklist.

CAF Quality Review Summary Sheet.


	CAF Practitioner Self-Assessment Checklist

	If you are new to the CAF process, use this checklist every time.  If you are experienced in using CAF, you should be checking your quality at least once every 3 months.

	CAF Process
	Y
	N

	Did you explain to the child/young person and/or their parent/carer the reason/s why you would like to carry out the assessment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you explained to the child/young person and/or parent/carer the purpose of the CAF process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Information Sharing and Consent

	Have you agreed with the child/young person and/or parent/carer who the information will be shared with and how it will be recorded? Or – if no, are the reasons clear?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Assessment

	Does the assessment focus on what the child/young person and/or their parents want to achieve?  Have you included both the strengths and needs of the child/young person and family in the assessment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the assessment comprehensive and relevant; have you collected enough information for all those involved and for any people who may get involved in the future?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you used guidance tools, where needed, to support your assessment? (such as the graded care profile or the tier 2 substance misuse tool)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conclusions, Solutions and Analysis

	Does the conclusion identify what needs to change and how this will be achieved?  Does this relate to your original reason for using the CAF process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you identified how you will know when things have improved?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Action Plan

	Does the Action Plan identify clear tasks for each member of the team around the child including the child/young person and/or parent/carer if relevant?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you agreed when to follow up and review the Action Plan?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you identified whether a Lead Professional is needed and who this should be?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Review

	Have you identified if there is any new information that needs to be shared and reviewed the Action Plan?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are you clear about whether to continue with the CAF process or close it?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Handover

	If you are no longer able/need to continue with the process and the CAF cannot be closed because there are still outstanding issues have you agreed a new CAF owner from an appropriate agency and with the consent of the child/young person and/or parent/carer sent an electronic copy of the CAF to them?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Check how well you’ve completed the form on the back - PTO

	Completion of the CAF Form - Checklist

	
	Y
	N

	Have you recorded all the basic details correctly ie child name, gender, date of birth, address (inc post code), contact telephone number, ethnicity, parent/carer details; whether the child has a disability or if there are language/communication issues?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Did you check to see if a CAF already exists and have you included details of everyone else you know is working with the child/young person? (call the IW team if you need to)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you completed your full name and contact details (including email address) correctly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If a Lead Professional has been appointed have you entered all their contact details?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you entered the date you carried out the assessment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Were the child/young person and/or parent/carer present at the assessment/review? Have you noted this and the details of all the other people present? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you represented the views and opinions of the child/young person and/or parent/carer and included their comments on the form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you used plain language and kept it free from jargon and abbreviations throughout?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you agreed with the child/young person and/or parent/carer who information can be shared with?  Has the form been signed by the person giving consent and yourself?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have you noted in the ‘Additional Notes’ section of the electronic version of the CAF/reviewed CAF that there is a signed copy on file, who signed it and the date it was signed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Practical Aspects

	Have you made sure that the CAF is stored safely? (Both electronic and hard copy)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Can the electronic version of the CAF be accessed by your line manager/deputy if you have an extended absence (school holidays, sickness, maternity etc)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If the child/young person changes schools, moves home or leaves the area have you arranged for the CAF to be passed over to a colleague or someone else who is working with that child?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 



If you require any advice or support please speak to your line manager, ‘champion’, or the Integrated Working Team on 01204 331394, email: BoltonISA@Bolton.gov.uk 

All the Integrated Working supporting documentation, including the Revised CAF Guidance can be found on www.boltonsafeguardingchildren.org.uk 


This tool is included in full in the revised CAF guidance issued in July 2010.  It is intended to help services identify how well they have established Integrated Working Tools and plan to further embed them. It is included here to support service managers to implement and review quality processes in their service.
	Key questions
	Y
	
	N

	Has your agency adapted/adopted new procedures which incorporate CAF?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers drive use of Integrated Working processes and explain the benefits with their staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have managers attended CAF Training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you know how CAF/Lead Professional (LP) /Child Action Meetings (CAMs) will be used in your organisation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you provide CAF awareness-raising as part of your induction for all new staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do staff working with children and young people have access to and attend CAF training?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are supporting documents and tools available to all relevant staff?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers use the Personal Development Review (PDR) process to recognise existing skills or identify gaps in core competencies and ensure that training is accessed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is it agreed who is likely to undertake a CAF in your team and when?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you know when team members have completed CAFs, are LP’s or involved in CAM’s?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have mechanisms in place to monitor the quality of common assessments completed by your staff and delivery plans?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do you have processes in place to supervise and support practitioners who act as Lead professional and contribute to CAMs and plans?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Managers ensure that procedures are in place for the safe and secure storage of CAFs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers ensure that CAFs completed by their team can be accessed and transferred if a member of staff leaves?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers ensure that LP responsibility is transferred appropriately when needed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	CAF/LP and CAM activity for the service is monitored and outcomes are measured?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers have a process for monitoring the use of the Single Service Request form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers understand when and how to resolve or escalate disputes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do managers encourage staff to regularly seek service user feedback and act upon this when using CAF/LP role/CAMs?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Line Manager/Supervisor Checklist




	Key Questions
	Y
	
	N

	Does the practitioner know when and why they should complete a Common Assessment?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the practitioner aware of the importance and benefits of early intervention, in particular to the child/young person and/or their family?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the information in their assessments useful, relevant, practical and comprehensive?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do action plans relate to assessments and lead to effective change being/or potentially being achieved?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have any training or support needs been identified for the practitioner, if so have they been actioned?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the practitioner aware of the procedures in place for safe storage of CAFs (electronic and hard copy)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Has the staff member ensured that the electronic versions of the CAFs can be accessed by their line manager/designated deputy if they have an extended absence (school holidays, sickness, maternity etc)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the practitioner understand the process for ensuring a smooth transition when a child/young person changes schools, moves home, leaves the area etc?  Are they aware who is responsible for ensuring it is carried out?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Actions for Improvement
	
	Timescales

	Manager’s Actions

	           
	

	Practitioner’s Actions

	     
	


	Multi-Agency CAF Quality Review Group

Quality Assurance Checklist

	CAF/eCAF reference no:   
Person completing QA check:                                                                                             Date:  



	CAF Process
	Y
	N

	Has the child/young person and/or their parent/carer been involved in the process ie were they present at the assessment; are their comments and views noted; have they agreed to take on actions themselves where appropriate?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Information Sharing and Consent

	Has it been agreed with the child/young person and/or parent/carer who the information will be shared with? Or – if no, are the reasons clear why consent is not sought?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Assessment

	Have both the strengths and needs of the child/young person and family been assessed; is the assessment information comprehensive and relevant? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the assessment clear, concise and understandable? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have guidance tools, where needed, to been used to support the assessment? (such as the graded care profile or the tier 2 substance misuse tool)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conclusions, Solutions and Analysis

	Does the conclusion identify what needs to change and how this will be achieved?  Does this relate to the original reason for the CAF process being used?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does it identify how everyone involved will know when things have improved?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Action Plan

	Does the Action Plan identify clear tasks for each member of the team around the child including the child/young person and/or parent/carer where relevant?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Has it been agreed when to follow up and review if actions are complete and have met identified outcomes?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Has a Lead Professional been appointed and their contact details correctly entered on the form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Review/closure (if appropriate)

	Does the review identify new information that needs to be shared and has the Action Plan been reviewed?  Is it clear whether the CAF can be closed or that new actions need to be undertaken? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Completion of the CAF Form - Checklist

	Are all the details of the practitioner recorded ie full name, service, address and details on how they can be contacted?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is there a clear brief outline of the main concerns that have led to the CAF being undertaken?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is plain language used and is it free from jargon and acronyms throughout?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Has the child/young person and/or parent/carer signed the form?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If it is an electronic version has it been noted in the ‘Additional Notes’ section that there is a signed copy on file, who signed it and the date it was signed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Comments/Notes

	     



	CAF Quality Review Group - Summary Sheet

	Name of person completing QA check:

                                                           Date of meeting:  
Number of CAFs checked:
Please note any emerging themes in the quality of the process and the product of the CAFs you have looked at:



	Good Practice


	     

	Training & Knowledge Gaps


	     

	Recommendations


	     

	Areas for Improvement


	     


	Young Person’s Feedback Sheet: CAF – are we on target?
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Completed at: Review  FORMCHECKBOX 
 or when the CAF was closed  FORMCHECKBOX 

	Parent/Carer Feedback Sheet


The Common Assessment Framework has been introduced to help when you need extra support with your child.  It should allow you and the workers involved with your child a shared understanding of his or her needs.  It should help us to share information and mean that you should not have to repeat your information lots of times.  We are trying to find out how well we are doing using the CAF in Bolton.  Your opinion will help us to find out what we need to do better – we will use this to inform workers and improve our training and guidance.  
     
Which service helped you to complete the CAF?
How old are your children?       
	My worker discussed with me the worries they had about my child and asked me what I thought
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	We talked about all aspects of my child’s life  - what is going well as well as the problems
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	We agreed a plan of action that I thought would improve things for my child and our family
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	I agreed who the information could be shared with
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	We received the help we needed
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	Having a CAF has made a difference
	[image: image18.png]



	[image: image19.png]



	[image: image20.png]




	Please tell us anything else you think we need to know:     



Completed at: Review  FORMCHECKBOX 
 or when the CAF was closed  FORMCHECKBOX 



















































































































Service Managers’ Checklist
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