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Background

This guidance has been produced to clarify and update guidance to practitioners and managers in Bolton in order to further establish and embed Integrated Working (IW) Processes.  Included are the tools to improve quality and standardise use of IW processes in Bolton.
Integrated Working Principles

All practitioners and managers should follow the guidance set out in Bolton’s Framework for Action which provides information on how to identify, assess and respond to different levels of need; how to access additional services to address children’s needs, the process of seeking advice and guidance and what to do when there are child protection issues.  The Framework for Action has Integrated Working processes embedded within it
Integrated Working is about ensuring that children, young people and families receive appropriate and coordinated services where practitioners work together effectively at the earliest point to deal with the impact of difficulties and to prevent these from becoming more serious 
Integrated Working Tools include the Common Assessment Framework (CAF), Information Sharing Practice, and the Lead Professional (LP) Role;
Individual services should work with children, young people and/or families to provide additional provision from within their own agency or another universal service if possible, before requesting additional services.  To do this appropriate observations/assessments should be undertaken to identify strengths and needs; which then lead to the development and delivery of action plans put which are regularly reviewed to make sure that the agreed expected progress is being made;
To prevent the need for children, young people and/or families to repeat their information, or undergo repetitive assessments, information should be shared appropriately with consent.  This should help to reduce duplicate interventions and/or conflicting advice being given to the family;
Where a range of services is being accessed for a child or family, one practitioner should take on the role of Lead Professional, making sure that the family have a clear contact and that action plans are coordinated;
Responsibilities

Every practitioner in the Children’s Workforce should understand the government outcomes for all children and young people as set out in Every Child Matters (ECM).  They should know about Integrated Working processes and how this relates to their role; 
Every manager should ensure their staff uses the Integrated Working tools and undertakes regular self assessment and review against the Integrated Working implementation standards;
CAF is one of the key elements outlined in statutory guidance supporting sections 10 and 11 of the Children Act 2004.  All local authorities and relevant partners have to take account of this guidance.  

 Common Assessment Framework (CAF)
What is the CAF?

The Common Assessment Framework (CAF) is a practical and simple process to help identify additional support needs.  It’s a way of working with a child, young person and/or their family at the earliest opportunity to help make things better. The process includes: 
an assessment tool based on the National Assessment Framework;
an action planning and review process; 
a way of recording and sharing information where needed to access and coordinate additional services.
The CAF is not just a form; it is a process that includes the completion of paperwork via discussion and engagement with children, young people and families.  It is also a recognised suitable tool to share information with consent.

When should the CAF be used?

A child or young person is at risk of not achieving as expected in line with their age/stage of development; 
The reasons for this are not clear;
The reasons seem clear but the support of more than one agency is required to ensure actions are co-ordinated, information is shared and progress is measured to avoid duplication and over-involvement of agencies.
Many specialist or targeted services will expect that the CAF process will be in place before a request is made to them to provide support – based on the principles outlined above, services should have worked with the child, young person and their family to assess worries and strengths and have agreed with the family what is needed to help make improvements before accessing those specialist and targeted services.  A Child Action meeting may be the most appropriate way of ensuring that action plans are coordinated and the family are kept involved in the process at all times.
When the CAF should not be used 

for children who are progressing as expected and meeting developmental milestones along with their peers; 

children who have a clear additional need where that need can be met by the existing service without the need for a comprehensive assessment; 

when an immediate statutory or specialist assessment is needed.

Agreement is needed by the child, young person or parent, acting on their behalf, for the CAF process to be used.
The pre-assessment checklist can be used by practitioners as an aid in deciding whether a Common Assessment can be undertaken.  This form can be found at: http://www.cwdcouncil.org.uk/caf
CAF Quality - What makes a good CAF?

A ‘good’ CAF is both a quality process and a good quality product.  The process should involve children, young people and families to fully take part in the whole process.  The purpose of undertaking the CAF should be clear, the discussion open and honest with no hidden agenda. 
Bolton has developed a Quality Assurance (QA) Framework to improve and maintain consistent standards.  Included are tools for practitioners, line managers/supervisors, service managers.  There are also evaluation tools which can be used at with children and young people and parents.  A multi-agency group meets regularly to review a sample of CAFs.  Following this, recommendations are cascaded to managers and training/guidance revised to take account of the findings.  The Quality Assurance Framework is included below and is available as a separate document on our web-site: www.boltonsafeguardingchildren.org.uk 
	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 should 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 Page 1

	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 



	CAF Practitioner Self-Assessment Checklist Page 2

	
	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 



	Key Questions
	Y
	P
	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
	P
	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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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
	[image: image13.png]



	[image: image14.png]



	[image: image15.png]




	We received the help we needed
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	Having a CAF has made a difference
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	Please tell us anything else you think we need to know:     



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


Guidance to complete the CAF form
This guidance has been completed in the style of the CAF form, but should not be used to complete a CAF as some fields have been removed where guidance is not needed.
Please tick: This form is being completed:

As part of the CAF process  FORMCHECKBOX 
  or to share information with Referral and Assessment   FORMCHECKBOX 
 this is a new inclusion on the form to differentiate between uses of the form for the CAF process or to follow up a referral to Children’s Social Care in writing, sharing known information.  This guidance supports the CAF process.  If you are making a referral, please see separate guidance or contact the IW team for advice.
Child/Young Person’s identifying details:

	Child Name
	All information should be filled in electronically and accurately.  
	Other known names
	Include different spellings of the same name in addition to any other aliases.  Do not include nicknames.

	Address
	Other address information

	The child’s main address should go here
	If a child regularly lives at another address, such as when parents are separated, then include the other address here.

	Contact Tel no
	
	Version No:
	 FORMDROPDOWN 

	Version numbers should be updated following reviews along with the rest of the CAF

	Ethnicity
	When you are completing electronically, this is a drop down list
	Following closure of the Child Index, the IW team are recording CAF  FORMCHECKBOX 
information on the ONE system.  Everyone should ring the IW team to make sure a CAF hasn’t already been completed for a child or young person.


Service Information:

	
	Name and Job Title
	Agency
	Address
	Contact Details

	Professional completing this CAF


	Please include your job title to help other practitioners 
	Include full details – do not use abbreviations as not all agencies will understand
	Tel
	Enter all details accurately as this is the info other practitioners need to be able to contact you 

	
	
	
	Email 
	

	
	
	
	Mob
	

	Lead Professional 
	If a Lead Professional has been appointed, then they should be completing this CAF.  However, you may not need a LP, or you are waiting until an Action meeting has been held to appoint one.  
	Tel
	

	
	
	Email 
	

	
	
	Mob
	

	Date of completion/review of the CAF form:
	Please remember to put in the date that you have undertaken the assessment.  Add the date of any subsequent reviews.

	

	  What is the reason for using the Common Assessment Process for this child / young person?


	Outline briefly the main concerns that have led to the CAF being undertaken. Don’t include assessment info here.

	

	Does the child or their parent(s) have any special requirements such as disability or language/communication issues?

	Provide information to help other practitioners when working with the family, e.g. the need for ground floor access.

	

	Is a signer or interpreter required? Please give details:

	As above, provide information so every barrier for working with the family can be reduced or removed.


People present at assessment / meeting:
	This section has been included so that the form can be used to record a Child/Young Person Action meeting.  If it is being used to record a meeting, include details of everyone present and what agency they represent.

If the assessment is being completed with a young person and/or their parents include them here and your name.


Relevant family and background information:  give a clear picture of the child’s situation, including siblings, other significant adults, culture and identity of the family:
	This should provide detailed information that is relevant to provide a clear picture of the child and their family’s home situation.  Consider the identity and culture of the family; include relevant information regarding other family members and significant other adults in the child’s life.  If a child or parent has a disability for example, identify this here and what it means for them.  Include information that would mean that a family don’t have to repeat their story from the beginning, and will help the agencies that receive it to have an understanding of their circumstances both current and relevant past history.  

This box is designed to get bigger as you type into it and is not limited.


Assessment Information:

Include all relevant information: strengths, concerns and any actions already undertaken in this area

Development of child/young person

	This part of the form has been revised following feedback from parents and practitioners.  Each area of the assessment is still included, but the additional prompts have been removed.  There is a guidance sheet to support practitioners not experienced in completing holistic assessments on our website.  Practitioners should consider the age and stage that the child they are working with would be likely to be achieving and discuss this with parents.  Assessments should include strengths as well as concerns.  Language should be plain and not use jargon.  There should be enough detail to give a full and relevant picture of the child and their circumstances, so that other practitioners do not have to ask families to repeat their information.  More support for completing assessments can be found in the Multi-Agency Practice Standards.

A CAF should never be completed only from records or from the sole perspective of the worker completing it.  Unless the child is very young they should be included in the discussion and it is most likely that you will need to involve parents (unless the child is old enough/competent to undertake this on their own – the Information Sharing Guidance for practitioners and managers gives further advice about how to decide this).  Record information from everyone who has contributed to the assessment.  



	General Health

	Physical Development

	Speech, language and communication

	Emotional and social development

	Behavioural development

	Identity, including self-esteem, self-image and social presentation

	Family and social relationships

	Self-care skills and independence

	Learning - Understanding, reasoning, problem solving

	Learning - Participation in learning, education and employment

	Learning - Progress and achievement in learning

	Learning - Aspirations

	


Parents and Carers

	Basic Care, ensuring safety and protection

	Emotional warmth and stability

	Guidance, boundaries and stimulation


Family and Environment

	Family history, functioning and well-being

	Wider Family

	Housing, employment and financial considerations

	Social and community elements and resources, including education


CAF Action Plan
Who else is already working with this child or parent?

This part of the form has been revised and should provide information about what support is currently being provided to the child or family.  By including this, new practitioners/services will know what is happening and be able to avoid duplication.  Education or GP provisions should include any additional support being delivered such as IEPs/Learning Mentor support etc.
	Nursery/School/
College:
	
	Main Contact:
	
	Contact details
	

	What extra support is being provided?
	

	GP name:
	
	Main Contact:
	
	Contact details
	

	What extra support is being provided?
	

	Additional Service:
	
	Practitioner name:
	
	Contact details
	

	What are they doing?
	

	
	


These are the agreed priorities:

This part of the form should be used to record your analysis of the assessment to help you make an action plan.  You should consider what the information that you’ve gathered means, what needs to change and how things will have improved for the child as a result of your actions.  It should identify a summary of the assessment and identification of priorities for change.  The information recorded here should be specific and measurable, take into account what is already being delivered and what positive actions the family need to continue. 

	Strengths: 

	Areas of Additional Need/Concerns: 

	Things we would like to change: 

	This is how we will know how things have improved: 


What else is needed?

	Action 
	Who will do this?
	When will this be done?

	Add specific actions here.  Do not put – refer to… 
	Actions can be for the child or family themselves if appropriate.  However, be realistic about what can be expected / achieved.  

Include new actions that existing services will undertake to achieve the agreed changes.

Include actions that you wish additional services to undertake.  If you are not sure about whether the request for their service is appropriate, ring and ask for advice.  
	Be specific and include dates where relevant.  

If additional requested services have waiting lists take this into account.

	The form has space for 6 additional actions to be added.  Consider – if more are needed, is this too much?  If the CAF has been open for a while and some actions are closed, but additional ones are needed, the form will have to be unlocked to add more boxes.  Please contact the IW team if you need help with this.

	The plan will be reviewed and updated on:  
	A review should be undertaken every 6 – 8 weeks, or half-termly.  It can be done formally at an Action Meeting, or at another meeting e.g. a school meeting to review an educational plan, or informally with parents and the lead professional.


Lead Professional – the person to contact about this action plan: name:  
	If a Lead Professional has been appointed following the making of this plan or after a child action meeting, please add their contact details to the front page of the form.  The Lead Professional should work with the family to review and update this action plan.


	Child/Young person’s/Parents comments on the assessment and action plan: It is important to involve families fully in the CAF process.  It is important to get the views of families and include them here on the form.  There is also an evaluation form that should be used with families – this can be found on our website in the Quality Assurance section of the form.  Copies of evaluation forms should be sent to the Integrated Working Team for monitoring and reporting purposes.


Consent to store and share this information

	I understand the information that is recorded on this form.  I understand that it will be stored and used for the purpose of providing services.  I have had the reasons for information sharing explained to me and I understand those reasons.  

	I agree that the agencies that need to receive this information are: Agree with the family which services the information will be shared with and list them here.  As a minimum it should include everyone named on the action plan.  Think about who else needs to know that an action plan is in place or may need the assessment information.

	Parent/Carer
	Usually one parent’s signature would be considered to be sufficient.  

Signature goes here.
	Name
	Type in name
	Date
	Include the date that the form is signed (this may vary from the date you undertake the assessment as it is likely that you have typed it up and met with parents/young person again to sign it.

	Parent/Carer
	However, if you have included both parents in the process and particularly if there are actions for both parents, then you should gain consent from both

	Child/Young Person
	If the young person is old enough they can sign the CAF.  Some sign in their own right, others sign alongside their parents.  The Information Sharing: Guide for Practitioners and Managers gives advice about when children can give their own consent.

	Practitioner
	Include your own details here

	Any Other Additional Notes or Comments: Any other agreed information or reason for closing the CAF can be included here.  
If you are sending the CAF electronically (remember to do this securely) include a statement here that a signed copy is kept on your service files.


Reviewing the plan:

Date of Review: Include the date of each review.  Do not take anything off the form, but add on any relevant information.
	Have the actions above been undertaken?
	Yes   FORMCHECKBOX 
            Some   FORMCHECKBOX 
            No   FORMCHECKBOX 



Describe how things have improved/not improved since the action plan was made:
	     


List any additional actions needed below:

	Action 
	Who will do this?
	When will this be done?

	     
	     
	     

	     
	     
	     

	     
	     
	     


This is a new addition to the form and gives us the opportunity to measure the effectiveness of using the CAF process and the reasons why CAFs are closed.  There is guidance about closing CAFs on our website.

	Is the CAF ready to be closed?
	Yes   FORMCHECKBOX 
            No   FORMCHECKBOX 



	If Yes, please give a reason
Don’t forget if you are closing the CAF, use the parent and child evaluation surveys to measure views about the effectiveness of the process.
	All actions complete and outcomes achieved                                                                                
	 FORMCHECKBOX 


	
	Child or young person has moved out of Bolton                                         
	 FORMCHECKBOX 


	
	Child or young person has moved into adult services
	 FORMCHECKBOX 


	
	CAF assessment superseded by specialist assessment and action plan    
	 FORMCHECKBOX 


	
	Consent has been withdrawn                                                                              
	 FORMCHECKBOX 


	
	Actions could not be achieved as no services available to meet needs       
	 FORMCHECKBOX 


	
	Other – please identify in additional comments box below
	 FORMCHECKBOX 


	


Review of consent to store and share this information
	Following review of the CAF, I agree that these are the agencies that now need to receive this information:  This is a new addition to the form.  Following each review of the CAF process, the form should be updated with any additional relevant information and shared with all relevant services.  As with all stages of the CAF process, consent should be sought to share information.  This section reminds practitioners that consent has been sought again.

	Parent/Carer
	     
	Name
	     
	Date
	     

	Parent/Carer
	     
	Name
	     
	Date
	     

	Child/Young Person
	     
	Name
	     
	Date
	     

	Practitioner
	     
	Name
	     
	Date
	     

	Any Other Additional Notes or Comments:      

	

	For Quality Assurance and reporting processes, please ensure a copy of this form is sent to:

Integrated Working Team

3rd Floor Paderborn House

Civic Centre

Bolton

BL1 1UA
	To share information or request additional services, please ensure a copy of this form is sent to the relevant agencies identified in the consent section.  
The IW team does not forward copies on to other services.

Mark envelopes as ‘Private and Confidential’

If you need any help or support in completing this form then please contact the Integrated Working team on 01204 331394 or via email to: BoltonISA@bolton.gov.uk 


Guidance for Managers
It has been recognised that managers of services have a crucial role to play in the success of embedding Integrated Working Processes.  It is recommended that managers access the comprehensive national guidance available (see links below) and use the Quality Assurance Managers’ checklist to ensure that the Single Service Request process, CAF, Information Sharing Practice and Lead Professional role are used appropriately by staff.
 CAF and Specialist Assessments
National guidance and Bolton’s Framework for Action clearly identifies that the CAF process should be used at an early stage of intervention when a child or young person is at risk of not achieving one or more of the five Every Child Matters (ECM) outcomes and the reasons for this are not clear (level 1); or the reasons seem clear but the support of more than one agency is required (level 2).  Beyond this (levels 3 and 4), specialist holistic assessments are utilised, these can include Social Care Initial or Core assessments, Child Adolescent Mental Health Service (CAMHS) or Youth Offending Team (YOT) assessments.
Unless a situation for a child or young person has immediately fast-tracked to levels 3/4, then it is reasonable to assume that other services will previously have been involved with a Child, young person and their family and a CAF assessment and action plan will already be in place.  
Any work undertaken at levels 3 and 4 should take into account previous assessment and delivery undertaken as part of the CAF process – those involved with a child or young person should share information with specialist services and the CAF is a good way of doing this.  At the point of escalation, the existing CAF should be updated and shared with specialist services.  The CAF should be kept open until it has been agreed that a specialist service will have ongoing involvement with the child, young person and family and that it is appropriate to close the CAF.    

The child, young person and family should be informed and asked to give their consent for information to be shared with the relevant specialist service.  Should the child, young person and family not give consent for the information to be shared, then practitioners should consider whether they have sufficient reason to over-ride the need for consent (see Information Sharing Guidance) and record their reasons for sharing or not sharing information with other services.   

When a specialist service is closing their involvement with a child, young person and family because their high level needs have been met or are no longer causing concern, but that there are ongoing needs being met by universal services, then it will be helpful to appoint a new Lead Professional and coordinate actions on a CAF.  The practitioner taking on the role of Lead Professional will complete a CAF with the family and the support of the outgoing Lead Professional.
Where a young person is receiving services at Level 3 or above, and has a comprehensive assessment and action plan already in place, additional services can be accessed using the Single Service Request Form alongside the existing assessment.

Further work is needed to resolve how CAF fits with the Special Educational Needs (SEN) and Child Development Team (CDT) processes locally.  It is essential however; to ensure that a comprehensive assessment and coordinated action plan with a nominated Lead Professional is in place, to ensure that the family receive a coordinated package of support that avoids duplication and the need for the family to have to repeat their information.

FAQs - use of CAF when making referrals to Social Care

Q1.  I’ve just rung Referral and Assessment regarding a child I have a concern about.   Why am I being asked to provide a CAF?
Any telephone referral to Social Care must be followed up in writing within 48 hours.  The CAF form provides a structure for the written referral.  

If this is an ongoing concern that you feel has escalated to a level that Social Care need to be involved in, then there is an expectation that a CAF will already be in place with an assessment and an action plan.

If this is an emergency and you haven’t previously had concerns about a child, then its likely that a CAF won’t be in place.  Using the CAF form at this point offers the opportunity to document your concerns and confirm your referral in writing.  By completing as much of the form as you are aware of, you will be helping the family not to have to repeat their basic information and the social worker will start their work with the family from a more informed position.  In these circumstances you would not be expected to sit down with the family and complete the assessment with them.  It will be helpful to include as a minimum the child’s name, address, family information etc as well as identifying the concerns you have, any strengths you are aware of, and any previous interventions you or other services have undertaken.

Q2.  The CAF process has a strong emphasis on consent – what if the family doesn’t agree to me sharing information?
Where there are concerns that a child or young person may be suffering or at risk of suffering significant harm, it is important that information is shared.  The concern must not be ignored.  If you are not sure whether there is a reasonable cause for your belief, then you should talk to your manager or contact Referral and Assessment for advice.  Otherwise, consent should be sought to share information and make referrals to Social Care.  This will help you to maintain an open and honest relationship with the family/young person.  The decision to share information without consent in the best interests of the child should be recorded in your own system.

Q3.  I’ve previously completed a CAF with the family to access additional services (not social care).  Can I use this to share information with social care at the point of referral?
This will be very helpful to share background information.  However, it should be brought up to date with recent information regarding your current concerns and any recent interventions the child/family has received as a consequence of completing the CAF originally.  If you have concerns about a child, you should always telephone Referral and Assessment in advance of sending a CAF form to Social Care.   To simply send the form could lead to delays which could put a child at risk.

Q4.  I checked with the IW team and found that there was an existing CAF open for this child.  What should I do now?  
If the situation is an emergency, you need to use a new CAF form to document your concerns, strengths etc as in Q1.  However, it will be helpful to note on the form that you are aware that a CAF has been completed, with the name and contact details of the CAF owner/Lead Professional.  The social worker will contact them and ask for a copy of the previous CAF.

If your concerns have been ongoing and have now escalated, you should contact the CAF owner/Lead Professional to discuss your concerns and agree the best way to proceed.

Q5.  I’ve never completed a CAF before or had any CAF training.  How do I find a copy of the form?

A copy of the CAF form can be found on Bolton’s Safeguarding Board website: www.boltonsafeguardingchildren.org.uk Use the menu on the left hand side – select ‘Resources for Practitioners’, then ‘Integrated Working Processes’.  The CAF form and guidance documents are available there to be downloaded.  Further advice on how to complete a CAF or to access CAF training can be accessed by contacting e Integrated Working Team: 01204 331394 or boltonISA@bolton.gov.uk

CAF and Consent

The CAF aims to enable and support better information sharing about the needs of children.  It is important that all practitioners using the CAF to share information do this lawfully.

Seeking consent should always be the first option.  That is why the process of doing a common assessment has such a strong emphasis on consent and the CAF form asks practitioners to record that consent has been given.  

In most circumstances you should only record and share information on a CAF form with the informed consent of the child or parent.  (See below for exceptions).

Assessments should be undertaken with children and parents and the information recorded should be agreed in partnership with them.  It is also necessary to work with children and parents to agree how information is recorded, used and with whom it can be shared.  
The Information Sharing Guidance for Practitioners and Managers has a good section on consent.  The guidance can be found on the Department for Education website at http://www.education.gov.uk
Checklist for consent:

	If you need to gather information from other agencies to help complete the assessment, have you got the agreement from the child/family about who you can contact?
	 FORMCHECKBOX 


	With child/parents discuss strengths and worries and agree what will be recorded on the CAF form
	 FORMCHECKBOX 


	Is the information recorded on the CAF form accurate, up-to-date, and necessary to be shared?
	 FORMCHECKBOX 


	Agree with family who will do what on the action plan
	 FORMCHECKBOX 


	Agree with family who the CAF form needs to be shared with (by service)
	 FORMCHECKBOX 


	Record this in the consent section of the form
	 FORMCHECKBOX 


	The parent/young person has signed the form?
	 FORMCHECKBOX 


	The original signed copy of the form is kept in your records?
	 FORMCHECKBOX 


	The electronic version states that consent has been given and where this is stored
	 FORMCHECKBOX 


	The form is shared safely according to your agency’s policy 
	 FORMCHECKBOX 



CAF forms that do not clearly state that consent has been given to share the information cannot be recorded as a CAF on our monitoring system.

Exceptions

There may be times when you need to share information even when consent has been refused or when it would be inappropriate to seek consent.  This is mainly:
  Where there is evidence that the child is suffering or is at risk of suffering significant harm; or

Where there is reasonable cause to believe that a child may be suffering or is at risk of suffering significant harm; or

To prevent significant harm arising to children and young people or serious harm to adults including through the prevention, detection and prosecution of a serious crime.
If you are not sure about this, seek advice from a line manager.

More information on consent and information sharing is available in the Information Sharing: a Practitioner’s Guide which is available from www.everychildmatters.gov.uk 

Single Service Request Form
There are some circumstances when it would be appropriate to introduce a simple form to request the support of an additional service when a CAF is not needed.  The form is a quick way of sharing information with one other service in order to provide essential information and evidence that a request for involvement is appropriate.

When should the Single Service Request Form be used?
The child’s need for the involvement of one other service is clear;
There are no other issues (in relation to that child or their family circumstances) that are impacting on the presenting need;
The involvement  of one other service would be appropriate to meet the need;
Only one service is needed in addition to the host service and no coordination is required; 

Or

When another holistic assessment and action plan is in place (such as Social Care or Youth Offending Team (YOT) assessments) and support from an additional service is needed.

The Single Service Request Form will not be monitored by the Integrated Working Team.  It will be the responsibility of service managers to ensure that staff’s use of this form is appropriate.  Staff should be clear on the document what the child, young person or family need the requested service to do for/with them.  It should not simply list the family’s difficulties.
A copy of the form can be found at: www.boltonsafeguardingchildren.org.uk  

Where it is agreed with the child, young person and/or their family that additional services are needed, either via a CAF or the Single Service Request form, it is essential that the enough information is shared.  Services will need to be able to decide if it is an appropriate request and whether they can provide support and the child, young person and/or their family should not be expected to repeat their information or undergo duplicate assessments.  “The Guide to Accessing Services using CAF”, which is available on the above website, outlines information that individual services require.  Agencies receiving requests for services via either process should give feedback to the requesting service on whether sufficient information has been provided.  It is intended that this feedback will support the improvement of quality assessments and information sharing.  The Single Service Request Form should not be used to access more than one service for a child or young person.


The following flow chart identifies whether a Single Service Request form or a CAF should be used:
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Signs of Well-Being 

What is it?

‘Signs of Well-being’ is a tool which encourages practitioners and families to work together to identify and discuss worries within the family situation that may have a detrimental impact on children’s safety/well-being while at the same time recognising and recording existing strengths and resources.

Following the initial identification of worries and strengths, family members - including relevant children - and practitioners then discuss and agree objectives and goals for addressing any unresolved worries and a means of achieving and sustaining these. 

The tool has its roots in solution focussed practice and in the principle assumption that families possess sufficient strengths and resources to respond to issues with minimal input from practitioners.
How does it work?

The tool has three main components:

Worries

Strengths and Resources

Goal setting

Worries

The practitioner is asked to discuss and document with the child/young person and/or parent carer his/her worries in a concise and factual manner, using language which makes sense to the family.  The practitioner is specifically asked to focus on the child or young person and what it is that is happening now that is raising concern or posing a risk to their safety and well-being.  This may well be actions the child or young person themselves is involved in or actions/activities external to the child/young person but having a negative impact on them.

Strengths and Resources

Practitioners are asked to record, again in discussion with family members, relevant strengths and resources that exist within the family structure and within individual members. 

Goal Setting

Within the model there are three opportunities for setting goals, namely:

a)  Child/young persons goals

b)  Parent/Carers goals

c)  Practitioners goals

In establishing and discussing how agreed goals could be achieved it is hoped that many families will determine their own solutions with minimal assistance from practitioners.  

a)  Child/Young Persons Goals

Children and young people are asked to share their thoughts on what needs to be different and how this can be achieved.  Children and young people are actively engaged in sharing their perspective and their role in shaping things for the future.  It is also an opportunity for young people to identify what support/help they would need to make/influence the change process.

b)  Parents/Carers Goals

Parents/carers state what they believe needs to change, how they can contribute to achieving this and what help they may need to reach that goal.  They can also be encouraged to think about what they need to do in order to maintain change over a longer period.

c)  Practitioner Goals

Practitioners state openly and honestly to family members what changes they need to see in order to feel confident that the risk to a child/young person‘s safety and well-being is reduced.  Practitioners can also identify, where appropriate, relevant support services.

When to use it?

There are no hard and fast rules for application, practitioners may wish to apply the tool holistically throughout the CAF or to a specific dimension within the CAF or even to the analysis.  The aim is to support the CAF process, that it is flexible and assists practitioners to raise sometimes difficult subjects with families.

If agencies have their own assessment tools that they think would work as well here, that is fine, Signs of Well-being is intended to be a support tool only.
The assessment tool was devised by Gateshead and Newcastle.

	Signs of Well-Being

	Worries

What is happening with the child/young person that is worrying you?


	Strengths and Resources

What relevant resources and strengths are already in place?



	Child/Young Person’s Goals

What does the young person want to change and what are their ideas for achieving this?
	Parent/Carers Goals

What does the Parent/Carer want to achieve and what are their ideas for achieving this?


	Professional’s Goals

What changes do the Professionals need to see to be confident about the young person’s well-being?


Reviewing and Updating a CAF 
As the CAF process has been developed to be a way of working with families to replace referral processes.  In the new way of working, practitioners continue their role to identify whether the action plan is being delivered and is making a difference.  The general principle is that the CAF process should be reviewed regularly with the child/young person and/or their parents.  Guidance suggests that a review should take place every 6 – 8 weeks, however it is up to practitioners to agree this with families – for example in school, half termly may be more appropriate and could be done at the same time as reviewing other educational plans such as IEPs. Version 1.4 of the CAF form has been adapted to help practitioners to improve the reviewing part of the process. 
In updating the CAF form no information is removed, any new information is added and the date is noted so that a distinction can be made between versions.
 Version numbers should be changed each time the form is updated.  The number relates to the number of times this particular CAF has been reviewed and does not relate to any previous CAFs that may be in place.

 During the period that the CAF is open, the owner or Lead Professional may change.  If this happens, add the date into the box and full contact details of the new CAF owner or Lead Professional.
In the date section, add the dates of all reviews, so that new services or practitioners can follow the chronology of the CAF process for that child.
 It is not necessary to repeat the assessment at each review.  Add any new information or changed information, but only undertake a repeat assessment if it is felt that the original one did not cover the main issues for the child/parent and/or the current action plan is not working to improve outcomes.  As before, do not remove information, but add new information preceded by the date.
Similarly, the priorities shouldn’t need to change if the CAF is being reviewed, unless a repeat assessment has been required.

Following review, you will need to agree with the child/family and other professionals involved, whether the CAF can or should be closed, or actions need to be continued and a further review date set.  In order to measure progress in use of the CAF process, practitioners are now asked to record the reason for closure – this is in the form of a tick list.

Consent should be re-sought to share the new information recorded on the CAF form, any new services that now need the information should be recorded and it should be signed off again.  As on the original version, if the CAF is being shared electronically, record that a signed hard copy is kept in your services files.

As before, a copy of the CAF should be shared with the relevant services and with the IW team.  

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

The child or young person’s needs have been met;
The outcomes identified in the CAF are achieved;
The family no longer wish to engage with the process
;
The family have moved out of the area
;
The issues have been raised to a statutory level and specialist assessments are replacing CAF.
The final summary should include information about the reasons for closing the CAF and any ongoing actions for the family or practitioners in mainstream services.  A final copy of the CAF needs to be given to the family, a copy kept with the CAF owner/Lead Professional, copies sent to the CAF team and the Integrated Working team.  The IW team will update monitoring information.
Copies of closed CAFs should be kept by the agency that owns the CAF.  It will be the responsibility of the CAF owner to retain a copy of the CAF for the appropriate length of time according to the policy of each individual service.

Services should follow their own policies around retention of records.

The Integrated Working team receives copies of the CAF to update the system, provide reporting and monitor quality.  These copies will be kept for approximately 6 months.  The Integrated Working Quality Group reviews a random sample of CAFs each quarter. Following this, the Integrated Working Team will contact CAF owners to check whether a CAF is still open, update records if necessary and destroy copies of closed CAFs.

Support Documents and Guidance for the CAF Process

Bolton Safeguarding Children website: 

http://www.boltonsafeguardingchildren.org.uk
This CAF guidance document, the Bolton CAF and Single Service Request forms can be found on the above website along with guides to Accessing Services using CAF; Lead Professional and Framework for Action.
Children’s Workforce Development Council

http://www.cwdcouncil.org.uk/integrated-working 

https://sharestreet.cwdcouncil.org.uk
Department of Education
http://www.education.gov.uk
Every Child Matters

http://www.everychildmatters.gov.uk

Information sharing guidance.
Integrated Working Team

The Integrated Working team can be contacted via:
Telephone: 01204 331394

Email: BoltonISA@bolton.gov.uk 
Bolton Integrated Working Processes 
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Service Managers’ Checklist











Case Study 1





School identify that a child has speech and language difficulties that can’t be met in school.  As the child is progressing and meeting the 5 outcomes other than this, the Single Service Request access form can be used.  





However, if the school knew that the parents were not taking the child to appointments and had already spoken to them informally but nothing had happened, then a CAF should be considered to identify whether parents need help and support to ensure that the child got the services needed.





Case Study 2





A health visitor has visited a mother who is very isolated and low in confidence. With the mother’s consent, she uses the Single Service Request form to Children’s Centre Multi-Agency Resource Panel meeting.  The form requests support for the parent to get out of the house and access local services (support could be provided by either Homestart or Children’s Centre community workers).





However, if it was also known that the parent is using drugs, and as well as the request for support with accessing local services, she also requires help to improve routines in the home, then a CAF would be required.  The situation is more complex and more than one additional service would be required.











� After reviewing the CAF, the family may choose to withdraw from the CAF process.  They may not agree with the practitioner undertaking the CAF about the level of need of their child, consider the needs of their child to be met, or that they can meet the need themselves within their own resources.  At this point the practitioner needs to decide whether their concern is that the child or young person is experiencing or is at risk of experiencing significant harm.  If so, then Local Safeguarding Children’s Board procedures should be followed.  





�  If the family/young person is planning a move out of the area, then every possible effort should be made to agree a new CAF owner from an appropriate agency in the new area and a copy sent to that person.  If the move is sudden or unplanned, the process would be followed as if they no longer wish to continue with the process and the CAF would be closed.
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