Common Assessment Framework (CAF) Flowchart

If a child / young person is at risk of significant harm contact – Customer First Adult & Children Team on 01634 334466

Consultation for Practitioners

If you have concerns or you are unsure whether a CAF is needed or a referral to Social Services, consultations are available from the Social Care duty team on 01634 334466.

Every Child Matters Outcomes

1. Being healthy 
2. Staying safe 
3. Enjoying and achieving
4. Making a positive contribution 
5. Economic well-being
A CAF should be completed:

when there is a concern about how well a child is progressing.  There maybe concerns about their health, welfare, behaviour, progress in learning or any other aspect of their well-being.  This includes where a parent has raised a concern or the needs are unclear, or broader than you or your agency can address and a common assessment would help identify the needs and/or get other services to help them.

A CAF is not required:
when children are progressing well, or have needs that are already being met.  Neither is a CAF required when it is obvious what the needs are and your agency/service can meet the full range of those needs

Consent   -   
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‘Consent’ is required to store and share the information within the Common Assessment form.  Where consent is refused, this should not prevent a practitioner from working with a child or young person but the practitioner should not share any information obtained unless it can be justified to protect children or others from harm, to promote the welfare of children or to prevent crime and disorder.    

If Consent is withdrawn at any time, please stop the CAF process and seek further guidance from the CAF Team

NB: *In this context, Practitioner means any person working with children or young people and responsible for delivering a service. Thus the definition embraces a diverse group. It is not determined by there being a professional governing body or whether they work in the statutory, private or voluntary sector.

Sibling CAF Form

If there are multiple children in the family that you are working with, and you believe that more than one child would benefit from the CAF, you can use the sibling CAF form.  The sibling CAF form is available for up to 5 children and up to 10 children. The forms can be found on the Medway Children’s Trust website.

CAF Team contact details

Address – Level 4, Commissioning and Strategy, Medway Council, Gun Wharf, Dock Road, Chatham ME4 4TR

Telephone – 01634 334325/334324/337218   or   Fax – 01634 331503
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Title


Review meeting – Outcomes
A) Review progress on delivery plan
B) Amend actions as necessary


Organise multi-agency team around the child TAC meeting


Outcomes of first meeting;
A) Appoint Lead Professional
B) Agree a delivery plan
C) Set review meeting date


Give a signed copy of the completed form to child/young person/parents / carers. 


If form needs to be shared with additional services amend consent and get signed


Multi-agency support – CAF Team Around the Child (TAC)


Invite all identified agencies & ask for them to confirm their attendance/involvement


Identify relevant agencies and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Once confirmation is received – Send invitation letter along with a copy of the CAF form to the TAC member


C


Retain paperwork for your records (following the CAF retention guide)


End of process


Can the CAF be closed?


Contact the CAF Co-ordinator and notify of closure reason


Are new services required?


Inform all TAC members of closure


Send a copy of all CAF paperwork to;
CAF Co-ordinator
Medway Council
Gun Wharf
Dock Road
Chatham
KENT
ME4 4TR


NO


YES


C


Multi-agency need
CAF Team Around the Child (TAC)


Invite new services – once confirmation is received send invitation letter along with a copy of the CAF form, Delivery plans and notes of any TAC meetings


Note: When a child is going through transition (whether this is a natural progression to secondary school or a in-term move etc) you are required to gain specific consent if you would like to transfer the CAF documentation to the new setting.  




NO


YES


With the child/young person/parent/carers complete the ‘close’ scores


Single-agency support 


End of process


Use CAF form as a referral form or complete agency specific referral form and attach CAF for additional information


Give a signed copy of the completed form to child/young person/parents / carers. 


Give child/young person/parents/carer  the details of who the referral has been sent too


Single-agency need


Identify relevant agency and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Retain paperwork for your records (following the CAF retention guide)


C


Contact the CAF Co-ordinator and notify ‘Single Service can support’
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Title


Review meeting – Outcomes
A) Review progress on delivery plan
B) Amend actions as necessary


Organise multi-agency team around the child TAC meeting


Outcomes of first meeting;
A) Appoint Lead Professional
B) Agree a delivery plan
C) Set review meeting date


Give a signed copy of the completed form to child/young person/parents / carers. 


If form needs to be shared with additional services amend consent and get signed


Multi-agency support – CAF Team Around the Child (TAC)


Invite all identified agencies & ask for them to confirm their attendance/involvement


Identify relevant agencies and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Once confirmation is received – Send invitation letter along with a copy of the CAF form to the TAC member


C


Retain paperwork for your records (following the CAF retention guide)


End of process


Can the CAF be closed?


Contact the CAF Co-ordinator and notify of closure reason


Are new services required?


Inform all TAC members of closure


Send a copy of all CAF paperwork to;
CAF Co-ordinator
Medway Council
Gun Wharf
Dock Road
Chatham
KENT
ME4 4TR


NO


YES


C


Multi-agency need
CAF Team Around the Child (TAC)


Invite new services – once confirmation is received send invitation letter along with a copy of the CAF form, Delivery plans and notes of any TAC meetings


Note: When a child is going through transition (whether this is a natural progression to secondary school or a in-term move etc) you are required to gain specific consent if you would like to transfer the CAF documentation to the new setting.  




NO


YES


With the child/young person/parent/carers complete the ‘close’ scores


Single-agency support 


End of process


Use CAF form as a referral form or complete agency specific referral form and attach CAF for additional information


Give a signed copy of the completed form to child/young person/parents / carers. 


Give child/young person/parents/carer  the details of who the referral has been sent too


Single-agency need


Identify relevant agency and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Retain paperwork for your records (following the CAF retention guide)


C


Contact the CAF Co-ordinator and notify ‘Single Service can support’
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Title


Review meeting – Outcomes
A) Review progress on delivery plan
B) Amend actions as necessary


Organise multi-agency team around the child CAF TAC meeting


Outcomes of first meeting;
A) Appoint Lead Professional
B) Agree a delivery plan
C) Set review meeting date


Give a signed copy of the completed form to child/young person/parents / carers. 


If form needs to be shared with additional services amend consent and get signed


Multi-agency support – CAF TAC (Team Around the Child)


Invite all identified agencies & ask for them to confirm their attendance/involvement


Identify relevant agencies and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Once confirmation is received – Send invitation letter along with a copy of the CAF form to the CAF TAC member


C


Retain paperwork for your records (following the CAF retention guide)


End of process


Can the CAF be closed?


Contact the CAF Co-ordinator and notify of closure reason


Are new services required?


Inform all CAF TAC members of closure


Send a copy of all CAF paperwork to;
CAF Co-ordinator
Medway Council
Gun Wharf
Dock Road
Chatham
KENT
ME4 4TR


NO


YES


C


Multi-agency need
CAF TAC


Invite new services – once confirmation is received send invitation letter along with a copy of the CAF form, Delivery plans and notes of any CAF TAC meetings


Note: When a child is going through transition (whether this is a natural progression to secondary school or a in-term move etc) you are required to gain specific consent if you would like to transfer the CAF documentation to the new setting.  




NO


YES


With the child/young person/parent/carers complete the ‘close’ scores


Single-agency support 


End of process


Use CAF form as a referral form or complete agency specific referral form and attach CAF for additional information


Give a signed copy of the completed form to child/young person/parents / carers. 


Give child/young person/parents/carer  the details of who the referral has been sent too


Single-agency need


Identify relevant agency and renew Consent, making sure the child / young person/parents/carers are fully aware of whom their information will be shared with & how


Retain paperwork for your records (following the CAF retention guide)


C


Contact the CAF Co-ordinator and notify ‘Single Service can support’



