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INTRODUCTION TO THE TOOLKIT 
 

 
The Common Assessment Framework for children and young people (CAF) is 
a shared assessment tool used across agencies in England. It can help 
practitioners develop a shared understanding of a child’s needs, so they can 
be met more effectively. It will avoid children and families having to tell and re-
tell their story. 
 
The CAF is an important tool for early intervention. It has been designed 
specifically to help practitioners assess needs at an earlier stage and then 
work with families, alongside other practitioners and agencies, to meet them. 
 
We all want better lives for children. Most children do well, but some have 
important disadvantages that currently are only addressed when they become 
serious. Sometimes their parents know there is a problem but struggle to 
know how to get help. We want to identify these children earlier and help them 
before things reach crisis point. The most important way of doing this is for 
everyone whose job involves working with children and families to keep an 
eye out for their well-being, and be prepared to help if something is going 
wrong. The CAF is one way to help you do this. It is a tool to identify unmet 
needs. It covers all needs, not just the needs that individual services are most 
interested in.’ 
 
Using this document 
This document provides guidelines on how to undertake the CAF process, 
looks at underlying principles to CAF, including information sharing practice 
and has a number of practical tools to support anyone undertaking the CAF 
process. 
 
It is intended that these guidelines are used as a reference document to dip in 
and out of as needed. Whilst this document is for guidance, it does not 
remove the need for professional judgement, which should take into 
account all factors around a baby, child or young person. 
 
Please note: throughout these guidelines, and for ease of use, where the 
term ‘child’ is used please read unborn baby, baby, child or young person as 
appropriate. 
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THE COMMON ASSESSMENT FRAMEWORK IN STOKE-ON-TRENT 
 

 
The Common Assessment Framework has been used in Stoke-on-Trent since 
2005, when a 6 month pilot was undertaken to test out the process. This was 
followed by an evaluation, and changes were made to create the process 
featured in this toolkit. 
 
The Common Assessment Framework is well supported by the Children and 
Young People’s Strategic Partnership Arrangement. From the development 
stages to the successful roll out of the CAF training, and use by practitioners 
in the field, CAF has always been seen as a key tool in supporting services to 
achieve. 
 
The national deadline for full CAF implementation was March 2008.  In Stoke-
on-Trent this process continues to be monitored and developed as we 
continue to learn more about the CAF process and also as wider 
developments are implemented in the City. 
 
This process will continue to change in light of these local developments but 
also, alongside national developments. There are a number of information 
sources referred to in this document, which should provide members of the 
children and young people’s workforce with updates on any key changes such 
as these. 
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THE ROLE OF THE CAF COORDINATOR 
 

 
The role of the CAF Coordinator is to provide support and advice to any 
practitioner during a CAF case, but not for the Coordinators to undertake the 
process themselves. This support can include: 
 
• advice on completing the CAF form  

• sign-posting practitioners to different types of service in the City 

• answering queries on any existing CAF cases or providing advice on 
whether or not to complete a CAF in any particular case 

• ‘trouble shooting’ for any cases that have issues which need to be 
resolved, however their role will be one part of a broader ‘escalation’ route 
and they can also give advice on any cross border issues that may arise in 
relation to the CAF process 

 
The CAF Coordinator is not intended to take the place of any line manager in 
a service and any practitioner should always contact their own line manager 
for advice, but the CAF Coordinator is there to provide additional support in 
specific relation to the CAF process. The CAF Coordinator is referred to 
throughout this document, all contact details can be found on page 53. 
 



7    

 

USING THE COMMON ASSESSMENT FRAMEWORK 
 
 
(Please note: if at any point in this process you are concerned that a child 
is at risk of significant harm, please follow your services’ usual 
Safeguarding procedures. If you are not sure what these are please 
contact your named safeguarding / child protection officer.) 
 
THE PRE-ASSESSMENT CHECKLIST 
 
What is the Pre-Assessment Checklist? 
A short form for practitioners, it helps to decide if a Common Assessment is 
needed and helps to clarify where the needs might lie, with a baby, child or 
young person.  
 
Where do I get a copy of the form? 
Please see page 30. 
 
When do I complete the Checklist and who is it for? 

• A Checklist is the start of the CAF process and can be completed for any 
unborn baby, baby, child or young person. 

• It can be completed by any practitioner at any time. 

• You do not have to gain consent to undertake a Checklist, but you may 
choose to inform the family about it, or even go through it with them if you 
wish. However this is intended to be a practitioner’s tool only and is not to 
be shared outside of your team. 

• If you are not sure whether an assessment is needed, you might find it 
helpful to use the Checklist. This short form encourages you to look at the 
five Every Child Matters outcome areas and consider whether the child is 
healthy, safe from harm, learning and developing, having a positive impact 
on others and is free from the negative impact of poverty.  

• The Checklist also helps to identify if a Common Assessment would be 
useful and whether your service alone can meet the need or whether a 
multi agency response is required. 

• Please discuss with your line manager, if you require any clarification on 
the matter of Checklist completion. You may contact the CAF Coordinators 
if you need further clarification. 

 
What happens after I have completed the Checklist? 
There can be a number of outcomes that result from completing a Checklist: 
 
1) You decide that there are additional needs but your service alone can 

easily meet the need, in which case you do not need to undertake a CAF. 
2) You decide that there are additional needs and that a multi agency 

response is needed, in this case undertaking a CAF would be needed – 
please see the next stage. 

3) There are no additional needs identified at this stage, in which case a CAF 
is not needed, but you may wish to review this in the future. 
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THE CAF REGISTER  
 
 
What is the CAF Register? 
The CAF Register is a local, secure, web based system where basic details 
are recorded on the children and young people in Stoke-on-Trent who have a 
CAF completed with them. 
 
What information is held on the CAF Register? 
This basic information includes child name, date of birth and postcode and 
name and contact details of the person who is the current Lead Worker. 
 
Who has access to this information? 
The local CAF Team have access to the CAF Register. It is centrally 
managed in this way to limit the number of people who have access. 
 
What security measures are in place around the CAF Register? 
When you contact the CAF Team, you will be asked for the main phone 
number for your organisation so that the team can check that you are a 
‘legitimate’ practitioner with whom the team can share information. The team 
will call this number and then call you back to continue, your query of the CAF 
Register. The team may also check the CAF training database. 
 
Why would I need to use the CAF Register? 
The CAF Register can be used in a number of ways: 
 
i) to check if a child you have a concern about already has an existing CAF  
ii) to register that you have completed a CAF, the team will need to know 

the child’s name, date of birth, postcode and name and contact details for 
the Lead Worker 

iii) to close a CAF case 
iv) To change lead worker 
v) To log refused comment 
 
How can I access the CAF Register? 
Please call the local CAF Team, all contact details are on page 53.  
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THE COMMON ASSESSMENT 
 
What is the Common Assessment? 
It is not always easy to know what to do when you are concerned about a 
child. You may not be sure what the problem is. Even if you are reasonably 
sure, your service may not be able to help. A Common Assessment can help 
you work with a child and family to identify what the needs are.  The CAF can 
be used to assess the needs of unborn babies, babies, children and young 
people and which other services might become involved. 
 
The CAF is a process to identify additional, unmet needs, for children who at 
the Checklist stage may be at risk of poor outcomes. It can highlight actions to 
address these needs, alongside the child and their family. It has been 
developed for practitioners in all agencies so that they can work and 
communicate more effectively. It is particularly suitable for those in universal 
services to tackle problems before they become serious.  
 
Where do I get a copy of the CAF form? 
Please see page 30. 
 
Under what circumstances do I complete a CAF? 
A CAF has to be completed in the following circumstances, (for unborn 
babies, babies, children and young people up to the age of 18): 
 

• You are concerned about how well a child is progressing in relation to the 
5 outcomes and that the child may have additional, unmet needs. You 
might be concerned about their health, welfare, behaviour, progress in 
learning or any other aspect of their well-being. Or they or their parent 
may have raised a concern with you. 

• When a need is identified at the Checklist stage and a response is 
required that is over and above your service’s fulfilment and so a multi 
agency input is needed. 

• The needs are unclear, or broader than your service can address. 

• A common assessment would help identify the needs, and/or get other 
services to help meet them. 

• If you have concerns about more than one child in the same family 
you should complete a common assessment for each child. 

• You may wish to discuss this with your line manager. 
 
A CAF does not have to be completed in the following circumstances: 

• If your service alone can meet the need. 

• If the child is receiving universal services and has no additional, unmet 
needs and are meeting their expected outcomes in relation to the five 
outcomes of Every Child Matters, do not require a CAF. 

 
(Please note: if at any point in this process you are concerned that a 
child is at risk of serious harm, please follow your services’ usual 
Safeguarding procedures. If you are not sure what these are please 
contact your named safeguarding / child protection officer.) 
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You can choose to do a CAF in the following circumstance: 

• When your service alone can meet the need and you would find it useful 
to undertake a CAF as a tool, to support your work, to provide 
coordination or to monitor progress. In this case you would need to 
register the CAF with the CAF Team. Contact details are on page 53. 

 
Is consent required to undertake a Common Assessment? 
Yes, please see page 24 for further information on information sharing, 
consent and confidentiality. The CAF process cannot be entered into without 
consent. 
 
What do I do if consent is refused? 
Please see page 27 for further information on information sharing, consent 
and confidentiality. 
 
Who completes the Common Assessment? 
This will be initiated by the practitioner who had initial concerns for the child. 
The Common Assessment has to be completed with the baby / child / young 
person and their parent/carer. This is an important element to the process so 
that they are fully involved in any decisions and actions.  
 
However it is important to note that if you are initiating the CAF process, that 
is not to say that you will necessarily lead on this case afterwards, this will be 
agreed at the Team Around the Child meeting, as to who will be most 
appropriate to become the Lead Worker (please see page 17). 
 
How do I undertake the Common Assessment? 
 
1) Explain to the family i) the purpose of the assessment, ii) what information 
will be recorded and why, iii) issues of consent and confidentiality. Please use 
brochure “A Message to parents and carers” Please see page 27 for more 
details.  Their consent will need to be gained. See page 24 for more details on 
information, consent and confidentiality. 
 
2) Collect basic information about the child or young person including both 
personal and contact details, current family and home situation and any 
services already involved. 
 
3) Assess the 3 main areas on the form (‘Development of baby, child or 
young person’, ‘Parents and carers’, ‘Family and Environmental’, page 4 of 
the CAF form) and their sub-headings.  
You can concentrate just on the issues that you have concerns about; you do 
not need to fill out every sub heading. Please concentrate on strengths as well 
as needs and consider the ‘whole’ child and all of their needs.  One of the 
aims of the CAF is to focus on the positive aspects of the family. It can be 
used as a tool to raise the esteem of parents by focusing on the positives as 
well as the needs. 
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You can use the Common Assessment form to record concerns about needs 
and issues that you may not normally deal with, you are not expected to 
diagnose problems in a professional field other than your own, but you must 
consider the whole child, not just your own services focus. 
You will only be required to fill in whatever information you have at that point 
in time – the detail will come at a later date when other relevant practitioners 
become involved. 
 
4) Record the overall conclusions and the evidence behind them. This should 

be agreed with the child/young person or parent/carer and any major 
differences of opinion recorded. 
 
5) Conclude any strengths and any needs/worries for the child and then 
conclude “what changes are wanted” ie desired outcomes, working with the 
child and family to identify what assistance is needed, and focusing where 
possible, on what the child/family can do for themselves.  
 
6) Agree immediate action. Please remember that the family members can 
undertake actions themselves.  

 
• Ensure that consent and agreement is obtained on the CAF form. 

• Read the information back to the family, to ensure understanding. 
• Record that you have undertaken a CAF on the CAF Register by phoning 

the CAF Team (contact details on page 53). 
 
 
There are a number of fictional, example CAF forms available on the 
local website for your information. The website address can be found on 
page 30. 
 
Where do I file copies of the CAF paperwork and do other people need to 
keep copies? 
Any current Lead Worker for an open CAF case should keep a full copy of all 
CAF documentation for that case.  Other members of the TAC should have a 
copy of the Action Plan.  When the CAF case closes the Lead Worker should 
retain their full copy of all the CAF paperwork for as long as their service 
policy states that child records should be retained.  Other TAC members may 
wish to securely store their Action Plans; alternatively the Action Plan should 
be securely destroyed. 
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THE TEAM AROUND THE CHILD: DELIVERING THE ACTION PLAN 
 

What is the Team Around the Child (TAC)? 
The Team Around the Child (TAC) is a group of practitioners getting together 
with the family, once the Common Assessment has been undertaken. They 
share knowledge and information and alongside the child/young person and 
their parent/carer, undertake actions where they are able to and to work 
towards meeting the needs identified in the CAF.  
 
When does a Team Around the Child meeting need to be arranged? 
Once the Common Assessment form has been completed and it has been 
agreed that other agencies need to be involved, then a Team Around the 
Child will need to be called. 
 
Who calls the TAC? 
This is called by the person who completed the CAF form and they will be the 
current Lead Worker (see page 17), if only for a short time. The TAC can be 
arranged in two ways, this is dependent on the level of need of the child and 
the types of services that need to be involved. The two types of TAC are: 

 
i)   An ’actual’ TAC can be called when practitioners and the family physically 

meet. You may decide to call an actual TAC if the needs of the child are 
quite complex, or a larger number of practitioners need to be involved and 
it will be easier to discuss actions face to face. In this case the Action Plan 
will be completed fully at this meeting. 

 
It may be clear which is the best type of TAC to hold. If you are uncertain you 
could discuss this with your line manager or, if you are still uncertain, you 
could contact the CAF Team for advice (contact details on page 53). 
 
Is there any business support available for Lead Workers when arranging the 
TAC? 
There are a number of tools that have been locally developed to try and 
support practitioners with administration tasks associated with the CAF 
process these include a TAC meeting template available on the page 48. 
There is also a TAC template invitation letter (page 47) for practitioners and 
there will shortly be a letter available to give to children, young people and 
their parents / or carers.  There is also a guide to information sharing during 
TAC meetings. Tools to support the CAF process are being added to the 
website all the time, so please keep checking for any additions. 
 
Where will the TAC be held? 
This can be agreed between the initiating practitioner (Lead Worker) and the 
family.  It should be somewhere where the family feel comfortable if possible. 
 
What can I do if I am unsure which agencies need to be involved in the TAC 
or want to find out what services are available to invite to a TAC? 
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• You could speak to a colleague or line manager.  
• You could contact a CAF Coordinator (contact details on page 53). 

• You could also contact Family Information Service - ‘pointing you in the 
right direction. What to do, where to go and who to talk to about being 
a parent’ at: on 0800 015 1120 or 01782 232200 
 Floor 2, Civic Centre, Glebe Street, Stoke-on-Trent, ST4 1RU 

• There is a locally developed resource available on the internet Stoke 
Know How : stoke.gov.uk/stokeknowhow 

• You could refer to the Guide to Levels of Need to identify which type of 
service can intervene at which point. Please note that this is not a 
Service Directory. 

 
 
What happens at the TAC meeting? 
The following steps should be followed. (There is a TAC meeting template 
available on our local website at www.safeguardingchildren.stoke.gov.uk and 
a hard copy can be found on page 48 of this document): 
 
• Agree a Chair – this should be the current Lead Worker, unless the Lead 

Worker wishes to delegate this task to a member of the TAC. Family 
members may wish to do this, if appropriate. 

• Introduce everyone. 

• You may wish to record apologies and attendance. 

• Offer any background information from each person present. 

• Agree what everyone wants the outcomes to be. (This may have already 
been sufficiently agreed with the family when the CAF was first 
completed.) 

• Look at what actions need to be undertaken in order to meet the agreed 
outcomes, and who will do what.  (The young person/child/parents or 
carers can be included in undertaking some of the actions.) 

• Decide who will be the Lead Worker – this will be based on criteria set out 
on page 17 and by mutual agreement. If there are disputes over this 
decision, please see page 14. 

• Use the Action Plan section of the CAF form, with all of the agreed details. 
This should record all the relevant details and it is not necessary to 
complete formal minutes. (If this is being completed over the phone, the 
actions may be recorded by the initiating practitioner and forwarded to the 
Lead Worker). 

• Set a date for the review (see next step), and the Lead Worker will ensure 
that everyone present receives a copy of the Action Plan. 

 
It should be noted that no actions should be recorded on the Action 
Plan without the agreement of the person who would be carrying out 
those actions. 
 
What happens if the resources aren’t available to meet the needs of a child? 
Since resources to pay for services are finite, Common Assessment cannot 
offer a guarantee that services will be delivered.  
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However, it should increase considerably the likelihood that services will be 
delivered, because decisions will be backed up by evidence and more 
referrals will be directed to the right place. If you are concerned that your 
service or another service is not responding to the needs identified, take the 
matter up through your manager. Also please record on the Action Plan that, 
for whatever reason, resources are unavailable. This will provide valuable 
monitoring information and evidence that will help to plan for future, local 
services. Both the referring and the receiving services should record this gap 
in provision. If this is a consistent issue, please contact the CAF Team. 
Similarly, the CAF process may have identified a service but there is a long 
waiting list for that service. In this circumstance, you may identify another 
service that can provide interim intervention, (through networking or via the 
resources listed on page 53) until such a time as the child receives an 
appointment on the original waiting list. 
 
What happens if there are any issues that arise during the CAF process that 
are difficult to resolve?  
In the first instance the presenting issue should be looked at by the TAC 
members. If they are unable to resolve an issue at the TAC meeting, then 
depending on the issue, the steps below should be taken.  
 
If the issue concerns a disagreement over who should take on the Lead 
Worker role, and no resolution is reached in the meeting, the current Lead 
Worker should raise this with their line manager (please note: when in post, 
this will be reported to the CAF Coordinator instead of a line manager) and 
the family should be informed of any change. If this matter is unresolved at 
this level, it should be escalated to the CAF Manager who will contact relevant 
Senior Managers if appropriate.  
 
In the circumstance involving non attendance or non action of a TAC member, 
the TAC member in question should be given until the second TAC meeting to 
attend /respond. If this does not occur, the other TAC members should report 
this to the CAF Coordinator who in turn should escalate this to the CAF 
Manager, if they are unable to resolve this issue with the TAC member(s) in 
question.  This issue will be taken up with the line manager of the non-
attending TAC member and it should be responded to within 5 working days, 
by the service that is not attending / acting. They should forward this response 
to the relevant TAC team by contacting the Lead Worker. 
 
In the circumstance where there is a consistent difficulty occurring in a 
number of TAC meetings or a significant difficulty with a specific CAF case, 
then this should be escalated to the CAF Manager. If a pattern emerges of 
issues or challenges, then this will be reported to the CYP Strategic 
Partnership Board for a response. The issue that is being disputed should be 
acknowledged within 5 working days and a decision/solution should be made 
within 28 days. 
 
The Lead Worker and family involved, need to be kept informed at all times. 
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THE CAF REVIEW 
 

When should a review be called? 
Within 6 weeks of the initial TAC meeting. A Review can happen at any point 
in this 6 week period, depending on the level of need and actions in question. 
 
 
What happens during the Review? 
1) The Action Plan section of the CAF form is used during the Review.  
2) The child, parent and carer and all relevant practitioners will review 

progress since the original TAC meeting. 
3) Look at what the original outcomes were and everyone will provide an 

update on what actions were carried out and what progress has been 
made since the initial meeting. 

4) If the original outcomes have been achieved at this stage, and the child 
now has their needs met, the Common Assessment process need not 
continue and the Common Assessment is registered as closed on the local 
CAF Register, by contacting the CAF Team (Details on page 53). 

5) If the outcomes have not been achieved, it will be necessary to begin a 
fresh Action Plan, to record a new set of desired outcomes and actions. 

6) In this situation a Common Assessment may need to be re-done but only if 
the child’s circumstance/needs have significantly changed. This will be 
jointly agreed. 

7) If the practitioner undertaking the Lead Worker role needs to change at 
this stage, this can be mutually agreed at the Review session.  

8) if any members of the TAC need to drop out because their involvement 
has reached an end or if new TAC members need to be invited, this will 
also be agreed. 

9) Any changes to the Lead Worker’s contact details need to be recorded on 
the local CAF Register, by contacting the CAF Team  (details on page 53). 

 
 
What happens after the Review and the CAF process is complete? 
The CAF process should come to an end when everyone at the TAC agrees 
that, a child has all of their needs met, which were raised during the Common 
Assessment process.  The Lead Worker records on the local CAF Register 
that the CAF case is ‘closed’ by contacting the CAF Team (contact details on 
page 53). 
 
WHEN THE Lead Worker rings the CAF Team to close a CAF we will ask you 
if you are closing it on Red, Amber or Green and the reason for this is for 
monitoring purposes. 
 
An explanation of this system is described below and you can talk this through 
with the CAF Team at the point of closure. 
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• Red – Identified needs are not met by CAF process and CAF has not 

escalated to any other service. 
 

• Amber 1 – identified issues cannot be met by CAF process but case 
has been successfully escalated to a relevant service. 

 
• Amber 2 – some, but not all, issues have been met by the CAF 

process. 
 

• Green – all identified needs successfully met by the CAF process. 
 
Through the CAF Register there will be a permanent record that a CAF took 
place with a particular baby/child/young person, so should their circumstances 
change in the future and another CAF is required, there will be an historical 
record that one took place previously. 
 
 
What happens to the paperwork on a particular case once the CAF 
process has been closed? 
Please see page 8. 
 
 
What happens if a practitioner is concerned that a child develops 
additional, unmet needs after they have undergone a CAF process that 
is now closed? 
If this is the case then the practitioner may check the CAF Register, when the 
CAF register is operational, to see when the CAF case was closed and then a 
new CAF process will have to be started. 
 
There may be times when a CAF has been closed very recently and the 
unmet needs for the children/young person have arisen again.  After 
discussion with the CAF Team the original CAF ID number can be reinstated 
and new paperwork is used to update existing information this would then be 
version 2 of a CAF.  This would only happen if the CAF has been closed very 
recently. 
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THE LEAD WORKER ROLE 
 

Please note: in all national guidelines this role is referred to as the Lead 
Professional, a local decision was made to change the title to Lead Worker. 
 
When does a Lead Worker need to be allocated? 
When a multi agency response is required to work with the child/young 
person, to meet their needs, as identified through undertaking a Common 
Assessment. 
 
What does the Lead Worker (LW) do? 
A Lead Worker is someone who takes the lead to co-ordinate a CAF case and 
be a single point of contact for a child and their family, when a range of 
services are involved with that child or family. 
 
The Lead Worker is not a job title or a new role, but a set of functions to be 
carried out as part of the delivery of effective integrated support during the 
CAF process. 
 
The role of the Lead Worker is to undertake the following or to ensure that the 
following are undertaken: 

• Build a trusting relationship with the child and family (or other carers) to 
ensure their involvement in the process. 

• Be the single point of contact for the family and a sounding board for them 
to ask questions and discuss concerns. In some cases other practitioners 
will need to make direct contact with them, and it will be important for them 
to keep the Lead Worker informed of this. 

• Ensure that everyone agrees to the actions on the Action Plan and 
maintains contact with members of the TAC and the family between the 
TAC and the Review to ensure progress is on going. 

• Identify where additional services may need to be involved and put 
processes in place for agreeing their involvement (this may need to be 
carried out by the line manager rather than by the Lead Worker 
themselves or jointly with other members of the TAC). 

• Continue to support the child or family if more specialist assessments 
need to be carried out and they remain the Lead Worker 

• Support the child through key transition points but, where necessary, 
ensures a careful and planned ‘handover’ takes place if it is more 
appropriate for someone else to be the Lead Worker. 

  
Please note: these functions are not exclusive to the Lead Worker role; 
the Lead Worker may need to carry these out, or ensure that these 
functions are carried out. They may wish to seek support from a line 
manager. 
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How is it decided who the Lead Worker should be? 
Initially this will be the person who completed the CAF with the child and 
family. However this may only be for a very short time because once the 
TAC is called, it needs to be jointly agreed, and who will be the most 
appropriate person to become the Lead Worker for the child involved, at that 
point in time. It may be clear who this is, if not, the following criteria have been 
created to help make this decision. Therefore the Lead Worker could be 
chosen based on any of the following: 

• the predominant needs of the child or family; 

• the level of trust built up with the child or family; 

• the wishes of the child or family; 

• the person with primary responsibility for addressing the child or family’s 
needs; 

• where there is a clear statutory responsibility to lead on work with the 
child or family; 

• a previous or potential ongoing relationship with the child; 

• the skills, ability and capacity to provide leadership and co-ordination in 
relation to other practitioners involved with the child or family; 

• an ability to draw in and influence services; 

• an understanding of the surrounding support systems which are 
available. 

 
The Lead Worker may wish to seek support from their line manager in relation 
to the final 3 bullet points above. 
 
As the case progresses, the Lead Worker may change, this change will be 
jointly agreed at the Review stage, based on the above criteria.  Any change 
to the Lead Worker needs to be logged on to the CAF Register with the CAF 
Team. (Contact details on page 53) 
 
What if there is a disagreement over who the Lead Worker should be? 
Please see the response to this question on page 14. 
 
Remember that when you are being the Lead Worker you are 
accountable to your service for delivering the Lead Worker functions. 
You are not responsible or accountable for the actions of other 
practitioners or services. 

 
What support is available for Lead Workers?  
If as a Lead Worker, you have any questions or queries, you should discuss 
these with your line manager in the first instance or the CAF Coordinator.  
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THE BUDDY PROGRAMME 
 
 

The CAF team coordinate this programme which involves a group of Lead 
Workers offering shadowing experience in Team Around the Child meetings 
to practitioners to enable them to professionally develop in their CAF work.  
We have a number of CAF “buddies” from different agencies working with 
different age ranges of children. 
 

Based on feedback received from practitioners who are involved in CAF’s, it is 
clear that additional ongoing support is needed during the CAF process.  
 
“The Buddy programme aims to  

 
• Increase the number of CAF’s initiated in Stoke-on-Trent 

 

• Increase the confidence of practitioners in the CAF process 
 
• Achieve a sustainable resource for professional to use.  

 
(contact details on page 53)  
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TRANSITION 
 

What happens when a child moves from one setting to another? Eg primary to 
secondary school. 
 

• If the CAF is OPEN then the CAF can move to the new setting with the 
young person’s/parent’s consent.  This would then require a change of 
Lead Worker and this would need to be logged with the CAF Team 
(contact details on page 53). 

 
NB If this is a planned move then the Lead Worker can manage this by 
inviting the new setting to the TAC prior to the move. 

 
• If the CAF is CLOSED then it should not follow the child and paperwork 

should be held by that agency for however long they keep paperwork 
on children/young people. 

 
 
Cross Border 
 
If a child is moving in or out of Stoke-on-Trent with an open CAF you need to 
contact the CAF Coordinator to follow the cross border guidance. 
 
This involves the CAF Team contacting the relevant CAF Team in the area 
that the child is moving to/from to ensure smooth transition of information and 
service provision. 
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THE CAF PROCESS - A FLOW CHART 
 

 

Initial 

concern for 

child 

Child has 
additional 

needs – your 

service alone 

can meet the 

needs – NO 

CAF 

needed  

 

Child has 
additional 

needs – 

multi agency 

response 

required – 

CAF 

needed 

Child has no 
additional 

needs – NO 

CAF  

Concerns that 

child is at 

serious risk of 

harm – contact 

your service’s 

Safeguarding 

rep for advice. 
Any referral to 

be followed up 

by a CAF 

form. 

Undertake 

Checklist 

Has a CAF already been 

completed ? 

(Please contact the local CAF 

team) 

Yes – contact the Lead 

Worker to negotiate 

further action 

No – approach family 

to gain consent to 

complete a CAF 

Is consent gained? 
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No – contact  CAF 

team to log refusal 

of consent  

Yes – complete CAF with family and 

log with the CAF Register 

Initiating practitioner becomes the 

Lead Worker and calls the TAC 

Members of TAC agree desired 

outcomes & package of support. 

Action Plan complete. 

New LW chosen if appropriate 

Useful resources include 

the Guide to Levels of 

Need and the Family 

Information Service and 

Stoke Know How 

Actions implemented by TAC (can 

inc. family members) 

Review meeting called within 

6 weeks 

At Review have outcomes been 

achieved? 

Yes – child’s 

needs met 

No – child’s needs not 

met. Create new Action 

Plan. Updating of the 

CAF may also be needed 

New LW appointed if 

appropriate 

New Review date set 

Process repeated until 

child’s needs are met 

If outcomes not met 

record on Action Plan and 

reason why 

Log with the local 

CAF team 

Action Plan 
finalised. TAC 

agree to close CAF 

case & record 

reasons why 
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THE GUIDE TO LEVELS OF NEED 
 
 

The Guide to Levels of Need is a tool which outlines which services are able 
to provide support, in which circumstances with children and young people. It 
is split into a number of levels and gives definitions of these levels, for 
example, Level 1 would be children who have universal needs that are met by 
universal services. 
 
The Guide has been agreed by both the Stoke-on-Trent, Children and Young 
People’s Strategic Partnership Board and Safeguarding Board and is widely 
used across the Partnership. 
 

The levels that feature in the Guide are: 
Level 1  –  Universal Needs 
Level 2  –  Additional Needs 
Level 3  – Intensive Needs 
Level 4a  –  Children In Need 
Level 4b  –  Children in Need of Safeguarding 
Level 4c  –  Children in Care 

 
This Guide is reviewed on a regular basis to ensure that it accurately reflects 
changes in services.  
 
Use of the Guide to Levels of Need is included in CAF training and copies are 
distributed in these training sessions. However a copy of the Guide can be 
downloaded at the website below. Please keep checking this site as new 
versions will be posted here after every review: 
www.safeguardingchildren.stoke.gov.uk.  
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INFORMATION SHARING, CONSENT AND CONFIDENTIALITY 
 
CONSENT 
How should I gain consent to undertake a CAF? 
Consent needs to be gained in order to undertake a CAF. Explain to the 
child/young person/ family what the CAF is for and what happens to the 
information that they give you and be clear about how the sharing of 
information will result in better outcomes for the family. Allow time for the family 
to decide who they are happy for the information to be shared with. This is 
called informed consent. It is important to explain that in certain circumstances 
you may have to share information without consent.   This is where 
practitioners should be using the Parents and Carers brochure to explain about 
the CAF process (see 8b on the Safeguarding website). 
 
Who can give consent to undertake a CAF? 
This is very much dependent on the child / young person and their ability to 
understand what they are consenting to.  
 
The national guidance on this state; 
‘A young person aged 16 or 17, or a child under 16 who has the capacity to 
understand and make their own decisions, may give (or refuse) consent to 
sharing. Children aged 12 or over may generally be expected to have 
sufficient understanding. Younger children may also have sufficient 
understanding. When assessing a child’s understanding you should explain 
the issues to the child in a way that is suitable for their age, language and 
likely understanding. Where applicable, you should use their preferred mode 
of communication.’ 
(From ‘Information Sharing; Practitioners Guide’ HM Government, April 2006) 
 
Of course it is best practice to involve children in the CAF process and gain 
their consent, if you judge a child or young person to be competent to give 
consent. 
 
If a child under 16 does not consent to having a CAF but a person with 
parental responsibility does then the CAF can go ahead, if appropriate.  
 
However if a child under 16 wishes a CAF to go ahead but the parent/carer 
does not, you will not have lawful consent and in this circumstance the 
practitioner involved may wish to seek guidance from a line manager on how 
to proceed, (see sharing without consent later). The practitioner may, in such 
circumstances have a concern about the child’s circumstances and should not 
end the process there. You may wish to seek advice on information sharing 
before proceeding. 
 
How do you assess a child’s capacity to consent? 
The national guidance states: ‘The following criteria should be considered in 
assessing whether a particular child on a particular occasion has sufficient 
understanding to consent, or refuse consent, to sharing of information about 
them: 
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Can the child understand the question being asked of them? 

• Does the child have a reasonable understanding of: 
– what information might be shared? 
– the main reason or reasons for sharing the information? 
– the implications of sharing that information, and of not sharing it? 

• Can the child or young person: 
– appreciate and consider the alternative courses of action open to 

them? 
– weigh up one aspect of the situation against another? 
– express a clear personal view on the matter, as distinct from 

repeating what someone else thinks they should do? 
– be reasonably consistent in their view on the matter, or are they 

constantly changing their mind? 
 
Where parental consent is required, the consent of one such person is 
sufficient. In situations where family members are in conflict you will need to 
consider carefully whose consent should be sought. If the parents are 
separated, the consent of the resident parent would usually be sought. 
 
‘These issues can raise difficult dilemmas. You must always act in 
accordance with your professional code of practice and in the best interests of 
the child, even where that means overriding refusal to consent.’ 
(taken from ‘Information Sharing; Practitioners Guide’ HM Government, April 
2006) 
 
 
INFORMATION SHARING WITH CONSENT 
Who can I share CAF information with when consent has been gained? 
This is subject to the views of the young person/ parent/carer, they will agree 
with the Lead Worker (who at this point will be the initiating practitioner) which 
services they are happy for the information to be shared with and involved.  
 
If during the course of the CAF process, it is clear that more services need to 
be involved, that the family did not originally agree to, then (i) consent needs 
to be gained again, which can be done over the phone or in person, (ii) it has 
to be recorded on the CAF form and signed and dated by either the parent/ 
young person or practitioner. If they do not give any further consent then 
information can only be shared with the original services that the family 
agreed to. 

 
 
INFORMATION SHARING WITHOUT CONSENT 

If at any point in this process you are concerned that a child is at risk of 
significant harm, please follow your services’ usual Safeguarding 
procedures. If you are not sure what these are please contact your 
named safeguarding / child protection officer.  
 
What happens if I need to share information without consent? 
The Data Protection Act 1998 says that we can share information without 
consent: 
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• To protect the vital interests of the data subject (in this case the child or 
young person) or another where (i) it is impractical to gain consent, (ii) it 
cannot be obtained or (iii) where consent has been unreasonably withheld. 
For example, if gaining consent places a child or young person at 
increased risk of significant harm or place an adult at risk of serious harm. 

• Where it is to assist the prevention or detection of crime. 

• Where it would lead to unjustified delay in making enquiries about 
allegations of significant harm.  

• Where there is substantial public interest and processing to support social 
work counselling or other intervention is necessarily kept secret.  

• Where it is necessary to carry out a statutory obligation e.g. under the 
Children Acts. 

• To facilitate legal proceedings. 

• And in other circumstances not relevant to this process.   
 
 
The protocol we have in place locally records the agreement of all our 
services to share information under the above rules but you may wish to seek 
guidance from a line manager as to whether i) as the assessing practitioner, 
you offer information to other agencies or ii) you contact the assessing 
practitioner where no consent has been obtained to share information. 
 
General guidance to follow under these circumstances is as follows: 
 

• The overriding factor is always ‘the best interests of the child’ but the level 
of concern that the practitioner has and the seriousness of the need are 
also factors in the decision. Any decision on whether or not to inform the 
service user that information has been processed, without consent has to 
be based on the circumstances of the case and the best interest of the 
child. Clearly if information has been released in relation to a criminal 
investigation, the service user would not be told. Remember that the 
service user has been issued with a Fair Processing Notice which states 
with whom information may be shared, if we are lawfully empowered to do 
so.  (N.B Plain English Fair Processing Notices are to be released across 
the City in the near future) 

 

• Of course if any practitioner is concerned that a child is at risk of significant 
harm, then Safeguarding procedures should be followed. Unfortunately 
there are no clear cut answers in these cases, and a course of action is 
dependent on each case. 

 
• If you are uncertain of what to do please seek advice from your line 

manager. In any case involving the sharing of information, any courses of 
action should always be well documented. Further advice may also be 
obtained from your Agency’s Data Protection Officer. 
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• If the concern is about possible abuse or neglect, all services working with 
children and young people will have a named person who undertakes a 
lead role for child protection, so consulting this person may also be helpful. 

 
What happens if consent is refused? 
If consent to carry out a CAF is refused, the CAF cannot be undertaken. This 
fact should be logged on the CAF Register by contacting the CAF Team; the 
family must be issued with a Fair Processing Notice 
 
If you contact the CAF Team to enquire if a child has a CAF completed and 
you are told that consent to undertake a CAF with that child has been refused, 
the CAF Team can tell you the name and contact details of the practitioner 
who approached the family and had the consent refused. You may wish to 
contact that practitioner for further information but remember you have to do 
so in accordance with ‘Sharing without Consent’ above. Again please seek 
advice if you are unsure of what to do. 
 
What happens if consent is withdrawn half way through the CAF process? 
In this case, the CAF process will have to stop, but this is dependent on 
whether or not there is a statutory obligation to continue working with the 
family. The Lead Worker should document the reason that this happened on 
the CAF form and on the Action Plan section. The Lead Worker must then 
contact any members of the TAC and inform them of the change in 
circumstance and that no information is to be shared further in relation to the 
CAF case, unless there are any over riding circumstances – see the previous 
page.   The Lead Worker also needs to contact the CAF Team to inform them 
of this, to update the CAF Register. Contact details on page 53. 
 
Can I share confidential information? 
Not all information is confidential. Confidential information is information of 
some sensitivity, which is not already lawfully in the public domain or readily 
available from another public source, and which has been shared in a 
relationship where the person  
giving the information understood that it would not be shared with others. 
Confidence is only breached where the sharing of confidential information is 
not authorised by the person who provided it or to whom it relates. This is 
known as The Common Law Duty of Confidentiality (CLDC) and it must 
always be considered.  However: 
 
The Data Protection Act 1998 provides the rules on sharing information. 
Consent as already discussed is one of those rules but is not the only one. All 
the agencies involved in the CAF process are signatories to agreements to 
share information where the other rules apply. In using these additional 
powers (see below) you must always ensure that;  
 

• You are acting in the best interests of the child 

• That any reasonable person would accept that the need to share the 
information outweighed any duty to keep it confidential (CLDC) 
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In some situations you are required by law to share information, for example, 
in the NHS where a person has a specific disease about which environmental 
health services must be notified.  There will also be times when a court will 
make an order for certain information or case files to be brought before the 
court.  In such situations you must share the information, even if it is 
confidential and consent has not been given.  
 
Wherever appropriate, you should inform the individual concerned that you 
are sharing the information, why, and with whom. (However the more serious 
the circumstance you do not have to inform the family, for example if doing so 
would impede an investigation into a crime or would endanger the child 
further. The less serious the circumstance, you would need to inform the 
family). 
 
How is all this information stored? 
The Lead Worker keeps a copy of the CAF form and Action Plan. The Lead 
Worker is also responsible for ensuring that the child and family have a copy 
of the full form prior to the first TAC meeting and after that, to ensure that 
everyone has a copy of the Action Plan section. All CAF documentation 
should be stored with the child / young person’s existing files. 
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Key points on information sharing: 
 
• You should explain to children, young people and families at the outset, 

openly and honestly, what and how information will or could be shared and 
why, and seek their agreement. The exception to this is where to do so would 
put that child, young person or others at increased risk of significant harm or 
an adult at risk of significant harm, or if it would undermine the prevention, 
detection or prosecution of a serious crime including where seeking consent 
might lead to interference with any potential investigation. 

• You must always consider the safety and welfare of a child or young person 
when making decisions on whether to share information about them. Where 
there is concern that the child may be suffering or is at risk of suffering 
significant harm, the child’s safety and welfare must be the overriding 
consideration. 

• You should, where possible, respect the wishes of children, young people or 
families who do not consent to share confidential information. You may still 
share information, if in your judgement on the facts of the case there is 
sufficient need to override that lack of consent. 

• You should seek advice where you are in doubt, especially where your 
doubt relates to a concern about possible significant harm to a child or 
serious harm to others. 

• You should ensure that the information you share is accurate and up-to-date, 
necessary for the purpose for which you are sharing it, shared only with those 
people who need to see it, and shared securely. 

(Taken from ‘Information Sharing, Practitioners Guide’, HM Government, April 
2006) 

 
You may wish to use the above as a quick reference guide. 
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TOOLS TO SUPPORT THE COMMON ASSESSMENT PROCESS 
 
 

List of tools in this document:  
 
(Numbering refers to website reference) 
 

01   Pre Assessment checklist   Page  31 
02   CAF Form (Assessment only)   33 
03   TAC Meeting – Action Plan   41 
05   CAF Self Assessment Checklist   43 
06   TAC Meeting Invitation Template  47 
07   TAC Meeting Template    48 
16   CYP CAF Process Evaluation   50 
17   Parents Feedback Form              51 
 

 
These additional tools can also be found on the website: 
 

08 Parent Flyer 
09 Completed CAF Forms 
10 Example questions and guide to definitions for CAF Practitioners 
11 Information Sharing : Pocket Guide 
12 Rights of the Child Section 17 and 47 
13 Parental responsibility information 
19  Guide to levels of need 

 
 
The website address is: www.safeguardingchildren.stoke.gov.uk  
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Notes for use: If you are completing form electronically, text boxes will expand to fit your text Where 

check boxes appear, insert an ‘X’ in those that apply.  

Identifying details (For unborn baby, infant, child or young person; include contact name for parent/carer)  

Name       Contact name        
    
Date of birth or EDD

1
       Contact tel. no.       

    
Address       

 
 
 

Checklist (Record evidence and comments in the white boxes below, where relevant)  

 
Does the unborn baby, infant, child or young person appear to be:  

• Healthy?     Yes       No  Not sure  

      

 
 

 
• Safe from harm?     Yes       No  Not sure  

      

 
 

 
• Learning and developing?  Yes       No  Not sure  

      

 
 
1
 Expected date of delivery 
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• Having a positive impact on others?     Yes      No  Not sure  

      

 
 

 
• Free from the negative impact of poverty?       Yes        No  Not sure  

      

 
 

 
If you answered ‘No’ to any of the previous questions, what additional services are needed for the unborn baby, infant, 
child or young person or their parent(s), carer(s) or families?  

      

 
 

 
Can you provide the additional services needed? Yes           No  

 
 

If you answered ‘No’ or ‘Not sure’ to any of the previous questions, or it is not clear what 
support is needed, would an assessment under the Common Assessment Framework 
help? 

Yes          No  

 
If you answered ‘Yes’ to the previous question, who will do this assessment? 

 
I will  Another practitioner will  

  
 
Name of practitioner/agency  
 

 Date completed form 
 

              
 

© Crown copyright 2006  

Produced by the Department for Education and Skills  

www.ecm.gov.uk/caf  
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 Date assessment started       

 

Notes for use: If you are completing form electronically, text boxes will expand to fit your text 

Where check boxes appear, insert an ‘X’ in those that apply.  

Identifying details  

Record details of unborn baby, infant, child or young person being assessed. If unborn, state name as ‘unborn baby’ and  
mother’s name, e.g. unborn baby of Ann Smith. 

Given name(s)        Family name       
     

Male         Female           Unknown     AKA1/previous names       
     

 Date of birth or EDD2       
   
 Contact tel. no.       
   
 Unique ref. no.       

Address       

   
   Version no.       
Postcode          
     

Ethnicity 
 

White 
 

Black or Black British Asian or Asian British Mixed/Dual Background Chinese & Other 

White British   Caribbean   Indian   White & Black  
Caribbean 
 

 Chinese  

White Irish  

 
 

 
African  

 
 Pakistani  

 
 White & Black 

African 

 

 
 

  

Traveller of 
Irish Heritage 

 Any other 
Black  
background* 

 Bangladeshi  

 
 White & Asian  

 
 

 
 

Any other   
ethnic group* 

 

 
 

Gypsy/Roma    Any other Asian 
background* 

 Any other Mixed 
background*  
 

 
 

Not given  

 
 

Any other 
White  
background* 

         

 
     

*If other, please specify        Immigration status       
     

Child’s first language        Parent’s first language       
      
Is the child or young person 
disabled? 

Yes  No  

  
If ‘yes’ give details       
   
Details of any special requirements 
(for child and/or their parent) eg signing, 
interpretation or access needs 

      

 
1 ‘Also known as’ 
2 Expected date of delivery 
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Assessment information 

 
People present 
at assessment 
 

      

 
 
What has led to this unborn baby, infant, child or young person being assessed? 
 

      

  
Details of parents/carers 
  
Name        Contact tel. no.        

 
Relationship to unborn baby, infant, child or young person         

 
Parental responsibility? Address       

 
 

 

Yes  No  

 

 
 

Postcode:        
 

Name        Contact tel. no.        
 
Relationship to unborn baby, infant, child or young person         

 
Parental responsibility? Address       

 
 

 

Yes  No  

 

 
 

Postcode:        
 

Current family and home situation 
 
(e.g. family structure including siblings, other significant adults etc; who lives with the child and who does not live  
with the child) 
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Details of person(s) undertaking assessment 

 
Name        Contact tel. no.        

 
 Role       
   
 Organisation       

Address       

 
 

Postcode:        
 

 
Name of lead professional (where applicable)        

 
Lead professional’s contact number        

 
Lead professional’s email address        

 

Services working with this infant, child or young person  
 

GP  Details Tel.       

 

   

      

  

      
 Details Tel.       

 

Early years/education/FE 
training provision 

  

      

  

 

      
Service       Details Tel.       

 
   

      

  

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       

 
 

      

 

      
Service       Details Tel.       
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CAF assessment summary: strengths and needs 
 
Consider each of the elements to the extent they are appropriate in the circumstances. You do not need to comment on 
every element. Wherever possible, base comments on evidence, not just opinion, and indicate what your evidence is. 
However, if there are any major differences of view, these should be recorded too. 
 
1. Development of unborn baby, infant, child or young person 

 

Health  

General health 
Conditions and impairments; access to and use 
of dentist, GP, optician; immunisations, 
developmental checks, hospital admissions, 
accidents, health advice and information 

      
 
 
 

  
Physical development 
Nourishment; activity; relaxation; vision and 
hearing; fine motor skills (drawing etc.); gross 
motor skills (mobility, playing games and sport 
etc.) 
  

      

  
Speech, language and communication 
Preferred communication, language, 
conversation, expression, questioning; games; 
stories and songs; listening; responding; 
understanding 
 

      

  
Emotional and social development 
Feeling special; early attachments; 
risking/actual self-harm; phobias; psychological 
difficulties; coping with stress; motivation, 
positive attitudes; confidence; relationships with 
peers; feeling isolated and solitary; fears; often 
unhappy 

       

    
Behavioural development 
Lifestyle, self-control, reckless or impulsive 
activity; behaviour with peers; substance 
misuse; anti-social behaviour; sexual behaviour; 
offending; violence and aggression; restless and 
overactive; easily distracted, attention 
span/concentration 
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1. Development of unborn baby, infant, child or young person (continued) 
 

       Identity, self-esteem, self-image 
and social presentation 
Perceptions of self; knowledge of 
personal/family history; sense of belonging; 
experiences of discrimination due to race, 
religion, age, gender, sexuality and disability 

 

  

Family and social relationships 
Building stable relationships with family, peers 
and wider community; helping others; 
friendships; levels of association for negative 
relationships 

 

       

   
Self-care skills and independence 
Becoming independent; boundaries, rules, 
asking for help, decision-making; changes to 
body; washing, dressing, feeding; positive 
separation from family 

 

       

Learning   

Understanding, reasoning and 
problem solving 
Organising, making connections; being creative, 
exploring, experimenting; imaginative play and 
interaction 

 

      

  
Participation in learning, education 
and employment 
Access and engagement; attendance, 
participation; adult support; access to 
appropriate resources 

 

      

  
Progress and achievement in learning 
Progress in basic and key skills; available 
opportunities; support with disruption to 
education; level of adult interest 

 

      

  
Aspirations 
Ambition; pupil’s confidence and view of 
progress; motivation, perseverance 
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2. Parents and carers 

Basic care, ensuring safety 
and protection 
Provision of food, drink, warmth, shelter, 
appropriate clothing; personal, dental hygiene; 
engagement with services; safe and healthy 
environment 

      

   
Emotional warmth and stability 
Stable, affectionate, stimulating family 
environment; praise and encouragement; 
secure attachments; frequency of house, 
school, employment moves 

      

   
Guidance, boundaries 
and stimulation 
Encouraging self-control; modelling positive 
behaviour; effective and appropriate discipline; 
avoiding over-protection; support for positive 
activities 

      

3. Family and environmental 

Family history, functioning and well-being 
Illness, bereavement, violence, parental 
substance misuse, criminality, anti-social 
behaviour; culture, size and composition of 
household; absent parents, relationship 
breakdown; physical disability and mental 
health; abusive behaviour 

      

   
Wider family 
Formal and informal support networks from 
extended family and others; wider caring and 
employment roles and responsibilities 

      

   
Housing, employment and 
financial considerations 
Water/heating/sanitation facilities, sleeping 
arrangements; reason for homelessness; work 
and shifts; employment; income/benefits; 
effects of hardship 

      

   
Social and community elements 
and resources, including education 
Day care; places of worship; transport; shops; 
leisure facilities; crime, unemployment, anti-
social behaviour in area; peer groups, social 
networks and relationships; religion 
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Conclusions, solutions and actions  

Now the assessment is completed you need to record conclusions, solutions and actions. Work with the baby, child or 
young person and/or parent or carer, and take account of their ideas, solutions and goals. 
 

What are your conclusions? (What are the child/young person’s/families strengths and resources, what are their needs – 
e.g. no additional needs, additional needs, complex needs, risk of harm to self or others?) 
Strengths      
 
 
 
 
 
 
Needs/ worries:       
 
 
 
 
 
 
 
 

 
What changes are wanted? (Include the child/young person’s, parent/carer’s and practitioner’s views of the changes we 
want to make happen, ie our desired outcomes? 

      

 

 

 

 

 

 

 

 
 

Immediate actions (Following assessment list in order of priority the actions agreed for the people present.) 

Action Who will 
do this? 

By 
when? 

Actual Outcome 

    

    

    

    

Agreed Team around child 
meeting date and venue: 
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Child or young person’s comment on the assessment and actions identified 
      

Parent or carer’s comment on the assessment and actions identified 

      

Consent statement for information storage and information sharing 
 
“We need to collect the information in this CAF form so that we can understand what help you may need. If we cannot 
cover all of your needs we may need to share some of this information with the other organisations specified below, so 
that they can help us to provide the services you need. If we need to share information with any other organisation(s) later 
to offer you more help we will ask you about this before we do it.” 
 

“We will treat your information as confidential and we will not share it with any other organisation unless we are required 
by law to share it or unless you will come to some harm if we do not share it. In any case we will only ever share the 
minimum information we need to share” 
 
I understand the information that is recorded on this form and that it will be stored and used for the purpose of providing 
services to: 
 

 Me 
 

 This infant, child or young person for whom I am a parent 
 

 This infant, child or young person for whom I am a carer 

 
I have had the reasons for information sharing explained to me and I understand those reasons. 

 
I have had the reasons for information sharing explained to me and I understand those reasons. 

 
I agree to the sharing of information, as agreed, between the services listed below Yes  No  

 

      
 
 
 
 
 
  

Signed       Name       Date       

 

Assessor’s signature 

Signed       Name       Date       
 

Exceptional circumstances: concerns about significant harm to infant, child or young person 
If at any time during the course of this assessment you are concerned that an infant, child or young person has been 
harmed or abused or is at risk of being harmed or abused, you must follow your Local Safeguarding Children Board 
(LSCB) safeguarding children procedures. The practice guidance What to do If you’re worried a child is being abused (HM 
Government, 2006) sets out the processes to be followed by all practitioners.  
 

If you think the child may be a child in need (under section 17 of the Children Act 1989) then you should also consider referring the child 
to children's social care. These referral processes will be included in your local safeguarding children procedures and are set out in 
Chapter 5 of Working Together to Safgeguard Children (2006) (www.ecm.gov.uk/workingtogether). You should seek the agreement of 
the child and family before making such a referral unless to do so would place the child at increased risk of significant harm. 
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TAC Meeting - Action Plan CAF id ______________   (Actions from the assessment action plan should added to this plan if not complete.) 
 

 
Date of meeting: 

 
Lead worker: 
 

Action 
Who will do 

this? 
By when? Progress & Comment Date Closed 

     

     

     

     

     

Is it agreed that the above actions continue to serve the child’s needs:  

 Yes    Reason for closure:        
Can the CAF be closed? 

 No  Name of lead worker: 
Agreed review date: 
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TAC Meeting - Action Plan CAF id ______________   (Actions from the assessment action plan should added to this plan if not complete.)  
 

Date of meeting: 
People present: 
 
 
 
 
 
 
Lead worker  
details in full 
Name 

      Agency/Relationship       Email       

Address 
 
 
 

      
 
 

Contact Number       

 
 
Child or young person’s comment on both the TAC/review and actions identified 
      

 
Parent or carer’s comment on both the TAC/review and actions identified 
      

 

This form can be downloaded from stoke.gov.uk/caf  
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Annex A Stoke-on-Trent CYP Strategic Partnership version 

CAF Self-Assessment Checklist 
 

 

 

Step 1: Identify needs early 
 

 Y  N  

 Valid Is there a clear reason for undertaking the CAF (i.e. concerns about 

the child’s or young person’s progress towards the five ECM priority 

outcomes without additional services)?1 
 

  

 

  

 

 

 Inclusive Have you had a discussion with child/young person and/or 

parent/carer about your concerns? 
 

     

 Efficient Have you checked to see who else is working with the child/young 

person and whether a common assessment already exists? (you can 

do this via the CAF Register) 
 

     

 Transparent Do the child/young person and/or parent/carer understand the 

purpose of the CAF process, why and how their information will be 
recorded, what it will be used for and who else will see it? 
 

     

 Voluntary Do you have agreement/consent from child/young person and/or 

parent/carer to undertake a common assessment? 
 

     

 Equal 

opportunity 

Are any special arrangements needed for the assessment (e.g. 

interpreter, access etc)? 

     

   

 

     

  

 

Step 2: Assess those needs 
 

  

Y 

  

N 

 

 Complete Have you completed all relevant fields? 

 
 

     

 Valid Have you assessed both the strengths and needs of the child/young 

person and family and explored these holistically? 
 

  

 

  

 

 

 Accurate Have you provided an accurate representation of the discussion and 

highlighted what is fact and what is judgement or opinion (including 

whose judgement/opinion)? 
 

  

 

  

 

 

 Solution-focused Does the assessment focus on what the child/young person and 

their parents/carers want to achieve? 
 

     

 Clear Is the assessment clear, concise and understandable by all those 

involved and any practitioners who may get involved or take 

responsibility for the child/young person’s case at a later stage? 
 

     

 Inclusive Have you represented the views and opinions of the child/young 

person and/or parent/carer?  
 

     

  Have the child/young person and/or parent/carer had their 

comments included on the form?  
 

     

   

Do they understand/agree with who the form will be shared with 

and have they signed the consent statement? 
 

  

 

  

 

 

 Equal 

opportunity 

Have you ensured the assessment is not biased and is without 

prejudice or discrimination? 

  

 

  

 

 

 Professional Is the assessment non judgemental and does it follow your 

organisational codes of practice for recording/writing public 

documents?  

  

 

  

 

 

                                                
1
 If you are not sure, use the pre-assessment checklist and/or speak to your line manager. 



 44 

 Step 3: Deliver integrated services 
 

 Y  N  

 Complete Are the relevant fields on the action plan complete and accurate?    

 

  

 

 

 Voluntary Where a multi-agency/disciplinary response is required, has 

consent been gained from the child/young person and/or 

parent/carer to share information? 

     

  

Inclusive 

 

Where a multi-agency/disciplinary response is required, have you 

organised a Team Around the Child (TAC)? 

 

  

 

  

 

 

  Where a multi-agency/disciplinary response is required, have you 

agreed and recorded who the lead professional will be? 

 

  

 

  

 

 

  Are the child/young person and/or their parent/carer part of the 

TAC, have you sought and recorded their views, and used them to 

inform next steps in delivery? 

  

 

  

 

 

  

Inclusive 

 

Are you involving the child/young person, their parent/carer (and 

others affected by the plan) in the decisions taken, and encouraging 

them to take on actions themselves where appropriate? 

  

 

  

 

 

  

Efficient 

 

Have you/the TAC taken into account value for money (in terms of 

time and resource) in developing a support package? 
 

  

 

  

 

 

 Comprehensive Have you considered all significant options and impacts? 

 

     

 Solution-focused Do all the short term decisions taken support long-term goals? 
 

     

  Are all actions linked to an ECM aim? 

 

     

 Logical Does each action lead to the next within clear objectives and 

solution-focused outcomes? 
 

     

 Informative Were the decisions taken understood by all the people involved? 
 

     

 Transparent Does everybody involved understand how the process works? 

 

     

        

  

Step 4: Review Progress 
 

  

Y 

  

N 

 

 Timely Are reviews taking place at appropriate intervals based on the 

child/young person’s needs? 
 

  

 

  

 

 

 Complete Are the mandatory fields on the review form complete and 

accurate?  
 

     

  Have existing actions been reviewed and closed or updated, and 

where appropriate have new actions been agreed and recorded? 
 

     

 Holistic Have you discussed and recorded the child/young person’s progress 

against the original aims?  
 

     

 Inclusive Were the child/young person and/or parent carer present at the 

review and were their views sought and utilised in planning the 

next steps and their comments recorded? 

  

 

  

 

 

  Have you recorded any newly identified needs and strengths and 
used them to inform the next steps in delivery? 
 

     

 Progressive Is progress being made between reviews? Have outcomes (as 

opposed to outputs) been met? 
 

     

  Have you recorded and escalated any difficulties in engaging a 

service, or in services not delivering on agreed actions? 

  

 

  

 

 



 45 

 
Hints and Tips on completing a ‘good CAF’ 
 

 

(This is from ‘The Common Assessment Framework for children and young people. A guide 

for practitioners’ Children’s Workforce Development Council (CWDC) July 2009’.) 

 

The CAF is not just a form! Time and care must be taken to ensure the 
assessment is based on good communication and undertaken with respect for 
all parties. A ‘good’ assessment is both a good quality process and a good quality 
product. 
 
 The principles of a ‘good CAF’: 

• validity – the assessment has assessed what it is intended to assess (ie. The 
needs of the child or young person, as opposed to, for example, the needs of 
someone else, eg. parent) 

• accuracy – the assessment provides an accurate representation of the strengths 
and needs of the child or young person 

• clarity – the assessment is clear, concise and understandable by all those 
involved and any practitioners who may get involved or take responsibility for the 
child or young person’s case at a later stage 

• inclusive – the assessment represents the views and opinions of the child or 
young person and/or family; this is reflected through their language and 
expressions 

• equal opportunity – the assessment is not biased and gives positive expression 
to the opinions and experiences of the child or young person and/or their 
parents/carers without prejudice or discrimination 

• authenticity – the assessment is an accurate, evidence-based record of the 
discussion 

• professionalism – the assessment is non judgemental and follows organisational 
codes of practice for recording/writing public documents 

• solution-focused – the assessment promotes an approach that focuses on what 
the child or young person and their parents/carers want to achieve 

• practical – the assessment identifies the strengths and needs clearly and 
specifically to allow for identification of appropriate action 

 
 
What makes a good action plan? 
Good action planning builds on strengths to help meet needs. It is insightful, 
comprehensive and strategic. You therefore need to develop a holistic 
understanding of the child or young person’s strengths and needs, not just in 
terms of your own service interests. Effective action planning requires a thorough 
assessment and analysis of the situation based on asking critical questions and 
actively listening to answers. 
 
Good action planning requires a methodical process that clearly identifies the 
components and steps needed for improved outcomes. This process should be: 

• comprehensive – considering all significant options and impacts 

• efficient – not wasting time or resources 

• inclusive – the child or young person, their parent/carer and other people affected 
by the plan must be involved and encouraged to take on actions themselves 
where appropriate 

• informative – decisions are understood by the people involved 
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… and some hints and tips from the CAF team ….. 
 

• keep the CAF focused 

• cover as many areas as you can and make sure every member of the TAC 
has something to work from on the CAF form 

• create a balanced Action Plan e.g. make sure not all the actions are being 
completed by one person 

• always include strengths as well as needs 

• a typed form is easier to read than a handwritten one 

• sparse information isn’t helpful to anyone 

• think about what a person reading the form will learn about the child, based 
on the information you have included – is it enough to get a full picture?  

 
 
 
… finally, always remember….. 

 
State what support/activity your agency has provided to the child and family 

Avoid jargon or abbreviations & type if possible – other practitioners will understand 

the CAF better! 

Fill in all sections and domains - put ‘no information available’ or ‘not applicable’ if 

you don’t know 

Evidence the multi-agency plan that is already in place to support the child and/or 

family 

Gather information from other involved practitioners and include their views clearly 

Understanding of what services (if any) are being requested, is important 

Are you sharing the CAF with other agencies? – If so record the child/parent views & 

consent clearly 

Record the views of the parents, child or young person and what they agree or 

disagree with 

Distinguish between fact, observation and opinion by stating e.g. ‘It has been 

confirmed by’ or ‘I have seen’ before your statement or ‘I think…. because’ 
 
(With thanks to Sheffield Safetynet for the ‘SAFEGUARD’ tips.) 
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TAC Meeting Invitation Template – PRACTITIONERS VERSION.  
Items in blue to be deleted. 

 
 
 
Dear 
 
 
Invitation to Team Around the Child (TAC) meeting 
 
I have recently completed a Common Assessment Framework with (name of child or young 
person / date of birth and CAF I.D number to be included here) and as a result, I would like 
to invite you to attend a Team Around the Child meeting to look at this further.  
 
This meeting will take place on (time and date) at (venue). This meeting will include, sharing 
relevant information and looking at ways that the TAC members, (this includes your service), 
are able to provide support in this particular case. 
 
It is imperative that best efforts are made to attend this meeting, I would be grateful if you 
could confirm your attendance. If you are unable to attend for any reason, please let me 
know or if possible, or you may wish to send a deputy in your absence, if appropriate. 
 
I have attached / enclosed: 

• a copy of the completed CAF form (this is optional if you are able to photocopy the 
CAF form – this can only be circulated to the services that the child/young 
person/parent/carer has given consent for) for you to look at in advance 

• a copy of the TAC meeting template (this is also optional and available at 
www.safeguardingboard.stoke.gov.uk) 

 
It has been agreed with the parent / carer / young person / child (delete as appropriate) that I 
can share this information with you. 
 
If you would like to discuss anything in advance of this meeting, please contact me on 
(contact details to go here). 
 
I look forward to seeing you at the meeting. 
 
Yours sincerely, 
 
 
 
Your name 
Your service 
 
A copy of this letter has also been sent to: 
(please list all the people you have sent this letter to, including parents/ carers and young 
person) 



 48 

Team Around the Child (TAC) Meeting Template 
 
 
 

(Please note: This template is intended for use as a tool if it is useful, alongside the CAF 
paperwork, during the first TAC meeting. The current Lead Worker may wish to distribute this 
before the meeting, or to bring it along to the meeting, so that everyone present is aware of the 
matters to be discussed) 
 

Date and Time of Meeting 

 
 

Venue 
 

 

 
 

Name of young person /  
child / infant 

 

CAF I.D number 
 

 

 
 

Name of current Lead Worker 
 
 

Tel contact 

 
 

Invited to TAC Meeting (please use this section to introduce everyone. Apologies to be  
recorded here also.) 

Name Service/ 
Relationship to child or young  
person 

Tel contact Present 
Yes or No 

Apologies 
Yes or No 

CAF  
Trained 
Yes or No 
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Team Around the Child (TAC) Meeting Template 

 
 
 

During the meeting you should discuss the following: 
 

 
• The reasons for calling this meeting, you may wish to refer to the original CAF form. 

 
 

• Any background information that anyone wishes to share, that will be relevant to this meeting, 
including family members. 

 
 

• Actions – please use the Action Plan section of the CAF form, to record 1) what outcomes 
everyone wishes to achieve by the end of the meeting 2) who is able to undertake which 
actions, including the young person/child/parent or carer and 3) timescales. 

 
 

• Review – please set a review date. The first review meeting must be within 6 weeks of this 
TAC meeting. Any review dates after that are to be agreed by everyone present. Please record 
this date on the CAF Action Plan. 

 
 

• Lead Worker – please agree a person to become the Lead Worker and record this on the 
Action Plan (please refer to the CAF Guidelines document for guidance, if needed). 
 
The Lead Worker must make sure that everyone has a copy of the Action Plan and must call 
the CAF Team on 01782 231967 to register their name and contact details.  
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Common Assessment Framework 

 
Parents Feedback Form 

 
 
Your feedback on the CAF process really helps us to continue to make it better. If 
you could spend a few moments completing these questions and return it to your 
Lead Worker who will send it to the CAF team on your behalf. 
 
Thank you 

 
******************************** 

 
1. Did you know who your lead worker was and how to contact him/her? 
 
 
 
 
 
 
2. Your permission was needed for the CAF to be undertaken. Was this clearly 
explained to you? 
 
 
 
 
 
 
3.Were you able to share everything you wanted to with the lead worker during your 
discussion? 
 
 
 
 
 
 
4.Have you got a copy of your child’s/children’s CAF form and action plan? 
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5. Did you attend your child’s/children’s TAC meetings? 
 
 
 
 
 
 
 
6. Were your child’s/children’s TAC meetings held at a place that was convenient to 
you?  
 
 
 
 
 
 
7. Did you always feel you were kept up to date with what was going on by the lead 
worker? 
 
 
 
 
 
 
8. Did your child/children get the support that he /she needed? 
 
 
 
 
 
 
9. Did the CAF help to make things better for you? 
 
 
 
 
 
 
10. Would you use CAF again in the future if your child/children needed further 
support?  
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SUPPORT AND FURTHER INFORMATION 
 
 
Accessing CAF Forms 
Copies of all the CAF documentation can be found at: 
www.safeguardingchildren.stoke.gov.uk  
 
Support  
For operational support, your line manager should always be your first point of contact. 
However if you need any additional support, you can contact the local CAF Team: 
 
Lyndsay Smith 
Team Leader for Integrated Service Development and CAF 
Tel: 01782 231967 
Email: lyndsay.smith@stoke.gov.uk 
 
 
Claire Maxwell 
Integrated CAF Coordinator 
Tel: 01782 231964 
Email:claire.maxwell@stoke.gov.uk  
 
It is hoped that this document will provide a source of support and all of the tools included in 
it, if you have any comment on this guidance please contact the team. 
 
Further Information  
 
Further information for the CAF process, by contacting any of the following: 
 

• For a list of agencies/services who work with children, young people and families in 
and around the Stoke-on-Trent area you can access the local Service Directory. This 
can be accessed at: stoke.gov.uk/stokeknowhow 

 

• You can contact Family Information Service on: 
Tel: 0800 015 1120 or 01782 232200 
E mail: fis@stoke.gov.uk 

 

• www.safeguardingchildren.stoke.gov.uk - the local website for Stoke-on-Trent 
Safeguarding Board 
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MANAGING THE TOOLKIT 
 
 
This toolkit is a working document and as the Common Assessment Framework 
progresses additions will be made. Please keep checking our local website for any 
of these additions at; www.safeguardingchildren.stoke.gov.uk and ensure to update 
your own version of the toolkit with these amendments. 

 
If you do not have regular access to the internet please contact the CAF 
Team, all contact details are shown below. 

 
 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
To get more information about the CAF Process contact the CAF Team at the  
Civic Centre 
 
CAF Team 
Children and Young People’s Services 
Floor 2 
Glebe Street 
Stoke-on-Trent 
ST4 1HH 
 
Telephone: 01782 231967 / 01782 231964 
 
CAFTeam@stoke.gov.uk  
 
Or visit the CAF website: www.safeguardingchildren.stoke.gov.uk  

 


