Allocation/C&F Assessment process – February 2021

This process has been drafted following a working group of managers and senior social workers across the MASH, Duty and Assessment and Contextual Safeguarding functions. the principles of this document are to ensure that there is timeless allocation and intervention with families, increased participation of children and families and with the intention of creating consistency across Lancashire County Council. The document sets out expectations in relation to:

· Timescales for allocation of a case at the point of referral. 
· Process for allocation of case
· Expectations of a 10 day assessment
· Expectations of a 20 day assessment
· Expectations of a 30 day assessment
· Expectations of a 45 day assessment
· Participation of children, young people and families from the start of the journey into duty and assessment. 
· Use of the assessment planning tool
· C&F checkpoints/timescales for completion of a C&F Assessment.  
· Extension of C&F assessment timescales
· Use of and the recording of a Multi-Agency Planning Meeting. 
· Circumstances when it may be appropriate to complete a 45 day assessment. 
· Minimum expectations in relation to the quality assurance of C&F assessments. 
· Inclusion of absent parents/carers and significant others within the C&F Assessment. 
· Feedback and comments on an Assessment. 

Timescales for allocation of a case at the point of referral. 
All referrals are to be allocated to a worker on the same day that MASH reassign the referral to the duty box. It is accepted that at times this is not possible due to urgent duty matters preventing allocation or referrals being reassigned to the duty box late in the day. Where it is not possible to allocate the case within the same day, this should not be left for more than 24 hours (if a working day) or one working day without allocation. 
At the end of a duty week, the duty box should be clear ready for handover to the next duty team. Team Manager to Team Manager discussions should take place to handover any duty matters that will need the attention of the new duty team. 
In some areas, Team Managers are holding daily duty briefings with their teams to consider allocation and duty tasks. This is reported to work well and should be adopted by all team managers where possible, particularly whilst remote working. 

Process for allocation of case
In order to allocate a case, it is good practice to hold a face-to-face (or virtual) discussion about the case allocation in order to ensure that the worker is aware of the case allocation and is clear around direction of case. Where it is not possible to hold face to face discussions with a worker, as a minimum the worker should be notified for example via email that a case has been allocated and the worker should be referred to the case note for more information and direction. 
Upon allocation of all cases, the Team Manager is to record an "Allocation" case note, setting out who the case has been allocated to, giving clear direction and stipulating whether the assessment is deemed to be a 10, 20, 30 or in exceptional circumstances a 45 day assessment. The case note can set out expectations of the worker in line with the below case file expectations or alternatively refer to the allocated worker to this document for the expectations required.  

Case file expectations of a 10 day assessment – Allocation case note to include direction as follows:
· Case file to be reviewed and chronology to be reviewed/updated. (Case should come to CSC with Chronology completed by MASH) prior to visit taking place. 
· Relationships tab on LCS to be updated – including the ending of any relationships that no longer exists – those with PR for the child should be recorded as having such and the main carer for the child/ren should be identified. 
· The involvements tab on LCS to be updated to include all current relevant professionals involved and any previous involvements ended if they are no longer involved. 
· Child to be seen within 3 days (72 hours) of allocation, save for Section 47 enquiries in which case child will be seen within 24 hours. 
· Child and family to have a minimum of 1 visit for a 10 day assessment. 
· Child aged 3 and over to be seen alone (away from parent/care giver). 
· In relation to children aged under 3, evidence of where and how the child was seen is to be recorded, including interactions with the child and observations of the child within the environment (See section on children being seen alone for more information). 
· COVID Risk Assessment to be completed and then updated every 4 weeks or earlier if COVID related changes. 
· Assessment tools used to be highlighted within the C&F assessment. 
· Consent to be clarified – via consent forms being signed. 
· Family to be provided with assessment pack which include signed consent form, information in relation to the Child and Family Assessment and the complements/complaints procedure. 
· Case Summary to be completed prior to case closure/transfer. 

Case file expectations of a 20 day assessment – Allocation case note to include direction as follows:

· Case file to be reviewed and chronology to be reviewed/updated. (Case should come to CSC with Chronology completed by MASH) prior to visit taking place. 
· Relationships tab on LCS to be updated – including the ending of any relationships that no longer exists – those with PR for the child should be recorded as having such and the main carer for the child/ren should be identified. 
· The involvements tab on LCS to be updated to include all current relevant professionals involved and any previous involvements ended if they are no longer involved. 

· Child to be seen within 3 days (72 hours) of allocation, save for Section 47 enquiries in which case child will be seen within 24 hours. 
· Child and family to have a minimum of 2 visit for a 20 day assessment. 
· Child aged 3 and over to be seen alone (away from parent/care giver). 
· In relation to children aged under 3, evidence of where and how the child was seen is to be recorded, including interactions with the child and observations of the child within the environment (See section on children being seen alone for more information). 
· Multi-agency planning meeting to be held on all 20 day assessment cases. 
· COVID Risk Assessment to be completed and then updated after 4 weeks or earlier if COVID related changes. 
· Assessment tools used to be highlighted within the C&F assessment. 
· Expectations that there is some direct work with the child/family to inform the assessment – this is the purpose of the second visit. 
· Consent to be clarified – via consent forms being signed. 
· Family to be provided with assessment pack which includes signed consent form, information in relation to the Child and Family Assessment and the complements/complaints procedure. 
· Case Summary to be completed prior to case closure/transfer. 


Case file expectations of a 30 day assessment – Allocation case note to include direction as follows:

· Case file to be reviewed and chronology to be reviewed/updated. (Case should come to CSC with Chronology completed by MASH) prior to visit taking place. 
· Relationships tab on LCS to be updated – including the ending of any relationships that no longer exists – those with PR for the child should be recorded as having such and the main carer for the child/ren should be identified. 
· The involvements tab on LCS to be updated to include all current relevant professionals involved and any previous involvements ended if they are no longer involved. 
· Child to be seen within 3 days (72 hours) of allocation, save for Section 47 enquiries in which case child will be seen within 24 hours. 
· Child and family to have a minimum of 3 visit for a 30 day assessment. 
· Child aged 3 and over to be seen alone (away from parent/care giver). 
· In relation to children aged under 3, evidence of where and how the child was seen is to be recorded, including interactions with the child and observations of the child within the environment (See section on children being seen alone for more information). 
· Multi-agency planning meeting to be held on all 30 day assessment cases. 
· COVID Risk Assessment to be completed and then updated after 4 weeks or earlier if COVID related changes. 
· Assessment tools used to be highlighted within the C&F assessment. 
· Expectations that there is direct work with the child/family to inform the assessment – this is the purpose of the second and third visit. 
· Consent to be clarified – via consent forms being signed. 
· Family to be provided with assessment pack which includes signed consent form, information in relation to the Child and Family Assessment and the complements/complaints procedure. 
· Case Summary to be completed prior to case closure/transfer. 

Case file expectations of a 45 day assessment – Allocation case note to include direction as follows:

· Case file to be reviewed and chronology to be reviewed/updated. (Case should come to CSC with Chronology completed by MASH) prior to visit taking place. 
· Relationships tab on LCS to be updated – including the ending of any relationships that no longer exists – those with PR for the child should be recorded as having such and the main carer for the child/ren should be identified. 
· The involvements tab on LCS to be updated to include all current relevant professionals involved and any previous involvements ended if they are no longer involved. 
· Child to be seen within 3 days (72 hours) of allocation, save for Section 47 enquiries in which case child will be seen within 24 hours. 
· Child and family to have a minimum of 4 visit for a 45 day assessment. 
· Child aged 3 and over to be seen alone (away from parent/care giver). 
· In relation to children aged under 3, evidence of where and how the child was seen is to be recorded, including interactions with the child and observations of the child within the environment (See section on children being seen alone for more information). 
· Multi-agency planning meeting to be held on all 45 day assessment cases. 
· COVID Risk Assessment to be completed and then updated after 4 weeks or earlier if COVID related changes. 
· Assessment tools used to be highlighted within the C&F assessment. 
· Expectations that there is direct work with the child/family to inform the assessment – this is the purpose of the second, third and fourth visit. 
· Consent to be clarified – via consent forms being signed. 
· Family to be provided with assessment pack which includes signed consent form, information in relation to the Child and Family Assessment and the complements/complaints procedure. 
· Case Summary to be completed prior to case closure/transfer. 


Participation of children, young people and families from the start of the journey into duty and assessment. 

· Parents/care givers are to be provided with the Assessment pack on the first visit to the family. The will include the family assessment plan which incorporates the explicit consent form and the how the assessment is to be completed. It will also include information in relation to the C&F assessment process and the compliments and complaint procedure and pack. 
· The Family Assessment plan to be undertaken with parents/carers/children/young people during the initial visit. 
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· Parents/care givers and children where appropriate are to be invited to the multi-agency planning meeting to ensure that they have the opportunity to participate. 
· All children are to be seen as part of the assessment, and children aged 3 and over should be seen away from their parents/care givers. 
· All household member, parents, care givers, absent parents and wider family members who are involved in the child's life should be involved and consulted with as part of the assessment. 
· Children, parents, care givers, absent parents and wider family members who are involved in the child's life should be asked to identify as part of the assessment what they feel is working well (the strengths), what they feel is not going well (the concerns/unmet needs) and how they feel the strengths could be built upon and concerns reduced. This should be clearly recorded within the assessment. 
· For 20, 30 and 45 day assessments, direct work with the child/ren and parents/care givers should be undertaken. The nature of this direct work would be dependent upon the nature of the referral/assessment need/risk. 
· A copy of the C&F assessment should be shared with those with PR for the child and where appropriate also with the child/ren. 
· Feedback and comments in relation to the assessment from those with PR/the child/ren should always be obtained and this information should be recorded within the feedback section of the C&F assessment (see below section of feedback). 
· In cases whereby a plan of support is identified for the child/family at the conclusion of the assessment, whether this be a plan under level 2, 3 or 4 on the Continuum of Need, the plan should be co-produced with the parents/carers and child. 

Use of the assessment planning tool
The family assessment planning tool has been revised to encourage participation of children, young people, and their families. The aim of the family assessment plan is to clarify how the assessment should be conducted and who should be contacted as part of the assessment. In addition, it provides an opportunity for the family who are an expert in relation to their own family to identify what they feel is working well and what they feel needs to change. The assessment planning tool must be used and attached to the C&F assessment. 




C&F checkpoints/timescales for completion of a C&F Assessment.  

Cases requiring a 10 day assessment should be completed by the social worker and sent for authorisation no later than day 8. This allows time for the Team Manager to quality assure the C&F assessment and allows time for any updated information to be obtained, and any required amendments to the assessment to be made.  
10 day assessment cases will not require a C&F checkpoint, unless the C&F assessment has not been completed by day 8 or in the event that the timescale for a C&F assessment is to be extended. In these cases, the C&F checkpoint should be held by day 9/10. 
Cases requiring a 20 day assessment should have a checkpoint undertaken by both day 9/10 and day 15. The C&F assessment should be completed by the social worker and sent for authorisation no later than day 18. This allows time for the Team Manager to quality assure the C&F assessment and allows time for any updated information to be obtained, and any required amendments to the assessment to be made.  
Cases requiring a 30 day assessment should have a checkpoint undertaken by day 9/10, day 15 and day 25. The C&F assessment should be completed by the social worker and sent for authorisation no later than day 27. This allows time for the Team Manager to quality assure the C&F assessment and allows time for any updated information to be obtained, and any required amendments to the assessment to be made.  
Cases requiring a 45 days assessment should have a checkpoint undertaken by day 9/10, day 15, day 25 and day 35. The C&F assessment should be completed by the social worker and sent for authorisation no later than day 40. This allows time for the Team Manager to quality assure the C&F assessment and allows time for any updated information to be obtained, and any required amendments to the assessment to be made.  
In relation to the process for arranging and recording a C&F checkpoint, it is the responsibility of the Social Worker with support of the Team Manager to arrange checkpoints using their online calendar at the relevant "days".  At the checkpoint, it is expected and a case discussion will be held, that the actions agreed at allocation will be reviewed and further direction/actions will be given. The C&F checkpoint will be recorded by the Team Manager on a case note – under supervision. In addition, the checkpoint tab on LCS will be updated to reflect that a checkpoint has been held. 

Extension of C&F assessment timescales
Extension of C&F assessments should only be undertaken in exceptional circumstances that are agreed by the Team Manager. An extension to a C&F assessment timescale should only be agreed whereby a further extension will benefit the child and family as further information or further direct work is required in order to inform the assessment. A C&F assessment must not be extended to allow a social worker time to write up an assessment or to undertake actions that should have been undertaken within the originally agreed timescale. In the event that either of the above apply, the C&F assessment timescale should remain at the originally agreed timescale and will show as out of date on data. Any themes or patterns in relation to assessments timescales should be addressed through supervision. 
 An extension may be warranted where new information has arisen that needs to be assessed, or new actions identified as part of a checkpoint review, or in exceptional circumstances whereby all reasonable steps have been made by the social worker to undertake any agreed actions but this has not been successful. An example of this would be if a parent is serving a custodial sentence and a prison visit is required but could not be undertaken within the timescale for an assessment. 
In the event that the timescale for completion of a C&F assessment is extended, the case file and assessment expectations for that relevant assessment timescale apply. For example if an assessment was originally set as a 10 day assessment case, and this is extended by the Team Manager to a 20 day assessment, the case file/assessment expectations that apply are those of a 20 day assessment. 

 Use of and recording of a Multi-Agency Planning Meeting. 

Multi-agency planning meetings must be undertaken for all 20, 30 and 45 day assessments. The purpose of the multi-agency planning meeting is to share and triangulate information required to inform the assessment. When holding a multi-agency planning meeting, there is no need to then contact each agency separately to gather information unless a particular agency is unable to or does not attend the meeting. Holding multi-agency meetings ensures that agencies own the information shared and are accountable. Parents/carers and children/young people where appropriate should also be invited to attend the meeting in order that they are aware of the information being shared and have the opportunity to comment on that information. This will also encourage participation of the family within the assessment process. 

In relation to the recording of the multi-agency meeting. The date of the multi-agency meeting should be recorded within the C&F assessment, under key information – dates of planning meetings held. A request has been made for LCS to be amended to add a section to record the attendees at the meeting, and a summary of discussions held; however in the interim this should be recorded on the below word document template (MA meeting) and attached to the C&F Assessment.  A standalone form is not required in order that it can be quality assured by the manager along with the C&F assessment and ensure a link between the Multi-agency meeting and the information contained within the C&F assessment. 




Circumstances when it may be appropriate to complete a 45 day assessment. 
There are circumstances where it is appropriate to extend a C&F assessment to 45 days by agreement of the relevant Team Manager. Below is a list of some of those expectations (please note the list is not exhaustive).  

· Pre-birth assessments where the referral is made early and there is a need to assess parenting capacity to change over time. 
· Instances where a specialist assessment is required to inform the assessment such as a CE Risk Assessment, Transitions Assessment, Expert Assessment, MH Assessment etc and such assessment has not yet been received. 

In the event that the team manager agrees the need for a 45 days assessment, this should be clearly documented within the C&F checkpoint, with the rationale as to the reason for this by the team manager. (see checkpoint section of this document)

Minimum expectations in relation to the quality assurance of C&F assessments.
Team Managers will be responsible for the quality assurance of C&F assessments. When quality assuring a C&F assessment, Team Manager's must ensure that as a minimum assessments have the following:

· Evidence that the child/ren have been seen and if aged 3 and over, have been seen alone. Where children aged 3 and over have not been seen alone, evidence of the reason for this must be recorded as set out earlier in this documents. 
· In relation to children aged under 3, evidence of where and how the child was seen is to be recorded, including interactions with the child and observations of the child within the environment (See section on children being seen alone for more information). 
· Evidence that children have been seen a minimum of once for 10 days assessment, twice for 20 day assessments, three times for 30 day assessment and four times for 45 day assessments. 
· Evidence of the child's views/voice in relation to the referral concerns and their lived experience. 
· Evidence of observations of the child in their environment, focussing on their interactions and presentation and evidence of whether the observations match what the child/family are saying. 
· Evidence of contrasting observations if the child is seen in different environments as part of the assessment. 
· Evidence of assessment tools used within the Assessment. 
· Evidence of direct work with the children and family for 20, 30 and 45 day assessments. 
· Evidence that children and families have participated in the assessment process and how this has been achieved. 
· Evidence that all household members, children, parents/care givers, absent parents and significant wider family members have been involved in  and consulted with as part of the assessment. 
· Evidence that where a particular individual has not been involved in and consulted with as part of the C&F assessment this is clearly documented, along with the rationale for this individual not being involved/consulted with. 
· Evidence of agencies contacted/spoken to as part of the assessment, along with their views. 
· Evidence of any agencies not contacted/spoken to as part of the assessment, along with the rationale for this. 
· Evidence that a multi-agency planning meeting has been held, including the date this was held, who was in attendance, that parents and where appropriate the children attended and a summary of the meeting is recorded for all 20, 30 and 45 day assessments. 
· Evidence of the family makeup within the C&F Assessment (Genogram) so that it is clear what family members are involved with the child and their role. 
· Evidence of consideration of the chronology and the impact on the child/family. 
· Evidence of strengths/protective factors being identified and the impact on the child/family. 
· Evidence of unmet needs/risks being identified and the impact on the child/family. 
· Evidence that the referral concerns have been addressed within the C&F assessment. 
· Evidence of the consideration of any other assessments undertaken such as specialist assessments/CE assessments. 


Assessments under Section 47 of the Children Act. 

It is essential when undertaking a C&F assessment under Section 47 that there is evidence of consideration of the Section 47 enquiry and outcome within the C&F assessment. The C&F assessment is the means in which enquiries under S47 are undertaken and is not a standalone assessment however forms part of the information gathering. Any findings should be included and referred to in the analysis of the C&F assessment to inform future planning and safeguarding.  

Children being seen alone as part of the C&F assessment. 
 Children aged 3 and over are required to be seen alone as part of the C&F Assessment. The term "seen alone" means that the child is seen away from his or her caregivers. Therefore, children seen in the presence of siblings or another professional are still considered "seen alone". 

It is important that whether a child has been "seen alone" is accurately recorded within the C&F Assessment, in the key information section of the C&F assessment, subsection "was the child seen alone"

In relation to children aged under 3 whilst it may not be appropriate to see the child alone away from care givers, it is expected that the child is seen, and where appropriate is handled by the social worker and/or engaged in some level of interaction. This could include playing with a toy with a small child in the presence of the parents/care givers or siblings, or holding the baby. It is expected that young children will be seen out of the cot/pram/highchair/baby chair to ensure a good visual observation is made and interactions can be observed. This should then be recorded within the C&F assessment to evidence how the child was seen, observed and interacted with. 

In the event that the child/young person has not been "seen alone", this information should be recorded in key information section of the C&F Assessment – subsection "Date the child/young person & family members seen and spoken to" including a clear rationale as to the reason why the child was not seen alone. See Appendix 1 for details of where this section can be found within the C&F Assessment)




Inclusion of absent parents/carers and significant others. 

It is essential that all household members, absent parents/carers and significant others are included with, and consulted with as part of the assessment. 

It has been highlighted through audits undertaken, that often absent parents, step-parents or other significant wider family members are not consulted with as part of C&F Assessments, or if they are, it is not clear to see from the assessment. The rationale/reason for not speaking to/consulting with or including these individuals is also often not evident in the C&F assessment. 

It is now agreed that all individuals seen, spoken to, consulted with and included in the C&F assessment, along with those who are not, with a clear rationale as to the reasons why are to be clearly recorded in the key information section of the C&F Assessment – subsection "Date the child/young person & family members seen and spoken to". (See Appendix 1 as per the previous section)


Feedback and comments on an Assessment. 
It is mandatory that C&F assessments are shared with parents/carers and children where appropriate. It is also essential those children, young people and their parents/carers have the opportunity to provide feedback in relation to the assessment and proposed plan and that the feedback is recorded within the Child and Family Assessment. It has been highlighted through audits undertaken that the feedback function within a Child and Family Assessment has been rarely used, in the most part due to workers and managers being unaware of where this is to be recorded. 

The Child and Family Assessment should be finalised and authorised by a manager before being shared with the family. In the event that there are factual inaccuracies within the assessment, the inaccuracies can be altered by completing a revision of the C&F assessment (see Appendix 2); however, the decision and outcome of the assessment cannot be changed. 




In relation to the recording of feedback/comments on the C&F, these can and should be recorded after the C&F assessment has been finalised and authorised. (See Appendix 3 for how to guide)
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A social worker will go through this leaflet with you at the start of the
assessment to make sure you understand what is happening.

An assessment

This is a where a social worker asks questions about you and your family
and with your permission talks to other professionals who know you. This is
to see what support you and your family might need, and whether Children’s
Social Care can provide any help. They should see you on your own, unless
you do not want to.






What an assessment is

Some assessments are more detailed than others depending on what

your family situation is. They can take up to 45 days. The social worker will
speak with you and your family, and others who know you, to find out what
is happening in your life and what support you and your family might need.
This is written down to make sure everything is included and nothing is
forgotten, including your views and those of your family. This will be used to
plan the best support. It involves different people who know you, such as
your school. It also involves working closely together and having meetings
with you and your family to plan and ensure we do the right things to help.

In assessments the social worker should:

* Find the best place to meet with you

* Beontime

e Listen to you

* Be honest and up front

* Give practical help if needed

* Make sure you know what's happening

* Make sure you understand what's in the assessment
* Give you a copy if you request it

M
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Access to your information
You are entitled to know what information we hold about you. There is more
information at the end of the leaflet about this.

Your input
Of course! We want to know what you think.

And...

If you are not happy with anything about the assessment you can talk to
your social worker about it.

If you are still not happy, there is a complaints leaflet included in this guide.
Hopefully we can sort out your problem before this. If not you can get an
advocate to help you.

If you have any views on the assessment process tell your social worker.
We are always trying to improve the way we work with children and young
people.






How we will use your information
Your social worker will explain this to you. There is also information at the
end of this guide to help you.

Comments and complaints

We welcome any comments about our services — good or bad. We are
interested to hear how we could do things better, and we like to know when
we are doing well. You can call complaints and feedback on

01772 539414

You can also use the online form on our website:
www.lancashire.gov.uk/haveyoursay
complaintsandfeedback@lancashire.gov.uk

You can write free of charge to:
Complaints and Feedback
FREEPOST RTKC-HBTA-TZRK

Po Box 1337

County Hall

Preston

PR2 0TG

You can contact Advocacy Services who can support you to express your
views, wishes and feelings, including how to make a complaint.

National Youth Advocacy Services at https://www.nyas.net/

If you are a child, young person or ringing on behalf of a child, young person
or vulnerable adult and need help, information or advice, please contact our
freephone helpline on 0808 808 1001 or email help@nyas.net.

You can also contact Talkzone on freephone who will pass on your complaint or

comment {

0800 511111

Text 07786 511 111

Visit www.lancashire.gov.uk/youthzone
and click chat online

(365 days a year, from 2pm to 10pm).






Information sharing

Lancashire Children’s Social Care and Personal Information

When you are in touch with Children’s Social Care, we will keep information
about you in written records and computer files. We will keep this information
confidential, and if there is a need to discuss this information with anyone
else, we will normally ask for you or your parents’ permission. The only
exception to this is if information comes to light which, in the social worker’s
view, may mean you or someone else is in danger. If this is the case, you
will be told what your rights are in this new situation. We can give you more
information about how we handle personal information. Phone

0300 123 6720 for our factsheet “Your Personal Information’.

The use of your information

We want to offer a wide range of Social Care Services that meet your needs
and will give you the best possible care. To help us do this it is important that
all agencies (for example health, education and housing) can — within reason
— share information about your welfare. We will keep information about your
care within your care record folder, or in computer systems.






Access to your records

You are entitled to know what information we hold about you.

If any of your details are wrong, tell us and we will correct them.

If you would like access to your information you should apply in writing.

You can either send us a letter or complete the request form attached to this
document. Applications should be sent to:

The Data Protection Officer
PO Box 100, County Hall
PRESTON, PR1 OLD

Your Feedback

When there are important issues in your life, you may like to write these
down rather than speak directly to your social worker. You can use this
space, then give to your social worker or just hand it in or post to the
customer feedback address.






lancashire.gov.uk/family
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This guide

This guide is for parents whose child has been referred to Children’s Social Care.
Sometimes families get in touch with us themselves, or ask someone to get in touch
on their behalf. In other cases someone who is concerned about a child or children
may contact us. The leaflet tells you how we will work with you and what you can
expect to happen.

All children have a right to develop in a healthy and safe way. Parents and families
want to do their best for their children, but sometimes they need some extra help
or support. We know that with a little help most families can sort out their own
problems, and our aim is to help you to do that.

When you are first referred to us, we will work with you to see what help and support
your family might need, and who could best provide you with this support.

We'll find this out by carrying out an assessment. Sometimes when you are referred
to us, an assessment is not undertaken, because other services are more able to
meet your needs.






As we have a team that looks at all the referrals that come to us, initial enquiries may
suggest that your health visitor, for example, could support your family by helping
you access a children’s centre or parenting support group.

An assessment
An assessment is a way of finding out:

* How your child is doing in terms of education, health and learning about how they
are getting on with other people.

* What issues, if any, are affecting your child or children.

e What support you, as a parent, are able to give your child or children.

* What other things may be helping you with bringing up your child, or may be
making your life more difficult.

Although we recognise that some families find the assessment process difficult,
we also know that many families do find that life starts to improve as a result of the
assessment and the support it brings.

The assessment process
The assessment is carried out by a social worker.

They will:

e Meet with your child or children alone.

¢ Meet with you and members of your family, maybe a number of times.

* Talk to other people who work with you and your family, such as your child’s
teacher or your family doctor. In most cases, we will ask for your consent to do
this. If we are concerned about a child’s safety this is not required, but we will still
ask you and explain if this is the case.

* Write down all the information we gather, and use it to help work out what
strengths and difficulties your family has.

\/J
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Putting Children First:

How long an assessment takes

An assessment, can take up to 45 working days depending on how complex your
situation is.

There may be a wait between us getting the referral and starting the assessment,
depending on how urgent your situation seems to be. If you would like a copy of the
assessment once it has been completed please let the social worker know.

After the assessment
After the assessment one of two things might happen:

We may decide that there is no need for our support services. We will let you know
this if this is the case. However we may recommend other organisations to you who
provide help which you and your child would benefit from. In this case, we will write
a Child in Need Plan explaining what will happen and what difference the support
services should make, We will let you have a copy of the plan and will discuss it with
you. If you would like a copy of the plan please let your child’s social worker know.
(Support services are provided under section 17 of the 1989 Children Act)

/\






Assessments and the safety and protection of children

We do what we can to support families to stay together whenever this is best for
the child. In a very small number of cases, there are serious concerns about a
child’s safety. Making sure your child is safe will be our first priority. We may need
to carry out child protection enquiries, (under section 47 of the 1989 Children’s
Act).

We will listen carefully to what you have to say, offer advice, and, if necessary,
support you to bring up your children and resolve your difficulties. The support
services we offer may help you through a short-term crisis, or work with you
longer-term. We will try our best to offer you any services you need as soon as
possible. Occasionally there may be delays in providing you with the service(s)
you need. As far as we can, we will keep you informed about what we are doing
and planning.

We will keep information you give us confidential, unless you give us permission
to share it with other people, or unless we need to share the information to protect
your child.

If a child protection enquiry finds that your children are at risk and their safety is
a concern, we will hold a multi-agency child protection conference in order to
decide whether your child requires a child protection plan. If this is the case the
social worker will provide you with further information regarding this process.
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What we’ll need from you

We know that the vast majority of parents want to do their best for their children, and
completing the assessment will help the social workers recognise the strengths you
and your family have, as well as your difficulties. We can help you best if you tell us
about your difficulties and what you do well in your family. Do not be afraid to ask
questions or tell us what you are concerned about.

Comments and complaints

We welcome any comments about our services — good or bad. We are interested
to hear how we could do things better, and we like to know when we are doing well.
If you are unhappy with the services you receive, we encourage you to make a
complaint. Full details are given in the factsheet Speak Up (see across), or contact
the Customer Feedback Service.

Customer Feedback Service on 01772 539414
Customer care 0300 123 6720

You can also use the online form on our website:
lancashire.gov.uk/childrensservices/telluswhatyouthink
cyp-telluswhatuthink@lancashire.gov.uk






You can write free of charge to:
Freepost LANCASHIRE SOCIAL CARE CUSTOMER
FEEDBACK

(Freepost can be in upper & lowercase and the
NAME must always appear in uppercase as above)

Tel: 01772 530671

You can contact Advocacy Services who can support

your child/ ren to express their views, wishes and feelings,

including how to make a complaint.
National Youth Advocacy Services at
https://www.nyas.net/

If you are a child, young person or ringing on behalf of a
child, young person or vulnerable adult and need help,
information or advice, please contact our freephone
helpline on 0808 808 1001 or email help@nyas.net

Young people can telephone the Young People’s
Interactive Services on

0800 511111
Text 07786 511 111

Visit q2a.€0.uk
(365 days a year, from 10 in the morning to 10 at night).

Information Sharing
Lancashire Children’s Social Care and Personal
Information

When you are in touch with Children’s Social Care, we
will keep information about you in written records and
computer files. We will keep this information confidential,
and if there is a need to discuss this information with
anyone else, we will normally ask for your permission.






The only exception to this is if information come to light which, in the social worker’s
view, may indicate a serious threat to the welfare of your child. If this is the case,
you will be told what your rights are in this new situation. You have a right to ask

to see records we keep about you, including the assessment record. If there is
anything in it which you disagree with, you can ask to have your views written down
on the record. We can give you more information about how we handle personal
information. Phone 0300 123 6720 for our factsheet Your Personal Information.

How we will use your information

We want to offer a wide range of social care services that meet your needs and will
give you the best possible coordinated care. To help us do this it is important that all
partner agencies (for example health, education and housing) can — within reason

— share information about your welfare. During your contact with Lancashire County
Council, we will ask you for information so that you can receive an appropriate social
care service.

We keep this information securely, together with details of our work with you and any
services you receive, because it may be needed if we see you again.

Access to your records
You are entitled to know what information we hold about you. If any of your details
are wrong, tell us and we will correct them.

If you would like access to your information you should apply in writing. You can
either send us a letter or complete the request form attached to this document.
Applications should be sent to:

The Data Protection Officer

PO Box 100, County Hall

PRESTON, PR1 0OLD

We are obliged to reply to your request within 40 days. The Data Protection Act sets
out the fees we can charge. However, we believe you should be able to have access

to your information free of charge, so it will not cost you anything.
l‘
—]





Application for access to Lancashire County Council records.
1. Your details

Surname:

Forename(s):

Date of birth:

Address:

Postcode:

Tel Number:

Signature:
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2. Are you requesting Information about yourself: Yes/No
(If you are asking for information about yourself, please go to section 5)

If you are asking for information about someone else, please give their details
below:

Surname:

Forename(s):

Date of birth:

Address:

Postcode:

Tel Number:
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3. What is your relationship to the person whose information you are asking
for? (e.g. parent, partner etc)

Please note that if you are applying on behalf of someone else, we may have to
contact them for their written permission to disclose information to you. If you are
a parent applying for access on behalf of your child, we can only disclose their
information to you if it is considered to be in the child’s interests.

4. In the space below, please provide us with any other details that may
help us in locating the information you have asked for. (This may
include details of previous names the person whose information you are
requesting may have had, or addresses they may have lived at)

5. To help us

To help us process your request as quickly as possible, please enclose proof of
your identity with this application. For example a photocopy of your birth certificate,
benefit book, passport or driving licence. Please note that we do not require the
original documents.

Please return completed forms to:
The Data Protection Officer

PO Box 100, County Hall
PRESTON, PR1 0LD

And finally if you want further information regarding a referral you have made or
about the referral process please see the contact details below:

Referrals to Children’s Social Care:
If you need the Customer Service Centre to raise a new referral then please put
details on an email and send to: cypreferrals@lancashire.gov.uk

If your referral is urgent please telephone one of the following:
Customer Access Team — 0845 053 0009 - weekdays 8.45am to 5.00pm

Emergency Duty Team — 0845 602 1043 - outside office hours, weekends
and public holidays.





lancashire.gov.uk/family
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Family Assessment Plan



Part 1 - Communicating with your family

		Question

		Answer

		Has this been achieved?



		When and where would be best for us to have conversations? Include children and adults.



		

		



		How would you prefer us to get in touch with you? Eg telephone call, text message or email.



		

		



		Which of your family members do you think it is important that we speak to? Have we done a genogram / family tree? 



		

		



		Who has parental responsibility?



		

		







Part 2 - The assessment

		Question



		Answer

		Has this been completed?



		Have you been given the assessment pack? Do you have any questions about this?



		

		



		Which professionals do you think it is important that we speak to?



		

		



		What would you like to discuss as part of this assessment?





		

		



		What would you like this assessment to achieve or change? 







		

		





Child and Parental Consent – (for persons with parental responsibility)



Child's Name……………………………………………………………..



I / We have been provided with information from the social worker in respect of the assessment process and the requirement of Children's Social Care to contact relevant agencies in order to complete a full assessment of my / our child and ensure appropriate support is accessed if required.



Parent/Carers name (Please Print)……………................................

Parents/Carers signature………………...........................................

Date………………………………………………………………………..



Parent/Carers name (Please Print)…………………….......................

Parent/Carers signature………………………………………………….

Date…………………………………………………………………………



Child's name……………………………………………………………….

Child's signature…………………………………………………………..

Date…………………………………………………………………………

(Child's consent to be obtained where age appropriate)



Part 3 – Signatures and comments

		Signatures at the beginning of the assessment



		Date



		Family;









		



		Social Worker;

Name:

Signature:

Telephone number: 

Out of hours telephone number:



		



		

This assessment will be completed by the following date

		









		Signatures at the end of the assessment



		Date



		Family;





		



		Social Worker;





		







		Any additional family comments about the assessment, either at the beginning or end of the process





		











































Family Assessment Plan Guidance

- This document can be attached to a Child and Family Assessment to demonstrate that there has been purposeful engagement with key family members at the onset and end of the assessment process. The family should be provided with a copy of this document at the beginning of the assessment process and a final signed version at the end.

- The questions (asked by a Social Worker) are all aimed at a parent, carer or young person and based around viewing the family as expert, which should lead to strengths-based discussions. The questions should begin to help the family think about what they want to achieve and should help to identity something they would like to change. These questions should give you a good indication of where somebody is upon the cycle of change.

- This is not a motivational interviewing tool, but the questions and answers should lead to reflection for the Social Worker upon areas to focus upon using motivational interviewing techniques during the assessment. 

- It would be recommended that the word document is completed electronically with the family, using Yogas, so that text boxes can be expanded if required.

- The plan is principally aimed at completing with parents / carers, but can equally be used with young people, professional judgement will be required. More than one plan may need to be completed depending upon the family situation, separated parents for example. 

- Professional judgement will be required when capturing the answers, but in principal keep the answers brief, paraphrase and bullet point, this should not be a long document. When writing the answers use the families' own words whenever possible, even if these are perceived as negative views, as it may well give them reflection at the end of the assessment.

- The 'Has this been achieved' box should be completed at the end of the assessment, they will not be all yes or no answers but again keep brief.

- Please ensure there is a completion by date in the initial signature box, families often say that they are not aware of how long the assessment process will take.

- Please use the last box to capture the words of the family member, ask them to write in this section themselves or use their own words wherever possible.

- Please attach to Child and Family Assessment when completed and case note that this document has been used and completed.

- This document is very much focussed around engaging the family as the starting point and them being able to make their expectations clear, for a document more focussed around creating a more detailed plan or checklist for the assessment please consult with your Team Manager for an alternative template.
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Family Assessment Plan



Part 1 - Communicating with your family

		Question

		Answer

		Has this been achieved?



		When and where would be best for us to have conversations? Include children and adults.



		

		



		How would you prefer us to get in touch with you? Eg telephone call, text message or email.



		

		



		Which of your family members do you think it is important that we speak to? Have we done a genogram / family tree? 



		

		



		Who has parental responsibility?



		

		







Part 2 - The assessment

		Question



		Answer

		Has this been completed?



		Have you been given the assessment pack? Do you have any questions about this?



		

		



		Which professionals do you think it is important that we speak to?



		

		



		What would you like to discuss as part of this assessment?





		

		



		What would you like this assessment to achieve or change? 







		

		





Child and Parental Consent – (for persons with parental responsibility)



Child's Name……………………………………………………………..



I / We have been provided with information from the social worker in respect of the assessment process and the requirement of Children's Social Care to contact relevant agencies in order to complete a full assessment of my / our child and ensure appropriate support is accessed if required.



Parent/Carers name (Please Print)……………................................

Parents/Carers signature………………...........................................

Date………………………………………………………………………..



Parent/Carers name (Please Print)…………………….......................

Parent/Carers signature………………………………………………….

Date…………………………………………………………………………



Child's name……………………………………………………………….

Child's signature…………………………………………………………..

Date…………………………………………………………………………

(Child's consent to be obtained where age appropriate)



Part 3 – Signatures and comments

		Signatures at the beginning of the assessment



		Date



		Family;









		



		Social Worker;

Name:

Signature:

Telephone number: 

Out of hours telephone number:



		



		

This assessment will be completed by the following date

		









		Signatures at the end of the assessment



		Date



		Family;





		



		Social Worker;





		







		Any additional family comments about the assessment, either at the beginning or end of the process





		











































Family Assessment Plan Guidance

- This document can be attached to a Child and Family Assessment to demonstrate that there has been purposeful engagement with key family members at the onset and end of the assessment process. The family should be provided with a copy of this document at the beginning of the assessment process and a final signed version at the end.

- The questions (asked by a Social Worker) are all aimed at a parent, carer or young person and based around viewing the family as expert, which should lead to strengths-based discussions. The questions should begin to help the family think about what they want to achieve and should help to identity something they would like to change. These questions should give you a good indication of where somebody is upon the cycle of change.

- This is not a motivational interviewing tool, but the questions and answers should lead to reflection for the Social Worker upon areas to focus upon using motivational interviewing techniques during the assessment. 

- It would be recommended that the word document is completed electronically with the family, using Yogas, so that text boxes can be expanded if required.

- The plan is principally aimed at completing with parents / carers, but can equally be used with young people, professional judgement will be required. More than one plan may need to be completed depending upon the family situation, separated parents for example. 

- Professional judgement will be required when capturing the answers, but in principal keep the answers brief, paraphrase and bullet point, this should not be a long document. When writing the answers use the families' own words whenever possible, even if these are perceived as negative views, as it may well give them reflection at the end of the assessment.

- The 'Has this been achieved' box should be completed at the end of the assessment, they will not be all yes or no answers but again keep brief.

- Please ensure there is a completion by date in the initial signature box, families often say that they are not aware of how long the assessment process will take.

- Please use the last box to capture the words of the family member, ask them to write in this section themselves or use their own words wherever possible.

- Please attach to Child and Family Assessment when completed and case note that this document has been used and completed.

- This document is very much focussed around engaging the family as the starting point and them being able to make their expectations clear, for a document more focussed around creating a more detailed plan or checklist for the assessment please consult with your Team Manager for an alternative template.
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Multi-Agency Planning Meeting







		Attendees:



		



















		Apologies:



		















		Reason for Assessment:

		















		Purpose of the meeting



		















		Summary of Discussions 



		

















































		Parents/Childs comments 



		



















		Agreed Actions:
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Appendix 1- child seen alone and recording of individuals not seen or spoken to.pub
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Appendix 2- Creating a revision of a C&F Assessment.pub
APPENDIX XXX—Completing a revision of a C&F Assessment
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Appendix 3- completing feedback section of C&F Assessment.pub
Appendix xxx—Recording Feedback and Comments after completion of C&F Assessment



