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Multi Agency Toolkit 
The Common Assessment Framework 

 
Introduction 
 
This document has been produced to provide front line practitioners with supporting 
information and worksheets for the Common Assessment Framework (CAF). 

 
This document is intended to support the positive implementation of the Common 
Assessment Framework within Nottingham City, as outlined in the Nottingham City Inter-
Agency Guidance on the Common Assessment Framework. The toolkit should not be seen 
as a replacement or alternative to the guidance but is an addition; to be effective in 
implementation you will need both. 

 
It is intended that this document be used to support practitioners with the practical aspects of 
the CAF and to facilitate positive working with children, young people and their families. 

 
All Nottingham City CAF forms and supporting documentation can be downloaded from the 
Nottingham Children’s Partnership website www.nottinghamchildrensparnership.org.uk/caf 
  
 
Nottingham City CAF forms can all be completed electronically or, alternatively, they can be 
printed and completed by hand. 
 
Reminders: 
 
The CAF is a shared assessment and planning framework for use across all services and 
areas of England. It aims to help with the early identification of additional needs of children 
and young people and promote a co-ordinated multi agency response to meet them. 
 
The CAF is generally used for children and young people between 0–19 years, including 
unborn babies. It can be extended beyond this where appropriate to support a smooth 
transition to adult services.  
 
In the case of Connexions service the CAF can be used with consent up to the age of 24 
where a young person has a learning difficulty or disability. 
 
There are four main stages in completing a Common Assessment: identifying needs early, 
assessing those needs, delivering integrated services and reviewing progress. 
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Section 1  Identification of Additional Needs and Triggers for a CAF 

 
The CAF process has been designed to help practitioners assess needs at an early stage and 
then work with the child / young person, their family and other practitioners and agencies to meet 
these needs. As such, it is designed for use when: 
 

• You are worried about how well a child / young person is progressing. You might be 
worried about their health, development, welfare, behaviour, progress in learning or any 
other aspect of their wellbeing 

 
• A child / young person or their parent / carer raises a concern with you  
 
• The child’s or young person’s needs are unclear, or broader than your service can 

address i.e. multiagency 
 

• The child or young person would benefit from an assessment to help a practitioner 
understand their needs better. 

 
 
THE CAF IS NOT TO BE USED FOR IMMEDIATE CHILD PROTECTION CONCERNS. 

 
 
Examples of when to initiate a CAF: 
 

• A significant change or worrying feature in a child’s appearance, demeanour or behaviour 
has been observed. 

• A significant event in a child’s life has occurred, or where there are worries about the 
parents, carers or home.  

• Where a child, parent or another practitioner has requested an assessment.  
• Parental elements i.e. parental substance abuse/misuse, domestic violence or physical or 

mental health issues that might impact on the child.  
• Missing developmental milestones or making slower progress than expected at school. 
• Regularly missing medical appointments, immunisations etc.  
• Presenting challenging or aggressive behaviours, abusing/misusing substances or 

committing offences. 
• Experiencing physical or mental ill health or disability (either their own or their parents’). 
• Exposed to substance misuse/abuse, violence or crime within the family.  
• Undertaking caring responsibilities. 
• Bereaved or experiencing family breakdown. 
• Bullied or are bullies themselves. 
• Disadvantages for reasons such as race, gender, sexuality, religious belief or disability. 
• Homeless or being threatened with eviction, and those living in temporary 

accommodation. 
• Becoming a teenage mother/father or is the child of teenage parents. 
• Not being ready to make the transition to post -16 services. 
• Persistent absence from school or risk of permanent exclusion. 
• At risk of sexual exploitation. 
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Vulnerability Matrix 
   
Nottingham City Children’s Partnership has developed a reference document called the 
Vulnerability Matrix which can support practitioners to understand the level of the vulnerability of 
a child and which services their needs should be met within.  Please note this is not an exact 
science and should not be taken as absolute but more as a general guide. A copy of this matrix 
can be found on the CAF pages of www.nottinghamchildrenspartnership.org.uk/caf  under CAF 
Forms and Supporting Tools. 
 
You will also find the ‘Guide for Professionals on Accessing Social Care Services for Children, 
Young People and Families’ helpful in supporting decision making when making referrals to 

Social Care. This document can be found at www.nottinghamcity.gov.uk/ncscb 
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Section 2       Completing the Pre-Assessment Checklist  
 
A guide to completing the Nottingham City CAF Pre-Assessment Checklist 

 
This is not a mandatory form, but may help practitioners make a decision as to whether a CAF is 
appropriate.  It is not intended to be shared with other agencies or used directly with families.  
Nottinghamshire Police are actively using this form to help identify vulnerable children and to 
forward to a universal agency in the Children’s Partnership or Vulnerable Persons Panel. 
 
 
Nottinghamshire Police Guidance Notes for Completing the Pre-Assessment Checklist: 
 
Healthy?  
Observations: level of care provided (physically and emotionally), relationship between 
parents/carers and child/young person, lifestyle choices, substance use including alcohol, 
general health, teenage pregnancy.  
 
Safe from Harm? 
Observations: any concerns for the child/young person’s safety, domestic violence, any injuries 
or emotional distress, child/young person missing from home, bullying, involvement in criminal 
activities or anti-social behaviour.  
 
Learning and Developing? 
Observations: parents support attendance at school, child/young person attends, enjoys and 
achieves at school, child/young person is involved in the community/out of school activities.  
 
Having a positive impact on others? 
Observations: child/young person’s friendships, behaviour in the community, bullying, offending 
behaviour.  
 
Free from the negative impact of poverty? 
Observations: appropriate clothing, stable home environment, adult behaviours that may impact 
on available income e.g. domestic violence, substance use, mental health issues, learning 
difficulties.  
 

If you proceed with a Common Assessment, you must obtain the informed consent of the child 
or young person and/or their parent/carer. For more information see section 4. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



 7 

Section 3  Explaining the CAF to Parents and Young People 

 
• It is essential to explain to parents/carers and children/young people what the Common 

Assessment Framework is, what the role of Lead Professional means and why it is being 
used in their circumstances. 

 
• A open positive approach to discussions with parents/carers and children/young people 

about CAF will promote engagement. The CAF should be explained as a way of 
understanding their child’s needs and identifying the services required to meet these 
needs. If practitioners do have any concerns, they should be honest and open about 
these.  

 
• NOTTINGHAM CITY CAF LEAFLETS are available to help you in this process, but 

should not be used instead of open discussion. There are two leaflets available: 
‘Information for Practitioners’ and ‘Information for Children, Young People and their 
Parents/Carers.’  The latter will be especially helpful in explaining the CAF to families, 
particularly the first page which describes the CAF as a new way of working with all 
children who have additional needs to make sure they get the help they require. In 
addition, it may help to explain that the Government developed the CAF after consulting 
with and listening to the views of children, young people and their parents.  

 
Leaflets can be downloaded from the CAF pages at: 
www.nottinghamchildrenspartnership.org.uk/caf or obtained through the locality CAF and Lead 
Professional Managers. We do have leaflets in other languages available on request. 
 

• The CAF should be a joint and empowering process for families, with the aim of enabling 
them to understand their children’s (or their own) needs and work with you to meet them. 

 
• Parents/carers and children/young people should understand that the CAF is a positive 

tool in ensuring their child’s needs and strengths are understood and can be met by the 
provision of coordinated support. 

 
• This approach is also essential because of the need to seek consent for the CAF process 

and information sharing across agencies.  Discussion should be based around the child 
or young person’s needs, rather than concerns of the member of staff. 

 
• Discussion with the child/young person and the parent/carer will inform the decision as to 

whether or not a CAF should be initiated. It is also worth asking the family if a CAF 
currently exists or if there has been one previously as they should be aware of this. 

 
• Within this discussion with the family, practitioners should ensure they gather the 

following information: 
 

o Details of any current or previous CAFs 
o Any other practitioners involved with the child/young person/family; particularly any 

targeted or specialist services (Social Care, Special Educational Needs, Youth 
Offending Team, Tiers 3 & 4 CAMHS and the Family Intervention Project) 

o Sibling’s names, dates of birth and addresses. 
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The Common Assessment Framework and role of Lead Professional provide a framework for 
early intervention so that agencies can become involved with children who are considered to 
have ‘additional needs.’ This avoids the problem of waiting for problems to worsen to meet the 
higher thresholds for specialist services like Children’s Social Care.  
 
The CAF is a process to positively engage with the family at the earliest stage.  Workers should 
always be clear with families about their agency protocols for information sharing and the 
circumstances when confidentiality cannot be maintained. For example where a child is suffering 
or likely to suffer significant harm (refer to Nottingham City Safeguarding Children’s Board 
‘Safeguarding Children procedures’). 
 
The CAF is intended to shift thresholds downwards and move the focus from dealing with the 
consequences of difficulties in children’s lives to preventing things from going wrong in the first 
place (HM Government, 2006). 
 
If, at any time during the assessment, you are concerned that a child or young person has been 
harmed or abused or is at risk of significant harm or abuse, you must follow Nottingham City 
Safeguarding Children’s Board procedures. The practice guidance ‘What to do if You’re Worried 
a Child is Being Abused’ (HM Government, 2006) sets out the process to be followed by all 
practitioners. 
 
Practice note: 
Working with early needs means working within, not outside of, the safeguarding continuum. 
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Section 4  Gaining Consent  
 
INFORMED, EXPLICIT, WRITTEN CONSENT IS REQUIRED from the family to begin the CAF 
process. This should be obtained using the Nottingham City CAF Consent Form. This ensures 
information can be shared across identified agencies with the family’s knowledge and that they 
are fully involved throughout the process. Once the Assessment Form has been completed the 
parent/carer or young person must again give their consent for the written information to be 
shared, this should be done by signing the CAF Form in the appropriate place.  
 
Consent is required from at least one parent/carer with parental responsibility or from young 
people if they are aged 16 or over. Young people aged 13 and over may also generally have 
sufficient understanding to give or refuse consent.  When assessing a child’s or young person’s 
understanding you should explain the issues to them in a way that is suitable for their age, 
language and likely understanding. Where applicable, you should use their preferred mode of 
communication. Consent should be obtained before the CAF process is initiated and the CAF 
Consent Form used to record this.  
 
When seeking consent you should always consider if a language interpreter, signer or advocate 
is required to support the explanation of the CAF and in obtaining informed consent. 
 
The following criteria should be considered in assessing whether a child, young person or adult 
on a particular occasion has sufficient understanding to consent, or refuse consent, to sharing 
information about them. 
 
 
 
 
 
 
 
 
 
 

   
 
  
 
 
 
 
 
 
 
Where a child cannot consent or where you have judged that they are not competent to consent, 
a person with parental responsibility should be asked to consent on behalf of the child. The 
child’s or young person’s views should still be sought as far as possible. 
 
e-CAF: Once we have access to the national e-CAF system which enables electronically 
completed CAF forms to be stored securely and shared with other practitioners, explicit consent 
to put the CAF on this system will also be required. 

 

ASSESSING CAPACITY TO CONSENT  
 

Does the person: 
 

• Understand the question being asked of them 
• Have a reasonable understanding of: 

- what information might be shared 
- reasons for sharing the information 
- implications of sharing/not sharing the information 

• Appreciate and consider alternative courses of action 
• Weigh up one aspect of the situation against another 
• Express a clear personal view on the matter 
• Keep a reasonable consistency in their views 
 

  (Taken from ‘Information Sharing: Guidance for practitioners and managers’, DCSF, 2008) 
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Section 5 Information Sharing 
 
Practitioners should refer to their own agency information sharing policies and procedures.  
 
The Department of Children, Schools and Families (DCSF) have published a number of 
documents relating to information sharing, particularly: 
 

• Information Sharing: Guidance for Practitioners and Managers 
• Information Sharing: Pocket Guide’ - containing a summary of the key decision making 

considerations from the above document 
• Information Sharing: Further Guidance on Legal Issues 
• Information Sharing: Case Examples. 

 

All available from: www.dcsf.gov.uk/everychildmatters/resources-andpractice/IG00340/    
 
Seven golden rules for information sharing taken from these documents: 
 

• Remember that the Data Protection Act is not a barrier to sharing information but 
provides a framework to ensure that personal information about living persons is shared 
appropriately. 

 
• Be open and honest with the person (and/or their family where appropriate) from the 

outset about why, what, how and with whom information will, or could be shared, and 
seek their agreement, unless it is unsafe or inappropriate to do so.  

 
• Seek advice if you are in any doubt, without disclosing the identity of the person where 

possible.  
 

• Share with consent where appropriate and, where possible, respect the wishes of 
those who do not consent to share confidential information. You may still share 
information without consent if, in your judgment, that lack of consent can be overridden in 
the public interest. You will need to base your judgment on the facts of the case.  

 
• Consider safety and well-being. Base your information sharing decisions on 

considerations of the safety and well-being of the person and others who may be affected 
by their actions.  

 
• Necessary, proportionate, relevant, accurate, timely and secure. Ensure that the 

information you share is necessary for the purpose for which you are sharing it, is shared 
only with those people who need to have it, is accurate and up-to-date, is shared in a 
timely fashion, and is shared securely.  

 
• Keep a record of your decision and the reasons for it – whether it is to share 

information or not. If you decide to share, then record what you have shared, with whom 
and for what purpose.  

 
If CAF information is to be shared outside of the national e-CAF system, it must be shared in 
a secure manner. Electronic versions of the CAF can be sent to other practitioners where 
there are secure e-mail links, and documents are password protected. Where secure e-mail 
links do not exist, other forms of transfer must be used, e.g. confidential fax or post. 

 

 Flowchart of key questions for information sharing 
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Section 6    CAF Central Records 
 
Once written consent for the CAF has been gained, CAF Central Records must be contacted to 
register the CAF on  0800 954 0476.  Registering a CAF at CAF Central Records minimises 
duplication and ensures assessments can be accessed in the future should further additional 
needs be recognised.  
 
When contacting CAF Central Records to register or update a CAF 
 

• Have your contact details ready. This should include a mainline contact number for your 
agency and address. 

 
• Have the child’s details ready including full name, date of birth, address and ethnicity. 

 
• Remember to have siblings details so you can check if the child’s sibling or siblings have 

a CAF.  If there is a current CAF on a sibling contact the person who initiated the CAF or 
the Lead Professional to ensure that information is shared and Multi Agency Action Plans 
are joined up.  

 
• Be clear about the trigger for the CAF. For example: 

 
o Development of the baby, child or young person 

 Behavioural issues: significant changes in behaviour, challenging or 
aggressive behaviour, including bullying 

 Developmental needs: not reaching expected milestones 
 Disability issues (child)  
 Emotional needs: emotional vulnerability, distress, loss issues, self harm  
 Health issues: poor physical health, failure to engage in health provision, 

clarity of health needs required  
 Mental health issues (child)  
 Persistent absence  
 Risk of exclusion 
 Request from child  
 Risk of offending 
 Substance use (child): drugs and/or alcohol  
 Teenage pregnancy: needs relating to mother, father or child 
 To support transitions in child’s life 
 Young carer 

 
o Parents and Carers 

 Disability issues (parent) 
 Domestic violence 
 Mental health issues (parent) 
 Parenting issues: family breakdown, parental capacity issues, parents 

struggling to cope, parental ill health 
 Request from parent 
 Substance use (parent): drugs and/or alcohol 

 
o Family and Environmental  

 Asylum seeker or refugee  
 Housing issues: inadequate housing, homelessness, threat of eviction 
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 Suffering discrimination/harassment: relating to race, culture, gender, 
sexuality, religious belief, or disability 

 
o Closure to Specialist Services 

 i.e. Social Care, Youth Offending Team, Specialist CAMHS of Family       
Intervention Project (FIP) and continued multi agency support is required. 

 
 
CAF Central Records will establish if there is a current or previous CAF on the child/young 
person or any of their siblings. They will telephone you back on your agency’s mainline number 
to provide this information.  
 
 

Remember to inform CAF Central Records  0800 954 0476 when:   
 

• The Lead Professional is identified, or the Lead Professional changes. The name 
and contact details should be recorded at CAF Central Records. 

 
• The CAF is closed and the reason for this for example, needs met, reduced to single 

agency support, Social Care / YOT involvement, consent withdrawn, transferred into adult 
services or moved out of the city.  

 

ContactPoint 

ContactPoint will be implemented in Nottingham City during 2010.  Additional information and 
updates about ContactPoint can be found on the information sharing pages of 
www.nottinghamchildrenspartnership.org.uk where you will find a link to ContactPoint. You can 
also e-mail any questions to the Nottingham City ContactPoint Team on 
contactpoint@nottinghamcity.gcsx.gov.uk   
 

Once ContactPoint is up and running there will be a statutory duty for practitioners to 
inform ContactPoint of the existence of a CAF. 

All CAFs will still need to be logged locally with CAF Central Records to support local monitoring 
and reporting processes, SO PLEASE DON’T FORGET TO DO THIS. 
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Section 7  Completing the CAF Form  

The CAF form contains sections covering all the domains in the diagram below: 

COMMON ASSESSMENT FRAMEWORK 
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PAGE 1: Identifying Details 
 
All questions MUST be asked and boxes completed. 
 
• The only exceptions are: 

• Unique Reference Number: currently this number is not known although all children 
will have a unique reference number in relation to ContactPoint, due to be 
implemented in 2010.  Until this number is known, record ‘not known’ in this box.  

• Immigration Status: Gathering information relating to the immigration status of a child 
and their family will be central to an assessment of their needs. However, some 
parents/carers and young people may be anxious about this information being 
recorded and therefore explicit consent to do this must be obtained.  

 
• “Version number” should be updated each time the CAF Form is updated, don’t forget to 

complete the ‘date assessment started’ box at the top of the page. 
 
• Recording of the ethnicity of children and families is essential to ensure the accuracy and 

relevance of the assessment but also for monitoring and service provision. Practitioners 
should ask children/young people and parents/carers how they describe their own ethnicity.  
If there is no specific box relating to this description, it should be recorded in the “Other” 
box (free text). 

 
• It is also essential that accurate and clear information is recorded relating to any disability 

the child has, including any requirements they have in order for them to be fully involved 
with the assessment. 

 
• At this point in the assessment, any support needs children/young people and 

parents/carers have to enable them to be fully involved in the process should be identified 
and planned for. This will be an individual decision relating to a child/young person's needs, 
and may include arranging for interpreters, signers or support for any specific means of 
communication used, or access needs. 

 
PAGE 2: Assessment Information 

  
• “People present at the assessment” should include all those people (name, role and 

agency) who have been involved in the information gathering exercise up to this point.  It is 
essential this involves parents/carers and children/young people. 

 
• “What has led to this assessment” is a good place to give a concise but clear summary of 

what prompted the assessment including triggers, needs and concerns. This should help to 
give any reader a quick overview of the situation. 

 
• “Details of parents/carers” must be clearly and accurately completed. It is important that 

information about fathers is recorded, even if they are not living in the household; this 
includes identifying parental responsibility. 

 
• “Current family and home situation” must be completed to provide a picture of the situation 

a child/young person is living in. It is essential that names, dates of birth and addresses are 
included for any siblings so that links between assessments can be made. 
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Information about adults living in the household, their name and relationship to the child should 
be noted alongside any other significant adults or family members not living in the household.  
Practitioners should ensure they consider ALL family members, including both parents and 
immediate/extended family members and other significant adults. Methods of recording this 
such as genograms or ecomaps can be helpful. 

 
PAGE 3: Details of person undertaking the assessment 

 
• Details of the person undertaking the initial assessment and all other agencies working with 

the child/young person at this point should be clearly recorded in the appropriate boxes, 
including full contact details, phone numbers and addresses. 

 
• If a Lead Professional has not yet been delegated, record this on the form. Once a Team 

Around the Child meeting has been held and the Lead Professional identified, the form 
must be updated in order to record these details and those of any other agencies that have 
been included within the assessment or Multi Agency Action Plan.  

 
PAGES 4-6: CAF assessment 

 
• The CAF assessment should build a holistic picture of a child/young person and their 

family.  In order to achieve this, all assessment criteria must be considered. Much of this 
process will involve gathering facts and information from agency records the child/young 
person and family’s perspective. This information can be gathered using a range of 
methods and tools and from various sources, e.g. developmental assessments, ‘ngage’ tool 
for assessing young people, Individual Education Plans, attendance records, Parenting 
Assessment Manual. The information and analysis from these can then be recorded within 
the CAF Assessment.  

 
• It is essential this information is gathered in an open, honest and non judgemental way. A 

positive approach to identifying needs and strengths, engaging parents and children/young 
people in this, will produce the most useful assessment. 

 
• Although a CAF may have been initiated because of specific presenting behaviours, the 

assessment must consider the broader picture, to identify underlying issues or concerns. 
 
• Practitioners also have a responsibility to analyse the information gathered within the CAF 

process to assess the impact on the child or young person. There may be an impact from 
issues such as housing, employment, income, substance use, domestic violence, parenting 
etc. 

 
• In providing information on the assessment criteria, practitioners must ensure: 
 

• Information is provided in a clear, accurate and understandable way 
• They state if the information is fact, observation or opinion 
• Information is evidence-based where possible 
• Any differences in opinion, either between professionals or with family members, are 

clearly stated 
• Strengths are recorded as well as needs 
• It is clear where, or who, the information came from 
• If handwriting the form, it is clear and legible.  
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In some cases very sensitive or personal information may not be appropriate to include in the 
CAF form. Discussions with the parent or young person will determine this, and this information 
should only be recorded in confidential case records. 
 
Remember - There are more tools to help with the CAF Assessments Stage in the tools 

sections at the back of this toolkit. 
 
PAGE 7: Conclusions, Solutions and Actions 
 
• All sections on this page should be answered. 

 
• Conclusions of the assessment should be recorded, including consideration of: 

o Strengths and resources within the family situation 
o Identified needs of the child/young person 
o Support needs of the parents/carers 
o Record any major differences of opinion. 

 
These should be recorded in the subsections of the conclusion box, headed Strengths and 
Resources and Needs / worries. 

 
• Aims of the child/young person, parents/carers and professionals involved with the case 

must be recorded. 
  

o At this stage you should have begun to build a clearer picture of what needs to be 
achieved. You should work with the family including the child/young person to 
identify their ultimate aims, and record them in the boxes provided. This may include 
practical issues such as housing, school attendance, access to benefits; changes in 
behaviour or approach, as well as emotional or educational support.  

 
• How can change happen; (what support do the family need to make the changes.) This 

section helps you define the type of response required in order to meet the aims identified 
and affect the desired outcomes. You will need to consider carefully if the aims can be 
achieved: 

o By the family with support from your service 
o By the family with support from your service and a referral to one agency, or 
o A multi agency response is required, including a ‘Team Around the Child’. 

  
PAGE 8:  Agreed Actions 
 
This is used to record how you will respond to the needs and aims identified and how change 
can happen section on page 7. 
 
Option ONE 
 
• If you feel as a result of completing the assessment and through discussion with the family; 

that their aims, changes and actions required can be met by you/your agency or the family 
themselves, this action plan provides a format for you to agree with them what needs to be 
done, who will do it,  and by when.  This would include a referral to a single agency. 

• This action plan can then be used to record these actions and agree when you will meet 
with the family to review them.  
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• Try to focus on what the child or young person and family can do for themselves. If they 
need more support, think about where they could find it; if it is appropriate to your role, 

see if you can provide it.  
 
• Agree a date to meet with the family young/person to review the actions and agree the 

goals for review, i.e. if everything goes to plan, what will things look like at the review. 
 
• Remember the family will often be the best source of information about themselves and be 

best placed to identify solutions, support them to do this. 
 
• If at the point of review progress has not been made you should consider progressing, with 

consent of the family to a Team Around the Child Meeting and the development of a Multi 
Agency Action Plan. 

 
Option TWO   
 
• If the needs identified through the CAF assessment require a multi agency response and a 

Multi Agency Action Plan, you will need to progress to a ‘Team Around the Child’ Meeting 
(TAC.)  

 
• In these cases this page of the CAF form becomes an interim plan that can be used to 

record any immediate responses or activities required until the TAC meet to formulate the 
full Multi Agency Action Plan. This could include actions required to set up the TAC, attend 
a Multi Agency Meeting, tasks for the family, making contacts with other agencies or how 
additional information will be sought.  

 
PAGE 9: Comments and Consent 

 
• Comments of both the child/young person and the parents/carers are essential to the CAF 

assessment process.  Practitioners may need to be creative in gathering these views, 
encouraging and enabling them to be open about their views. Record any differences of 
opinion. 

 
• The views of children/young people and parents/carers should have been explored 

throughout the CAF assessment process to ensure it is a joint process.  Therefore, any 
support needs they have in order to be fully involved in the assessment should have been 
considered and planned for at the earliest opportunity. 

 
• Any support needed in enabling them to complete this part of the form should also be 

identified and provided. 
 
• The consent of parents/carers and children/young people is central to the CAF assessment 

and will have been gained before initiating the process. At this point, consent should be 
reconsidered in the light of the information that has been gathered so far and the agreed 
actions. It is important to agree with the family at this stage which agencies you will be 
involving and sharing information with, these should be clearly recorded in the appropriate 
box. 

• All parties should sign the CAF Form, including the assessor, parents/carers and where 
appropriate the child/young person. Insert these under the signature boxes if there is more 
than one person to sign.  
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• Give a copy of the assessment to the family and explain that they can show it to other 
services if they wish to, so they don’t have to keep repeating their story. 

 
• The Common Assessment Framework will work most positively when the child/young 

person and family are positively engaged in the process.  You cannot make someone do a 
CAF.  

 
 
 

 Keeping the child at the centre of the assessment 

 Principles of engagement to enable effective assessment 
 Principles of effective assessment 
 Essential Information for positive completion of the CAF Assessment and 

Form 
 Hints and tips for completing a multi agency assessment 
 Sample questions, relating to the domains of the Common Assessment 

Framework 
 Example letter: Requesting information for CAF Assessment  
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Section 8  Multi Agency Meetings  

 
Multi Agency Meetings are currently being set up across Nottingham City to support the CAF 
process and our integrated working processes. They are designed to support the practitioner in 
progressing the CAF and are not attended by families. To find out if there is a Multi Agency 
Meeting to support the CAF that you have initiated contact the following:  
 

• Children aged 0 to 5 years - the child’s local Children’s Centre (unless the child is 
on a school/preschool role) 

 

• Children/young people aged 5 to 16 - the child’s/ young person’s school. 

 

For full guidance on the purpose and process of these meetings see the CAF Interagency 
Guidance on the CAF pages of the Children’s Partnership website: 
www.nottinghamchildrenspartnership.org.uk/caf 
 
 
The benefits to the practitioner of attending are: 
 

• The opportunity for multi agency discussion 
 
• Share information across services that may also have knowledge of the family 
 
• Help to identify appropriate service that you may not be aware of who can be part 

of the ‘Team Around the Child’ 
 
• Support swift and easy access to these services 
 
• Help to plan interventions 
 
• Help to identify the Lead Professional if there is uncertainty. 

 

N.B. Remember to complete the Multi Agency Meeting section of the CAF consent form if you 
are presenting a case at a Multi Agency Meeting. 
 
If there is not an opportunity to present your CAF to a Multi Agency Meeting, either it is a long 
way off or currently not set up, you should proceed straight to the Team Around the Child 
meeting. 
 

 
 
 Hints and tips when presenting a CAF to a Multi Agency Meeting  
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Section 9  The Team Around the Child Meetings 
 
The ‘Team around the Child’ (TAC) is a model of multi agency service provision. The TAC brings 
together a range of different practitioners to support the family following the CAF Assessment. 
As part of this process they should hold ‘Team around the Child’ meetings. Parents/carers 
should attend TAC meetings as well as young people if appropriate, and it is important to 
engage with them throughout the process. The TAC meeting should be planned carefully, 
consider who and how many people should be at this meeting. Some parents will be comfortable 
with bigger groups and some may find this difficult to cope with. Work with the young person and 
parent to help them engage in a meaningful way.  
 
If a practitioner cannot attend a meeting it is important to find out if they can provide assessment 
information and what support if any they can offer the family; this can then be discussed at the 
meeting. We have included lots of tools to help with the setting up and management of these 
meetings, see list below to be found within the tools section at the back of this kit. 
 
The members of the TAC take joint responsibility to develop and deliver a package of solution 
focussed support to meet the needs identified through the Common Assessment. Each 
practitioner in the TAC is responsible / accountable to their home agency for the services they 
deliver to children, young people and their families; they are also jointly responsible for: 

 
• Developing and delivering the Multi Agency Action Plan 

 
• Delivering the activities they agreed to carry out. 

 
• Keeping the other members of the team informed about progress in their area of 

responsibility, providing reports promptly and attending meetings 
 

• Contributing to taking minutes, chairing meetings and taking on other tasks as 
necessary 

 
• Supporting the Lead Professional by providing information, offering guidance and 

advice 
 

• Contributing actively and positively to solving problems or resolving difficulties 
 
• Ensuring that if the child young/person is not present the meeting remains child 

focussed and their views are included. 
 

 
 
 
 

 Team Around the Child Checklist 
 Hints and tips for arranging a Team Around the Child Meeting  

 Hints and tips for attending a Team Around the Child Meeting  
 Hints and tips for chairing a Team Around the Child Meeting  
 Example letter: Invitation to a Team Around the Child Meeting 
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Section 10  Completing the Multi Agency Action Plan 
 

The Multi Agency Action Plan is for those cases requiring a multi agency response following the 
completion of the CAF assessment.  It should be completed during or following a Team Around 
the Child (TAC) meeting and be attached to and stored with the Nottingham City CAF Form.  All 
members of the TAC, including parents and the young person should be given a copy of the 
CAF Assessment and Multi Agency Action plan. 
 
The Multi Agency Action Plan is a key document for the people involved; it will state what action 
is to take place and who will carry out that action. Young people and parents can have actions to 
carry out as well as other service providers. It is important that these are realistic targets and 
support the needs that have been identified. Young people and parents need to be involved and 
understand the Multi Agency Action Plan.  

 
 

A guide to completing the Multi Agency Action Plan  
 
• All identifying information for the child / young person should be recorded in the relevant    

boxes; as well as who is present any apologies and the date you plan to review the action 
plan. 

 
• Make sure the Lead Professionals details are entered. 
 
• Desired Outcome – These will be the areas you have already identified in the ‘Aims’ section 

of the CAF assessment. It is essential the child/young person and the parents/carers are 
enabled to identify their own desired outcomes and the discussion starts with these issues. 
Practitioners should also have identified desired outcomes and these should be recorded 
appropriately. 

 
• Actions – The actions required to work towards these outcomes should be identified and 

recorded in the actions column. These actions can be for the practitioner, the child/young 
person or the parents/carers, but must be based in agreement with all parties. There may be 
multiple actions required to support one outcome, and these may be completed be different 
people.  

 
• The person responsible for undertaking each action should be agreed and recorded in the 

third column.  If delegating tasks to people not present at the meeting, it will be essential that 
an immediate follow up conversation is undertaken to ensure agreement. A realistic 
completion date for each action should be agreed and recorded. 

 
• It is essential that a review date is set and recorded following the agreement of the Multi 

Agency Action Plan. This will be an individual decision for each case, based on the needs of 
the child/young person, the complexity of the issues and the dates set for undertaking action.  
The Nottingham City CAF Inter Agency Guidance states that a review should be held at least 
every three months, but maybe as often as monthly.  

 
• Progress and comments – these sections will be completed at the review stage, along with 

the dates when completed.  
 
• ECM Aim – The column ‘contributing to ECM outcome’ this provides an opportunity to 

consider how the desired outcomes might link into supporting or promoting improvement in 
any of the 5 Every Child Matters Outcomes. Record the ECM category in this column.  
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The ECM outcomes will be familiar to all members of the children’s workforce as a reminder they 
are: Be healthy, Stay safe, Enjoy and achieve, Make a positive contribution, Achieve economic 
well-being. For additional information see:  
www.dcsf.gov.uk/everychildmatters/about/aims/outcomes/outcomescyp/ 
  
At this point it is essential to appoint a Lead Professional who can ensure the co-ordinated 
delivery of the Multi Agency Action Plan. (See section 11 for more detail) If you have any 
difficulty in agreeing who is best placed to do this contact the CAF and Lead Professional 
Manager in your locality. 

 
 
 

 Hints and tips for completing a Multi Agency Action Plan 

 Sample action plan 
 Effective Action Planning 
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Section 11 Undertaking the Lead Professional Role 
 
Lead Professional:  Core Functions 
 

1. Act as a single point of contact for the Child or Family 
2. Co-ordinate the delivery of actions agreed by the practitioners 
3. Reduce overlap and inconsistency in the services received. 

 
What should they do? 
 

• Build a trusting relationship with the child or young person and family to secure their 
engagement and involvement in the process. 

 
• Ensure that the child, young person and their family remain central to any decisions made 

about them. Providing the child, young person or family with sufficient information to 
empower them to make their own decisions and enabling the child, young person or 
family to use them as a sounding board. 

 
• Use the outcome of the assessment of the child, young person or family to:  

 
o Agree a 'solution focused' package of support 
o Identify where additional services and other practitioners are needed and secure 

their involvement  
o Ensure that the child, young person and family are involved in agreeing this 

process and that it is focused on the delivery of support 
o Act as a key conduit and contact point between the child, young person and family, 

and other practitioners involved in delivering more targeted and universal services. 
 

• Ensure that progress is monitored, taking into account:  
 

o The changing circumstances and needs of the child, young person or family over 
time  

o Progress made 
o The child, young person or family's experience of or satisfaction with 

services/support received  
o The views of other practitioners on the effectiveness of support  
o Whether support or services should be changed and whether more specialist 

support may be required  
o Whether the child or young person's needs have been met and they no longer 

require additional support  
 

• Ensuring that where children, young people and their families may require more specialist 
services:  

 
o The Lead Professional continues to support them while any more specialist 

assessments are carried out.  
o An effective 'hand over' takes place when a new Statutory Lead Professional is 

required to deliver and co-ordinate the ensuing support; i.e. if the child becomes 
open to Children’s Social Care. The Social Worker will become the statutory Lead 
Professional. 
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In order to carry out these functions, it is vital that any practitioner who agrees to become a child, 
young person or family's Lead Professional has access to high quality professional supervision 
and line management support from their home agency, and where appropriate additional training 
to enable them to make appropriate decisions regarding: 
 

• The child, young person and family's presenting need  
• Those areas where they have the skills and knowledge to intervene  
• Those areas where they need to gain support from practitioners with more specialist skills 

or knowledge  
• Those areas where other practitioners are required to carry out direct work with the child, 

young person or family.  
 
 
Accountability  
 
Each Lead Professional is accountable to their home agency for delivery of:  

• their part of the action plan; and  
• the Lead Professional functions as defined previously. 

 
The Lead Professional is not responsible or accountable for services delivered by other 
services. 
 
The Lead Professional will be responsible for gathering people together to review progress but it 
is up to the individuals to deliver on their agreed actions. 
 
If you experience any difficulty in carrying out the role of Lead Professional you should discuss 
this with your manager who can offer help and advice, including speaking to the managers of 
other members of the ‘Team around the Child’ if required.  
 
A clear line of accountability for Lead Professionals would run from the practitioner, through their 
line management to the children’s trust arrangements and the Director of Children’s Services.  
 
 
Management, supervision and training of Lead Professionals  
 
Good management and supervision arrangements will help you work more effectively as a Lead 
Professional. We are developing opportunities to meet up with other Lead Professionals to share 
practice and look at development and training opportunities. CAF Champions are being 
developed in Nottingham, information can be found on: 
 www.nottinghamchildrenspartnership.org.uk/caf 

  
Supervision can have different meanings in different agencies. In the context of the Lead 
Professional, line management supervision ensures that practitioners are encouraged and 
supported to work efficiently and effectively to deliver the functions of the Lead Professional role. 
All practitioners undertaking the Lead Professional role (whether you are working full-time or 
part-time) should receive regular supervision. This is to help you to reflect on casework, 
workload, training and development needs.  
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Where arrangements for line management supervision do not currently exist, you will need to 
explore options, possibly with your manager, e.g. peer supervision, informal supervision, 
capacity and workload. Support in relation to the Lead Professional role can be sought from the 
CAF Team. 
 
 
Training and development 
 

Training & development information can be found on: 
 www.nottinghamchildrenspartnership.org.uk  
 

 
 

 Selecting a Lead Professional 
 Hints and tips for undertaking the role of Lead Professional effectively 
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Section 12 Reviewing progress and completing the Review Form  
 

The first task of the review meeting is to review the desired outcomes and actions from the Multi 
Agency Action Plan and note: 

 
• Have the actions been undertaken and completed. If so, record this in the Progress and 

Comment box and include a date in the Date Closed box to confirm when the action was 
completed. 

 
• If the actions have not been undertaken or completed record the reasons for this, again in the 

Progress and Comment box. Additional information about these can be included on the 
Review Form. 

 
 
Completion of the Review Form: 
 

• Make sure you insert the date and record accurately who is present, including apologies. 
 

• Next Steps – You record here any additional information about the current action plan, 
any changes or additions required to the Multi Agency Action plan. 

 
• Review Notes – This section should be used to record the general discussion of the 

review, any new information of relevance and opinions of those present in relation to 
progress. A view from all parties on the progress is essential and any differences of 
opinion should be explored and resolved or recorded. 

 
• Comments – There are sections to record the parent/carers and child/young persons 

comments, and it is important that these are used. Make sure you ask how they feel 
about the assessment and the Multi Agency Action Plan, do they feel it is supporting their 
identified needs and desired outcomes. 

 
• At the end of the review the CAF should either be closed or another review date agreed. 

Insert date in appropriate box. Make sure any additions to the Multi Agency Action Plan 
are made or a new plan drawn up if required. 

 
• If the decision is made to close the CAF make sure you record the reason. i.e. needs met, 

reduced to single agency support, Social Care/ YOT involvement, consent withdrawn, 
transferred into adult services or moved out of the city.  

 
• IMPORTANT   

 
o The Lead Professional should make sure CAF Central Records are informed 

of the closure of the CAF. 
 

o The Review Form should remain attached to the Multi Agency Action Plan 
and be completed at the agreed review meeting. 

 
HELPFUL TIP  
If you are completing this (or the review form) by hand it will help if you to make the boxes bigger 
using the return key prior to printing the blank form so you have more space to write in.  
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Key Documents relating to Common Assessment Framework and Lead Professional Role 
 
 

1. Nottingham City Documents 
 

 CAF Inter Agency Guidance  
 CAF Toolkit 
 CAF Leaflets 

o The Common Assessment Framework; understanding the needs of children and 
young people. Information for children, young people and their parents/carers 
leaflet 

o The Common Assessment Framework. Information for practitioners 
 CAF Forms: Pre- Assessment Checklist, Consent, CAF Assessment, CAF Multi Agency 

Action Pan, Request for Service for Targeted Services Form  
 CAF Training Programme and application form 

 

The above documents can be found on the CAF pages of: 
www.nottinghamchildrenspartnership.org.ukk/caf 

 
• Nottingham City Safeguarding Children Board (NCSCB) ‘Safeguarding Children  

Procedures’, training programme and practice guidance (e.g. domestic violence; parental 
substance use, etc) and ‘Guide for Professionals on Accessing Social Care Services for 
children, young people and families’ (2009) are all available at: 
www.nottinghamcity.gov.uk/ncscb 

 
 
2. National Guidance 
 

 The Common Assessment Framework for Children and Young People: A guide for 
practitioners (July 2009)  

 The Common Assessment Framework for Children and Young People: A guide for 
managers (July 2009) 

 Team Around the Child (TAC) and Lead Professional: A guide for practitioners (July 
2009)  

 Team Around the Child (TAC) and Lead Professional: A guide for managers (July 2009) 
 

The above documents can be found at: 
www.dcsf.gov.uk/everychildmatters/strategy/deliveringservices1/caf/cafframework/ 

 
 
3. Information Sharing  
 

 Information Sharing: Guidance for practitioners and managers (2008)  
 Information Sharing: A pocket guide (2008) 
 Information Sharing: Case examples (2008) 
 Information Sharing: Further guidance on legal issues (2008) 

 

The above documents can be found at: 
www.dcsf.gov.uk/everychildmatters/resources-and-practice/IG00340/ 
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Common Assessment Framework Checklist 
 

The following tasks are provided as a checklist for the Common Assessment     
Framework process: 
 
Child has additional needs under the 5 ECM Outcomes, further assessment is required  
and multi agency support is likely to be needed.   

 
Pre Assessment Checklist complete (if required)  

 
Discussion with parents/carers and child young person 

 
Consent gained and Consent Form signed 

 
CAF Central Records informed & the CAF logged (check siblings)          

 
Assessment/information gathering with family and other agencies 

 
Completion of CAF Assessment Form (as far as possible) complete any interim actions 

 
Present CAF at relevant Multi Agency Meeting  

 
Team Around the Child Meeting held 

 
Multi Agency Action Plan completed  

 
Lead Professional identified 

 
Team Around the Child Review date set 

 
CAF Central Records informed of Lead Professional’s details   

 
Review Team Around the Child Review Meeting 

 
Review Form completed 

 
At point of closure inform CAF Central Records  
       
At any stage consider:   
 

If any further assessment is needed 
 
The CAF Form needs updating 

 

                                 
 
Ref  Number 1 
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Taken from Information Sharing: Guidance for practitioners and managers (2008), DCSF 

Flowchart of Key Questions for Information Sharing 
 

 
 

 
 

 
 
 

 
 

 
 

No 

Do not 
share 

Yes 

Is the information confidential? 

Do you have consent? 

Is there sufficient public interest to share? 

Share information: 
 Identify how much information to share 
 Distinguish fact from opinion 
 Ensure that you are giving the right information to the right person 
 Ensure you are sharing the information securely 
 Inform the person that the information has been shared if they were not 

aware of this and it would not create or increase risk of harm 

Record the information sharing decision and your reasons, in 
line with your agency’s or local procedures. 

Not 
sure 

No 

Yes 

No 

Seek 
advice 

Yes 

Yes 

You can 
share 

You are asked to or wish to share information 

Is there a clear and legitimate purpose for 
sharing information? 

No 

Yes 

Does the information enable a person to be 
identified? 

If there are concerns that a child may be at risk of significant harm or an adult may be at 
risk of serious harm, then follow the relevant procedures without delay.  
 
Seek advice if you are not sure what to do at any stage and ensure that the outcome of the 
discussion is recorded.  

No 

Ref  Number 2
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Keeping the Child at the Centre of the Assessment 
 

Principles for working with children and young people 
 

 
“You have the right to say what you think and you must be listened to”. 

(Child friendly version of Article 12 of the UN Convention on the Rights of the Child.) 
 
Introduce yourself:  Plan this beforehand.  How will you explain who you are and what you are 
doing? Use simple language. 
 
Time:  Make sure you have enough time.  Don’t risk arousing strong emotions in children and 
then leaving, without helping them regain control over their feelings. A session will need a 
beginning, middle and end and some follow up support may be needed. 
 
Privacy:  Make sure you have adequate privacy and if other people are present, that they are 
trusted by the children.  Don’t overwhelm children with several adults.  Make sure they are 
comfortable in the surroundings – did they choose them? 
 
Appropriate behaviour:  Different cultures have different customs about how children and adults 
should behave when talking together.  Make sure you do not embarrass children. 
 
Be sensitive to a child’s mood and state:  Exhausted, hungry, ill or frightened children need to 
have their needs acknowledged and dealt with before they can start talking with you.  Don’t 
press them for information or leave them with a sense of failure because they have not 
answered your questions. 
 
Recording:  Explain why and how the conversation will be recorded.  Don’t let recording be 
intrusive.  Give your full attention to children. 

 
Clarify – don’t interrupt:  Interrupting will often silence children, who fear they have said 
something “wrong”.  Wait for a natural pause if you need to clarify points or ask for further 
information. 
 
Lies:  When children lie they usually have a good reason to do so.  Do not show anger, press for 
the truth or interrogate them. 
 
Ending:  Try not to end abruptly.  Sum up the conversation, thank children for participating and 
ask them how they have experienced the conversation.  Let them know if and when you will see 
them again, but never make promises you cannot fulfil. 
  
Also refer to:  “SAY IT YOUR OWN WAY – Children’s participation in assessment”,         

Barnardos, www.barnardos.org.uk 

 
 

Ref  Number  3(a) 
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Principles of Engagement to Enable Effective Assessment 
 
 

The following are some of the key principles that underpin engagement to enable effective 
assessment. 
 
All children, young people and their families: 

 
• Are individuals and should be treated as such 
• Have a potential that can be developed 
• Can usually be helped to identify their strengths and be supported to meet their needs 
• Have the right to appropriate levels of confidentiality  
• Have the right to impartiality and to be treated non-judgementally. 

 
Engagement should: 

 
• Have a clear purpose and focus 
• Be a two way process which actively engages the child/young person and their family 
• Be based on trust, honesty and objectivity 
• Agree the assessment strategy. 

 
The following should be addressed: 

 
• Ensure that the child/young person and their family is comfortable and at ease 
• Establish an appropriate level of communication (including ensuring that the assessor is 

able to communicate with the child or young person and their family using means 
appropriate for any additional communication needs) 

• Check there is understanding of the purpose of the engagement 
• Check that there is understanding of the role of the practitioner  
• Check that there is understanding of and agreement on the purpose of the engagement 
• Identify what the child/young person and/or their parent/carer wants from the interaction 
• Discuss issues of and limits to confidentiality 
• Establish acceptable working rules 
• Do not ask too many probing/challenging questions too early on. 

 
 
 
 
 
 

 
 
 
Ref  Number  3(b) 
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Principles of Effective Assessment 
 

 
Child/young person-centred – the views of the child or young person should be included and 
they should be kept at the centre of assessment to ensure their needs are met. 
 
Non discriminatory – based on equality of opportunity and taking into account disability, 
communication, gender, sexuality, cultural and racial needs.  Personal information should 
always be dealt with in a sensitive and non-discriminatory manner. 
 

Collaborative – one person should co-ordinate a multi-agency approach for information 
gathering and the provision of services.  There should be provision for active collaborative 
reflection by all parties.  

 
Continuous – an ongoing process rather than a one-off event – i.e. an evolving picture growing 
with the child rather than a snapshot fixed at one point in time. 

 
Progressive – to build on existing information, from as many valid sources as possible.  Try to 
avoid re-assessing families and asking for the same information more than once. A ‘picture’ of 
the child’s life should be developed. Assessments should build on strengths as well as identify 
needs. 

 
Transparent – work with families should be honest and open.  The purpose should be clear to 
all.  Children, young people and their parents/carers should have the opportunity to gain access 
to information held about them.  

 
Consensual – the informed consent of the child/young person and /or parents/ carers should be 
obtained before undertaking an assessment, unless there is a risk of significant harm and doing 
so would place the child at further risk. This must be recorded as such and dealt with using the 
Nottingham City Safeguarding Children Board Safeguarding Procedures.  For the CAF you must 
have consent.  
 
Current – information should be valid and reliable.  Assessments should work to timescales and 
be solution and action-focused.  Appropriate services should be provided during the course of 
the assessment. 

 
Sufficient and formative – to provide sufficient information to inform and support future 
planning. Getting the balance right between not gathering enough information and too much. 

 
Sound – grounded in evidence based knowledge, current research and an understanding of 
human growth and development.  (If you have not had any training in child/young person 
development you should discuss this with your line manager.) 

 
 
 
Ref  Number  3(c) 
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ESSENTIAL INFORMATION FOR POSITIVE COMPLETION OF THE 
ASSESSMENT AND CAF FORM 

 

• Make sure the language used is easy to understand and jargon free. 
. 
• Ensure the assessment is child, young person and family centred. 

 
• Clearly determine and show the child/young person/parents/carers views, wishes and 

goals. 
 

• Ensure strengths are identified, as well as needs. 
 

• Consider the child holistically. The assessment should ensure the child/young person 
is seen in the context of their family, wider community and culture. 

 
 

• The assessment should be based on up to date evidence. 
 

• Information recorded should be factual, relevant and up to date. 
 

• Professional judgement, observation and third party information should be clearly 
recorded as such with an identified source.  

 
• Be specific; avoid using terms such as often, sometimes or recently. 

 
• Balance the amount of information recorded, you need enough detail for a thorough 

assessment but not masses of description that is irrelevant. 
 

• If the form is to be handwritten, it should be clear and legible. 
 

 
• Ensure all perspectives are recorded – the CAF Assessment is a multi agency tool, 

not the responsibility of one agency. 
 

• The assessment should acknowledge presenting behaviours and issues, with 
analysis provided as to the causes of these. 

 
• Conclusions should be clear, focussed on the impact on the child. 

 
 

• Assessments should not be led by the needs of the agency, but by the needs of the 
child/young person and their family. 

 
• Planning, actions and service provision should be carried out alongside the 

assessment, not as a consequence of completion.  
 

• The assessment should be an ongoing process and the form should therefore be up-
dated regularly (usually after Team Around the Child Meetings.) 
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Support the family to identify possible solutions to problems.  The family will often be the best 
source of information about themselves and be best placed to identify solutions. The 
Common Assessment Framework will work most positively when the child/young person and 
family are positively engaged in the process. You cannot make someone do a CAF.  
 

Remember the CAF is not just a form - A GOOD ASSESSMENT IS BOTH A GOOD QUALITY 
PROCESS AND A GOOD QUALITY PRODUCT.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Ref  Number  3(d) 
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HINTS AND TIPS FOR COMPLETING A MULTI AGENCY ASSESSMENT  

 
Your CAF assessment will be most helpful when it is truly holistic and contains information from 
all sources relevant to the child / young person and family. Below are a few ideas to consider 
when compiling a multi agency assessment. 
 
Ensure that you have done your assessment with the child and family, including their thoughts, 
feeling and views.  
 
The best way of finding out who to involve in the multi agency assessment is to ask the young 
person, parent and/or carer which agencies they are currently in contact with. Remember that a 
child or a young person will always have contact with universal children’s services such as 
midwifery, health visitors, schools, connexions, GP’s etc; don’t forget to include them. 
 
When approaching other agencies for information to contribute to the assessment, it will be 
helpful to share what you have already completed so that they are adding to and enhancing 
rather than duplicating. 
 
ContactPoint – once we have ContactPoint access in Nottingham City this will also be a useful 
tool for identifying other agencies currently or previously working with the child / young person. 
 
 

Some tried and tested ways practitioners have used to complete a multi agency 
assessment: 

 
• Discussion over the phone and agree what information can be written within the body of 

the assessment; remember to make clear the source of this information. Check with the 
practitioner concerned that any recorded information is correct before finalising the 
assessment. 

 
• Reports/assessments/letters etc from other practitioners that support the holistic 

assessment can be attached to the CAF assessment to avoid unnecessary re-
writing/typing. Just make a note referring to the attached information in the relevant 
assessment domain. 

 
• Arrange to meet with other key practitioners and write the assessment together.  

 
• Discuss and agree with other practitioners what domains they are able to 

complete/contribute too and agree when they’ll send the relevant sections back to you.  
 

• Use the template letter in the toolkit to support any requests for Information for a CAF 
Assessment.  

 
• If you are unable to obtain assessment information make a note of this in the relevant 

domain i.e. ‘waiting for information from a certain agency’, or ‘requires assessment’ or 
‘further assessment required’.       

 

 
Ref  Number  3(e) 
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• Remember outstanding information required for the assessment can be gathered at the 
Team Around the Child meeting if appropriate, or made a task on the Multi Agency Action 
Plan. 

 
The above are suggestions only and there will be other ways of completing a multi agency 
assessment. Be creative! 

 
 
Finally 
 

• Ensure the family (both parents and young person as appropriate) see and are able to 
comment on the multi agency assessment. If they disagree with any aspects of the 
assessment, make a note of their perspective in the comments boxes within the 
assessment. 

 
• Consent and information sharing issues should be revisited with the young person, parent 

and/or carer. The family along with the ‘assessment author’ should all sign the consent 
section of the assessment before distributing to other practitioners and agencies.   

 
Warning 
 

• All information should be shared in a secure way via e-mail only where secure networks 
exist. 

 
• If posted it should be marked private and confidential for addressee only, and signed for, 

preferably recorded delivery. 
 

• If information is to be shared via a memory stick it should be encrypted / password 
protected. 

 
 
In autumn 2011 we will hopefully be beginning our local roll out of the national e-CAF, this 
electronic enablement of the CAF should support the completion of multi agency contributions to 
the CAF Assessment and Multi Agency Action Plan. 
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Sample Questions 
Relating to the domains of the Common Assessment Framework 

         

Below is a document adapted from National Guidance (The Common Assessment Framework 
for Children & Young People: Supporting tools- integrated working to improve outcomes for 

Children and Young People) which consists of suggested questions that can be used in 
carrying out a Common Assessment. Please read the introduction for a full understanding of the 
context to avoid misuse. 

Introduction 
The purpose of this document is to provide practitioners completing a common assessment with 
example questions. The example questions featured here have been developed as a result of 
consultations with a wide range of practitioners, and reflect what they have found to work well 
with children, young people and families, enabling the necessary information and evidence to be 
collected. 
 
The example questions presented here are NOT intended to be seen as a ‘script’ for 
assessment (and not all questions will need to be asked) but will aid thinking in respect of the 
type and style of questions that a CAF practitioner might use in each domain.  
 
It is not intended, appropriate or desirable that assessment should be a mechanical process 
through the use of stock questions and a rigid, overly formal style of presentation.  Practitioners 
will need to use their experience and professional judgement, guided by these examples and 
local CAF training, to determine how best to select questions in order to explore and evidence 
areas of strength and need with children, young people and their families.  
 

The style of questioning and methods of communication will need to be adapted to suit children 
and young people of different ages, those unable to answer questions directly, and in respect of 
children unborn at the point of assessment. Many of these questions can also be applied to 
parents/carers and, where this is appropriate, should be phrased accordingly.  

Example Questions for Practitioners 
The number of example questions in respect of each of the CAF assessment domains reflects 
what professionals have told us. Consequently, where a greater number of example questions 
are listed for one domain, this should NOT be taken to imply that domain is worthy of greater 
questioning, or somehow more important than the others. 
 
You will notice that, wherever possible, the example questions are phrased as if asked directly of 
a child or young person, though they can be adapted to use with parents as well. In all 
circumstances, practitioners have advised us not to under-estimate the contribution that children 
and young people can usually make for themselves, even where others suggest that the child is 
unable to do so.   
 
Additionally, at the bottom of each section there are some questions in italics. These are 
intended specifically for parents of unborn children and parents or carers of babies, toddlers and 
young children.         Cont:
  
 

Ref  Number  3(f) 
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1. DEVELOPMENT OF THE INFANT, CHILD OR YOUNG PERSON 
 

Health 

General health: The infant, child or young person’s current health condition (for example, 
conditions of relevance to an infant, child or young person including growth, development, 
physical and mental well-being).  
How far the infant, child or young person appears healthy and well, is growing and 
developing normally and is accessing health services (such as GP, dentist or optician) 
appropriate to their age. 
 

• Who is your family doctor?  When did you last see them? 
• Who is your family dentist?  When did you last see them? 
• Have you had all the immunisations and health checks you should have had? 
• What food do you like to eat?  What have you eaten today? 
• Are you feeling well today?  Do you usually feel well? 
• Are you taking any medication at the moment?  Do you regularly take medication? 
• Would you describe yourself as having a disability or special need? 
• Do you feel you are the right weight for your height? 
• Are you presently receiving or waiting for specialist medical services like a hospital 

consultation or operation? 
• Do you see any other doctors, therapists or nurses on a regular basis? 
• Do you feel you are getting all the health services and information you need? If not, 

what do you think you are missing and why do you think you are not getting them? 
For example diet, sexual health & contraception & management of any health 
conditions such as asthma or diabetes  

• What things do you do to keep healthy? 
• Are you seeing your midwife/health visitor regularly? 
• Does anything concern you about the general health of your baby? 

 
Physical development: The infant, child or young person’s means of mobility, level of 
physical or sexual maturity/delayed development. 
How far the infant, child or young person’s physical skills seem to be developing normally 
for their age, for example whether they are crawling, walking and running as expected and 
whether their vision and hearing seems normal. 
 

• Do you do any physical activities like walking, swimming, running or playing 
• [wheelchair] sport? 
• What activities do you like doing best? 
• Do you need to wear glasses/hearing aids etc.  If so do you have them? 
• Do you think you are a similar weight and height to others of your age? 
• Does your baby, toddler, child have access to a play group or play facilities, for 

example a mother and toddler group or play area? 
• What types of physical skills has your baby acquired? 
• If your child has any form of developmental delay have any referrals been made so 

far? 
• Do you feel well nourished; being active, rested & protected? 
• Are they able to show awareness of space, of themselves & of others?  Cont: 
• Can they recognise the importance of keeping healthy, & what can contribute to 

this? 
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Speech, language and communications development: The ability to communicate 
effectively, confidently and appropriately with others. 
How far, for their age, the infant, child or young person seems able and willing to speak, 
communicate, read and write, and express their feelings.    
 

• What is your address? 
• How is your writing and reading?        
• How are you at filling in forms? 
• Do you sometimes worry that your spoken English lets you down? 
• Do you sometimes find it hard to talk to people? 
• Do you have enough support with speech, language and communication? If not, 

what would help you? 
• How does the child communicate?  Do they cry when unhappy?  Are they making 

noises or words yet? 
• Does your child use expletives or inappropriate language? 
• How do you communicate with your child? 
• If your child has a visual or hearing impairment or possible developmental delay / 

difficulties have any referrals been made so far? 
 

Emotional and Social Development 

The emotional and social response the infant, child or young person gives to parents and 
carers and others outside the family. 
How well the infant, child or young person copes with everyday life, eg their disposition, 
attitudes and temperament, any phobias or psychological difficulties. 
 

• What makes you happy or sad? Tell me who you go to for help if you feel unhappy.  
• When you are frustrated, angry or upset, how would people around you know that 

something was wrong? 
• Do you ever do things because they are exciting without thinking about what might 

happen or that it might get you into trouble? 
• Do you find it easy to talk to people about how you feel?  How do you feel? 
• Have you ever been bullied? 
• Do you know the consequences of your words & actions on others? 
• Do you think of harming yourself? Or have self harmed? 
• Do you have any fears or phobias or psychological difficulties? Such as persistent 

sadness or tearfulness? 
• Tell me who you spend most of your time with. 
• What sort of things do you do with other people? 
• What do you like doing best? 
• How much time do you spend on your own? 
• Tell me who you feel close to. 
• What types of sounds and facial expressions does your baby make in response to 

your attention? 
• In what ways does your baby express their feelings?   Cont: 
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Behavioural Development 

The behaviour of the child or young person. 
How well behaved the infant, child or young person is and, for example, any anti-social or 
aggressive behaviour. 
 

• How would you describe your behaviour today/usually? 
• How do you think other people would describe your behaviour today/usually? 
• If you sometimes get into trouble because of your behaviour, tell me what happened 

last time. 
• Where do you have contact with your friends? 
• Do they use any substances? Do they misuse substances? Includes alcohol 
• Do you make good decisions in regards to relationships? Making them vulnerable to 

coercive or exploitative relationships  
• Is there violence in their relationship? Verbal / physical / emotional  
• Do you make good decisions about sex? If they are in a sexual relationship are they 

having safe sex or unprotected sex? Consideration of sexual behaviour which 
maybe inappropriate or attempts to manipulate or control others  

• Do you have any over activity, attentiveness or impulses?  
• Can you tell me about a time when you helped somebody? 
• How do you know what your baby likes and dislikes? 
• Are you worried about any aspect of your baby or child’s behaviour? 

 
 
Identity, including self-esteem, self-image and social presentation 
 
The growing sense of self as a separate and valued person. 
How far the infant, child or young person seems to be developing the right measure of 
confidence and self-assurance, and how far they have a sense of belonging. 
 

• Who is the most important person in your life? 
• If you had to name one special thing about yourself, what would that be? 
• Is there anything about yourself that you don’t like? 
• What do you think other people most like about you? 
• Do you feel you are different from other people? 
• Do you feel you “fit in” with family, friends & community? 
• Have they suffered from discrimination bullying – race, religion, age, gender, 

sexuality & disability? 
• Have they understanding that people have difference – needs, views, cultures & 

beliefs & they needed to be treated with respect  
• Can the child point to family on a picture or respond to their own name? 
• Does the child respond differently to different family members or siblings? 
• How does your baby demonstrate individual preferences? 

 
Family and Social Relationships 

The ability to empathise and build stable and affectionate relationships with others, 
including family, peers and the wider community. 
           Cont: 
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How far the infant, child or young person is building stable and affectionate relationships 
with others, including family, peers and the wider community.   
 

• Whom do you call family?  How often do you see them? 
• What do you enjoy doing with your family? 
• How important are your friends to you? 
• Do you have a ‘best friend’?  If so, who is that and why are they so special for you? 
• Do you have to help to look after anyone? 
• Do they associate with substance – misusing friends / peer groups?  
• Do they associate with predominantly criminal peers or lack of non – criminal 

friends?  
• Does the child respond to their name? 
• Can the child identify their mother’s and/or father’s voice? 

 
Self-care Skills and Independence 

The acquisition of practical and emotional competences to increase independence. 
How independent the infant, child or young person is for their age – how far they can do 
routine tasks for themselves and make their own decisions. 
 

• How independent are you?  What can you do for yourself? 
• Do you need any help with day to day living? How do you feel about the help you 

receive? 
• Who will help you learn to be more independent as you grow up? 
• Do you get to do what you like to do? 
• How do you cope with big changes in your life? 
• Do they have opportunities to undertake activities away from the family? 
• The readiness for older teenagers to transition from children to adult services 
• How does your baby express their feelings or preferences? 

 
Learning 

Understanding, reasoning and problem solving: The ability to understand and organise 
information, reason and solve problems. 
How well for their age the infant, child or young person is able to understand and organise 
information, reason and solve problems. 

 
• Are your friends mostly the same age as you, or are they mostly younger or older 

than you? 
• Imagine someone treated you unfairly; what would you do? 
• Do you like reading?  If so, what do you like to read? 
• How are you at sorting out day to day problems? 
• What types of resources/toys are provided for your baby? 
• How does your baby respond to the environment around them? 
• Consider the impact of any disability or impairment or special need  
• Progress in learning including any special educational needs identified 

 
 

Cont:  
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Participation in learning, education and employment: The degree to which a child or 
young person has access to and is engaged in education and/or work based training and, 
if he/she is not participating, the reason for this. 
How far the infant, child or young person is engaged in and attending learning appropriate 
to their age, whether through play, early years settings, school or college/employment. 
 

• What school or college do you go to?  How regularly do you attend? Consideration 
of the degree of prior non participation has led to current needs & circumstances  

• Do they have access to consistent & appropriate adult support? 
• Do you enjoy school/college/training? 
• What might stop you going to school/college? 
• If you don’t go to school/college at all, why is that, and how long have you been out 

of school/college? 
• What are you studying? 
• What do you think you are good at doing? 
• If you need help and advice about education and learning who can you go to? 
• If you are working, what is your job?  Do you enjoy your job? 
• What do you want to do long term? 
• Does the child attend a nursery or play group? 
• How does your baby interact with others of a similar age? 

 
Progress and achievement in learning: The child or young person’s educational 
achievements and progress, including in relation to their peers. 
The infant, child or young person’s educational achievements and progress, including 
ability to read and write, compared with what would normally be expected from someone 
of their age. 
 

• How well do you think you are doing at school/college/with your learning? 
• What is your favourite subject and why? 
• Is English your first language? 
• Whether the child or young person needs to catch up when education has been 

disrupted  
• If the child has a disability is there adjustments in place for them to access the 

curriculum & general school life   
• Do you have any qualifications in maths or English? 
• If you lack qualifications or confidence with reading, writing or maths, do you think 

that this is holding you back? 
• If you think you need additional help, how would you like to get this? 
• What learning opportunities does the child have? 
• Do they have a favourite game or book? 
• Does anyone read books to the baby/child? 

 
Aspirations: The ambition of the child or young person, whether their aspirations are 
realistic and they are able to plan how to meet them.  Note there may be barriers to a child 
or young person’s achievement of their aspirations, for example the child or young 
person’s other responsibilities in the home. 

Cont: 
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• What do you hope that learning will help you do?     
• What help do you need with learning to make sure you do your best? 
• Do you give up easily if you find something hard? 
• What are your goals for the future? 
• What do you want for your baby/child? 

 
 
2. PARENTS AND CARERS 
 
Basic Care, Ensuring Safety and Protection 

The extent to which an infant, child or young person’s physical needs are met and they are 
protected from harm or danger, including self-harm. 
How far the infant, child or young person is safe from harm or sexual exploitation, is well-
fed and cared for, and living in a safe, warm and clean home. 
 

• Is the place where you live warm enough for you not to need to wear outdoor 
clothes (like coats and hats) when you are inside? 

• Can you make warm food and drinks where you live? 
• Can you keep yourself clean where you live? 
• Do you have a least one other set of clothes, which are the right size for you, and 

suitable for this time of year? 
• Is there anything about the place you live that makes you feel unsafe? 
• Consideration of parental substance misuse (includes alcohol & volatile substances 

as illegal drugs or prescribed drugs) 
• Levels of engagement with securing universal services e.g. GP dentist  
• Consideration of a safe environment child young person is not exposed to abusive 

situations – domestic violence, substance misuse, and sexual exploitation, ability of 
parents to act to safe guard & promote the welfare of their child  

• If you share the place you live with others, can you be in private when you need to 
be? 

• In an emergency how would you call the services you need? 
• Do you feel able to look after your baby, toddler, child and make sure they’re safe? 
• Do you feel your home is in good repair and a safe place to bring up children?  If 

not, what would make your home a better place to live? 
 
Emotional Warmth and Stability 

Provision of emotional warmth in a stable environment, giving the infant, child or young 
person a sense of being valued. 
How far the infant, child or young person is loved, in a stable environment and in contact 
with those who are important to him/her. 
 

• Who lives with you at home? How long have they lived there? 
• Who cares for you and takes responsibility for you? 
• If you were upset or frightened who would look after you and make sure you were 

all right? 
• If you do something well, who would be proud and praise you? Cont: 
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• How long have you lived where you do now and how many times have you moved 
home in the last year or so? 

• How often do you give your baby, toddler a cuddle? 
• How are you coping/managing at the moment? 
• How are you coping with looking after your baby/toddler? 
• How do they feel about looking after their child / young person  

 

Guidance, Boundaries and Stimulation 

Enabling the infant, child or young person to regulate their own emotions and behaviour 
while promoting the infant, child or young person’s learning and intellectual development 
through encouragement and stimulation and promoting social opportunities. How far the 
infant, child or young person is subject to, and provided with, appropriate guidance and 
discipline at home and elsewhere and helped to learn. 
 

• In general are your parents/carers interested in you and involved in what you do? 
• Do your parents/carers usually encourage you with your learning; for example, 

giving you the space and time you need to complete school or college work? 
• Do you have a quiet place where you can do your college or school work? 
• Do you think your parents/carers sometimes overprotect you, and treat you as 

younger and as less able than you are? 
• If you do something wrong, what happens, and how do the people around you 

respond? 
• How do you react when people ask you to do the things that you don’t want to do? 
• Does the child respond to NO? 
• What rules or boundaries do you think are important for young children? 
• Who plays with the child? 
• Do you enjoy playing with the child?  If so, what do you play? 
• What do you do to communicate with your unborn baby? 
• Does your unborn baby respond to different music or noises or voices? 

 
 

2. FAMILY AND ENVIRONMENTAL FACTORS 
 
Family History, Functioning and Well-being 

The impact of family situations and experiences. 
Who lives in the household and how they relate to the infant, child or young person, 
including any changes since the child's birth; family routines; and anything about the family 
history, such as family breakdown, illnesses (physical or mental) or problems with alcohol 
or other substances that are having an impact on the child’s development. 
 

• When you want to know something about your family, whom might you ask? 
• Is there some predictable routine to your family life at home, for example, in relation 

to meal times, bed times and who will be at home when? 
• Tell me what you did for your last birthday? 

Cont: 
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• Think about a really good time you enjoyed with your family.  What was it and what 
made it so special for you? 

• Is there someone in your family that you know and trust that you could turn to for 
help if you needed to? 

• Does any family member present a risk to the child / young person or infant any 
family member’s involvement in criminal / anti social behaviour  

• Impact of problems experienced by other family members such as mental health 
problems, physical illness, bereavement or loss 

• Consideration whether the child has witnessed domestic violence both physically or 
verbal  

• Consideration if family life is disorganised / chaotic 
• Consideration of family relationships – absent parent disruptive events  
• Father or mother away from home through work, armed forces or in prison  
• Child / young person relationship with father & other male role models   
• Is there someone in your family that your parents/carers know and trust that they 

could turn to for help if they needed to? 
• How does your baby indicate what he/she needs? 
• How does your baby respond to different family members? 

 
Wider family 

The family’s relationships with relatives and non-relatives. 
Whether there is an appropriate level of help for the infant, child, young person or 
parents/carers from relatives and others.         
 

• Other than your family, who is important to you in your life? 
• Are there people in your neighbourhood or community that you know and trust that 

you could turn to for help if you needed to?     
• Are there people in your neighbourhood or community that your carers know and 

trust that they could turn to for help if they needed to? 
• Can someone who is not really a member of your family, feel like family and be just 

as important, and do you have anyone like that in your family? 
 

Housing, Employment and Financial Considerations 

What are the living arrangements? Does the accommodation have appropriate amenities 
and facilities? Who is working in the household, the pattern of their work and any changes.  
Income over a sustained period of time. 
 
Whether the accommodation has everything needed for living safely and healthily, and the 
effect on the infant, child or young person of the work and financial situation of the family 
or household. 
 

• What is it like to live in the area you do? 
• At home, who is working and what do they do? 
• Does anyone in your family work away from home or at night, such that you don’t 

see them very often? 
• Does their work mean that your family are always too tired to give you the attention 

you need? 
• Is there enough money, from work and any benefits, to meet your family’s needs? 

How is the family income used?     Cont: 
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• Is there water, heating, sanitation, cooking facilities, sleeping arrangements safety 
security and privacy 

• Homelessness & impact of this on family including loss of possessions  
• Is there financial hardship & the impacts on child & parents  
• Whether there is serious debt or debt payments reducing income     

 
Social and Community Elements and Resources, including education 

Explores the wider context of an infant, child or young person’s neighbourhood and its 
impact on them, including local services and facilities available. 
Impact on the infant, child or young person of the local area, including crime levels, 
availability and quality of shops, schools/colleges etc.  This includes how well the child or 
young person fits in with neighbours, friends and others. 
 

• Tell me what local facilities you use (for example schools, extended school services  
day nurseries, sports,  youth services, play and leisure centres, nurseries, libraries, 
places of worship  etc). 

• Are there any local facilities that you would like to use but cannot for some reason? 
• If so, why can’t you use these facilities (for example cost, transport, inaccessible to 

disabled people)? 
• When you are out and about locally with friends or family, what sort of things do you 

do? 
• What is the best thing about living where you do? What is the worst thing about 

living where you do? 
• Are you aware if drugs are bought and sold in your area? 
• Do you think there is a lot of crime & other problems in your area? Consideration of 

neighbourhood characteristics for example levels of crime, disadvantage, 
employment, substance use & trading, teenage pregnancy 

• Consideration of the child’s social integration or isolation    
 

• What local facilities like pre-natal clinics, child care services such as day nurseries 
or play schemes, support groups or Children’s Centre programmes are available?  
Do you use them? 
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Example Letter: Requesting Information for a CAF Assessment 
 

Name  
Address 
Telephone No 
Date 
 
 

Dear  
 
Re:   Add – Child’s name, D.O.B and address                                                                                          
 
I am writing to you to request information and your involvement in completing a Common 
Assessment on the above named child. 
 
I am approaching you as you have been previously or are currently in contact with or 
provide a service to this child/young person or his/her family.  In accordance with the 
Common Assessment Framework we want to ensure a holistic and thorough assessment 
takes place and your input will be valuable in completing this. 
 
It would be helpful if you could fill out the relevant sections of the enclosed CAF 
Assessment Form or provide other written information that can be included in this 
assessment. 
 
The family have provided written consent for the CAF process and for information to be 
shared between agencies. 
 
As members of Nottingham Children’s Partnership all agencies and service areas have a 
responsibility under The Children Act 2004 to work together to safeguard and promote the 
welfare of children and young people. 
 
If you have any difficulty in contributing information to this assessment please contact me 
as soon as possible on the telephone number above. 
 
Please can you ensure the information is returned to me by (add date) 
 
Yours sincerely, 
 
Name 

Job Title 

Agency 

 

 

 
Ref  Number  3(g) 
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Hints and Tips when presenting a CAF to a  
Multi Agency Meeting (MAM) 

  
Ensure that you have explicit consent obtained in writing on the CAF consent form before 
presenting to a Multi Agency Meeting. Ensure the CAF Form has been completed as far as 
possible and signed by the parent; any exceptions recorded on either of these must be 
brought to the attention of the Chair. 
 
Some details will need to be forwarded to the Chair prior to the Multi Agency Meeting. 
Once you make contact to arrange a presentation you will be advised of the information 
required in advance. 

 
Ensure that you take a copy of the CAF Form along with you to the Multi Agency Meeting 
and are clear about the child’s identified needs, reason for presenting to the Multi Agency 
Meeting, including suggested outcomes.  
 
At the Multi Agency Meeting, ensure the following is recorded. 

• Any additional information about the child /young person/family to supplement 
the assessment 

• Any gaps in the assessment which have been identified and with actions agreed 
to complete 

• The additional needs and priorities for support 
• The identified Team Around the Child 
• The agreed priorities for the Multi Agency Action Plan. 

 
If there is an agreement that the child’s needs are understood and currently being met, it is 
not essential to continue the CAF process, although it may be worth considering its use 
within coordinating and monitoring this support.  In this situation ensure that; 
 

• The decision is logged clearly on the CAF Form, along with any actions to meet 
need within universal services or through a single agency referral  

• Store the CAF Form safely and securely within your own agency’s file  
• Inform CAF Central Records of the outcome.  

 
The Multi Agency Meeting should also consider if there are any child protection concerns, 
or if there is a need for any other specialist service to be involved, and undertake the 
appropriate action if required. 

 
 
 

 
 

 

Ref  Number  4 
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Team Around the Child (TAC) Meeting Checklist 

 
The following tasks should be considered in planning, chairing and managing a Team 
Around the Child meeting; 
 
 
Completed CAF Form shared with family and a copy sent to professionals prior to the  
TAC meeting 
 
Appropriate room booked 
 
Invitations to all relevant agencies sent 
 
Parents/carers and children/young people invited, involved and supported to attend, is 
there a named person to do this? 
 

 
Agenda set  

• Introductions (nominate note taker to record actions on Multi Agency Action Plan) 
• Purpose of meeting 
• Identification of needs / goals (start with family members) 
• Identification of further assessment 
• Multi Agency Action Plan 
• Delegation of Lead Professional role (who and how) 
• Summing up 
• Review Date 

 
Following the meeting: 
 
Post meeting support and information for the family 
 
Update CAF Central Records with Lead Professional details 
 
CAF Form and Multi Agency Action Plan updated  
 
Updated CAF Form and Multi Agency Action Plan circulated   
 
Inform CAF Central Records of CAF closure  

 

 
 

 
 

Ref  Number  5(a) 
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Hints and Tips for Arranging a Team Around the Child (TAC) Meeting 
 
• Parents/carers and young people should be invited to the TAC meeting.  If they are 

unable to attend it is important that their views are represented at the meeting and 
outcomes are fed back to them as soon as possible. 

 
• It is important that the young person/parent/carer are prepared and supported prior to 

the meeting to ensure that they are able to fully participate and contribute to the 
development of the Multi-Agency Action Plan. It is useful to explain what the purpose of 
the meeting is and who will be there. Clearly ascertain the wishes and goals of the 
young person/parent/carer and what outcomes they want from the meeting.  

 
• Prior to the meeting ensure that copies of the CAF have been given to the 

parent/carer/young person as well as practitioners working with the child, or being 
invited to the TAC; this will help them to be more effective in the meeting.   

 
• Consider what would help the child/young person/parent to actively participate in the 

meeting. If appropriate an advocate can be used to support the child/young 
person/parent/carer, to ensure their views and wishes are taken into consideration. The 
following should also be taken into consideration: 

o The number of practitioners attending the meeting  
o The venue    
o Childcare issues 
o Timing  

 
• Ensure that relevant practitioners are invited: this can be done by telephone or letter. 

Ask for confirmation of attendance.  If a practitioner is unable to attend ask them to 
provide information and clarify what input/support they can provide which can be 
included in the Multi Agency Action Plan.  

 
• Consideration of communication needs to ensure that family members can attend and 

fully participate in meetings, e.g. use plain jargon free language, use of an interpreter 
or signer.  

 
• Be clear about what support and interventions you can offer the child/young 

person/family for inclusion on the Multi Agency Action Plan.  
 
• Consider what support you need from your agency and the other practitioners working 

with the family - agree a Chair (if needed), who will support young person/parent/carer, 
who will record actions on the Multi Agency Action Plan.  Remember the Multi Agency 
Action Plan forms a record of the meeting, minutes need not be taken.   

 
• Consider if you can take on the role of Lead Professional for this child/young person. It 

may be useful to have discussions with family/other practitioners prior to the meeting 
about who may be in the best position to be the Lead Professional. 

  
• Don’t forget to focus on strengths as well as needs.  
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Hints and Tips for Attending a  
Team Around the Child (TAC) Meeting 

 
 
Consider what support you could offer to the family or the practitioner arranging the 
meeting.  For example: 
 

• Could you help prepare the child/young person/parent/carer for the meeting? 
• Chair the meeting? 
• Offer a venue for the meeting? 
• Offer childcare? 
• Support young person/parent/carer at the meeting? 
• Record actions on the Multi Agency Action Plan? 

 
Ensure that you have received a copy of the CAF Assessment Form prior to the meeting; if 
you have not contact the initiator or Lead Professional and request one.  
 
If you are unable to attend ensure you contact the person arranging the meeting providing 
information and clarifying what support/interventions you can offer that can be included 
into the Multi Agency Action Plan.  
 
Be clear about what support/interventions you can offer to the child/young person so that 
the Multi Agency Action Plan is realistic and achievable.  
 
Consider if you can take on the role of Lead Professional for this child/young 
person. 
 
Ensure that you agree a method and frequency of contact with the Lead Professional 
between reviews.  
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Hints and Tips for Chairing a 
Team Around the Child (TAC) Meeting 

 
• Always consider the needs of the parent/young person and support them in 

engaging with the meeting. REMEMBER it is about them and for them.  
 

UN Convention on the rights of the child: Article 12: Children have the right to 
say what they think should happen, when adults are making decisions that affect 
them, and to have their opinions taken into account. 

 
• Check that consent is still valid and update this if needed.  

 
• Try and use plain language that is jargon free. Everyone needs to understand 

especially the parents/young person. 
 

UN Convention on the rights of the child: Article 13: Children have the right to 
get and to share information, as long as the information is not damaging to them or 
to others. 

 
• Introductions are helpful. 
 
• Keep the meeting small and manageable.  

 
• Make sure all the people involved have a copy of the CAF Form and Multi Agency 

Action Plan if they have been undertaken and have read it prior to the meeting.   
 

• Keep checking that the parent and young person are still engaged with the meeting.  
 

• Use the Multi Agency Action Plan to record what support will be offered and what 
needs this will help to address. 

 
UN Convention on the rights of the child: Article 3: All organisations concerned 
with children should work towards what is best for each child. 
 

• Update the Multi Agency Action Plan and circulate this to all involved. 
 

• At the end of the meeting make sure you set another date to review the actions, and 
identify somebody responsible for letting CAF Central Records know of any 
changes, i.e. name of Lead Professional if newly appointed or changed, plus 
closure of any CAF. 

 
• Check everyone is aware of who is the Lead Professional.  Share contact details of 

all involved. 
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Example Letter: Invitation to Team Around the Child Meeting 

 

Name  
Address 
Date 
 
 

Dear  
 
Re:   Add - Child name D.O.B and address                                                                                              
                                                                                                   
You are invited to attend a Team Around the Child Meeting on the above named 
child/young person, called in accordance with the Common Assessment Framework (CAF) 
process. 
 
The meeting will take place on: 

Date: 

Time: 

Venue: 

This meeting has been called to ensure a holistic assessment of the child/young person is 
undertaken and to develop a coordinated Multi Agency Action Plan with an agreed Team 
Around the Child and Lead Professional.  As you are currently working with or have 
contact with this family you have a valuable contribution to make.  
 
The family have provided written consent for the CAF process and have also been invited 
to attend this meeting. 
 
As members of Nottingham Children’s Partnership all agencies and service areas have a 
responsibility under The Children Act 2004 to work together to promote the welfare of 
children and young people. 
 
If you are unable to attend please ensure you send either a representative or a report, or 
contact me to discuss your contribution to the Multi Agency Action Plan. 
 
Yours sincerely, 
 
Name 

Job Title 

Agency 
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Hints and Tips for completing a Multi Agency Action Plan 
 

When completing a Multi Agency Action Plan it is important to firstly establish an overall 
aim / goal. On the plan this is described as the ‘desired outcome’. You then need to 
identify the actions that will support the achievement of the outcome, in some cases there 
may be several different actions required to ensure the outcome is achieved. (See 
example over)  
 
It is essential that you identify these actions in a logical way, name the person who will 
complete them and when they will complete them by.  
 
If you are working in a sequential and flexible way the actions may change with each TAC 
as you work towards achieving your goal but the desired outcome remains consistent. 
New outcomes can be added if appropriate as the work of the TAC develops. 
 
If you have several desired outcomes it may be necessary to prioritise which you work on 
first to make it a manageable process. It is important that the TAC work with the family and 
young person to ascertain what their priorities are. 
 
It is also essential that parents and carers as well as children and young people have 
goals, in addition to those identified for professionals. If a child is very young the TAC can 
still identify what the outcomes should be for that child, e.g.  

• to be happy & settled in an appropriate nursery environment, or  
• to be able to make friends in school, or  
• to increase or reduce weight by specified amount, or  
• to be able to manage my behaviour in school better 
• to have 90% attendance by the end of the school year. 

 
Many of these will overlap with professional and parental aims but that is appropriate and 
can be seen in the example below in relation to the bullying. 
 
Example -  Desired outcomes: 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

Young person (Darren)       

To join a football team         
To see dad more often          

To feel safe in school and not be bullied        

 
Parent (Cheryl) 

Darren not to be bullied at school 

Darren to stop using drugs 
Darren to be in school and not excluded again 

 

Practitioners Goals 

Darren to be supported to avoid further exclusions 
Darren Health needs to be addressed 

Darren to receive support re: substance use 

Darren to receive support re: experiences of Domestic Violence 
Parenting support for Cheryl to be considered (to be addressed at next review) 
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Example Action Plan          FOR COMPLETION AT REVIEW STAGE 

Desired 
Outcome  

Action Who will do this? By when? Progress & comment Date 
Closed  

Contributing to 
ECM Aim 

Darren to join 
a football 
team 

a)To identify a suitable local team 
 
 
b) To make contact with the football team coach & 
gather information about joining process 
 
c) To set an agreed time for introductory visit and 
accompany Darren  
 
d) To seek appropriate funding for new football 
boots, through a charity application  
 
e) To explore other sport activities available 
through Positive Activities Young People 

Anne Bestwood 
and Darren 
 
Anne Bestwood 
 
 
Anne Bestwood & 
Darren 
 
Jo Smith 
 
 
Lesley Smith 
 

 25
th

 April 2010 
 
 
1

st
 May 2010 

 
 
5

th
 May 2010 

 
 
5

th  
May 2010 

 
 
1

st
 May2010 

 

  Be Healthy/ 
Enjoy and 
Achieve 

For bullying 
to stop 
 
 
 

a) Darren to be allocated a safe place to go in 
school if he is feeling threatened (Yellow card to 
be given to Darren) 
 
b) All relevant school staff to be informed of this 
process 
 
c) Daren to report all incidents of bullying on the 
day it occurs to Mr Jones 
 
d) Fortnightly telephone contact from Mr Jones to 
Mrs Herriot for information exchange, Agreed day 
and time to be set 
 
e) Peer support group to be identified for Darren 
or Peer Mentor to be considered  
 
 
 
f) Darren to be given the option  of using the 
Library during lunch times 
 
g) Anti bullying team to be contacted for general 
advice re schools Anti  Bullying policy / Training 
 

Mr Jones to identify 
& inform Darren 
 
 
Mr Jones 
 
 
Darren 
 
 
Mr Jones and 
Cheryl Herriot 
 
 
Mr Jones  / in 
discussion with 
Pastorial Care 
Lead in school. 
 
Mr Jones to set up 
 
 
Mr Jones to 
discuss with School 
Deputy Head 

22
nd

 April 2010 
 
 
 
23

rd
 April 2010 

 
 
Ongoing 
 
 
To start week 
beginning 28

th
 

April 2010 
 
At next school 
MAM Nov 09 
 
 
 
By 25

th
 April 

2010 
 
23

rd
 June 2010 

 

  Stay Safe / 
Enjoy and 
Achieve 



 

 
 

 
Effective Action Planning 

 
The effectiveness of an action plan will be determined by the quality of the assessment; 
good action planning requires a through holistic assessment of needs and strengths as well as 
an analysis of the situation, it should build on strengths. 
 
It requires a methodical process that clearly identifies the components and steps needed for 
improved outcomes. This process should be: 
 

1. comprehensive – considering all significant options and impacts. 
 

2. efficient – not wasting time or resources. 
 

3. 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. 

 
4. informative – decisions are understood by the people involved. 

 
5. focused – short-term decisions support long-term goals. 

 
6. logical – each step leads to the next within a broad strategic framework of SMART 

objectives and solution-focused outcomes, States clearly what is to be done, by when 
and by whom. 

 
SMART = Specific, Measurable, Achievable, Realistic, Time bound 

 
7. transparent – everybody involved understands how the process works. 
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Criteria for selecting a Lead Professional 
 

• The Lead Professional could be drawn from any of the people currently involved with 
the child or young person, and could be from either the statutory or voluntary sector 

 
• The Lead Professional should be the practitioner who is most relevant to the child or 

young person’s predominant needs and who has the most appropriate knowledge, 
skills, ability and capacity 

 
• The level of trust built up and the existing or potential relationship with the child or 

family and the wishes of the child or family should also be considered 
 

• This is not necessarily the first person to be involved with the child or young person 
nor the practitioner who initiates the common assessment. 

 
Using the criteria means that the Lead Professional will be the practitioner who is most 
relevant to the child or young person's support plan and who has the skills to carry out this role. 
 
If it is not clear who is the best person to take on this role it is helpful to have a meeting to 
discuss a solution to this. The CAF Team can provide support with this. 
 
 
Tip - Use the criteria in discussions with other practitioners over the phone or in meetings as a 
tool to identify the most appropriate person, it will help to make it less personal and focussed on 
the child and family need.  
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Hints and Tips for Undertaking the Role of Lead  
Professional Effectively 

 
• Always ensure that the family and other workers involved in the case have your contact 

details. Also ensure they are aware of your working hours & availability. 
 

• Make sure you have the contact details of the other practitioners including working hours 
& availability. 

 
• Set a review date at the first TAC meeting. 

 
• Plan your contacts with the child or young person and family so they know you will be 

actively involved. 
 

• Check back with them at regular intervals to see how it is going. 
 

• Remember, you are part of a team working collaboratively with the family –you are not 
expected to do everything! 

 
• Be clear about the circumstances in which other practitioners will need to contact you; for 

example, if the family is not co-operating with an aspect of the support plan and the 
practitioner needs your input and support. Give feedback regarding what’s going well. 

 
• Be prepared to reconvene a meeting if things aren’t going according to plan. 

 
• If another practitioner is not carrying out their contribution as agreed, raise this with them 

and find out the reason. Hopefully, this will focus them back on the plan. If this continues, 
raise it with your manager and they will need to speak to the other practitioner’s 
manager. 

 
• Remember to register the Lead Professional at CAF Central Records. Also if the Lead 

Professional changes then inform CAF Central Records. 
 

• If you and other members of the TAC feel you have made all attempts to support the 
child/young person and their family using the CAF process; however you are not 
achieving the desired outcomes, have got stuck or can not progress the family you 
should consider presenting the case to the Multi Agency Forum; see CAF tool number 8. 
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Hints and Tips when presenting a CAF to a Multi Agency Forum (MAF) 
 
 

Multi Agency Forums (MAF) are part of the Multi Agency Framework and have been set up in the three 

localities to support staff with cases that are complex, difficult or stuck. For more information about the 
Multi Agency Forum please see the CAF pages of www.nottinghamchildrenspartnership.org.uk/caf. The 

Forum intends to be supportive, recognise the work completed so far, explore how and who may be best 

placed to progress the case further and look at additional resources where appropriate. 
 

Preparation: 

 

• All cases referred to the MAF should have been discussed and agreed with your line manager or 
head teacher prior to booking.  

 

• It is good practice to discuss and agree presentation to the Forum with members of the Team 
around the Child and the family. 

 

• CONSENT: ensure you read and follow the consent section in the MAF guidance. 

 
• To book slots at the MAF contact the MAF co-ordinator, (for contact details see the information 

pages referred to above). They will request information from you over the phone so have the CAF 

and the delivery plans to hand. You will be asked to send in a copy of your CAF assessment/s, 
Multi Agency Action Plans and reviews forms.  

 

• Consider who is best place to attend the Forum; ideally it should be the Lead Professional with 
support from key members of the Team around the Child. 

 

• You should prior to the Forum consider what you are hoping to achieve, identify the key issues, 

priorities and desired outcomes. 
 

Attending the Forum: 

 
• Take a copy of the CAF assessment and other relevant paperwork along with you, be prepared 

to take some notes; a record of the Forum discussion and any agreed actions will be sent to you 

and your Manager. 
 

After the Forum: 

 

• Following the Forum you will be asked to complete an evaluation form and again in three months, 
this is to support the development of the MAF. 

 

• Make sure you feedback to your line manager and seek appropriate support. 
 

• The Lead Professional will also need to spend time with the family sharing the outcome of the 

Forum; this can be done with other practitioners working with the family. 

 
TIP: If you are unsure if a case is appropriate to present to the MAF or you just want to clarify any 

issue or process contact the CAF and Lead Professional Manager for your area. 
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CONTACT DETAILS FOR LOCALITY CAF
AND LEAD PROFESSIONAL MANAGERS

NORTH LOCALITY
Carol Woods

Tel: 07507 597 904

Email: carol.woods@nottinghamcity.gov.uk

CENTRAL LOCALITY
Chris Shooter

Tel: 07507 597 906

Email: chris.shooter@nottinghamcity.gov.uk

SOUTH LOCALITY
Mandy Smith

Tel: 07507 597 907

Email:mandy.smith@nottinghamcity.gov.uk

www.nottinghamchildrenspartnership.org.uk/caf
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