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Response to Request for Information 

 
Reference FOI 001181 
Date 26 May 2017 
 

Guidance/Policy Documents 

 
Request: 
 
Policies 
1. Do you have any guidance or policy documents or other such written material in 
respect of undertaking assessments and providing support pursuant to section 17 of 
the Children Act 1989 to families with no recourse to public funds (including 
documents specific to this issue, or of more general application but covering this 
issue)? 
Yes. 
 
2. If yes, please provide us with a copy.   
Please see information provided on page 2.  
 
3. Do you have any guidance or policy documents or other written material in relation 
to “Zambrano” carers (including documents specific to this issue, or of more general 
application but covering this issue)? 
Yes – this has been included in the NRPF Network Guidance. 
http://www.nrpfnetwork.org.uk/guidance/Pages/default.aspx 
 
4. If yes, please provide a copy.   
Please see information provided on page 2.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nrpfnetwork.org.uk/guidance/Pages/default.aspx
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PURPOSE:  
This Policy and Procedure is built on the right of all children who may be in need as 
defined in the Children Act to have  an up-to-date social work  assessment of their 
needs including the views of parents/carers, other professionals and of the 
child(ren) or young person themselves to enable the delivery of Services as 
appropriate. 
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REVIEW LOG  

Date Version  Comments Approved by 

 1.0 Policy previously part of the Tri-
X Manual  

 

Dec 2013 1.1 Policy reviewed and amended 
to reflect new CareFirst 
Assessment Form 
(incorporating IA/Core) and the 
new 45 working day timescale. 
 
The Looked After Children 
Social Care Policy has also 
been incorporated into this 
document. 
 

Children, Young People & 
Families Management Team 
(12.12.13) 
 
 

March 2015 1.2 Added to ensure consent is 
gained with parents to contact 
agencies for information they 
hold on the child/family. 

Children & Young People 
Management Team (May 2016)  

July 2016 1.3 Policy amended to reflect 
where a 15 day assessment is 
completed and more 
information is required a new 
full 45 day assessment must be 
trigged and undertaken.  

Children & Young People 
Management Team (18.08.16) 

 

CONSULTATION  

The following people have been consulted on this policy:  
-  Head of Child Protection/Child In Need 
-  Children & Young People  Management Team  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 3 

Index  

 
1.0 Introduction  
 
2.0 Legislative Framework 
 
3.0 Social Work Assessments  
 
4.0 Child Protection Enquiry Assessment 
 
5.0 Social Work Assessment for Looked After Children 
 
6.0 Sharing Assessments/Outcomes with the Family  
 
Appendices  
 
A Assessment Flowchart for Social Work Assessment with and without Child  
           Protection Enquiries (this does not apply to LAC) 
 
B Assessment Agreement  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 4 

 
1.0 INTRODUCTION 
 

The purpose of a Social Work Assessment is to conduct an assessment of the 
child/young person’s needs, which will inform decisions about their care plan and the 
services should be provided.  

 
This Policy is divided into the three sections Social Work Assessments (without Child 
Protection Enquiry), Social Work Assessments  (with Child Protection Enquiry) and Social 
Work Assessment (for Looked After Children) 
 
Within Wolverhampton we have two types of Assessment: 

 Social Work Assessment 

 Child Protection Enquiry Assessment (CPEA) 
 

A Social Work Assessment is allocated with either a 15 or 40 day timescale depending on 
the apparent complexity. The assessment will assess the child’s needs and inform 
decision about the services should be provided to meet the identified unmet needs.  

 
A Child Protection Enquiry Assessment combines both the Section 47 enquiry and 
assessment. The assessment is a thorough and in depth assessment on matters where a 
child or young person is thought to be or has suffered significant harm which have been 
the subject of the enquiry.   
 

2.0 LEGISLATIVE FRAMEWORK  
 
 The following legislation/guidance underpins this Policy: 

 The Children Act 1989 Sections 17 and 47; 

 The Framework for Assessment for Children in Need and their Families 
 
3.0 SOCIAL WORK) ASSESSMENT   
 
3.1 Criteria for the Social Work Assessment  
 

These procedures apply to any Social Work Assessment completed for any child or 
young person, whose needs are of a moderate to high level, at Level 4 or above of the 
Wolverhampton Threshold Policy/Model but not those children thought to be suffering or 
likely to suffer from Significant Harm. 
 

3.2 Purpose of the Social Work Assessment(without Child Protection Enquiry) 
 

The purpose of the Social Work Assessment is to conduct an in depth assessment of the 
child’s needs and to inform decisions about the services should be provided to meet the 
identified unmet needs. 

 
3.3 Timescales of the Social Work Assessment (without Child Protection Enquiry) 

 
At the point of allocating the Social Work Assessment the Manager, depending on 
the apparent complexity, will indicate a timescale for completion of the assessment 
this will either be 15 days or 40 days.  
 
 
 

http://www.wolverhampton.gov.uk/CHttpHandler.ashx?id=2585&p=0
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All Social Work Assessment must be be concluded within a maximum of 45 working days 
from the date the referral is accepted (normally within 24 hours of a referral being 
received).  
 
A Social Work Assessment must be updated/reviewed when a child/young persons 
circumstances change significantly or when the care plan needs to change (see Section 
3.8).  
   

3.4 Steps of Support Sessions  
 

Steps of support sessions provide continuing support to the allocated social worker whilst 
they are undertaking the Social Work Assessment. The steps of support sessions are in 
three stages as outlined below: 
 

 Step one  
 
To be undertaken within 2 working days of the referral being allocated.  
 
Discuss the referral, action taken so far and the process for the on-going 
assessment. This will include: 

 agreeing key issues  
 sources of information and seeking the child’s wishes and feelings 

 
Discussion to be written up as a Management discussion on CareFirst. 
 
Date for stage two discussion (12 -14 days from referral) set. 
 
Social Care Agreement (Appendix B) to be completed and signed to agree the 
plan for assessing the case. 

 
 

 Step 2 
 
To be undertaken within 12 -14 days of the referral being received. 
 
For assessment to be concluded within 15 days or a Child Proection Enquiry 
Assessment the following applies: 
 
Discuss progress and outcomes of the Social Work Assessment. This will include: 

 Is the genogram, ecomap and chronology completed? 
 Analysis of the information  
 Conclusions and agreed outcomes 

 
Discussion to be written up as a Management decision on CareFirst.  
 
For assessments to be concluded within 40 days the following applies: 
 
Discuss the Social Work Assessment. This will include: 

 How far is the Social Worker with completing the genogram, ecomap 
and chronology? 

 Agree specific scales and questionnaires and research/theory to be 
drawn upon 

 Any unexpected findings  
 Whether any CP issues have been uncovered during the assessment 
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Discussion to be written up as Management decision on CareFirst. 
Date set for stage three discussion (35- 38 working days from referral) 

 
 

 Step 3 
 

To be undertaken between 35 – 38 days from referral being received.  
 
Discuss progress and outcomes of the Social Work Assessment. This will include: 

 Is the genogram, ecomap and chronology completed? 
 Analysis of the information  
 Conclusions and agreed outcomes 

 
Discussion to be written up as a Management decision on CareFirst.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3.5 Process of the Social Work Assessment. 
 

At the beginning of the Social Work Assessment the parameters of the assessment work 
will be clarified and agreed with the child and family and put into writing. At this point 
consent must be gained from parents to enable us to contact other agencies involved with 
them to obtain information they hold on them. If parents refuse consent then the social 
worker must consider if any action is required to overrule the refusal of consent to 
safeguard the child.  Consent must be gained using the Social Care Consent Form.  The 
consent form must then be uploaded to the document hub.  
 
See section 3.7 Recording, for details of the records that should be completed. 
 

STEPS OF SUPPORT SESSIONS 
 

     Timescale from Referral 
 
 
 
 
 
 

         2 working days 
 
 
 
 

     1                                  12 – 14 working days 
 
 
 
 

                                             35 – 38 working days  

REFERRAL RECEIVED 

STEP 1 MEETING 

STEP 2 MEETING 

        STEP 3 MEETING  
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If the child appears to have any disabilities, the Disabled Children and Young People’s 
Team must be consulted. 
 
The assessment method will vary dependent on the child and family's circumstances but 
opportunities to work directly with the child and the child's family must be incorporated at 
every stage. 
 
Any existing assessments or the views of other service providers/agencies known to the 
child/family should be integrated into the Social Work Assessment.  

 
Where information has already been gathered by other agencies as part of their 
assessments, there is no need to duplicate the information gathering although the social 
worker should check with the child and family that the information gained from the other 
agencies is correct.  The social worker will still need to complete the Social Work 
Assessment having regard to its specific purpose. 
 
Where the child has previously lived overseas (outside the UK) or members of the family 
have been in the armed forces every reasonable effort should be made to obtain 
information in relation to that period.   
 
It is possible that the obtaining of such information may take more than 45 days, but the 
timescales of the Assessment should not be compromised unless approved by a 
Manager.  Under normal circumstances, the assessment should be completed within the 
required timescale and, if information of concern comes to light later, the manager must 
consider what actions to take. 
 
During the course of the Social Work Assessment it may be necessary to provide or refer 
the child for services; where the need for services is clearly identified, their provision 
should not wait for the completion of the assessment. 
 
If, during a Social Work Assessment, information comes to light that suggests that a child 
is suffering or likely to suffer Significant Harm, a Strategy Discussion/Meeting must be 
convened with a view to incorporating a Child Protection Enquiry into the Social Work 
Assessment. 
 
Where attempts to engage the child and parent in the Social Work Assessment are 
unsuccessful, the social worker and manager must consider what action or approach is 
required to safeguard the child and take legal advice as necessary. 

 
3.6 Outcome of the Social Work Assessment  

  
During the course and upon completion of the Social Work Assessment it will be 
necessary to decide the  services should be provided. 
 
The services that will be appropriate will be different for each child, depending on his/her 
needs.  
 
Where the Social Work Assessment concludes that it may be appropriate for the child to 
be Looked After, a Care Plan and Placement Information Record will be required.  

 
3.7 Recording of the Social Work Assessment  
 

The Social Work Assessment must be recorded on the Assessment form on CareFirst.  
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3.8 Reviewing/updating the Social Work Assessment  
 

The Social Work Assessment needs to be reviewed/updated when a child or young 
persons circumstances change significantly or when the Care Plan needs to change. 

 
The return home of a child or young person who is accommodated under Section 20 must 
be on the basis of an up-to-date assessment and the establishment of a Child in Need 
Plan. Where a parent withdraws agreement to Section 20 Accommodation without notice 
but no emergency action is considered necessary, then a new Assessment should be 
undertaken as soon as possible and a new Child in Need Plan established. 

 
4.0 CHILD PROTECTION ENQUIRY ASSESSMENT (CPEA)  
 
4.1 Criteria for the Child Protection Enquiry Assessment (CPEA)  
 

This procedure is for a Child Protection Enquiry Assessment combines both the Section 
47 enquiry and assessment. The assessment is a thorough and in depth assessment on 
matters concerning risk or harm which have been the subject of the enquiry.   
 
It is  conducted upon children in need believed to be suffering or likely to suffer from 
Significant Harm, See Wolverhampton’s Safeguarding Children’s Board, Section 47 
Enquiries/Assessment procedures.  At this point consent should be gained from parents 
to enable us to contact other agencies involved with them to obtain information they hold 
on them. If parents refuse consent then the social worker must consider if any action is 
required to overrule the refusal of consent to safeguard the child. Consent must be 
gained using the Social Consent Form.  The consent form must then be uploaded to the 
document hub.  
 

 4.2 Purpose of the Child Protection Enquiry Assessment  
 
The purpose of the Child Protection Enquiry Assessment is to determine whether there is 
a continuing risk of Significant Harm to the child.  
 
A Child Protection Enquiry, as required by Wolverhampton Safeguarding Children’s 
Board Procedures, is incorporated into this Assessment. 
 

 
 4.3 Timescales of the Child Protection Enquiry Assessment  
 

It is expected the Child Protection Enquiry Assessment will be concluded in time for the 
Initial Child Protection Conference, which is normally convened within 15 days of the 
Strategy Discussion.  The ability to achieve this will depend on the complexity and the 
urgency of the case. 
 
If the Child Protection Enquiry does not result in a Child Protection Conference, the 
Assessment must be completed or ended within 15 days of the Strategy Discussion. 
 
Where a 15 day Assessment is undertaken and then proceeds to an Initial Child 
Protection Conference it is expected a new full 45 day Assessment will be triggered 
immediately afterwards (next working day) to gather more in depth information.  
 
A Social Work Assessment must be updated/reviewed when a child/young persons 
circumstances change significantly or when the care plan needs to change (see Section 
4.8).  
 

http://wolverhamptonscb.proceduresonline.com/chapters/p_work_together.html
http://wolverhamptonscb.proceduresonline.com/chapters/p_work_together.html
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Assessments should be updated between review child protection conferences these 
should commence the next working day after the conference.  It is the responsibility of the 
Social Work Unit Manager to discuss this with the Social Worker, trigger the assessment 
on CareFirst and initiate Steps of Support.  

 
4.4 Steps of Support  
 

See Section 3.4.  Please note that additional steps of support sessions should be held   
where required.  

 
4.5 Process of the Child Protection Enquiry Assessment 
 

The Child Protection Enquiry Assessment will be completed by the Social Worker; 
enquiries may be carried out either as a single agency or jointly with a police officer.  The 
process of gathering information is as set out in Paragraph 2.4 for the Social Work 
Assessment see Wolverhampton Safeguarding Children’s Board, Section 47 
Enquiries/Core Assessments Procedure. 
 
Detail of the procedures for Child Protection Enquiries, including the arrangements for 
ABE or other interviews and medical assessments are contained in the Wolverhampton 
LSCB's Procedures.  If the child appears to have any disabilities, the 0-25 Disabled 
Children and Young People’s Team must be consulted. 
 
Where the child has previously lived overseas (outside the UK) or members of the family 
have been in the armed forces  information should be obtained in relation to that period.  
See keywords Forces Children or Overseas Children for guidance on obtaining this 
information.  
 
Note re timescales:  it is possible that the obtaining of such information may take more 
than timescales set, but the timescales should not be compromised unless the manager 
approves it.  Under normal circumstances, the assessment should be completed within 
the required timescale and, if information of concern comes to light later, the manager 
must consider what actions to take. 
 
Where attempts to engage the child and parent in the Assessment are unsuccessful, the 
social worker and manager must consider what action or approach is required to 
safeguard the child and take legal advice as necessary. 

 
4.6 Outcome of the Child Protection Enquiry Assessment  

 
All reasonable efforts should be made to obtain sufficient information to conclude the 
Assessment in time for the Initial Child Protection Conference, which is normally 
convened within 15 days of the Strategy Discussion (see Wolverhampton Safeguarding 
Children’s Board, Section 47 Enquiries Procedure)Link.  However, the ability to 
achieve this will depend on the complexity and the urgency of the case.  It may be 
necessary for the Assessment to continue beyond the Initial Child Protection Conference. 
Where this is the case it is expected a new full 45 day Assessment will be triggered 
immediately afterward the Initial Child Protection Conference to gather more in depth 
assessment information. 
 
See the following procedures: 
 

 Wolverhampton Safeguarding Children Board Section 47 Enquiries 

 Wolverhampton Safeguarding Children Board Strategy Discussion Procedures 

http://wolverhamptonscb.proceduresonline.com/chapters/p_work_together.html
http://wolverhamptonscb.proceduresonline.com/chapters/p_work_together.html
http://wolverhamptonscb.proceduresonline.com/chapters/p_proc_mang_ind_case.html#sect_core
http://wolverhamptonscb.proceduresonline.com/chapters/p_proc_mang_ind_case.html#strat_disc
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 Wolverhampton Safeguarding Children Board Initial Child Protection Conferences 
 

Following a Child Protection Enquiry Assessment a number of outcomes may take place 
or be authorised by the manager; they are: 
 

1. That an Initial Child Protection Conference is convened and a decision reached to 
make the child subject to a Child Protection Plan, in which case, a Core Group will 
be established (10 days from the point of  conference)  to formulate the Plan.  In 
these circumstances the manager must consider whether or not sufficient 
information has been obtained.  If not, it can continue up to a maximum of 45 days, 
at which point the Child Protection Plan may be amended in the light of its findings.  

 
2. That an Initial Child Protection Conference is convened but the child is not made 

subject to a Child Protection Plan.  
 

3. That there are strong indicators that Significant Harm has not taken place and is 
not likely to; in which case, the manager may authorise that an Initial Child 
Protection Conference is not convened.  In these circumstances the manager must 
consider whether or not to further the Assessment (please note the assessment 
must be concluded within 45 days).  

 
During the course and upon completion of the Child Protection Enquiry Assessment , it 
will be necessary to decide the services should be provided.  Even where an assessment 
concludes that there is no need for social work involvement, the manager must consider 
whether the provision of other services is necessary and agree with the social worker 
what steps need to be taken to arrange for these to be delivered. If the child appears to 
have disabilities, the Disabled Children & Young People’s Team must be consulted with a 
view to deciding whether it is necessary to transfer the case. 

 
4.7 Recording of the Child Protection Enquiry Assessment  
 

During the course of the Assessment, a Child Protection Enquiry Assessment on 
CareFirst must be completed. 
 
Where the Social Work Assessment concludes that it may be appropriate for the child to 
be Looked After, a Care Plan and Placement Information Record will be required. 
 
See Care Plans Guidance and see Placement Information Records Guidance. 
 
Otherwise, another Relevant Children’s Plan should be drawn up if services are provided. 
 

4.8 Reviewing/updating the Child Protection Enquiry Assessment 
 

A new or further child protection enquiry should be completed if there is another 
instance/even when it is deemed that the child or young person is suffering or likely to 
suffer significant harm.  

 
The return home of a child or young person who is accommodated under Section 20 
should be on the basis of an up-to-date assessment and the establishment of a Child in 
Need Plan. Where a parent withdraws agreement to Section 20 Accommodation without 
notice but no emergency action is considered necessary, then a new Social Work 
Assessment should be undertaken as soon as possible and a new Child in Need Plan 
established. 
 

 

http://wolverhamptonscb.proceduresonline.com/chapters/p_cp_conf_cp_plans.html
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5.0 SOCIAL WORK ASSESSMENT FOR LOOKED AFTER CHILDREN 
 

Initially an Assessment should be concluded within a maximum of 45 working days of the 
child becoming looked after (where one has not already been completed prior to the child 
or young person becoming looked after). Dependent on the nature of the case the 
assessment might need to be concluded sooner. 

 
Any further assessments undertaken must be completed within 45 working days.  
 
Where a child is looked after and has a plan of long term fostering, permanence or is 
subject to placement with parents a comprehensive full assessment must be conducted 
annually.  

 
In addition the assessment should be reviewed and updated in line with the LAC review 
schedule.  

 
5.1 When should an assessment be completed for Looked After Children  
 

An Assessment for looked after children and young people should take place in the 
following circumstances: 

 Prior to placement with Parents 

 Prior to placement with Family & Friends (Connected Person) 

 When an external therapeutic placement is considered 

 A change in the Care Plan 

 At 16 years in order to inform a Pathway Plan (see Pathway Plan Policy & 
Procedure) 
 

All Looked After Children should have an assessment reviewed and updated annually.   
 
5.2 Process of the Assessment  
  

At the beginning of the Assessment the parameters of the assessment work will be 
clarified and, if possible, agreed with the child, family and carers and put into writing.  
 
See section 5.4: Recording, for details of the records that should be completed.  
 
If the child appears to be disabled, the Disabled Children & Young People’s Team must 
be consulted to consider any specific needs arising from this.  
 
The assessment method will vary dependent on the child and family’s situation but 
opportunities to work directly with the child and the child’s family must be incorporated at 
every stage.  

 
Any existing assessments or the views of other service providers/agencies known to the 
child/family should be integrated into the Assessment.  
 
Where information has already been gathered by other agencies as part of their 
assessments, there is no need to duplicate the information gathering although the social 
worker should check with the child and family that the information gained from other 
agencies is correct. The social worker will still need to complete the Assessment having 
regard to its specific purpose.  

  
Where the child has previously lived overseas, outside the UK or members of the family 
have been in the armed forces information should be obtained in relation to that period.  
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During the course of Assessment it may be necessary to provide or refer the child for 
services or to commission additional specialist assessments.  
 

5.3 Steps of Support Sessions  
 

Steps of support sessions provide continuing support to the allocated social worker whilst 
they are undertaking/updating the Social Work Assessment. The steps of support 
sessions are in three stages as outlined below: 
 

 Step one  
 
To be undertaken within 2 working days of the referral being allocated.  
 
Discuss the referral, action taken so far and the process for the on-going 
assessment. This will include: 

 agreeing key issues  
 sources of information and seeking the child’s wishes and feelings 

 
Discussion to be written up as a Management discussion on CareFirst. 
 
Date for stage two discussion (12 -14 days from referral) set. 
 
Social Care Agreement (Appendix B) to be completed and signed to agree the 
plan for assessing the case. 

 
 

 Step 2 
 
To be undertaken within 12 -14 days of the referral being received. 
 
For assessment to be concluded within 15 days or a Child Protection Enquiry 
Assessment the following applies: 
 
Discuss progress and outcomes of the Social Work Assessment. This will include: 

 Is the genogram, ecomap and chronology completed? 
 Analysis of the information  
 Conclusions and agreed outcomes 

 
Discussion to be written up as a Management decision on CareFirst.  
 
For assessments to be concluded within 40 days the following applies: 
 
Discuss how the Social Work Assessment is going. This will include: 

 How far is the Social Worker with completing the genogram, ecomap 
and chronology? 

 Agree specific scales and questionnaires and research/theory to be 
drawn upon 

 Any unexpected findings  
 Whether any CP issues have been uncovered during the assessment 

 
Discussion to be written up as Management decision on CareFirst. 
Date set for stage three discussion (35- 38 working days from referral) 
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 Step 3 
 

To be undertaken between 35 – 38 days from referral being received.  
 
Discuss progress and outcomes of the Social Work Assessment. This will include: 

 Is the genogram, ecomap and chronology completed? 
 Analysis of the information  
 Conclusions and agreed outcomes 

 
Discussion to be written up as a Management decision on CareFirst.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.3 OUTCOME OF THE ASSESSMENT 
 

During the course and upon completion of the Assessment it will be necessary to decide 
the services should be provided.  

 
The services that will be appropriate will be different for each child or young person, 
depending on his/her needs.  

 
5.4 RECORDING  
 

The Assessment must be recorded on CareFirst using the appropriate assessment form  
(depending on the nature of the reason for completing the assessment (e.g. where it’s in 
relation to a CP concern it should be the Child Protection Enquiry Assessment etc). 

 

5.5 REVIEWS  
 
The Assessment should be reviewed at a minimum, annually in order to ensure the Care 
Plan is continuing to meet the child’s needs. This review does not require the completion 
of a new assessment unless any changes/significant events/concerns become evident 

 
 

                              STEPS OF SUPPORT SESSIONS   
                                                           
 

    2 Working Days  
        

 
 

              12 -14 Working Days 
 

                                      
 
 

    35 – 38 Working Days 
 

                                              

STEP 1 MEETING 

STEP 2 MEETING 

        STEP 3 MEETING  
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then the assessment (outlined in Section 5.1) should be reviewed immediately.  The 
social worker should check that the most recent assessment remains relevant and should 
record on CareFirst that this has been done. 
 
 

6.0 SHARING ASSESSMENTS/OUTCOMES WITH THE FAMILY  
 

All assessments and outcomes should always be shared with the family.  This is to 
ensure the family is clear on the outcome of the assessment and any actions/inaccuries 
are identified.  

 
This can be done either by existing planned meetings, visiting the dfamily of inviting them 
into the office. 
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ASSESSMENT FLOWCHART FOR SOCIAL CARE ASSESSMENT WITH AND 
WITHOUT CHILD PROTECTION ENQUIRIES (THIS DOES NOT APPLY TO LAC) 

 

 
 

 

Referral 

The purpose to undertake Initial Screening and 
agency checks to establish if the child may be a Child 

In Need.  If so, start the Assessment. 
Timescale within 24 hours. 

 

Child or Young Person not 

in Need 

Provide information advice, 
signpost to other agencies, 
no further action.  

STEPS OF SUPPORT SESSIONS 
 
Referral received      Timescale from Referral 

 
Stage 1 meeting  2 working days 
 
 
 
   
   
 
 
Stage 2 meeting  12 – 16 working days 

 
 

    

 

 
 
 
Stage 3 meeting  35 – 40 working days  
 

Additional steps of support 
meetings may be required at 
points of transfer or where the 
referral is a child protection 
enquiry – this will be 
agreed/discussed between the 
allocated worker/line Manager. 

Social Care 
Assessment (with 
a Child Protection 
Enquiry – 
including 
Significant Harm) 
 

- CP 
Conference 

- Core Group 
- Complete 

Social Care 
Assessment  

- If ongoing 
services/ass
essments 
required 
formulate 
relevant 
plan. 

 
Within 45 working 
days from Referral 
being received. 

Social Care 
Assessment 
(without a Child 
Protection 
Enquiry not 
including 
Significant Harm) 

- Complete  
Social Care 
Assessmen
t  

- If ongoing 
services/as
sessments 
required 
formulate 
CIN Plan 
 

 
Within 45 working 
days from Referral 
being received. 
 

SOCIAL CARE ASSESSMENT 

Appendix A 
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Appendix B 
 

Social Work Assessment Agreement/Plan in Respect of: 
  
Name of child:  
 
Allocated Social Worker: 
 
Reason for Assessment/Concerns: 
 
Start Date:       Completion Date: 
 
Genogram     Y  N  _____/_____/20_____ 
 
Ecomap     Y  N  _____/_____/20_____ 
 
Chronology      Y  N  _____/_____/20_____ 
 
 
Family Composition: 
 

Name Address DOB Relationship 

 
 

   

 
 

   

 
 

   

 
 

   

 
Legal Status i.e.: CIN CP LAC ICO 
 
Assessment Plan i.e. Assessment Framework tools to be used: 
 
 
Agreed Dates of Social Work Assessment & Venue: 
 

Agreed dates Venue People to 
Attend  

Purpose of 
Meeting 

Topic of 
Discussion  

 
 

    

 
 

    

 
 

    

 
 
 
Expected date of Completion of Social Work Assessment: 
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Expectations of Local Authority: 
 
 
 
 
 
 
Expectations of Parents/foster carer:  
 
 
 
 
 
 
 
Wishes and Views of the Children: 
 
 
 
 
 
 
 
Signatures  
 
 
________________________ 
Mother 
 
 
 
________________________ 
Father  
 
 
 
________________________ 
Social Worker  
 
 
 
________________________ 
Manager  
 
 
 
 
 
 
 
Complaints and disagreements 
 
If Parents have a complaint then this will be looked at first by [name & title]  
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If it cannot be resolved by the manager then a Formal complaint maybe made through the 
formal complaint’s procedure, which will be supplied upon request. 
 
Contingency Arrangements 
 
If the assessment is not completed, or is stopped by either the family or the workers, then a 
meeting will be called immediately to decide what will happen. 
At all times [child’s name] must be protected from risk of significant harm, and action will be 
taken to ensure this.  
 
What will happen to the Social Work Assessment? 
 
The Completed Social Work Assessment will be discussed with the parents after the contents 
have been discussed they will be given a copy within ________ days.  Any disagreements they 
have will be recorded at the end of the assessment. 
 

 



 

1 
 

 

 
 

 

Children & Young People  
 

         Child in Need Social Work Visits 
 

Procedure 

 
 
 
 
 
 

 
Approved by – Service Director – Children & Young People 

(04.05.17) 
 

Published – 05 May 2017  
 

Review Date –  May 2019  
 
  
    
RESTORATIVE PRACTICE 

All contact and work received by families from the City of 
Wolverhampton Council within the City will be based around 
restorative practice principles. This is to ensure we improve 
the life outcomes for all children, young people and families 
we work with.   In Wolverhampton we intend to use 
restorative principles and behaviours with colleagues as well 
as children and families, to help develop positive working 
relationships. 

   
 

Purpose: 
The Purpose of this Procedure is to outline the minimum 
expectations around visits to Children in Need to ensure their safety 
and well-being.  
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REVIEW LOG    

Date  Version  Comments  Approved by 

May 2017  1.0 New Policy produced.  Service Director – 
Children & Young 
People (04.05.17) 

This system of recording review dates is designed to ensure staff at all times use 
the correct version of the up to date Policy.  This system is used on all 
Wolverhampton City Council – Children and Young People Policies and 
Procedures.  

 

CONSULTATION  

The following people have been consulted on this policy:  
- Children & Young People Management Team  
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1.0 CHILD IN NEED SOCIAL WORK VISITS  
 
For all Children in Need the child must be seen alone in the first instance 
within 5 working days of the date of referral or step up from early intervention.  
This will form part of the Social Work Assessment.  Where the case is a child 
protection concern the child or young person must be seen (alone) 
immediately.   
 
All children who are worked with as Children in Need under s17 (Children Act 
1989) will be visited with a minimum frequency of 6 weekly.  This brings visiting 
frequency in line with the minimum required for a child subject to a child 
protection plan.  However, the frequency of visits should be dependent upon 
the needs of the child and family and will be more frequent with children just 
removed from child protection plans, for example. 
 
When planning visits the following needs to be considered: 
 

• The frequency of visits is determined at the initial Child in Need meeting, 
where the plan is determined and reviewed at subsequent CIN review 
meetings; 

• Visits must involve seeing the child alone (i.e without the main parent or 
carer); 

• Visits can be both announced and unannounced; 

• Visits should have a defined purpose and impact and outcomes should 
be recorded on Care First via the Visit Form see 2.0 Recording.  

 
2.0 RECORDING CIN VISITS 
 

• Visits must be recorded on CareFirst by the social worker within two days 
of the visit taking place. Where this is a new referral or step up this must 
be recorded in both the Visit Form and referenced within the Social Work 
Assessment.  

 
Recording should include the time and date of every visit, stating who was 
present, confirming the social worker spoke with the child or providing a 
clear reason why not.  

 

• Comments made by the child or the staff/carers/parents 
 

• Any matters of particular note, either concerns or positive matters. 
 
Where concerns are noted this should be sent to the Social Work Unit 
Manager via the drop down on CareFirst (visit form) to review.  
 
The frequency of visits will be in line with the agreed plan and reflected on the 
recording drop down on CareFirst.  
 
Where the child is not seen, efforts should be made by the social worker to 
attempt to see the child. All actions and attempts to see the child must be 
recorded on CareFirst.  In circumstances where the child is still not seen 
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within 12 working days (from the point of referral/step up) this should be 
escalated to the social work manager for review.  
 

3.0 MONITORING OF PERFORMANCE 
 

It is a social worker’s responsibility to carry out and record visits to Children in 
Need. 
 
It is a Social Work Unit Managers responsibility to ensure they have taken 
place and been recorded (within 48 hours) appropriately.    
 

 
 
 



[NOT PROTECTIVELY MARKED] 

 

5. Please provide me with a copy of the local protocol for child in need assessments 
– see the Working Together to Safeguard and Promote Children statutory guidance 
at paragraph 25 for the requirement to publish such protocol  
I can confirm that City of Wolverhampton Council holds this information. The 
information you have requested is exempt under Section 21 of the Freedom of 
Information Act (FOIA), because the information is accessible to you, as it is already 
in the public domain.  Please see link supplied below:  
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/59210
1/Working_Together_to_Safeguard_Children_20170213.pdf 
 
6. Please provide a copy of your threshold document (see paragraph 18 Chapter 1 of 
the statutory guidance for the requirements to publish this document) 
I can confirm that City of Wolverhampton Council holds this information. The 
information you have requested is exempt under Section 21 of the Freedom of 
Information Act (FOIA), because the information is accessible to you, as it is already 
in the public domain.  Please see link supplied below:  
https://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-
children/children-
documents/WSCB_Thresholds_of_Support_to_Children_and_Families_in_Wolverha
mpton_2015.pdf 
 
7. If there is an organizational chart or equivalent document for the NRPF team 
please provide me with a copy (NB: I would have no objection to the redaction of 
names) 
Wolverhampton City Council does not have a dedicated NRPF team. 
 
8. Please provide any information sharing protocols or such documents that covers 
requesting and sharing information with credit reference agencies. 
   
 9. If a form is used to request information from credit reference agencies please 
provide a copy. If there is no form, please explain how these requests are made. 
 
In respect of questions 8 and 9 above, it has been established after careful 
consideration that the Council does not hold the above information.  Consequently, 
we are unable to provide any information relating to the above, and are informing 
you as required by Section 1(1) (a) of the Act, that states:  
 
"Any person making a request for information to a public authority is entitled to be 
informed in writing by the public authority whether it holds information of the 
description specified in the request".   
  
10. Please provide a copy of the consent form families are asked to sign when being 
assessed for support under section 17 of the Children Ac 1989.  
Please see the form provided below. 
 
 
 
 
 
 

https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F592101%2FWorking_Together_to_Safeguard_Children_20170213.pdf&data=01%7C01%7Cfoi%40wolverhampton.gov.uk%7C6eefafd214a6415cc72408d4a422bb74%7C07ebc6c370744387a625b9d918ba4a97%7C0&sdata=au0xL9wLm8XUNA0vWo22mA5za%2Bkwe3cWPlz6jaQK1VU%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fuploads%2Fsystem%2Fuploads%2Fattachment_data%2Ffile%2F592101%2FWorking_Together_to_Safeguard_Children_20170213.pdf&data=01%7C01%7Cfoi%40wolverhampton.gov.uk%7C6eefafd214a6415cc72408d4a422bb74%7C07ebc6c370744387a625b9d918ba4a97%7C0&sdata=au0xL9wLm8XUNA0vWo22mA5za%2Bkwe3cWPlz6jaQK1VU%3D&reserved=0
https://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/children-documents/WSCB_Thresholds_of_Support_to_Children_and_Families_in_Wolverhampton_2015.pdf
https://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/children-documents/WSCB_Thresholds_of_Support_to_Children_and_Families_in_Wolverhampton_2015.pdf
https://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/children-documents/WSCB_Thresholds_of_Support_to_Children_and_Families_in_Wolverhampton_2015.pdf
https://www.wolverhamptonsafeguarding.org.uk/images/safeguarding-children/children-documents/WSCB_Thresholds_of_Support_to_Children_and_Families_in_Wolverhampton_2015.pdf
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WOLVERHAMPTON SAFEGUARDING CHILDREN BOARD  

Multi-Agency Referral Form (MARF) 

For use when making referrals in to the 
Multi Agency Safeguarding Hub (MASH) 

 
This form should be completed when making a referral to the Multi-Agency Safeguarding Hub (MASH) 

for specialist support. 

All referrals should initially be made by telephone to 01902 555392 and then confirmed in writing 
immediately, and no later than 24 hours, by completing this form. 

Please ensure that ALL FIELDS ON THIS PAGE ARE COMPLETED IN FULL. 
 
The completed form should then be sent by: 

• email: MASH@wolverhampton.gov.uk or MASH@wolverhampton.gcsx.gov.uk (secure email) 

• or post: The Multi-Agency Safeguarding Hub (MASH), Civic Centre, St Peters Square, 
Wolverhampton, WV1 1RT 

 
For referrals outside of office hours, please telephone the Emergency Duty Team (EDT) on 01902 552999. 
 

 
CONSENT 

 

 
Are parents/carers aware of the referral to the MASH?   Yes      No       Written/verbal  (please 
delete) 
 
 
Has consent been obtained from the parent/carer to share information?         
 
 
If consent has NOT been obtained, please record the reason/s for this: 
 
 
      
 
 
 
 
 

 
 

Do you consider that the child/young person is at IMMEDIATE RISK OF HARM? 
 

Yes  
 
No    
 
 

mailto:MASH@wolverhampton.gov.uk
mailto:MASH@wolverhampton.gcsx.gov.uk
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Child/ Young Person Details 

Forenames:     
 
      
 
 

                       Surname:   

      

Address:  
 
      
 
 
 
 

Telephone Number: 
 
      

Date of Birth:       
 
 

Gender:        Male                Female   

 
EDD if unborn baby / Hospital where booked:         

 

 
Ethnic Origin: 

1st Language :        
 

Religion/ Belief:        

Parent /Carer Details 

Person 1 Person 2 

Forename: 
      
 

Forename: 
 
      

Surname:       
 

Surname:        

DOB:       
 

DOB:                     

Relationship:       
 

Relationship:       

Address:       
 

Address:       

Telephone Number:       
 

Telephone Number:       

First Language:       
 

First Language:       
 
 

Is an Interpreter/Signer required?             
Yes        No            Don’t Know  
 

Is an Interpreter/Signer required?    
 Yes           No              Don’t Know   
 

Other Household Members 

Forenames   Surname DOB Relationship  Also referred? Y/N 

      
 

                  Yes     No  

      
 

                  Yes     No  

                        Yes     No  

                        Yes     No  
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                        Yes     No   
 
 
Are you aware of any of the following issues in the household?(tick as appropriate): 
 
Domestic abuse                 Substance misuse            Disabilities           Learning difficulties        

Mental illness                     Offending behaviour    

 
Details of your concerns: (including how these concerns may affect parenting ability or the safety of 
children). 
 
      
 
 
 
 
 
 
 
 
 
 

Details of referrer  

Name       

Designation       

Address       

Post Code  Tel No:       Mobile No:      

Email address        

Date of telephone 
referral if 
applicable  

      

Are you aware of any other agencies involved e.g. School Nurse, CAMHS, YOT 

Name Designation Address Tel 

                        

                        

                        

                        

                        

                        

                        

Reason for Referral 
Please use the following headings to structure your referral and identify how a referral to MASH will address 
the issues you have highlighted and lead to an improvement in the situation  

Presenting concerns (please describe the incident or circumstances that have led to a referral being 
made 
 
      
 

Development of child – health, behaviour, family relationships etc.  
 
      
 

 Safety and protection, emotional warmth, stimulation  
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Family and environmental – functioning and well-being/Other factors (e.g. issues related to: alcohol 
misuse, drug misuse, domestic violence, mental health problems, learning difficulties, offending 
behaviour/imprisonments and offences again children, any significant history) 
 
      
 

Please outline any services that have been provided to address any previous concerns prior to this 
referral.   
 
 
      
 
 

Has an EHA been completed? Y/N 
      
 

If Not, Why not?      
 

If yes, please attach a copy and identify 
the lead professional and their contact 
details: 
 

 
      

Have you discussed this referral with your designated child protection officer or your line manager? 
 
Yes      No  
 

Signed       

Print name       

Designation       

Date       
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FOR COMPLETION BY THE MASH WORKER 
(this page must be sent to the referrer) 

 

Name of Child:       Address:       
 
 

 
Name & Contact details of Referrer: 
 
      
 
 

 
Outcome of Referral 
 
 
Conclusion of Referral (tick correct statement) 
 

 

1. Referred to Social Work Unit for Social Care Assessment/Investigation  
 

2. Referred to Early Help Services  
 

3. Referred/signposted to another Agency  
 

4. Case to be closed.  No further action required.  
 

 
 
Any Other Comments: 

 
      
 
 
 
 
 
 

 
 

Parents/carers informed of outcome of the referral?        Yes        No  

 
 
Worker (please print name):            
 
 
 
Signature:         Date:       



[NOT PROTECTIVELY MARKED] 

 

 
Training 
11. Do you provide training to staff members on the provision of support to people 
with no recourse to public funds? 
Yes – Briefings to Adult Social Work Teams  
 
12. If yes, please provide details of how frequently such training sessions are run, 
which departments or teams attend and provide us with a copy of any training 
material provided during these courses. 
NRPF Network Guidance used. Briefings as requested or when any changes occur. 
 
13. Have your staff members received training on Paragraph 10A schedule 3 of the 
Nationality Immigration and Asylum Act 2002? 
No  
 
Requests for assessments and/or support 
14. Do you have a specific team that assists with requests for access to support from 
families with no recourse to public funds? 
No we have Multi Agency Safeguarding Hub 
 
15. What is the professional background of the staff who carry out child in need 
assessments for families with no recourse to public funds? 
Professional social work qualification degree level 
 
16. Do you record all requests for s.17 support (whether made by phone or in 
person) even if no assessment is carried out? 
Yes 
 
17. If yes, how many requests for an assessment were made by families with no 
recourse to public funds in the period between November 2016 and April 2017? 
 
18. How many assessments in respect of families with no recourse to public funds 
requesting accommodation and/or subsistence support were carried out in the period 
between November 2016 and April 2017? 
 
19. How many families were offered accommodation and/or financial support 
following such an assessment? 
 
20. In how many cases in which support was provided was the person a “Zambrano 
carer” 
 
21. In how many cases in which support was provided did the person have limited 
leave to remain with NRPF? 
In respect of your questions 17, 18, 19, 20 and 21 above, it has been established 
after careful consideration that the Council does not hold the above information.  
Consequently, we are unable to provide any information relating to the above, and 
are informing you as required by Section 1(1) (a) of the Act, that states:  
 



[NOT PROTECTIVELY MARKED] 

 

"Any person making a request for information to a public authority is entitled to be 
informed in writing by the public authority whether it holds information of the 
description specified in the request".   
Judicial review 
22. How many judicial review pre-action protocol letters were received in respect of a 
refusal to assess and/or provide support pursuant to your duties under s.17 between 
November 2016 and April 2017? 
Nil 
 
23. How many judicial review proceedings were issued against you received in 
respect of a refusal to assess and/or provide support pursuant to your duties under 
s.17 between November 2016 and April 2017? 
N/A 
 
24. In how many cases where judicial review was threatened was support provided 
(either pre or post issue of proceedings)? 
N/A 
 
25. What were your costs a) to your own legal department, and b) in party/party 
costs? Please provide a breakdown of pre- and post-judgment costs. 
Nil 
 
Financial subsistence 
26. Do you pay a set rate of financial subsistence to families with no recourse to 
public funds? 
We currently do not have set rates however we are in the process of reviewing this. 
 
27. If yes, what is paid? 
See our response to question 26 above. 
 
28. How has that figure been reached? E.g. is it by reference to Child Benefit rates, 
asylum support (section 4 or section 95 rates)? 
See our response to question 26 above. 
 
29. When was this level set? 
See our response to question 26 above. 
 
30. Who took this decision? 
See our response to question 26 above. 
 
31. Please provide copies of any reports, minutes, decision documents detailing the 
setting of this rate? 
See our response to question 26 above. 
 
32. If you do not pay a set rate of financial subsistence to families with no recourse 
to public funds, do you have any guidelines relating to rates of financial support?  
See our response to question 26 above. 
 
33. If yes, please provide a copy. 
See our response to question 26 above. 



[NOT PROTECTIVELY MARKED] 

 

 
 
 
Accommodation 
34. Please provide a copy of any policy or internal guidance or other written material 
relating to the allocation of accommodation to families with NRPF pursuant to s.17 
(this includes any policies/guidance/written material relevant to the location of 
properties provided.) 
See our response to question 1. 
 
35. How do you guarantee the quality and suitability of the private landlords and 
accommodation providers you contract with in housing NRPF families under s. 17?  
When housing are made aware of the use of a privately rented property they are 
inspected by housing standards officers  
 
In the future only properties that have been assessed via our local accreditation 
scheme will be used  
 
Paragraph 10A Schedule 3 of Nationality Immigration and Asylum Act 2002  
36. Do you have any guidance or policy documents or other written material in 
relation to Paragraph 10A schedule 3 of the Nationality Immigration and Asylum Act 
2002? 
No  
 
37. If yes, please provide a copy.  
N/A 
 
38. Do you expect to see an increase in requests for support when Paragraph 10A 
comes into force? 
We are currently exploring this change. 
 
39. If yes, how do you plan to fund the probable increase in requests for support 
when Paragraph 10A comes into force? 
We are currently exploring this change. 
 
40. How will you manage the increase in requests for support in terms of sourcing 
accommodation and staffing? 
We are currently exploring this change. 
 
41. Which team in your Council will carry out assessments under Paragraph 10A? 
We are currently exploring this change. 
 
 

 


