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Setting up a File

Why set up a file in order?

Within the new Gloucestershire Parenting Assessment Model ensuring that all the information on a family is kept clearly together is essential. You will be working with families and have access to and produce confidential information on that family. For this reason alone, keeping all the information together and safely secured is vital.

Having a clear and ordered file allows the key worker organising the assessment to have ease of access to all the information they need to complete the assessment. It also allows for all staff involved in the assessment to access relevant information on the family and support the key worker throughout the process.

Who should organise the file?

The key worker assigned to carry out the parenting assessment.

How should the file be organised?

The file itself should be split into these sections:

	Contents Page
	

	Section 1:
	Referral Form (plus copy)

	Section 2:
	Referral meeting notes

	Section 3:
	Copies of other reports/information

	Section 4:
	Risk assessment

	Section 5:
	Timetable (2 copies)

	Section 6:
	Parenting assessment guide for family

	Section 7:
	Written agreement

	Section 8:
	Fact observation sheets

	Section 9:
	Summary sheets

	Section 10:
	Telephone calls log

	Section 11:
	Contact sheet

	Section 12:
	Notes of review meeting

	Section 13:
	Report


Referral Meetings

What is a Referral Meeting and why are they important?

The Referral Meeting is the first step of the Gloucestershire Parenting Assessment model.  It is crucial these meetings are recognised as an essential element of the Model and must be held prior to the assessment being undertaken. They will provide the clarity needed to enable the children centre staff and other professionals involved to produce an end report that is of maximum value to the referrer, parents and the child/ren. 

The meetings are essentially a partnership discussion of how best to thoroughly undertake an assessment of the ‘reason for referral’ within the resources available. As such, it is vital all relevant people attend these meetings and the meeting is allocated the time it needs. If undertaken correctly these meetings will provide an agreed and clear ‘why, when, what, where, who and how’ to undertake the assessment.

Who should organise the meeting?

The Children’s Centre should organise these meetings

When should the referral meeting be held?

As soon as the Children’s Centre is able to allocate the referral and within one week prior to the assessment beginning. 

Who should attend the meeting?

It is vital that the people listed below attend these meetings:

· Referrer

· Children’s Centre Family Support Manager

· Children’s Centre worker who will be leading the assessment and writing up the report

· Any other professional relevant to the parenting assessment - particularly those who will be involved in undertaking sessions for this parenting assessment (the Social Worker will inform the Children’s Centre of who these people are)

· Parents/ Carers who will be assessed

-
If this cannot happen/or they do not wish to attend, the recorded outcome of the meeting will be feedback to them prior to the beginning of the assessment. Who will do this and the date this will be undertaken by is agreed and recorded in the meeting information. 

-
Inviting parents to attend is considered as best practice and although this may take some getting used to it should become standard practice. 

-
The Social Worker should invite the parents and will already have discussed the reason for referral with them 

-
The Social Worker should also be responsible for organising how the parents will get to this meeting and child care if needed.

· Children Centre staff who will be undertaking sessions - If all Children’s Centre staff who will be involved in the assessment cannot be present it is vital all the information from the meeting is shared with them by the Family Support Manager prior to the assessment being undertaken. 

When does the meeting not go ahead?

As stated above for these meetings to be effective it is essential all the key people should attend. However, the essential people for this meeting are the: 

· Children’s Centre Family Support Manager 

· Referrer 

If these key people are unable to attend then they need to be represented.

If these key people are unable to attend and cannot be represented then the meeting needs to be re-arranged.

These meetings should be seen as important and an essential element of the overall model.

Who should chair the meeting?

The Children’s Centre Family Support Manager should chair these meetings.
Using the referral meeting agenda template

There is a template provided to ensure the information and agreements from this meeting are documented. 

What will the agenda be?
The agenda will be as follows:

1. Introductions
This is important so everyone is aware of who is at the meeting and who is who. This also means that a register can be completed to ensure the information from this meeting can be distributed to all involved.

2. Reason for referral/what needs to be assessed 

This is an opportunity for expansion and clarification of the information on the referral form. Clear notes from this part of the meeting should be made. These notes will then enable those who are undertaking assessment sessions to ensure they are clear about the specifics of what needs to be assessed. This makes the overall assessment and final report of maximum value to the referrer, parents and the child/ren. This may seem obvious, but without real clarity it is not possible for those undertaking the assessment to produce a clear and useful assessment

3. Structure of Parenting Assessment

This section is about putting a structure around the discussion that has just happened from the previous section. The specific areas to be agreed are detailed in the referral meeting form. This section also includes drawing up as far a possible the timetable of sessions, with dates and who will be carrying out each session.

If this cannot be completed in full at the meeting the completed version will be sent to all people who were invited to the meeting. 

4. Risk Assessment information

The Children’s Centre will undertake a risk assessment prior to each Parenting Assessment and this section will ensure they have all the relevant information to do this.

The meeting should ensure that all the necessary information is shared to enable the assessment to get underway.

Distributing the Referral Meeting information

It is the responsibility of the Children’s Centre Family Support Manager to send copies of completed referral meeting information sheets to all people who were invited to the meeting. This needs to be completed within three working days of the Referral Meeting. If the parents were unable to attend the meeting it is vital the notes from this meeting are feed back to them. The decision around who is going to do this will be made in the meeting.

Initial visit to Parents

Why do you need an initial visit to the parents?

If the parents were unable to attend the referral meeting then this is a really important opportunity for the key worker to introduce themselves to the family and begin to build up a working relationship with them.  It is an opportunity for the worker and the social worker to clearly explain why there is a need for an assessment to be done and what will happen after this is carried out. 

If the family did attend the referral meeting then this visit can be carried out by the key worker. This will be an opportunity to explain the assessment process in more detail and confirm arrangements.

Parents have a right to understand what will happen during the assessment, why it’s happening and what the purpose of the assessment is. This can feel like a really intrusive process for them, so it’s crucial that the worker is open and honest about what is going to happen, as this allows the parents to prepare themselves and understand the reasons why this is going on. 
Who should organise the initial visit?

The key worker, with the support of the social worker

Who should attend the initial visit?

· The key worker 

· If the family did not attend the referral meeting, then the social worker should attend this meeting as well. 

When should this initial visit happen?

This visit should happen after the referral meeting and within the agreed timeframe specified in this meeting. It needs to happen at a convenient time for the parents.

What should be discussed?

· Reasons why the assessment is needed, what will happen after the assessment has finished (Social Worker- if not previously discussed at referral meeting)

· What the process will be – The family will be continually observed, how many staff, family will be given feedback, what staff need to observe etc 

· What they are being assessed on - show them the report template if they wish to see this 

· Timetables

· Written agreement form- discussed, agreed and signed by parents and the worker, number to contact the worker on, given to the parents.

· Parenting Assessment Guide for parents

· Families feedback on the assessment and check their understanding of the assessment

· Discuss first session of the assessment

Parenting Assessments

Why do Parenting Assessments, and what are they?

A parenting assessment is an evidence base, where concerns on a family have been raised. It gives you an overall picture of a family and can identify what is influencing the concerns which have been raised.

An assessment can identify strengths and weaknesses and can clearly capture what’s going on for a child at a particular point in their life. It can inform whether the parents can make the necessary changes for ‘good enough’ parenting, and whether they can meet their child’s needs. It therefore, highlights the intervention that can be given to a family to support them and ultimately protect the child.

A parenting assessment needs to be robust, flexible and tailor made for the individual family.

It is essential that the parenting assessment is based on observations and analysis of the observation. This ensures that it is a clear picture of a family and it is based on fact and not opinions. 

As the new Public Law comes into effect, the need for parenting assessments to be completed prior to any care proceedings will increase. The need for these to be evidence based and of high quality is essential.

Within a parenting assessment there is a focus on a specific area where concerns have been raised about a family. A parenting assessment can take on different forms:

· It may be that the parenting assessment was referred to assess whether the family have moved on since they have had input from a Children and Families Team.

· A parenting assessment may be needed to find out what is going on for the family now and identify what intervention and support the family require. 

· Or it may be that, as a part of the assessment there is a need for some input. i.e. sessions around bedtime routines, and the assessment can observe whether this input is taken on board by the parents. 

Carrying out the Assessment

Within the new Gloucestershire Parenting Assessment Model the way the assessment is carried out has changed. There was a need to create a framework that could be used by all workers within Gloucestershire. This ensures that there is a structure for the assessments, so everybody is working from the same framework, including the referral forms from the Children and Families Teams.

The framework for every stage of the assessment has therefore been adapted, this was done in consultation with Children’s Centre Workers, Managers and CYPD. The framework is there to support workers throughout the assessment process, to make this easier to work with and ultimately to produce a robust and concise parenting assessment report that can stand up in court, if required.

Detailed below are the main changes to the way the assessment is carried out by the worker:

· A key worker from the Children’s Centre leads the assessment and completes the report 

The key worker leading the assessments needs to be qualified to Level 3 or above. This is important so that if the document ever goes into the Court arena, they have qualifications to support them in this situation.

Workers, who are not qualified to level 3, can still play an important role in parenting assessments. They can carry out sessions, support the key worker in their role, contribute to the final report with their observations and be involved in the review meeting. 

· There should be where possible no more than four members of staff involved in every assessment 

This is essential as it ensures the key worker has a specific team of staff to work with and to collate information from, it essentially reduces the differences in recordings.

It also ensures that the family have consistent workers going into their home for every session. A parenting assessment can be a worrying and anxious time for a family, these feelings can hopefully be reduced by having a key team of workers. It will allow parents to build a positive working relationship with the workers and hopefully allow them to feel more at ease. 

· All workers should be Children’s Centre staff

It is also important that the staff involved in the parenting assessments are a team comprising of Children’s Centre workers. Where possible from the Children’s Centre the assessment was referred to, but if this is not possible then linking with other Centres is important. 

There may also be a need to utilise other professionals during the assessment. This should only be considered if there is a specific area identified that they can support the key worker with i.e. a health visitor. 

· Two members of staff need to carry out each session with a family

There are clear identified reasons for this; it allows the workers to continually observe the family. One member of staff is able to continually write down the observations of the family, the other member of staff is available to talk to the family, give advice, give feedback, hold sessions and generally observe as well. 

Having two workers ensures you can gain as much as possible from each session and have clear and concise observations to build a report from. It also supports the safety of staff on every visit, as workers will not be in their own at any time.

· Fact Observations Sheets

Continually observing during the assessment is a central part of the new model. It forms the evidence and fact base of the report. Observations are made on Fact Observation sheets, the worker needs to continually record what’s going on, they need to time the observations and the observations need to flow together without gaps. 

Although this may seem intrusive for the worker to be continually recording what is going on, it is the best way of ensuring everything about the family is captured during visits. Families have a right to see this at any time if they like, although they will be given feedback on every visit. It has advantages for the family because everything that is recorded is real and based on what is observed there and then. 

This stops the need for notes to be made after the visit, which may not be complete observations of that visit.

· What type of assessment is needed?

Observations and feedback 

Observing whether past input has been put into practice

Input carried out during the assessment (i.e. sessions around certain areas of parenting) and whether this is put into practice.

This information will need to be gathered at the referral meeting, to find out exactly what the assessment is to be used for.

· Summary Sheets

These sheets are split into each individual parent and highlight any concerns and positives raised from the visit. There is a section for the child and any concerns you have observed i.e. their development. You can also include in this the child’s routine if you wanted to track what was happening and when.

These sheets allow the worker to condense the information in their recordings, into clear points. This will form the basis of the report; the points that are included on the summary sheets will evidence your statements and analysis in the report. 

Having a sheet for everyday means you don’t need to read through your observations again and again trying to find the relevant points. The worker can easily put an example into the report to support a statement. 

The summary sheets can identify the working points and positives that are given to the parents during feedback.

· Giving feedback everyday

It’s vital that workers are open and honest with the parents about what they have observed. This ensures that families have a fair and open assessment. People appreciate honesty and although some of the feedback may be difficult for them to hear, it is essential for them to receive this feedback, so they can move forward and make the necessary changes if they are needed. 

This is an opportunity to give the family working points and also positives about what you are observing. By recording the feedback you are giving and feeding back every day, you are evidencing the advice you gave to the family and you can clearly see if this was acted upon or not. 

The feedback given to parents can be decided by workers during the observation sessions that they are carrying out. Workers need to keep a note of any feedback they feel is needed and each worker needs to agree with these points. This can be done when workers take turns in making recordings on the Fact Observation Sheets. 

The parents need feedback after every session. The feedback should be carried out by the workers who observed that session. If this is not possible, a detailed handover needs to be given to the next workers who are going into the family home, so they can feed this back appropriately.

The feedback given to the parents needs to have evidence to support it being given. This means all feedback must be decided from what is written on the Fact Observation Sheets.

· Handovers from worker to worker

It is important that workers handover appropriately to each other. If two workers do one session and then two different workers do the next session, then its important to hand over what has happened during your session. This ensures there is consistency between the workers and also ensures each worker is aware of what has been happening.

The handovers can be done face to face, over the phone or in written form left in the front of the families file. It is also important that workers get together to discuss issues if they arise. It’s helpful that all workers are kept in the loop about what is happening, significant situations may be observed by one person and this information needs to be passed on to everyone involved. 

Getting together as a team is also important as it means the workers can support each other and have an opportunity to off load if it is needed. We understand this may be difficult due to work loads, time pressures etc. but if there is an opportunity to do this or it is really needed please try to get together. 
Completing the Assessment Template
This document has been designed to simply take you through the Parenting Assessment Report template. The layout has been designed to help and support you in writing your report.  It breaks down the assessment into sections that clearly identifies what is needed.

Information Section

This section identifies how the report has been completed and why it has been completed.

Family information 

Names and Legal status of children – Details of any legal orders children are subject to i.e. are the children subject to a Child Protection Plan, are they on an Interim Care Order. 

Address of children – The address where the assessment is carried out.

Information on parents/carers- The name, address, D.O.B and what there relationship is to the child/ren. 

Family composition – List of names and ages of all family members involved in the assessment.

Dates of assessment- The dates when the assessment was carried out, to and from.

Information

1. Information on Children’s Centre – Can be a standard paragraph on the Children’s Centre and its role.

2. Staff involved – List in order of involvement in the assessment, i.e. the person writing the report goes first, i.e. Carol Smith, Key Worker, author of the report. Qualifications need to be included at this point and job title.

3. Reason for referral – Describe what is specifically being assessed. This can be taken from the referral form/ referral meeting information 

4. Dates and times of assessment – just a list of times and dates when the assessment was carried out.

5. Methods used – List of what you did during the assessment

· Direct observation

· Practical advice – demonstrations

· Advice

· Feedback

The Assessment
6.
Child (add more sections if more than one child)

This is really important, it doesn’t need to be a huge section but it is important to gain knowledge of the child as they are.  This can tell you just as much as the parents can.  You need the person reading it to build up a picture of what they look like as if they have never met them.

6.1
Physical Picture of Child – this needs to be a description of the child, i.e. John is 6 years old and he has brown hair, a clear complexion and green eyes.  John is of average build for his age.  Sheryl is 4 years old and she is of dual heritage, she has brown curly hair, a clear complexion and brown eyes.  This only needs to be a paragraph long.

6.2
Routine – A table of the child’s routine throughout a day.

6.3
Health – does the child have any medical needs?  Do they appear in good health?  Were they suffering from any illness during the assessment?  Do they take any medication, e.g. inhalers, and, if so, how often.

6.4
Development – this can be a paragraph on each area of development

· Physical

· Emotional

· Intellectual

· Social

· Language

Describe what you have observed the child do or say.  If you have concerns about a certain area then write down what you have observed.  At the end of the section sum up where the child is at, e.g.:

Tom appears to be at the norm for his age in all areas of his development.  He is able to ………… 

Or

Tom appears to be below the norm for his age in his language development.  He is unable to say words clearly and complete a sentence.  

Use development books to look up milestones if necessary.

6.5
Play and interaction – describe what the child enjoys doing and what he plays with.  Is he imaginative and does he play on his own, with siblings, with Mum and Dad?  Does the child seek out their parents to play with?

This section is important as it offers you some insight into the parent/child relationship.

6.6
Response to parents – does the child initiate conversations with his parents?  How does he respond?  Is there physical contact?  How does he respond to boundary setting?  Does he appear to favour one parent over the other? Does he go to parent when distressed? Does he show affection to his parents, i.e. cuddles, kisses?

6.7
Response to siblings (if applicable) - Does the child play and interact with their siblings? Does one sibling take on a parenting role? Was their sibling rivalry if so, was it healthy?  Disagreements? 

6.8
Response to foster carer (if applicable) – this can be important if the child’s responses to the foster carer are different from those to their parents, i.e. appears more settled, wants to go to them, asks for them, etc.

6.9
Analysis– general summary of the child as a whole, if there were any concerns, etc.

Assessment – Parenting Skills

7
Name of Mother – parents need to be assessed separately, they could be                completely different from one another. (This section can be adapted to be Name of Carer or Grandparent etc. if it is not the mother being assessed).

7.1
Feeding/mealtimes – How is the child fed? Bottle, breast? How does the parent hold the child, wind them?  Do they provide feeds when needed, is the feed appropriately made up?  Do they respond to the child’s needs?  If they are having solid food, is it appropriate to the child’s age and is it healthy or unhealthy and is there variety?  Do they encourage the child to eat and are mealtimes an important family time or are they rushed etc?  Was any advice given, was it taken on board? Did the parents interact with the child during feeds, did they offer praise?

7.2
Handling/ Physical Contact – Do they hold the child safely?  Do they support the child when handling them and have you witnessed anything that is unsafe?  Was any advice given?  Was there interaction during these times, affection shown?

7.3
Routines – Did the parent identify the child’s routine and do they keep to the routine?  Are they able to adapt if necessary, i.e. going out?   If they have a routine in place, is it appropriate for the child’s age?  Was any advice given?

7.4
Play and interaction – This is important as again it shows you the parent/child relationship.  Do they play with the child?  Are there age appropriate toys?  Do they respond to the child when they ask for play-time?  How do they respond to the child’s interaction?  How do they speak to the child?  Was any advice given?  Do they get down to the child’s level?  Do they ignore the child?  Do they leave one child out?

7.5
Safety – Is the house child-safe, i.e. stair gates, pans at the back of the cooker?  Do they keep things out of the child’s reach, i.e. lighters, cigarettes? 

If you go out with them, how is their road safety?  Can they keep the child safe?  Is the garden fenced in?  Is there good supervision?  Is there evidence the parent allows the child to learn new skills i.e. walking down stairs. Do they explain if and why things are unsafe in the child’s language. Was any advice given?

7.6
Cleanliness and hygiene – Is the house clean enough for a child?  Do they wash and sterilise bottles appropriately?  Are nappy changes done appropriately and are hands washed?  Is the kitchen appropriate for making food?  Was any advice given?

7.7
Home conditions and environment - Is the house really noisy or chaotic, is it cluttered? What is the surrounding environment like i.e. garden? Are there any concerning things about the environment?
7.8
Response to child’s health needs - Does the child have any specific health needs i.e. do they need to take regular medication? If so, does the parent administer this at the right times and appropriately? How did the parent respond if the child had an accident i.e. scraped their knee- did they clean it off, give affection etc. Did they take the child to the doctors/ keep appointments if needed? 

7.9
Bath times – Do they bath their child?  How is the child held in the bath and is it done safely?  Is bath time used as a bedtime routine?  Do they wash the child appropriately?  Was any advice given?

7.10
Setting and maintaining boundaries (if appropriate to age) – Do the parents set boundaries, who sets what?  Are boundaries adhered to and equal to each child?  Are they appropriate to the child’s age?  How do they set boundaries?  Do they threaten or shout or are they calm?  What happens if the child does not listen?  Was any advice given?

7.11
Response to child’s emotional needs- Did they respond to the child when hurt, upset, did they offer physical affection, cuddles, kisses. Did they praise and encourage them? Did they listen to the child when they were talking? Did they ignore the child, tease them? Were they there for support when needed? How did they respond if there was sibling rivalry? 

7.12
Relationship with child – does the parent respond to the child and do they have physical contact?  Do they appear to favour one child above another?  Do they talk to the child, play with the child?  How do they respond if the child is hurt?  Does the relationship appear to be positive?  Evidence is needed.  You cannot comment on whether there is an attachment as you do not know this, but you can comment on whether it appears to be a positive relationship.

7.13
Putting advice into practice – did you give them advice and was this followed?  Did you see a change as a result of this advice?  Did they ask for advice?

7.14
Analysis- a general summary of parenting skills, detailing any concerns and the ability to use advice.  An analysis of the situation.

8.
Name of Father – You will need to repeat the above for the father.  See sections 7.1 – 7.13 on the template. (Again this can be changed for example to: Name of Carer etc. if necessary). 

Assessment: Parents (individually)
9.        Name of Mother
9.1
Health – Does the parent have any known health needs or disabilities?
9.2
Motivation – This section is looking at whether the parents were willing to cooperate with the assessment?  Did they get on with the assessment? Did they want to keep the children?  Did they appear to enjoy being with the children?  Were they up, ready to start the day when the planned assessments took place or did they stay in bed and not want to begin?

9.3
Responses to assessment/understanding of concerns – What was the parents’ attitude to the assessment?  Did they comment on it?  Did they appear annoyed by what was happening?  Did their attitude change as the assessment progressed?  Did they understand why the assessment was taking place, what the concerns were?  Did they comment on the past?  Did they take responsibility?  Were they always in for the assessment?

9.4
Responses to staff – Did they let you in?  Were they aggressive?  Were they polite, talkative, rude?  Did they try to obstruct the assessment?  Were there any concerning incidents?

9.5
Ability to make decisions – Could they decide what to do?  Who makes decisions, were these decisions followed?  Was one parent making all the decisions?

9.6
Use of language – Did they swear in front of the children?  Did they swear at the children, consistently or occasionally? Was their language appropriate for the child’s age?

9.7
Capacity to change- Did they show they could change their behaviour if advised to do so? Did they try and address the concerns they had originally been referred for? Did they learn from the working points? Did you observe a change from beginning to end? If no change was observed did they give reasons for not trying to work on the working points? This section can be linked with: 9.3 understanding of concerns and 7.12 putting advice into practice. 

9.8
Life issues – Did they have a drug or alcohol problem?  If so, did you observe items in the house?  Did they appear odd in behaviour, smell of alcohol?  Were you concerned?  If domestic violence was identified in referral, did you observe any significant events and did they argue in front of the children.  This section is adaptable to what was identified as a concern in the referral.  Also – whether there were any inappropriate people in the house can go in this section.

9.9
Money management – only include this if it was identified as a concern in the referral, i.e. not enough money to buy essential items for the child.

9.10
Support networks – again only include this if it has been identified as a concern, i.e. if there is no-one to support Mum who is bringing up children on her own or is isolated.

9.11
Anger management – again only include this if you were asked to or if it was a concern.  Could they control their anger, did they take it out on the child?

9.12
Analysis– a summary and analysis of what was in the section. 
10.
Name of father – You will need to repeat the above for the father.  See sections 9.1 – 9.11 on the template.

11. Assessment: Parents Together

11.1
Shared care – Did they share the care of the child equally and, if so, how?  Did one do more than the other?  Did they argue over who did what?

11.2
Working together – Could they complete a task together, if one was busy, did the other one help out?  Did they talk to each other?
11.3
Supporting each other – Did they offer each other support, encouragement, physical affection, interact with each other?
11.4
Analysis– did they appear to have a positive, equal relationship, support each other and work together or not?
Conclusions
12.1
Positives – these are important – positives for each parent and together.  Positives on parenting and themselves.  If you struggle to find these, even letting you in the door can be a positive!
12.2
Risk factors/concerns – List all risk factors and concerns gathered from the report.  

12.3
Reasons for referral- this section needs to clearly answer what was asked to be assessed on the referral form. Write the question then answer it. 

12.4
Conclusions and Analysis of Observations – This is what we have observed and its impact on the child. Relating to the reasons for referral. 

This section needs to relate back to the reasons for referral, have the questions been answered?

General points when report writing

· This guide is suggestions and hints for you when writing the report, it isn’t an exhaustive list of questions, please add more if you need to

· Additional sections can be added to the report if they are relevant.

· If you are the person completing the report you need to be involved in the assessment regularly because if you know the family you are working with the report will be easier to complete 

· All the information for the report can be gathered from the summaries you complete each day

· When you make a clear statement it needs to be backed up by examples from observations.  This need to be dated as follows: on 25 February 2008, Tom was observed to …………

· Try not to use the words- definitely, extremely, really etc. You just need to state the facts, don’t put the extra emphasis on what you are saying, it isn’t needed

· There is no need to identify who observed what in a report. If the court wishes to know this information they can have access to the fact observation sheets that contain that information 

· Don’t use ‘I think’ statements this is about opinion and not a fact analysis. Use ‘we’ i.e. ‘we observed’ or ‘we conclude’

· Avoid using the word ‘attachment’- we can’t comment on this when we aren’t trained on the attachment theory. If you use this and it goes to court- you may be challenged on your knowledge of this. Use something else such as, ‘positive relationship’ instead.

· Remember the report is also for the parent, it must be written in straight forward language

· Ask the parent how they would like to be referred to in the report
· The numbering of the report allows you to refer to points you have previously written to back up a statement you are making

· Leave paragraph numbering and contents page until the end of your report and when it has been marked, changed and is ready to go out

· Paragraph what you are writing

· Split concerns and positives up in the sections, use these to inform your analysis at the end of the report
Review Meetings
Why have these meetings?

These meetings allow an opportunity for everyone involved in the assessment to come together and discuss the assessment. It is really important that all the staff who carried out the assessment get together at the end and go through their observations, discuss analysis and conclusions. Everybody has observed different things within the family home and may have a different analysis of what is going on for the child and the family. 

It can be a chance to build the ‘jigsaw’ of pieces of observations and create a whole picture of the assessment and therefore the family. It therefore, allows the key worker to compile the report on a fully informed basis.

Who should organise the meeting?

The key worker should organise these meetings

Who should attend the meeting?

The key worker and other staff who were involved in the sessions of the assessment.

When should the review meeting be held?

As soon after the assessment has finished as possible, this ensures that the workers still have the information on the family fresh in their minds. It also ensures that the timeframe for the completion of the report is kept to and does not over run.

The Meeting

This is an opportunity for the key worker to gain clarification around the assessment. The key worker will rely on this information, as long as it is based on the facts and not opinion to create the report. Each worker should have a chance to discuss what they observed and their analysis of where the family are.

The key worker needs to allow the workers a chance to discuss the positives, concerns and conclusions of the assessment.

What next?

The key worker needs to begin compiling the report from the review meeting, summary sheets, and fact observation sheets. The key worker has three weeks after the assessment has finished to complete the report and send it to the relevant people. 

Feedback report to Parents

Why feedback to the parents?

It is essential that the parents have the report fed back to them before it is given to the referrer. The parents have a right to have this report before it is sent to the referrer as it is a report about them as a family. 

Who will feedback to the parents?

The key worker needs to feed back the report to the parents. The key worker now knows the family and knows the report and conclusions. 

There should be two workers present when feeding back to the parents, this ensures the family have the report explained to them clearly. It also ensures the workers safety, as the information being fed back may be difficult for the parents to hear and accept. 

Childcare needs to be considered during feedback. It may mean that the family need to come to the centre so the children can be cared for, or a meeting is arranged when the children are not present, i.e. at school/nursery.  

What information needs to be feedback?

The parents have the right to have the whole report read to them and explained. 

They need to be given the opportunity to hear this in full, however, if they do not wish to have the whole report read to them, the conclusions can be explained to them. They need to be left with a written copy of the report.

Please ensure you record this meeting on a Fact Observation Sheet. This is your evidence that the report has been feedback to the parents, on what date and time. The parents comments on the report should also be recorded in the observations, so this is also documented. 

When you have completed the meeting with the parents please ask them to sign the Fact Observation Sheet. On the sheet please record the following:

Signed to say I have had my assessment report read to me:

Parents signatures:

This is your evidence that they have received the report and had it read and explained to them. 

Report Handover Meeting 
Why have these meetings?

This meeting allows the key worker to handover the assessment to the referrer. It gives the worker the opportunity to verbally discuss the assessment and the conclusions that have been made.

Who should attend?

This meeting should happen, as soon as the report has been completed and checked by a Family Support Manager or Children Centre Manager, but after the parents have had the report feed back to them. This meeting needs to be arranged within the agreed timescales of the completion of the report.

What needs to be discussed?

The report as a whole can be discussed and how the assessment went. The most essential points to discuss are the positives, working points and conclusions. 

This is also a chance to discuss that this has been feedback to the parents and their response to the feedback.

The referrer should highlight with you if there are any arranged court dates that you may need to attend.

New form





Referral





See file structure





Set up a file





Children’s Centre





Establish acceptable waiting times


Establish joint system for waiting list management











Contact referrer regarding time of allocation





Set up referral meeting at point of allocation





Discuss referral in more detail


Discuss specifically in relation to referral criteria


Plan timetable


To include all key professionals





Referral Meeting





Social worker and key parenting assessment worker


Complete forms (see new forms)


Ensure parents fully aware of process and purpose








Initial visit to parents





Using new forms/recording systems


Two workers for each session


(See new forms/recording systems) 








Parenting Assessment





Parenting Assessment sessions complete





All workers involved in assessment discuss observations/analysis





Review Meeting





Report





Using new template


To be completed 3 weeks after completion of  


    assessment.





Key parenting assessment worker and another


    assessment worker


Opportunity for parents response to be


     documented





Feedback report to parents





Report handover meeting





Referrer and key parenting assessment worker








Court





(When relevant)
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