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CAF Process – Quick Guide

Before starting a CAF

1. Child / young person with additional needs identified.

2. Needs discussed with child / young person / parent, gain initial consent to commence CAF process.

How to begin a CAF. 
1. Before starting to complete a CAF form call the County CAF team on 0116 3058727 and ask if a CAF has been started for child X.  They will require the Name, DOB and Address of the child along with your details and a telephone number.
2. The CAF Team will then call you back and confirm details of an existing CAF or any existing involvement of Tier 3 / 4 services.

3. If there is already a CAF – they will inform you who the current CAF Assessor / Lead Professional is and their contact details. 
4. If there is Tier 3 or 4 involvement - you will be told not to start a CAF but the CAF team will be able to give you a contact to liaise with and exchange information.
5. If there is no Tier 3 or 4 involvement - you can contact the child and / or family to commence the CAF.
6. Complete as much information as you can in each assessment domain to provide a holistic view.  If any boxes are not relevant then leave the box blank.
7. Pages 7 and 8 are crucial to enable you and the family to start to action plan and for the CAF team to offer additional support if needed.

8. CAF Assessor keeps the CAF original and sends a copy by post to the County CAF Team and provides a copy to the child / family.

9. The CAF Coordinator will contact the assessor once the copy of the CAF is received to discuss next steps.

What happens next?
The CAF Coordinator will look at the CAF and in discussion with the assessor and other services, decide next steps. There are a number of options and each CAF is looked at individually at an ‘allocations meeting’. The options are:

· The CAF Coordinator will use the CAF as a service request to a service which can provide help and support.

· The CAF Coordinator will help the assessor to arrange a Team Around the Family (TAF) meeting with appropriate services and the Family. At this meeting the CAF Coordinator will help draw up an action plan, a Lead Professional will be selected and a review date set.

· If the assessment suggests a higher tier service is required and the CAF Coordinator will discuss this with the appropriate service.

· The assessor has already referred to a number of agencies following the assessment, in which case we may decide to ‘wait’ and the CAF Coordinator will arrange to get an update from you after these services have started work with the child and/or family.

What is the MAF used for?
The Multi Agency Forum is now used for ‘stuck’ or very complex CAF’s that have been through a number of routes already.

Need More Info?
Ring the CAF team on 0116 305 8727 or see our website www.leics.gov.uk/commonassessmentframework 









Tel: 0116 3058727
                                  Fax: 0116 3057881                                     
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