
Paperwork help

child’s name

m/f gender unknown

dob dd mm yy unborn

address

postcode -

tel - -

case number

date of referral dd mm yy

method of referral

name of referrer

position

address 

postcode tel

child’s mother’s maiden name

There is a file on the child/family.

The child knows about the referral.  too young

His/her  parents/carers know about the referral

child’s aliases/other names 

birthplace

child’s religion 

child’s first language

child’s second language

language is spoken at home 

Is an interpreter needed? yes no

language

child’s ethnic classification on census   

birth mother’s religion

her first language

birth mother’s second language? 

child’s GP

GP’s surgery tel/fax 

child’s nursery/school tick if none

nursery/school contact
address

tel/fax 
health visitor
clinic address

tel/fax

Who are the child’s main (principal) carers?

name m/f

relationship d.o.b.

occupation tel

parental responsibility 

name m/f

relationship d.o.b.

occupation tel

parental responsibility 

others in the household

name m/f

relationship d.o.b.

occupation/school tel

name m/f

relationship d.o.b.

occupation/school tel

name m/f

relationship d.o.b.

occupation/school tel

name m/f

relationship d.o.b.

occupation/school tel

name m/f

relationship d.o.b.

occupation/school tel

01 office visit
02 telephone
03 post/other
04 meeting
06 court request

01 GP
02 district nurse

health visitor
midwife

03 hospital
04 school/

education 
department

05 police
probation
courts

06 other
07 the child
08 carer/parent
xx housing dept.
xx other SSD
xx anonymous

(a white)
a1 British
a2 Irish
a3 any other white
(b mixed)
b1 white and black 

Caribbean
b2 white and black 

African
b3 white and Asian
b4 any other 

mixed 
background

(c Asian/Asian British)
c1 Indian
c2 Pakistani
c3 Bangladeshi
c4 any other Asian
(d black/black British)
d1 Caribbean
d2 African
d3 any other Black 

background
(e Chinese other ethnic)
e1 Chinese
e2 any other 
f1 not stated

tick

name of social worker 

dd mm yy

action to be taken

nfa initial assessment core assessment CP enquiry

name of manager/supervisor

dd mm yy

Paperwork

There will be lots of important
people in the child’s life. Give some
priority to the list, starting with
parents and siblings, but include
also significant people outside the
family. These people will be
important resources in meeting the
child’s needs, so be sure to get
their contact details correct. Add
another sheet of contacts if
necessary.

Much of the information in
the left hand column of is for
management information.
The Department must
monitor where referrals are
coming from so that it can
improve the inter-agency
spread of children’s services.

Working with the child or
family is clearly essential to
positive outcomes. Tick those
boxes only when they apply.
If the child is too young to
know about the referral, tick
that box instead.

Children’s services have been
poor at recording children’s
ethnicity. It is a legal
requirement to do so for the
purpose of census returns.
The other questions in this
section are designed  to get
professionals to think more
carefully about the
components of an individual’s
ethnic background, whatever
their birthplace, language,
religion, social class or skin
colour. The questions will be
modified once they are part
of established good practice.

Social Services are just one part of
children’s services. Working with
other agencies, especially health
and education, is vital to good
assessment. Be sure to record the
contact details of the key
professionals in the child's life.

The intention is to move
toward a single identifier for
all cases to be used by all
agencies.  Recording the
child’s mother's maiden name
will help to develop this
capability.

It is vital to be able to
communicate effectively with
the child and/or family
members. Where necessary
ensure that the appropriate
interpreter is available.

C O N T A C T

C O N T A C T 1F FF I R S T  

FF I R S T
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circumstances on day of referral       needs

B U I L D I N G A N E E D S P I C T U R EImportant family (or other) contacts

name m/f

relationship

address tel

parental responsibility 

name m/f

relationship

address tel

name m/f

relationship

address tel

name m/f

relationship

address tel

name m/f

relationship

address tel

main needs identified
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Orthodox assessments often
start with the ‘reason’ for a
referral.  In Paperwork it is
vital that this information is
interpreted in terms of a child's
needs for healthy development
in all areas of life (including
health, education, social and
behavioural development).
Instead of recording ‘housing
problems’ as the main reason
for a referral, it is more helpful
to record the needs associated
with a poor living environment,
for example a need for
sufficient space so that the
child’s mother can attend to
ordinary parenting tasks.

A child's development is
dependent on the family and
environment in which
she or he lives. Record
parent's needs where they
impinge on a child's
development and note
parent's capacity to meet the
child’s needs. Information
will be gathered from several
sources;  it is important to
saw where it has come from
and when and to note
important events in the
child's life.

There will be lots of
important people in the
child’s life. Give some
priority to the list, starting
(on the front of the form)
with parents and siblings,
but including also
significant people outside
the family. They will be an
important resource in
meeting the child’s needs,
so be sure to get their
contact details correct.  
Add another sheet of
contacts if necessary.


