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social and antisocial behaviour

living situation

family and social relationships

physical and psychological health

education and employment

s e r v i c e s

Include services already in place and those offered but not accepted. Give dates. 
This summary represents the service plan for the child.

br ief  background facts

date started dd mm yy

date completed dd mm yy

dates child seen dd mm yy

dd mm yy

dd mm yy

dd mm yy

If the child has not been seen, give reason.

What services are most likely to achieve the outcomes you have described? 
(Folding the pages in half vertically makes it possible at a glance to see the fit between 
the parts; fold the back page to see the fit between outcomes and services.) 
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chi ld’s  name

ID  

Complete this part of the
assessment last. Use it to  set
out those services most likely
to achieve the outcomes
described in Column 5. 
Remember, social services are
just one part of the picture;
look also to health and
education and consider the
resources that may be
available in the child’s family
and the community as well as
those provided by voluntary
agencies.
Record which services are
delivered, giving dates and a
noting who is responsible for
what. It may help the
department to record which
services are not being
provided and why. The
recording should include
those services already being
provided.

Begin here with a brief
chronology of the case, how it
was referred and why. Make a
note of the most significant
factors in he child’s life,
including, for example,
significant impairment to his
or her development and/or any
disability.
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social and antisocial behaviour

living situation

family and social relationships

physical and psychological health

education and employment

n e e d s

Second, from the information in the column to the right, summarise your
judgement about the needs of the child and the family, noting any
contrary views.

First, summarise the circumstances of the child and other family members 
in this column. Note any contrary views and any issues relating to parental
needs and/or capacity.

abuse or neglect family dysfunction child’s disability

socially unacceptable behaviour parental illness/disability low income

family under acute distress absent parenting other

Please tick one of the nine categories. 
The information is necessary for the
Department of Health Children in Need
data collection census

c i r c u m s t a n c e s

fo
ld

Use this column first to record key
information about the child’s and
family’s situation.  

Be sure to note dates and sources
of information against all the facts
and judgements you write down. An
accurate record of Important dates
and events in the child’s life is the
key to making a good assessment. 

Not all the facts will fit smoothly
together. Record disagreements
and, when making a professional
judgement between different
points of view, make the reasons
for it clear.

Second, use your training and
experience to make a professional
judgement about the child’s needs
(and the needs of family members
where they impinge on the child’s
development.
Avoid making any reference to
services at this stage. What counts
here is what the child needs in
order to achieve optimal
development, given his or her
circumstances, for example a more
stable living situation, improved
family relationships, or better
health.  It is the judgement of the
person making the assessment that
matters. You will not always be
right and not everyone will agree.
But it is important to say what you
think and why (ie to give a
justification for judgements, if
necessary by drawing links to some
of the facts recorded in Column 3.



Paperwork help
S H O R T E R R E C O R D 3
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social and antisocial behaviour

living situation

family and social relationships

physical and psychological health

education and employment

o u t c o m e s

Under each heading choose an appropriate period in which the child’s needs can be
addressed. Say what outcomes can realistically be achieved by the end of this period.

t h r e s h o l d s  

Threshold judgements always benefit from discussion with a colleague or
supervisor. 

Is there impairment to physical or psychological health? 
(the absolute test)

Relative to children of a similar age and stage of development,
is there impairment to development? 

Relative to the child’s situation 12 months previously,
is there impairment to development?

After taking a second opinion, is the child’s development
relative to the norm considered to be impaired?

Was impairment to health identified? (copy the absolute 
judgement A above)

Using the five tests, is the impairment to development 
judged to be significant?

yes no

yes no

yes no

yes no

yes no

yes no

Using the four tests, is the impairment predicted judged 
to be significant?

There is no
impairment to
health or
development.

No impairment to
development is
predicted.

yes no

yes no

Impairment to
development 
(not significant) 
is predicted. 

Significant
impairment to
development is
predicted.

There is
significant
impairment to
health or
development.

There is
impairment to
health or
development, but 
not significant.

Is there likely to be impairment to development in the future?

The Common Language uses
the word threshold to
capture the seriousness of
the child’s situation. 
Threshold judgements are
all about identifying
indications of impairment to
a child’s development in all
areas of her or his life. The
assessment takes into
account  the significance of
any impairment, as
explained in the Paperwork
Threshold tool. 

Your views will not always
accord with those of family
members, the child, or other
professionals.  But
consultation with them all is
vital (as is recording whom you
spoke to and who has seen the
assessment).  In the end, it is
your judgement (and its
justification to others) that
counts.  It can help to record
your reasoning.

Fold the page back so that you
can set this column against
your judgement about the
child’s needs described in
Column 2. Set out what can
realistically be achieved within
a time period (a week, a month,
several months) given the
child’s circumstances. Take
each need in turn.

Trust your own judgement
but do not be afraid to talk it
through with colleagues and
to take their view of the
situation into account, too.
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responsible
practitioner/supervisor’s
signature

s i g n i n g  o f f
All information about a child must be recorded as must all contacts and attempted

contacts with people who know about the child. Additions to this assessment

should be dated and it is good practice to identify sources. Much can be written in

supporting information documents. Any significant development in the case must

be discussed with a supervisor who must ‘sign off’ agreed next steps. You must

also include the child protection co-ordinator’s comments.

A significant development includes:

• any critical incidents, paying particular attention to potential child neglect

• any incident that might bear upon the child’s development

• new information that might alter the diagnosis of needs, threshold, services or 
outcomes

• any change in administrative status, including moving between categories 
applied by the Assessment Framework for the purposes of the Children in Need 
census.

• any important meetings to decide on future action including case conferences 
and reviews.

date dealt with by whom significant developments or issues/
agencies contributing

action case status

for ‘case status’, please enter
one of the following:
1 initial assessment
2 child protection enquiry
3 core assessment
4 service being provided
5 case closed
5a passed to another agency
5b no further intervention

It is standard good practice to
share the assessment with the
family members, including the
child, whenever it is felt to be
appropriate. With a few
exceptions, it is the right of
parents, other carers and the
child to see the assessment.
The child’s development will be
enhanced by this much
openness.
Professionals should record
what has been done when in
order to make the process
accessible  (or why it has not).

It is only natural for children
and other family members to
disagree with an assessment.
Their views may lead you to
change your mind. Record what
they say and give dates.

Someone must be responsible
at all times for each open case.
Make sure it is clearly stated
who this person is.

These administrative details
will seem tedious at times.
However, if they are
challenged, professionals must
be able to justify their
judgements, so it is vital to
record the names of people you
have talked to and when, and
to make a note of any
significant developments or
issues in the child’s life as
described elsewhere.




