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Family Engagement Project Referral Form Guidance Notes
Introduction

All referrals to services that are part of the Family Engagement Project must be made via the Family Engagement Referral Form. This form is based upon the Single Agency Referral Form, which in turn is based upon the Common Assessment Form.

Children/Young People already in the Common Assessment Framework

If a Common Assessment Form (CAF) has been completed on the child/young person, then the CAF should accompany a completed Family Engagement Referral Form to provide further evidence for the referral. If this approach is being taken, then the practitioner may use the completed CAF to populate the Family Engagement Referral Form by cutting and pasting the information into the form.

Completing the Family Engagement Referral Form

Section 1. Identifying Details

This information should be completed as fully as possible using information available from the referring services existing records, records available to them, and from the child/young person or parent/carer. Where gaps are left an explanation should be given.

Section 2. Referral Information

People in agreement of referral (Section 2a) include the referring practitioner, and the child/young person/parent/carer as a minimum. It may also include other involved professionals if the referral is part of a multi-agency intervention with the child.

The referrer should then give details as to the reasons for the referral (Section 2b). In addition to this, if a CAF is being provided with the referral the referring practitioner should state that a CAF is attached for further details.
The practitioner should complete sections 2c and 2d with as much information as possible. As a minimum, the person or persons with parental responsibility must be identified as this will assist with gaining and verifying consent to share the information in the form. 

Section 2e must be completed with the referring practitioners contact details for the purpose of contacting the referring practitioner with progress details (if appropriate), returning the form if the referral is not accepted, or for gathering further information if required.

Section 2f should be completed with the known services working with the child or young person, and will be useful should the receiving service need to contact any of these services, or convene a Team Around the Child Meeting. 

Sections 2g and 2h will add detail to the reasons for the referral, as here the referring practitioner should outlining what they hope to be achieved with involvement from the Family Engagement Project Service.

Section 2i should be left blank by the referring practitioner, and completed by the Family Engagement Project Service once they have reviewed the Referral Form and decided the next course of action. This might include a request for a CAF to be completed by the referring practitioner, an agreement that the service will be provided, or that the service is unable to be provided (No Further Action). In the event that a service cannot be provided, the service should return the Family Engagement Referral Form to the referee explaining the reasons for this decision. At this point, if they have not already done so, the referee may wish to consider completion of a CAF to identify other services that may be able to address the needs identified prior to referral to the Family Engagement Project Service.

Section 2j should be completed with the child/young person/parent/carer, to capture their views on the referral to the particular Family Engagement Project Service.

Section 2. Consent

All referrals to services in the Family Engagement Project must be done with the explicit consent of the child/young person, parent or carer as appropriate. The form should be used to indicate who is giving the consent, and an indication of whom the information on the form will be shared with.
A unique feature of the Family Engagement Project is that the information contained on the Family Engagement Project Referral Forms will be shared with the CYPS Joint Commissioning Unit for the purposes of evaluating the project. This has been added as a statement in the consent section, and should be explained to the service user at prior to completion of the form. The form will also be seen by the Service Development Team, who manage the eCAF system on which the forms will be stored.

Practitioners should ensure that consent is received either from a capable child/young person, or the person with parental responsibility for that child. Further guidance on consent is available through the Me Learning online Information Sharing Processes course, the CYPS Information Sharing and Confidentiality Policy and Guidance, the CYPS Privacy, Confidentiality and Consent Practical Guidance, and from the Service Development Team.

Storage

The completed forms should be entered onto the eCAF system as a Single Agency Referral Form (SARF). This form differs only from the Family Engagement Project Referral Form in that the wording of the Family Engagement Project Referral Form consent includes details of the evaluation of the information by the Joint Commissioning Unit. 

If the practitioner does not have access to eCAF, they should send a copy of the signed form to the Service Development Team for inputting. 

The eCAF system will also allow for secure sharing of the form between the referring practitioner and the receiving service. The referring practitioner should input the form onto the eCAF system, and give an identified practitioner within the receiving service permission to view (if there is someone with authorised access to eCAF within the service). They would then telephone the service to notify them of the referral.
If no one in the receiving service has access to the eCAF system, then the Family Engagement Project Referral Form should be shared using a secure method such as delivery by hand, registered post, or secure email (only to be used if the services have a common secure email network such as Government Connect (gcsx.gov.uk) and NHS mail (nhs.net) for example). For further guidance on methods of information sharing please see the Me Learning online Information Sharing Processes course, the CYPS Information Sharing and Confidentiality Policy and Guidance, the CYPS Privacy, Confidentiality and Consent Practical Guidance, or speak to the Service Development Team.
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