
Completing a Team Around the Child Meeting 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

The task ‘A Meeting – Organise Team Around the Child’ will be generated in the work tray when the 

outcome is selected in the CAF Assessment. 

When the task is clicked into, the meeting screen will display, the first task is to set the meeting date. Click  

on the link ‘Update Meeting Details and Scheduling’  



 

 

 

 

 

 

 

 

 

Enter the date the meeting is to take place in the Planned Meeting Date and the location, when all 

details are entered click on ‘Update’ 

The next step is to add attendees that are required to attend the review, click on the link ‘Add 

Attendee’ 



 

 

 

 

 

 

The following screen will display, it will hold any family members and any professionals that are already 

associated with the child in either the Relationships or Key Agencies Tab. Select all the members required 

by clicking on the tick boxes by their names and click on ‘Create’ 

The meeting screen will now be updated with the attendees 



 

 

 

 

 

 

 

You will need to set the Chair – to do that, click on the radio button by your name 

You can update the list of attendees following the meeting taking place when they agree to attend the 

meeting by placing ticks in the fields under attended 

You will then need to write up the meeting, click on the link ‘Meeting Held – Write Up Outcomes’ 



 

 

 

 

 

 

 

 

 

 

 

Click on Ok when the prompt appears 

Enter the date of the meeting in the field; this is to confirm the date the review meeting took place. 

Enter the date and click on Update  

You will be back in the meeting screen, click on the link Action Meeting Outcomes 



 

 

 

 

 

 

 

 

 

 

 

Place a tick in the box by CAF Assessment and click on Copy Forward Selected 

The review form will open for completion 

Click on Action Plan, and this is where you will record the update of the Action Plan Tab for the 

child/young person. 



 

 

 

 

 

 

 

 

 

 

PCI Scores Tab – this is where you are able to add the PCI scores for this review 

Next Steps Tab – This is where you can record a summary of the review discussion and what is required 

next, e.g. another review meeting or closed 



 

 

 

 

 

  

 

 

 

 

  

 

 

 

 

At the bottom of the Next Steps Tab, you can select the respective outcome. Review CAF Assessment 

will review the CAF Assessment, Organise next Team Around the Child – this will start another meeting 

process, Step Up to Social Care – if concerns are raised and this no longer meets the threshold of CAF 

and CAF Episode Completed – this to be used when the CAF is to be closed 

Comments and Consent Tab – You are able to add any comments made by the child or parent/carer 

around the review process. 

The final step is to click on Finalise Assessment and this will be sent to the CAF Team to approve and also 

undertake Quality Assurance of the CAF Review. 



 

 

 

Review Agreed 

 

 

 

 

 

 

 

  

Click on Ok when the prompt appears 

When the review has been approved, you will get the following task in your work tray. Click on the 

alert to open the alert notification. 

Click on the link Alert Completed, and this will remove the alert from the work tray. 


