Guidance for completing the INITIAL Child Protection Conference Report
The report has been designed to help professionals provide relevant written information to initial child protection conferences (ICPC).  The information will also contribute to comprehensive risk analysis, decision making and planning for the children being considered at the ICPC.

The form asks for a lot of information, this is in order to ensure that the conference itself focuses on the key areas required for decisions, recommendations and the content of the outline child protection plan.

General things to consider when completing the report: 
· The report should always be typed.
· Ensure that the primary focus of the report is the child/ren of the family and be clear with your comments which child/ren you are referring to.  It can sometimes be difficult to share information with family members.  However, research suggests that parents and other family members prefer an open, transparent approach from professionals.  Additionally, such an approach is the most protective for children.  If you have doubts about what should be included in the report, discuss it with your line manager or chair of the conference – contact details are on the report.

· You may believe that you have very little information to share, and there may be fields you can’t complete but include whatever information you do have, regardless of how minor/minimal you consider it to be.
· Allow sufficient time to complete the report and fax or post it to the Child Protection and Review Unit (CPRU) 48 hours prior to the conference.  The address and fax number is at the top of the report.  This will provide sufficient time for the report to be copied and considered by the chair.  If this does not prove possible, as an absolute last resort, please arrive at the conference at least 15 minutes beforehand, with 10 copies of your report.  In this circumstance, you will need to contact the CPRU to inform them that you have been unable to submit your report before the conference.  Please contact the CPRU by telephone on 01924 483749 if there are any issues with the report.  

· Your report must be shared with parents/carers/children 48 hours prior to the conference.  This helps active participation by the parents/carers in the conference process.  Again, if this does not prove possible, please arrive at least 15 minutes prior to the conference so the parents/carers can be made aware of (and respond to) the information to be shared.   

· At the conference be prepared to verbally summarise the key information in your report.  This will also provide an opportunity to add any supplementary information, or update, you may have.  
· Distinguish between fact and opinion.

Specifics of the report:
Basic information/front sheet:
· Please make every effort to ensure the basic information (including spellings of names etc) is as accurate as possible.
· You may not know some of the information requested, but please provide what you can.

· It is essential that conference attendees know about any adults involved in the lives of children being considered – see guidance note.  This will lead to effective planning and safeguarding for the children.  
Main body of report:  
· The report uses the three domains from the Framework for Assessment of Children in Need and their Families (2000); that is the child’s developmental needs, the parenting capacity and family/environmental factors.  Depending on your agency, you may have relatively little information to include in one, or more, of the fields, but please complete each section as fully as you can.  (Please see guidance notes in the report for further advice).
· Include areas of both strengths and concerns. 

· Be clear which child/ren you are referring to.
Assessment of risk:
· This part of the report is perhaps the most important in ensuring that the child is effectively safeguarded.  Any information included here should be reflected in more detail elsewhere in the report.  
· Please be clear which child/ren you are referring to.

· Staff need to identify the protective factors (positives) and then the risk factors (concerns) from their perspective.

· From the risk analysis you need  to identify the issues which are most likely and significant in terms of reducing or increasing the probability of future harm.
· When considering the “factors which are likely to be most significant in terms of reducing or increasing the probability of future harm,” it is important to consider the relative strength of protective and risk factors, and assign ‘weight’ to them.  The list in one box may be longer than in the other, but it is important to consider the strengths of each factor, how they interact and what the cumulative effect is on the child and family.  This section will help with prioritising.     
· Once the risk to a child has been assessed, it is essential that what needs to change is clearly outlined.  In doing this, it is useful to return to the three domains of the “Assessment Framework.”  What needs to change in each of these domains if the child is to be kept safe and experience good outcomes.  Effort should be made to include an estimated timescale for the expected change. 
· You will be required to provide an opinion as to whether a child protection plan, child in need plan or CAF is necessary.  Your opinion may change once you have heard/seen all the information at the conference, but you must provide a recommendation on the information you know at the time of completing the report.   
Chronology:
· Include here any key or significant events you think would be useful for the conference to know, with dates and brief details.  For a health professional, this may include non-attendance at appointments, or visits to Accident & Emergency; for a professional from education, this may include dates of incidents involving the child or dates of important decisions – for example, exclusions from school.  

· A chronology is an effective tool for summarising information and thereby assisting with assessing the risk to a child.  Please try to ensure this section is completed if you have relevant information.

· Please be clear which child/ren you are referring to.
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