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Completing a CAF does not guarantee service provision: practitioners cannot make recommendations for the delivery of a service from another agency but they can consult with them and ensure all relevant information – as outlined in this guide – for such a request is shared on the CAF assessment record.
1. For which children and young people should you request a service from an Education Welfare Officer (EWO)? 

· Children and young people aged 5 to16 who are neither attending school nor receiving authorised home education

· Children and young people with excessive absence or poor punctuality for whom school-based action has proven ineffective

· Children and young people absent for more than four consecutive weeks, unless specifically approved by the Head Teacher

· Children and young people with poor attendance or punctuality where there are additional welfare concerns. 
(Please note that some academies have contracted in-house education welfare provision; in such cases local procedures should be followed).
2. Who can request a service from EWO?

Most requests will come from schools after in-school action has failed to result in improved attendance. In the case of children and young people “ missing from education “ or found truanting requests may be made by staff of statutory or voluntary agencies including
· Police or youth offending team officers

· Community wardens, park rangers

· Housing officers

· Youth/community workers 

· GPs, health visitors and other health professionals.
Parents or concerned members of the public should contact the ICSS duty line for advice. Telephone 020 7525 2714 Monday to Friday 9am to 1pm

3. What fields of the CAF do EWOs need CAF assessors to pay particular attention to? 
Please provide details of:

· Family circumstances, including any risk factors for staff making home visits
· Information regarding all of those with parental responsibility 
· Language(s) spoken at home

· Any special support needs for parent /carer or child (e.g. signing, large print) 

· Any other agencies or services known to be involved with the family

Information on the child or young person’s attainment, behaviour and attitude to school is particularly relevant, as is information on parental capacity and attitude to education. An attendance grid appended to the CAF will also be helpful. 

Please list action already taken by school and any result. 
4. Who should the CAF assessor consult with and send the CAF to?
You can always access a consultation service from an EWO prior to making a request for service. The integrated child support service duty desk can be contacted by 9am to 1pm Monday to Friday on 020 7525 2714.
In Southwark, all CAFs should be sent securely to:

CAF Administration

Sumner House

Sumner Road
London SE15 5QS

Fax: 020 7525 3236
icss@southwark.gov.uk
5. What will happen if the request does not meet EWO criteria?  
An EWO will contact you telling you why the request for service cannot be accepted, and attempt to signpost you to other services.
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