ASSESSMENT PROCEDURE June 2019 

Purpose: 	To ensure the smooth and timely completion of assessments
		To ensure early identification and management of risks to assessments not being
completed on time
To ensure whole management oversight and grip of timescales

	Day/Time
	Process
	Person

	Day of allocation
	· Team manager reviews allocation and sets out initial expectations. Team manager calls worker to discuss

· Email sent by team manager to worker and copied to service manager, confirming date assessment will be due and initial expectations for the work.

· [bookmark: _GoBack]Calendar invite sent by team manager to worker and service manager for 15 working days time, to do assessment check in.

· Team manager inserts reminder to own calendar of when assessment is due. 

	Team manager

	3 weeks (15 days)

	· Team manager holds assessment check- in with worker. This may be in person or by phone. This is in addition to supervision

· Following check-in, team manager sends calendar invite to worker and copied to service manager for 10 working days time, to do final check-in and to request assessment. 

· If assessment looks to be delayed, team manager consults with service manager to discuss reasons. Service manager approves extension or requests alternative remedial action.  

· Team manager puts case note on file to confirm action taken to ensure assessment is completed on time and/or any extraordinary circumstances that require an extension (confirming the length of the extension approved by service manager). 
	Team manager



Team manager 



Team manager and service manager



Team manager






	5 weeks (25 days)

	· Worker shared draft assessment with family and makes any amendments required 

· Team manager does final check-in with worker by phone or in person.

· Team manager requests final draft assessment from worker by email, copied to service manager

· Team manager sends back any amendments/suggestions to worker within 48 hours of receipt of assessment. 
	Worker 


Team manager









	No later than 
28 days

	· Worker completes assessment on Mosaic.

	Worker

	No later than 
30 days

	· Team manager signs off assessment on Mosaic. 

	Team manager

	Daily
	· Service managers to monitor dashboard to check when their assessments are due and to liaise with team managers each day to check progress. 

	Service manager

	Every Friday
	· Service managers to review assessments waiting for sign off and follow up with relevant team managers. 

	Service manager

	Every Friday
	· Service managers to inform head of service verbally or by email of any anticipated problems with completing assessments on time and what remedial action they are taking. 

	Service manager

	As needed
	· Service managers to take responsibility for signing off assessments, and following above procedure, in the event of team manager absence (sickness or annual leave) or to ensure an alternative team manager is delegated and notified to undertake these tasks. 

	Service manager

	Fortnightly
	· Service managers to check this procedure is being followed in monthly team manager supervision and by regular dip sampling. 

· To be reviewed at SMT on a fortnightly basis to monitor improvements in timescales performance

	Service manager



SMT 



Exceptional circumstances for granting extension to assessment timescale 
· Family Availability –family holidays, family work patterns e.g can’t do initial HV for 2 weeks due to Mothers shifts etc – case note must specify exactly what this is 

· Worker Related  - to cover A/L, sickness, performance etc

· Relationship Building – to cover creative working with families, delayed engagement, far off CIN meeting date etc – case note must specify exactly what this is

· Face to Face Support Scheduled ( EHRD Only) – to allow extension to EHRD to facilitate face to Face contact.

