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Version History 
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Early Help Flowchart 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

  



Page 5 of 75 
 

Recording Contacts 
 
Contact comes through Front door 
Contacts coming through the front door in the form of Merlins, eCAF referrals and 
phone calls will be dealt with by the Screening officers who will complete the CSF 
contact record. The Early help manager in the C&F Contact team and a Social work 
manager/senior in the MASH will jointly agree thresholds and whether the case 
requires an early help or social work response.  
 
If a Contact meets the threshold for an Early help service negotiations will be held 
directly with EH managers in IEYS, Transformation team, FIF and Youth early help 
to decide which service the case should be referred to or whether the case can be 
stepped out to a universal service. For complex cases, the case will be taken to the 
Early help meeting for further discussion on the most appropriate service. 
 
Contact goes directly to IEYS, FIF, Transformation or YEH centre  
Contacts coming directly into an EH setting via self-referral or from an involved 
professional will need to be recorded by staff in the EH setting that receives the 
contact.  
  
It is essential that CSF Contact records are only completed on NEW cases, NOT 
cases that are already open and allocated to a worker in Children’s services. 
 
This means that staff in the FIF localities, IEYS Children’s centres, the Youth centres 
and the Transformation team will need to check to see if a case (a child) is already 
open and allocated to a Social worker or an Early help worker by checking on 
MOSAIC BEFORE a CSF Contact record is filled in.  
If the case is NOT allocated: the CSF Contact record (Please see page 6) and EH 
Referral decision record should be used (as for new cases into the service) 
 
If the case is ALLOCATED: you should refer the issue/request for a service to the 
allocated worker via email or phone. 
 
Request for Specialist EH service on allocated case 
All of the early help teams provide specialist multi-agency services alongside the 
traditional Family worker allocated cases which involve holistic assessment, plan and 
TAF review processes. These services can be the only service a CYP or family 
receive, or they may be provided in addition to the support provided by an allocated 
Early help worker or Social worker. 
 
If the case is NOT allocated: the CSF Contact record (Please see page 6) and EH 
Referral decision record should be used (as for new cases into the service) 
 

If the case is ALLOCATED: A form called Specialist EH service request on allocated 
case (Please see page 9) should be used.  
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Checking to see if a case is already allocated 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

An allocated 
Social worker will 
be displayed here 

An allocated EH 
family support 
worker/case manager 
will be displayed here 
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CSF Contact 
 
Contacts coming directly into an EH setting via self-referral or from an involved 
professional.  For cases where the C&F Contact team have recorded the CSF 
Contact please see page 12 
 
EH Worker 

 
 

 
 

Move your mouse 
over Start 

Click on CSF 
Contact 

Click on each section 
to fill in the contact 

As you work your way 
through each section 
click here to mark it as 
completed  
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Click on 
Action Taken  

Click 
on Add   

Select the 
next action  

Select your 
duty manager  

Click on Add 
and Close 
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Click on 
Finish 
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Request for Specialist EH service on allocated case 
 
EH Worker  

 
 

 
 

Move your mouse 
over Start 

Click 
on New 

Click on Request for 
Specialist EH service 
on allocated case 



Page 11 of 75 
 

 
 

 
 

Click on 
Action Taken  

Click 
on Add   

Fill in the 
request 
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Select Request 
completed  

Click on Add 
and Close 

Click on 
Finish 
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Early Help Referral Decision 
 
EH Manager 
The Early Help Referral Decision will be sent to your duty manager Incoming work 
folder OR if the Early Help CAF team have started the Early Help Referral Decision it 
will be assigned to your duty manager Incomplete work folder 
  

 
 

 

Click on the 
act for icon 

Click on the 
duty manager 
for your team 

Click on 
Current Work 

Click on the actions 
menu next to the Early 
Help Referral Decision 

Click on Start Work 
(or Resume Work) 
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Click on each section 
to read and fill in the 
referral  

As you work your way 
through each section 
click here to mark it as 
completed  

Click on 
Action Taken  

Click 
on Add   
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Select the 
next action  

Find the worker who 
you want to pass the 
next step to 

Click on Add 
and Close 

Click on 
Finish 
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Early Help Family Assessment 
 
EH Worker 
The Early Help Family Assessment will be in your Incoming work folder 
 

 
 

 

Click on 
Current Work 

Click on the actions menu next to 
the Early Help Family Assessment 

Click on 
Start Work 

Click on each 
section and fill in 
the assessment  
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As you work your 
way through each 
section click here to 
mark it as completed  

Click on Benchmark 
Levels of Need  

Fill in the Benchmark 
Levels of Need  

Click on 
Requests  
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Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

OR if you work for the Family 
Service select FSSW Family 
Services Team  

Click 
on Ok  

Click 
on Yes  

Click on 
the X  
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EH Manager 
The Early Help Family Assessment will be in your Incoming Requests folder. 
If you work in the Family Service the assessment will be in your team incoming 
requests. 
 

 
 

 

Click on 
Current Work 

Click on the actions menu 
next to the Early Help 
Family Assessment 

Click on 
Resume Work 

Read the assessment 
by clicking on each 
section.  Ensure to fill 
in the Managers 
comments etc  

When signing off the 
assessment please 
ensure that all forms 
have been completed 
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Click on 
Action Taken  

Click 
on Add   

Find the worker who 
you want to pass the 
next step to 

Select the 
next action  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 
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Early Help Team Around the Family (TAF) Review 
 
EH Worker 
The Early Help TAF Review will initially be in your Future work folder.  7 days before 
the review is due it will automatically move into your Incoming work folder. 
 

 
 

 

Click on 
Current Work 

Click on the actions menu next to 
the Early help Team Around The 
Family (TAF Review) 

Click on 
Start Work 

Click on each 
section and fill in 
the assessment  
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As you work your 
way through each 
section click here to 
mark it as completed  

Click on Progress 
Levels of Need  

Click on 
Requests  

Fill in the Progress 
Levels of Need  
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Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

OR if you work for the Family 
Service select FSSW Family 
Services Team  

Click 
on Ok  

Click on 
the X  

Click 
on Yes  
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EH Manager 
The Early Help TAF Review will be in your Incoming Requests folder. 
If you work in the Family Service the review will be in your team incoming requests. 

 

 
 

 
 

Click on 
Current Work 

Click on the actions menu next to 
the Early Help Team Around The 
Family (TAF) Review 

Click on 
Resume Work 

Read the review by 
clicking on each 
section.  Ensure to fill 
in the Managers 
comments etc  

When signing off the 
review please ensure 
that all forms have 
been completed  
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Click on 
Action Taken  

Click 
on Add   

Find the worker who 
you want to pass the 
next step to 

Select the 
next action  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 
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Early Help Family Closure 
 
EH worker 
The Early Help Family Closure will be in your Incoming work folder. 
 

 
 

 
 

Click on 
Current Work 

Click on the actions menu next to 
the Early Help Family Closure 

Click on 
Start Work 

Click on each 
section and fill in 
the closure  
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As you work your 
way through each 
section click here to 
mark it as completed  

Click on Progress 
Levels of Need  

Fill in the Progress 
Levels of Need  

Click on 
Requests  
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Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

OR if you work for the Family 
Service select FSSW Family 
Services Team  

Click 
on Ok  

Click on 
the X  

Click 
on Yes  
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EH Manager 
The Early Help Family Closure will be in your Incoming Requests folder. 
If you work in the Family Service the assessment will be in your team incoming 
requests. 

 

 
 

 
 

Click on 
Current Work 

Click on the actions menu 
next to the Early Help 
Family Closure 

Click on 
Resume Work 

Read the closure by 
clicking on each 
section.  Ensure to fill 
in the Managers 
comments etc  

When signing off the 
closure please ensure 
that all forms are 
completed  
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Click on 
Action Taken  

Click 
on Add   

Select the 
next action  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 
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Early Help Case and Transfer Summary 
 
The Case and Transfer summary can be used when it is necessary to transfer 
cases between Early help teams within the service (e.g. From IEYS, to FIF or 
Youth early help etc.) It can also be used as a Case summary.  It will be passed to 
you as a next action of another EH step or you can start it ad hoc. 
 
EH Worker 
 

 
 

OR 
 

 
 

Click on 
Current Work 

Click on the actions menu next to the 
Early Help Case and Transfer Summary 

Click on 
Start Work 

Move your 
mouse over Start 

Click on 
New 
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Fill in the case and 
transfer summary  

Click on 
Requests  

Click on Early Help Case 
and Transfer Summary 
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Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

OR if you work for the Family 
Service select FSSW Family 
Services Team  

Click 
on Ok  

Click 
on Yes  

Click on 
the X  
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EH Manager 
The Early Help Family Assessment will be in your Incoming Requests folder. 
If you work in the Family Service the assessment will be in your team incoming 
requests. 
 

 
 

 

Click on 
Current Work 

Click on the actions menu 
next to the Early Help 
Family Assessment 

Click on 
Resume 
Work 

Read the case and 
transfer summary.  
Ensure to fill in the 
Managers comments 
etc  
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Click on 
Action Taken  

Click 
on Add   

Find the worker who 
you want to pass the 
next step to 

Select the 
next action  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 
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Targeted Early Help Support 
 

Targeted early help support is a specific piece of focussed work undertaken by 
Family workers in teams across the early help service, when a case is already 
allocated to a social worker but an additional piece of work is required. 
Work can include: 

• Parenting work 

• Direct work with CYP 

• Intensive whole family support 

• Practical assistance 

• Budgetary management 

• Advocacy work e.g with Housing, Benefits agency, SEN etc 

• Other 
 
The Targeted Early Help Support form is used to record details of the work on an 
ongoing basis and so is kept open until intervention ends; only Finishing the step 
when the work has been completed. 
 
EH Manager 
The social worker will send the Request for Targeted Early Help Support to the 
relevant EH Duty Manager Incoming Requests  
 

 
 

Click on the 
act for icon 

Click on the 
duty manager 
for your team 
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Click on 
Resume Work  

Click on the 
Actions menu 

Read all 
sections  
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Click on 
Actions Taken  

Click on 
Add  

Select Targeted 
Early Help Support  

Find the 
EH worker  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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EH Worker 
The Targeted Early Help support will be in your Incoming work folder 

 
 

Click on 
Finish 

Click on the 
Actions menu 

Click on 
Start work 
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The first section 
should prepopulate, 
updated as required 

Click on section 
Details of family 
work required 

Read the Type of 
work and Outline of 
work required 
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The Targeted Early Help support step will need to be kept open (incomplete) for the 
duration of time that you work with the CYP.  Once you have saved the step it will 
move to your Incomplete work folder.  When you are ready to record the next 
session click on the Actions menu next to the Targeted Early Help support and 
select Resume work: 

 
 
Once all of the sessions have been recorded: 

 

Record each 
session here 

Fill in the 
Completion of work  

Click on 
Requests  

Click on section 
Agreed work to be 
completed by Early 
Help 

Clicking on Insert 
section will create 
a new section so 
that you can record 
the next session 
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Click in REQUIRED Early 
Help Manager Authorisation   

Find your 
manager  

OR if you work in the family 
service select FSSW Family 
Services Team  

Click 
on OK  

Click on 
the X 

Click 
on Yes 
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EH Manager 
The Request for Targeted Early Help Support will be in your Incoming Requests 
folder (for the Family Service it will be in your Team Incoming Requests) 
 

 
 

 
 
 
 

Click on the 
Actions Menu 

Click on 
Resume Work 

Read all of 
the sections 
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Click on 
Actions taken 

Select Early help targeted 
work completed 

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 
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Step Down to Early Help 
 
Step down can occur following an NFA Social work assessment or at a final 
CIN review meeting. 
 
EH Manager 
The Step Down to Early Help will be sent to your duty manager Incoming work folder 
  

 
 

 

Click on the 
act for icon 

Click on the 
duty manager 
for your team 

Click on 
Current Work 

Click on the actions 
menu next to the Step 
down to Early Help 

Click on 
Start Work 
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Click on each section 
to read and fill in the 
referral  

As you work your way 
through each section 
click here to mark it as 
completed  

Click on 
Action Taken  

Click 
on Add   
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Stepped down following SW CIN Review 

 
 

Or 
 

Stepped down following SW Assessment 

 
 

Select Stepped 
down following 
SW CIN Review – 
EH Assessment 
required  

Find the worker who 
you want to pass the 
next step to 

Click on Add 
and Close 

Select Stepped 
down following 
SW Assessment – 
EH TAF Review 
required  

Find the worker who 
you want to pass the 
next step to 

Click on Add 
and Close 
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Click on 
Finish 
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Step Up to the MASH team 
 
Step up can occur at any stage in the Early Help workflow 
 
EH Manager 
When signing off an Early Help step you need to select one of the following Next 
actions: 
 
CP Concerns 

 
 

OR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select MASH 
Manager 

Click on Add 
and Close 

Select Step Up to 
MASH (CP) 



Page 61 of 75 
 

No CP concerns but case still needs to be stepped up 

 
 

 
 
 
 
 
 
 
 
 
 

Click on the Step 
Up to MASH (CIN) 

Click on 
Finish 

Select MASH 
Manager 

Click on Add 
and Close 
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Triage Assessment 
 
EH Worker 
The Triage Assessment will be in your Incoming work folder 

 
 

 

Click on 
Current Work 

Click on the actions menu next to 
the Triage Assessment 

Click on 
Start Work 

Click on each 
section and fill in 
the assessment  
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As you work your 
way through each 
section click here to 
mark it as completed  

Click on Triage 
Intervention/Action Plan  

Click on each section and 
fill in the intervention/plan 
 

Click on Benchmark 
Levels of Need  
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Click on 
Requests  

Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

Click 
on Ok  

Fill in the Benchmark 
Levels of Need  
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EH Manager 
The Triage Assessment will be in your Incoming Requests folder. 
 

 
 

Click on Yes  

Click on 
Current Work 

Click on the actions menu next 
to the Triage Assessment 

Click on 
Resume Work 

Click on 
the X  
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Read the assessment 
by clicking on each 
section.  Ensure to fill 
in the Managers 
comments etc  

Click on 
Action Taken  

Click 
on Add   

When signing off the 
assessment please 
ensure that all forms 
have been completed 
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Click on 
Requests 

Click on the 
Request 

Find the worker who 
you want to pass the 
next step to 

Select Triage 
Closure  

Click on Add 
and Close 
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Click in 
Completed 

Click 
on Ok 

Click on 
Finish 
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Triage Closure 
 
EH Worker 
The Early Help Closure will be in your Incoming work folder 
 

 
 

 

Click on 
Current Work 

Click on the actions menu 
next to the Triage Closure 

Click on 
Start Work 

Click on each 
section and fill in 
the closure  
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As you work your 
way through each 
section click here to 
mark it as completed  

Click on Progress 
Levels of Need  

Fill in the Progress 
Levels of Need  

Click on 
Requests  
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Click here next to REQUIRED Early 
Help Manager Authorisation 

Find your 
manager  

Click 
on Ok  

Click 
on Yes  

Click on 
the X  
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EH Manager 
The Triage Closure will be in your Incoming Requests folder. 
 

 
 

 

Click on 
Current Work 

Click on the actions menu 
next to the Triage Closure 

Click on 
Resume Work 

Read the closure by 
clicking on each 
section.  Ensure to fill 
in the Managers 
comments etc  

When signing off the 
closure please ensure 
that all forms have 
been completed 
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Or 

Click on 
Action Taken  

Click 
on Add   

Select the 
next action  

Click on Add 
and Close 
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Click on 
Requests 

Click on the 
Request 

Click in 
Completed 

Click 
on Ok 
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Click on 
Finish 


