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Guidance Note for Notification of Concern (Appendix 4) and Request for Assistance (Appendix 4) and link to form
 

Notification of Concern or Request for Assistance Referral (MC57 App 4)

The Notification of Concern / Request for Assistance Referral form must be used in all cases where an establishment has cause for concern related to the ongoing welfare or immediate risk to a child or young person.

A copy of the Notification of Concern / Request for Assistance Referral can be accessed at the following online portal location:

www.glasgow.gov.uk/noc_rfa

Following the immediate phone call to Social Care Connect [if child/yp is unallocated] or to the child/young person’s allocated social worker, the online referral form should be completed. 

Completing the form

It is important to complete the first drop-down box and choose between: “Child Protection referral” or “Request for Assistance.”   
    
1. Core data

· Ensure this is as accurate and up to date as possible.
· Be mindful that there are more than two genders. 
· Disability/communication needs include additional learning needs.
2. Type of referral

Child Protection Referral (NOC)

· Complete the primary reason for area of concern drop down box – this should be the main reason for referral e.g. physical abuse.  
· Complete the secondary areas of concern drop down box – this should only include the current risks for the child/ young person e.g. parental alcohol misuse. 
· Provide clear, concise evidence-based synopsis of circumstances which resulted in referral.
· Say what you have seen /been told to evidence concern, e.g. child has bruising to right upper arm, child is visibly upset, parent’s speech is slurred and they are unsteady on their feet, disclosure.
· Historical information should be used to provide context but not to supplement current concerns unless still relevant e.g., parental substance use.
· Anyone referenced in the referral should have their designation noted e.g., Miss McArthur, class teacher.
· Timeframe can be important, therefore record the time of any disclosure.
· Record any actions taken prior to the referral being made, e.g., discussed at Joint Support Team.
Request for assistance referral 

· Provide clear, concise evidence-based synopsis of circumstances which resulted in referral. 
· Provide a description of the strengths and areas of concern for the family.
· Summary of relevant family background information should be included. 
· Anyone referenced in the referral should have their designation noted, e.g. Miss McArthur, class teacher.
· Reasons for support being requested for the child/ family and record any actions taken prior to the referral being made, e.g., discussed at Joint Support Team
3. Referrer details

· Provide full contact details.
4. Social Work Service details 

· Prior to submitting the referral form a discussion should have taken place with Social Work Services, either with Social Care Connect or the allocated worker.
· This form is the formal Notification of Concern referral and does not replace the discussions which should happen between agencies.
· Provide full contact details for whom you had a discussion with in Social Work Services.  
5. Agreed initial actions

· Prior to submitting the referral form a discussion should have taken place with Social Work Services.
· Record any actions agreed at the referral stage, e.g., Social Work Services will alert Police Scotland.
6. Family Details 

· Include all relevant family members, e.g., non-resident relative that is important to the child.
· Include any relevant non-family members who are important to the child/young person, e.g., a neighbour or parent’s friend.

7. Child/ Young Person’s view on referral 

· It is important that consideration is always given to discussing the referral with the child or young person. 
· The discussion and their response should be recorded. 
· If the referral has not been shared with the child/ young person, then provide an explanation why it was not appropriate to discuss it with them. (e.g. age and capacity of child)
· Please note the child / young person may disagree with the referral, however it may still need to be submitted for their safety and welfare. 
8. Parent/ carers view on referral 

· It is important that for a “request for assistance” referral that this is discussed with a parent / carer in advance of being submitted and that the discussion and their response is recorded.
· It is important that consideration is always given to discussing a Child Protection referral with a parent/ carer, and the discussion and their response is recorded.
· There will be some Child Protection situations where the referral should not be shared, as it might compromise the safety and welfare of the child. It is important to comment when the referral has not been discussed with the parent/ carer and the reasons for this.
9. Other agency involvement 

· Provide contact details for other known agencies that are supporting the child/ young person and their parents/carers. 
10. Other information

· Provide any additional information which may be useful to assist decision-making.
· Note any documents which are included with the referral.

11. Response by Social Work Services 

· Following the receipt of a referral, Social Work Services will respond by email within 2 days.
· The email will include the name of the Team Leader and any immediate actions that are being taken.

12. General

· Avoid leaving boxes blank. Use ‘N/A’ (not applicable) or ‘N/K’ (not known)
· Feedback on the progress and outcome of a referral should always be provided to the referrer.
· If feedback is not provided, the referrer should contact the relevant person in Social Work Services for information.
13. When not to share a Child Protection Referral with a family

	Child Protection Referral
	Request for Assistance Referral

	Good practice dictates that we should share referrals with parents/ carers prior to submitting them to Social Work Services, however there might be some situations whereby sharing the referral would place the child at additional risk. 

This may include the following, although it is not an inclusive list:
· Child has disclosed physical abuse by the parent/ carer
· Child has disclosed familial sexual abuse 
· Child has disclosed sensitive information in relation to being exposed to harm/ abuse within the family home
· Concerns in relation to Forced Marriage 
· When you suspect that a parent/ carer is involved in the exploitation or trafficking of their child 
· When there is a flight risk associated with the family 
· When a child or parent/ carer has disclosed abuse/ harm within the family home then this should not be shared with alleged offending parent 
	This referral should always be discussed with the family and the reasons given as to why a referral is being submitted to Social Work Services. 


If the parent/ carer doesn’t agree with the referral, then you need to consider if this is still submitted. If you feel that the concerns for the child still merit the need for a Social Work referral then the reasons for this should be clearly outlined, alongside the parent/ carer’s views. 




Social Work will take the decision on how best to proceed given all the known circumstances and determine whether an immediate child protection response is required or whether to consider a review of current care and welfare arrangements for the child or young person. 

A copy of the ‘Intimation of Notification of Concern’ (Appendix 5) must be sent to CYPSenquiries@glasgow.gov.uk within 2 days of the NOC submission.
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