PROJECT WEST ASSESSMENT & CONTACT SERVICES
FAMILY TIME ASSESSMENTS AND
PROGRESS REVIEWS
Initial Enquiry Form
Use this form to make an initial enquiry about a Family Time Assessment, Progress Review or related structured observation. Project West will review the information, confirm whether the work appears suitable and advise what further information or formal referral documentation is required.
1. Enquiry details
	Type of enquiry
	☐ Family Time Assessment    ☐ Progress Review    ☐ Structured Observation    ☐ Other

	Date of enquiry
	 

	Urgency
	☐ Routine    ☐ Urgent - please explain below

	Proposed start date
	 

	Report required by
	 

	Next hearing or meeting date
	 

	Is there a court deadline?
	☐ Yes    ☐ No


If urgent, please explain why and identify any non-negotiable deadline
	________________________________________________________________________________
________________________________________________________________________________


2. Referrer details
	Name
	 

	Job title and organisation
	 

	Team / department
	 

	Email address
	 

	Telephone number
	 

	Postal address
	 

	Manager's name and contact
	 

	Purchase order required?
	☐ Yes    ☐ No    ☐ Not known


3. Child or children
Please add a separate sheet if more than three children are involved.
	Child 1
	Full name: __________________________  Date of birth: __________  Pronouns: __________

	Child 2
	Full name: __________________________  Date of birth: __________  Pronouns: __________

	Child 3
	Full name: __________________________  Date of birth: __________  Pronouns: __________

	Current placement / address
	 

	Carer or key worker
	 

	School or education setting
	 

	Communication needs
	 

	Disability, health or additional needs
	 

	Cultural, religious or identity needs
	 

	Current legal status
	 

	Child in Need plan
	☐ Yes    ☐ No    ☐ Not known

	Child Protection plan
	☐ Yes    ☐ No    ☐ Not known

	Looked After Child
	☐ Yes    ☐ No    ☐ Not known


4. Adults and significant people involved
	Adult 1
	Name: __________________  Relationship to child: ______________  Contact details: ______________

	Adult 2
	Name: __________________  Relationship to child: ______________  Contact details: ______________

	Adult 3
	Name: __________________  Relationship to child: ______________  Contact details: ______________

	Other significant people
	 

	Solicitors / Children's Guardian / Cafcass
	 

	Other agencies involved
	 

	Interpreter required?
	☐ Yes    ☐ No    Language or communication need: __________________


5. Current Family Time arrangements
	Current arrangement
	☐ Supervised    ☐ Supported    ☐ Community    ☐ Virtual    ☐ Indirect    ☐ Handover    ☐ None

	Frequency and duration
	 

	Current venue / provider
	 

	Who attends?
	 

	Transport arrangements
	 

	Current difficulties or concerns
	 


Brief history of the Family Time arrangements
Include what has been tried, what has worked, changes over time and why an assessment or review is now being requested.
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


6. Purpose and scope of the proposed work
What is Project West being asked to assess or review?
Set out the specific questions to be addressed. Avoid broad requests such as 'assess parenting' without identifying the issues and decisions the work must inform.
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


What decision will the assessment or review inform?
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


What outcomes or changes are being sought for the child or family?
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


7. Risk and safeguarding information
Please identify all known or suspected risks. An urgent safeguarding concern must be referred through the appropriate safeguarding route and must not wait for this enquiry to be reviewed.
	Domestic abuse or coercive control
	☐ Yes    ☐ No    ☐ Not known - details below

	Violence or aggression
	☐ Yes    ☐ No    ☐ Not known - details below

	Substance or alcohol concerns
	☐ Yes    ☐ No    ☐ Not known - details below

	Mental health concerns
	☐ Yes    ☐ No    ☐ Not known - details below

	Risk of self-harm or suicide
	☐ Yes    ☐ No    ☐ Not known - details below

	Abduction or removal risk
	☐ Yes    ☐ No    ☐ Not known - details below

	Sexual harm or inappropriate behaviour
	☐ Yes    ☐ No    ☐ Not known - details below

	Unsafe adults or prohibited attendees
	☐ Yes    ☐ No    ☐ Not known - details below

	Non-molestation or protective orders
	☐ Yes    ☐ No    ☐ Not known - attach copies

	Risk to staff or members of the public
	☐ Yes    ☐ No    ☐ Not known - details below

	Other significant risks
	☐ Yes    ☐ No    ☐ Not known - details below


Risk details, current safety plan and required controls
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


8. Court orders, plans and supporting documents
	Current court orders
	☐ Attached    ☐ To follow    ☐ None

	Court application or statements
	☐ Attached    ☐ To follow    ☐ None

	Current assessment or care plan
	☐ Attached    ☐ To follow    ☐ None

	Existing Family Time reports
	☐ Attached    ☐ To follow    ☐ None

	Risk assessments / safety plans
	☐ Attached    ☐ To follow    ☐ None

	Relevant professional reports
	☐ Attached    ☐ To follow    ☐ None

	Other documents
	☐ Attached    ☐ To follow    ☐ None


Documents or information still outstanding
	________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________


9. Funding and authorisation
	Who will fund the work?
	 

	Billing contact
	 

	Billing email and address
	 

	Purchase order number
	 

	Maximum authorised budget
	 

	Authorisation confirmed?
	☐ Yes    ☐ No    ☐ Pending


10. Declaration and consent
I confirm that the information supplied is accurate to the best of my knowledge and that I am authorised to make this enquiry. I understand that this is an initial enquiry and does not confirm that Project West has accepted the work, reserved dates or agreed a report deadline. Project West may request further information, individual pre-visit meetings, risk assessment material and signed agreements before work begins.
	Name
	 

	Job title / relationship
	 

	Signature
	 

	Date
	 


Submitting the form
Return the completed form and available supporting documents securely to info@projectwest.co.uk. Please do not send highly sensitive material through an insecure route. Project West will contact you after reviewing the enquiry.
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