
Guidance on taking a quality contact 
 
 

 

 
1) The child's basic details, name, age, address, ethnicity, name of referrer and contact 

telephone number for referrer where possible on the contact. 
 

2) Find out where the child is and establish the current situation in relation to the child. 
For example, where the child is, who he/she is with etc. 
 

3) Find out if the case is open to a named Social Worker.  If so, transfer the call to the 
appropriate Social Worker or the Duty SW for that particular team. 
 

4) Establish if the child has ever been subject to a CAF and request details of the 
current/historic CAF assessments, plans and any subsequent review meetings. 
 

5) If the child’s details are not held on ICS obtain as much information as possible during 
your conversation.  This is especially important should the referrer terminate the call 
or where the referrer wishes to remain anonymous.  If the referrer does wish to remain 
anonymous this detail is required in a comments box, which CA advises how to 
record the detail, which CA cannot be accessed by the client. 

  
6) Ask open, closed and probing questions but refrain from interpreting what the referrer 

is saying.  Do not offer an opinion or pass any judgment. 
 

7) Record the reason for the contact in the Presenting Problem (a brief description) and in      
further details (full description) in a way that others can follow with ease. 

  
8) Take extra care with interchangeable names e.g. Mohammed Ali or Craig Owen. Record 

any aliases (AKA’s). 
 
9) Check the current address with the referrer and add any previous addresses from ICS. 
 
10) Record all dates of birth.  If not known use approximate ages or state DOB U/K. 
 
11) Refer to the people in the referral in a consistent manner.  Use their names and state 

the relationship i.e. Sarah Smith, Mother.  
 

12) Record the spoken language and means of communication (of those referred). 
 
13) At all times do not leave blanks sections on a contact.  Where the information is not 

known or can’t be obtained from the referrer, add the abbreviation unknown (U/K) 
 
14) If information has been obtained from a third party e.g. Childs’ Health, clearly state this 

on the contact 
 
15)  If the Contact is urgent, inform the MASH Manager immediately or if not available the 

relevant area team manager. 
 
16)  If in doubt consult a Social Worker for advice. 
 
 

 
 
 



 

Guidance for recording a contact on liquid logic 
 
 
 

 
 

1) Details (who, position, where, telephone number) 
 

2) Date received and time 
 
3) Presenting Problem (in bold) 
 
4) Family members (including addresses and telephone numbers) 
 
5) Other professionals involved for example GP, school etc. (include contact details) 
 
6) Identify if there is a current CAF 
 
7) Record if previous Social Care involvement, if so, when open/closed 
 
8) State if parents are aware of the contact being made to Children’s Social Care.  If not, 
 why?   If known, what was the parent’s reaction? 
 
9) Bullet point problems (please see suggested guidelines) 
 
 
Finish with ‘please see attached’…… (MARF/CAVA etc.) if from professional or summary of 
concerns raised by member of the public. 
 

 


