Excel CAF Wheel and form
(Common Assessment Framework)
Things to consider:

· You are asking for the clients opinion

· This is a working document 

· You may need to sit with client giving an explanation of each question depending on how literate they are

What to do
· You will need a blank template copy of the CAF Wheel and the CAF form. These can be found on the Connexions Surrey web site; Within ‘Professional and practitioners’ > ‘PA Resource’  > ‘CAF Resources’ or use the following link to access directly
http://www.connexionssurrey.co.uk/content/CAF%20Form%20Template.doc
http://www.connexionssurrey.co.uk/content/CAF%20Wheel%20Template.xls
· Copy these blank template documents into your personal files
· Rename the documents with the name of the young person.
The CAF Wheel (this is an Excel spreadsheet)
· consists of 3 pages
· Page 1 = Doughnut
      Coloured doughnut, equal sized segments each of which relates to a different  area/issue to  

      be addressed.
· Page 2 = Scores  

All questions are pre-set to 8 “Nothing to be sorted”.  Segments on doughnut change size depending on which number client chooses when answering questions:

	2
	Crises that I need help with

	4
	Problems that I need to sort out

	6
	General things I am not happy about

	8
	Nothing that has to be sorted out

	10
	Positive strengths and things I feel good about


· Page 3 = Results
This clearly shows graphically the areas that either need to be addressed and areas of strength.  Can be printed off to give to client if this is requested and/or appropriate.

The CAF Form 
· consists of 8 pages and is a word document

Having completed the CAF Wheel and CAF Form you will need to copy these documents into Adapt by;

Creating a Connexions Profile Note (CPN) in YPs record

· client record

· contacts screen

· interview client

· complete as for action plan however select CPN (Connexions Profile Note) not Action Plan

· complete the CPN and save in usual way

You now need to ‘acquire’ the CAF Wheel and CAF Form onto this saved CPN document, you do this in Adapt by:
· client record

· record card

· click on Plan Document
· Click on document library

· Click on acquire document (this will take you into drives)

· highlight saved document

· change “files of type” to EXCEL

· locate the CAF Wheel document

· click on acquire (this will take a few minutes to do as is a large document)
· follow the steps above for the CAF Form document except; change “files of type” to ‘Word’
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