PRIVATE & CONFIDENTIAL


	<<INSERT RECIPIENT'S NAME>>
<<Address Line 1>>
<<Address Line 2>>
<<Address Line 3>>
<<Post Code>>
	
	<<INSERT SENDER'S NAME>>
<<Address Line 1>>
<<Address Line 2>>
<<Address Line 3>>
<<Post Code>>

	
	Secure email address:
	<<INSERT>>

	
	Direct dial/ext:
	<<INSERT>>

	
	Ask for:
	<<INSERT>>

	
	Our ref:
	<<INSERT>>

	
	Date:
	<<INSERT>>


IMPORTANT- Please arrive 30 minutes before the time shown below to meet with the conference chair and read any additional reports.
Please reply even when unable to attend
Dear colleague

You, or your representative, are invited to attend a Review Child Protection Conference because it is felt that you have a significant contribution to make arising from your professional expertise, knowledge of the child or family, or both.

This Review conference is regarding the following child/children:

Name: <<INSERT>>
DOB: <<INSERT>>
Address: <<INSERT>>
Significant others (including parents, cares, grandparents or other involved adults):

<<INSERT>>
It is to be held on:

Date: <<INSERT>>  

Time: <<INSERT>>
Venue: <<INSERT>>
You are required to complete an agency-specific report for conference which can be downloaded from the Kent Safeguarding Children Board website (www.kscb.org.uk). This needs to be returned to us five days before the conference; it is your responsibility to share the report with the parents/carers at least two working days prior to the Review conference. A copy of your report will be attached to, and distributed with, the conference minutes.

During the Child Protection Conference you will be expected to contribute: 

1.
Any new information which has not been recorded within your report/s about the family and the child/ren.

2.
Your opinions with regard to what is going well for the child/ren and family, what you are worried about and any complicating factors. 

3.
To the formulation of a danger statement. 

4.
 Your recommendation about whether the child/children needs to remain subject to a Child Protection plan. 

5.
 Your opinions with regard to what needs to happen/change for the child/children to be protected from harm and to aid the formulation of Child Protection plan and core group membership or

6.
Your opinions with regards child’s needs and what further help would assist the family in responding to them, for those children not assessed as being in need of a Child Protection Plan.
To ensure that no time is lost in beginning the work, the family and professionals will be sent a copy of the Child Protection Plan within 24 hours.

If you are unable to attend it is the responsibility of your agency to provide an alternative representative who should be fully briefed. It is important that we are notified of your unavailability to attend at earliest possible opportunity to ensure we can achieve/comply with the statutory requirements for quoracy as outlined in Kent Safeguarding Children Board procedures.

Yours sincerely
<<Insert Name>>
<<Insert Title>>
Kent County Council
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