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eCAF Episode

This document outlines how to record and manage an eCAF Episode for a child/young person in

PROTOCOL eCAF (version 4.02).
The eCAF Episode consists of the following stages:

Starting a New ECAF Episode
Obtaining Consent

Conducting CAF Assessments

Agreeing Contributions

Recording Meetings

Re-starting a CAF Assessment
Transferring a case to ICS (if applicable)
Completing an eCAF Episode

Accessing Current and Previous eCAF Episodes

All eCAF Episodes can be accessed from the child/young persons Demographics Record. The
Important Information section on the Personal tab or the Episode History tab will list both
previous and current eCAF Episodes recorded on PROTOCOL eCAF.

1. Select the Current Episode or Previous Episode link within the Personal Tab to navigate to

the Episode Pathway

TIP: Click ““® will also display the Episode Pathway

elp

) Anakin Skywalker, =3 years [ €
@) Anakin Skywalker, =3 years () 43 (ga
Basic Demographics
LEIEW I Further Details | Relationships | Key Agencies | Episode History | Documents | Case Notes | Standalone Forms
Name & Gender Addresses Important Information
Identifier 14 Main/Home 8596 South East Street # Current episode, started 01-Nov-2010
Title from 15-0ct-2007  Leeds
e Skywalker \Lu'\sfezsst ;(I\Iol;kshlre Vulnerability Level
Forename Anakin Current Vulnerability Level Parental/Family Conflict
¥ Address History / Update Addresses
Gender : Start New Form
_ Locality
Age [ Date of Birth -
ge / Locality
Approx. DOB 15-0ct-2007 Localiy Notes )
Age = 3 years Actions
Approximzte Age  Yes Telephones + New Document
Unborn Child No » Add Contact Mumber / View Historic Numbers...
, ;
. gpdste Personal D;talfth- . Disability
end 3 message about this Person T Dot .
Other Names O Is this pe Children’s Disability Register?
v Add Other Name See Fuither Detais for disabilty detais
¥ Mark this Record as a Duplicate SEN
O Has special education needs
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The following example shows a child with a previous eCAF episode:

1y Anne Example, 10 years IIE] (T}
]

Basic Demographics @

B EIN Further Details | Relationships | Key Agencies | Episode History | Documents | Case Notes | Standalone Forms | Pre-Assessment Forms
Name & Gender Addresses Important Information
Identifier 9 Main/Home 1 Ley Street # Previous episode, from 01-Jan-2008 to 14-Oct-2010
Title from 25-Feb-2000  Iford )
Essex # Current episode, started 20-Jan-2000 {Open for more than 1 year 1)
Surname Example 162 70X
L Lili L L
IR Anne Main/Home 88 North West Street —.
Gender Female from01-1an-2000  Leads Current Vulnerabiity Level Emotional Warmth and Stability
Age / Date of Birth et vorkshire Start New Form
Actuzl DOB 01-Jan-2000 Other Contact 34 Lawns Hall Close -
Age 10 years from 20-Feb-2000 Lawnswood
Unborn Child No Leeds Actions
¥ Update Personal Details West Yorkshire * New Document
*» Send 3 message about this Person L516 BHY
» Address History [ Update Addresses
Other Names Locali
Alas Annabel Example oality,
Previous Name  Ann Bxample Localty North
*» Add Other Name FocaleyNaEes
¥ Mark this Record as a Duplicate E-Mail
E-Mail Anne.Example@anywhere.co.uk

The Episode History Tab will display both current and previous eCAF Episodes. This tab will only
be displayed once an eCAF Episode has been created

1. Select an eCAF episode from the Episode History tab to drill down to the Episode Details
tabs

)y Anne Example, 10 years @I -’\ o8 (=
Basic Demographics a &

Personal | Further Details | Relationships | Key Agencies E==hLERCIEGHN Documents | Case Motes | Standalone Forms | Pre-Assessment Forms

Episode Date End Date Episode Coordinator
01-Jan-2008 14-0ct-2010 Social Worker 1 - Liguid Test Team
20-Jan-2000 Social Worker 1 - Liguid Test Team

TIP: the Access Requests tab will only be visible to users with full access to the record.

Hermione Grainger, 4 years 7 9. =
Episode 12-Oct-2010 a8 - =

Epizode Details

Episode Details

Episode Coordinator Social Worker 1 - Liguid Test Team

Episode Date 12-0ct-2010 11:10

End Date

Status

Reason Development — Emotional & sodial development
Additional Notes 1

¥ Episode Pathway

} Update Episode

Episode Shielding

Shiglded Mo
Reason for Shielding

Consent
Restrictions Consent is ONLY available to:
Q Social Worker 1 - Liguid Test Team
¥ Update current Consent Statement
¥ New Consent Statement

Cancel Episode
The episode cannot be cancelled from this screen once the consent has been inserted

[ X N X N J
L1 Iqul idlo gic Commercially Confidential eCAF Episode Page 6 of 109




Starting a New eCAF Episode
A New eCAF Episode can only be started from the child/young person’s demographics record.

1. From the Personal tab, click New eCAF Episode

9
o

Jack Russell, =11 years
Basic Demographics

% @

LRI Further Details | Relationships | Key Agencies | Documents | Case Motes | Standalone Forms
Name & Gender Addresses Important Information Help
Identifier 21 Main/Home 1 Test Street Mone at this time. @
Title from 01-Jan-2002  Leeds
151 1A4 Start New Pre-Assessment Form
Surname Russel
Farename Jack v Address History / Update Addresses -
Gender Locality Actions
Age [ Date of Birth Locality ¥ Mew ECAF Episode
Approx. DOB 150ct-199g  Localty Notes » New Document
Age = 11 years Telephones
Approximate Age  Yes » Add Contact Number / View Historic Numbers...
Unborn Child Ho o
¥ Update Personal Details Disability . e
» Send a message about this Person [0 Does this person have a disa ?
[0 Is this person on the Children's Disability Register?
Other Names See Further Detais for disabiity detais
» Add Other Name SEN
¥ Mark this Record as a Duplicate - -
O Has special education needs

NOTE: If the demographics record does not exist on PROTOCOL eCAF then a new person record
will need to be created. For further guidance on creating new person records refer to the eCAF
Demographics User Manual.

If a current ECAF Episode exists the link to create a New ECAF Episode will not be available.

Telephones

,;;l Hermione Grainger, 4 years C’; [T} @
Basic Demographics @
Further Details | Relationships Standalone Forms nent Forms
Name & Gender Addresses Important Information Help
Identifier 5 Main/Home 34 Lawns Hall Close ¢ Current episode, started 12-Oct-2010 @
Title from 01-1an-2006  Lawnswood
Surname Grainger I':"?:sdts‘rorkshire Start New Form
Forename Hermione 1515 8HY -
Gender ;
» Addi Hista Update Add
J— ress History ( Upda resses ﬁ
e e of Bil .

Ag Locality » New Document
Actual DOB 01-Jan-2006 Tocality ~—
Age 4 years Locality Motes
Unbarn Child Mo

¥ Update Personal Details
» Send a message about this Person

¥ Add Contact Mumber | View Historic Mumbers. ..

Other Names Disability
» Add Other Mame [ Does this person have a disability?
» Mark this Record as a Duplicate [ Iz this person on the Children's Disability Register?
See Further Details for disability detais
SEN

[ Has spedal education needs

Li

idlogic

Commercially Confidential eCAF Episode

Page 7 of 109




The Begin New Episode screen will be displayed.

=t Jack Russell, =11 years €. ="
Episode LA

| Create | | Cancel | - Begin New Episode

New Episode

Start of Episode

Episode Coordinator Claire Wallace - Liquid Test Team

Episode Date 01/01/2010 (dafmmyvyyy)

Reason Developrment — Behavioural development -
Additional Notes Additional Information..... -

Vulnerability

Given your knowledge of the child, please select from the list of vulnerabilities in the picklist below

Vulnerability Level  Learning Difficulties -

1. The Episode Coordinator defaults to the user starting the new eCAF Episode
2. The Episode Date will default to the current date/time and should be amended if required

NOTE: A future Episode Date/Time can not be entered

3. Select the Reason for starting the eCAF Episode from the Reason Picklist

4. Enter any Additional Notes as required

5. Select a Vulnerability Level from the vulnerability picklist

TIP: the Vulnerability Level can only be created when starting a new episode but once created this
can be updated as required from the Further Details tab within the Demographics in order to track the
vulnerability level of a child/young person throughout the course of an eCAF episode.

6. Click Create

Fields in Red are Mandatory -

Jack Russell,=11years @ = which must be populated in
- Episode @ & & —= order to create the Episode

[ Create ] [ Cancel ] - Begin New Episode

New Episode

Start of Episode
Episode Coordinator Claire Wallace - Liquid Test Team

Episode Date
Reason
Additional Motes

Vulnerability

01/01/2010

{dd/mmyyyyy)

Development — Behavioural development

Additional Information.....

Vulnerability Level

Learning Difficulties

Given your knowledge of the child, please select from the list of vulnerabilities in the picklist below

-

TIP: If the New eCAF Episode is not required click the Cancel button.

Lig
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If any mandatory fields such as Episode Date, Reason or Additional Notes are not populated a
validation message will appear

=t Jack Russell, =11 years 7 & =
Episode a & a8 =

- Begin tew Episode

Unable to create record.
The following fields are mandatory/invalid:
Reason is mandatory

New Episode

Start of Episode
Episade Coordinator Claire Wallace - Liguid Test Team

Episode Date 01/01/2010 (dd/mmvivy)

Reason -
Additional Notes Additional Information..... o

Vulnerability

Given your knowledge of the child, please select from the list of vulnerabilities in the picklist below

Vulnerability Level  Learning Difficulties -

If all mandatory fields have been populated the new eCAF Episode will be created, and the Obtain
Consent stage displayed. Please refer to the following Obtain Consent section for further details.

- 5 Jack Russell, =11years O @ [
& Case Pathway a@/'\s &

Obtain Consent ®[1);#)

(s N LELL T | Task Details

iL : Denied New Consent Statement

Person Giving Consent

CAF Active i = = =
Assessment Episode Is the chid of the age & understanding to make his/her own dedisions? ) Yes @) No  pate of Consent
If the above answer is yes, has the child agreed to the CAF? © Yes © No Consent Date (Adimmim)
Does the person with parental responsibility agree to CAF? @) Yes @) No  Expiration Date (da/mmvy)
CAF
Assessment [] Fair Process Notice issued?
Agreeing Method of Consent -
Contributions
Person giving consent (if not the Child)

o Relationship to the child
eeting
¥ Click here to show the list of related people and select a person from that list
Further Details -
Triage -
& Click here for guidance on the Consent process

Consent Restrictions
Restrictions  Consent is ONLY available to:
& Claire Wallce - Liguid Test Team

R ) B
Episode Specify Consent Restrictions
Completed Other Details

Comments - Document Reference

o
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Obtain Consent

Consent must be granted in order to give users the ability to start a new eCAF Episode and record a

contribution to an eCAF assessment on PROTOCOL eCAF.

New Consent Statement

Once a new eCAF episode is created the Episode Co-ordinator will automatically be prompted to

obtain consent and the following screen will be displayed:

) Jack Russell, = 11 years é; a8\ (.

N Case Pathway L
Obtain Consent ®[a))#)
ok et

[ Create Record ] [ Cancel ]

Person Giving Consent

New Consent Statement

Active Is the child of the age & understanding to make his/her own decisions?
Assessment Episode
If the above answer is yes, has the child agreed to the CAF?

Does the person with parental responsibility agree to CAF?

CAF
Asgsessment

Agreeing Method of Consent -
Contributions.

Person giving consent (if not the Child)
Relationship to the child

Triage

Consent Restrictions

Meeting
- ¥ Click here to show the list of related people and select a person from that list
Further Details

@ Yes @) No  pate of Consent

) Yes ) No Consent Date
7 Yes ) No Expiration Date

[ Fair Process Notice issued?

@ Click here for guidance on the Consent process

(dd/mmvivy)
(da/mm/vyvy)

Restrictions  Consent is ONLY available to:
g Claire Wallace - Liquid Test Team
¥ Specify Consent Restrictions

Episode
Completed Other Details

LK

Comments

- Document Reference

TIP: Select the Obtain Consent task from the work tray to record the new consent details.

= No Due Date (1)

Mo Due Date | Jack Russell, & 11 years CAF Episode - Obtain Consent

1. Answer the questions under the Persons Giving Consent area

For example the following responses to the three questions posed will allow the user to continue to

the CAF assessment stage:

Person Giving Consent

Is the child of the age & understanding to make his/her own decisions? (@) Yes () No
If the above answer is yes, has the chid agreed to the CAF? @ Yes O
Does the person with parental responsibility agree to CAF? O Yes O

Mo
No

Person Giving Consent

Does the person with parental responsibility agree to CAF?

Is the child of the age & understanding to make his/her own dedisions? (7) ves (@) No
If the above answer is yes, has the chid agreed to the CAF? ) ves (O

@ Yes () No

No

Li eoe id I o g |C | Commercially Confidential
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Person Giving Consent

Is the child of the age & understanding to make his/her own decisions? @ Yes (:;. NO
If the above answer is yes, has the child agreed to the CAF? @ Yes () No
Does the person with parental responsibility agree to CAF? () Yes (@ No

Person Giving Consent

Is the child of the age & understanding to make his/her own decisions? (@) Yes () No
If the above answer is yes, has the child agreed to the CAF? @ Yes () No
Does the person with parental responsibility agree to CAF? @ Yes () No

2. Specify the Method of Consent as Verbal or Written from the picklist

Method of Consent Verbal W

NOTE: If ‘Verbal is selected the ‘must obtain written consent’ alert can be generated, and a task will
be displayed in the worktray, see example below:

| 26-Jul-2009 12:18 | [ Rosie Davis, % 3 years il Written Consent - You have entered details of Verbal Consent to the current episode. Please make... |

The ‘Written Consent’ alert is dependent on your Local Authority bespoke customer eCAF
configuration. Please consult your Liquidlogic project manager for details.

3. Record the Person giving consent (if not the child) within the appropriate text field
OR

Select the Click here to show the list of related people... link to specify a relation recorded
within PROTOCOL eCAF as the person granting consent

Person giving consent (if not the Child)

¥ Click here to show the list of relate?. |_EE::-DIE and select a person from that list

A list of recorded relationships for the child/young person will be displayed. Select the radio button
for the relation granting consent, if preferred:

Person giving consent (f not the Child) Davinia Davis
¥ Click here to hide the list of related people

(%) Mother - Davinia Davis, = 20 years

4. Enter any Further Details which are significant to the consent being given

Further Details Further Details should go here...

Li
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TIP: Select the ‘@ Click here for guidance on the Consent process

link for help regarding the consent
process. Click the Back button on the Internet Explorer toolbar to return from the Consent Guidance
to the Obtain Consent screen.

Guidance on Consent

Every CAF Episode reguires consent by the child or the parent / carer. Therefore, before you can proceed to the CAF Assessment you must provide information regarding this consent. This document describes the
various parts of the consent and the subsequent access control from the episode coordinator.

Basic Consent Information

- The first information you must input is whether it is the child or the parent giving consent. The combination of answers is validated, for instance if you select that the child cannot make hisfher own decisions then
the second option should be left blank and the consent decision belongs to the person with parental responsibility. The information on who is giving consent is mandatory. The two examples below are the options
that lead to ‘Consent Given' status and allow you to proceed to the CAF Assessment.

Option 1:

1s the child of the age & understanding to make hisfher own dedsions? (™) yeg @) No

If the above answer is yes, has the chid agreed to the CAF? O Yes O No
Does the person with parents| responsibiity agree to CAF? ® Yes O Mo
Option 2:

1s the child of the age &understanding to make hisfher own dedsions? (@ ves (0 Mo
If the above answer is yes, has the chid agreed to the CAF? @ ¥es (O Mo
Does the person with parental responsibiity agree to CAF? O Yes O Ho

- You must select the Method of Consent, i.e. if it is written or verbal. This question is mandatory.

WMethod of Consent -

If the consent is verbal, a task will be generated in your worktray to remind you to request written consent. For legal reasons it is necessary that all consent statements are provided in writing, although you are
allowed to proceed to the CAF Assessment with only verbal consent, if the child’s needs require quick action.

- If the consent is given by the person with parental responsibility, then it is mandatory that you provide the name of the person giving consent. This field is not marked in red, as it is not always mandatory, but the
validation will prevent you from creating the record unless the name is provided:

Unable to create record.

If the decision docs not biclong to the Child you must provide the name of the person giving consent

You can also add Further Details on the person giving consent, although this is not mandatory.

-You are also required to input the date of the consent, which has to be on or after the start date of the episode. Since there can be many consent statements for the same episode, if you input historical consents you
must make sura that vou are racording them in chronalosical arder._as there is validation so that a consent event cannot oracede a oreviously recorded consent event.

Enter Date Consent was given, should an expiration date be known this can also be entered and tick
box if Fair Process Notice had been issued.

Date of Consent
Consent Date  pi/01/2010 (da/mmivyyy)

Expiration Date (ddimmyyyy)
Fair Process Notice issued?

The Consent Restrictions section allows a user to specify who can and cannot access the
child/young person’s eCAF Episode on PROTOCOL eCAF. By default, access to the episode is only
available to the episode coordinator but can be updated, as required.

/Genm::tions \
1
Restrictions  Consent is ONLY available to:
Q Chire Wallace - Liquid Test Team

Wt Restrictions

Specifying Access and Restrictions

1. Click Specify Consent Restrictions

Consent Restrictions
Restrictions Consent is ONLY available to:

Q Claire Wallace - Liquid Test Team
b Specify Consent Restrictions

The following screen enables access to be specifically granted or denied to a user, department or

group. By default, access is only granted to the Episode Co-ordinator and denied to everyone else,
except those specifically granted access.

[ X N X N J
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2. To allow or deny access to an individual user, group or users or department click on Click
here to add a user or department next to the Access will be granted to: or Access will
be denied to: question, as required

Liﬁ.ﬁidlﬂglc Home Menu Profile Help Logout
| OK-RestrictAccess | [ cancel | Select Consent Access Restrictions

Configure Security Restrictions

Qf Access will be granted to: Q Socdial Worker 1 - Liguid Test Team X
Click here to add a user, department or group. ..

x Access will be denied to: Q Everyone, except those spedfically granted access in the section above.

Click here to add a user, department or group. ..

Verify security restrictions:

User to verify: G Click here to select a user. ..

The Address Book will be displayed, enabling the user to browse and select the required
user/department/group that should be granted/denied access. For further guidance on using the
Address Book, please refer to the eCAF General User Manual.

quUId |Dg 1C Home Menu Profile Help Logout
My Contacts | Allow access to User or Department
My Contacts
Manager Contacts
& EcaflUser 1 (four Manager) ECAF Team
& Al Professionals & sodal Waorker 1 {b::'T'E"-II'SEm Liquid Test Team
& Team Manager 1 (Your Supervisar) Liquid Test Team
Departments Recent Contacts
"2 all Departments @ social Worker 1 Liquid Test Team
&3 Duty Team Sodal Services
m Q Ecaf User 1 ECAF Team
@ Al Groups Q Admin Person Liquid Test Team
& Team Manager 1 Liquid Test Team
Q Panos Worker Liquid Test Team
X

Li
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5. Once the required user/group/department has been selected, click OK — Restrict Access

| OK-Restrict Access | | Cancel | Select Consent Access Restrictions

Configure Security Restrictions

J Access will be granted to: § Chire Wallace - Liquid Test Team X
& Social Worker 1 - Liguid Test Team X

Click here to add a user, department or group...

x Access will be denied to: &3} Everyone, except those specifically aranted access in the section above.
Click here to add a user or departrment...

Verify security restrictions:

User to verify: & Click here to select a user...

The Obtain Consent screen will be updated to illustrate the new security restrictions:

Consent Restrictions

Restrictions  Consent is ONLY available to:
Clhire Walhrs - Lij;l|1]i|‘| Tect Team

&cm Worker 1 - Liguid Test Team >

¥ Specify Consent Restrictions

6. Enter Comments (if required)
7. Enter Document Reference (if required)
8. Click Create Record

[ Create Record | [Reset | [ Cancel |

New Consent Statement

Person Giving Consent
Is the child of the age & understanding to make his/her own decisions? @ ves @ N0 pate of Consent

If the above answer is yes, has the child agreed to the CAF? ) Yes @ No  ConsentDate  p1/01/2010 (dd/mmyyyyy)
Does the person with parental responsibility agree to CAF? @ Yes () No Expiration Date (dd/mminay)
Fair Process Notice issued?
Method of Consent Written -
Person giving consent (if not the Child) Mary Russell
Relationship to the child Mother
* Click here to show the list of related people and select a person from that list
Further Details -

@ Click here for guidance on the Consent process
Consent Restrictions

Restrictions  Consent is ONLY available to:

£ Claire Wallace - Liguid Test Team
£ Social Worker 1 - Liquid Test Team

¥ Specify Consent Restrictions
Other Details

Comments additional information or comments here....u... ~  Document Reference

The consent statement will be saved and displayed as the Current Consent Statement for the
current episode:

Li
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Obtain Consent ®[a) #

Obtain Consent Restart History

Person Giving Consent

Current Consent Statement, 01-Jan-2010

Is the child of the age & understanding to make his/her own decisions? No Date of Consant

If the above answer is yas, has the child agreed to the CAF?

Expiration Date
Fair Process Motice issued? Yes

Method of Consent Written
Person giving consent (if not the Child) Mary Russel
Relationship to the child Mother

Further Details
@ Click here for guidance on the Consent process

Consent Restrictions

Does the person with parental responsibility agree to CAF? Yes JETEEE 2 01-Jan-2010

Restrictions  Consent is ONLY available to:

& Chire Wallace - Liquid Test Team
& social Waorker 1 - Liquid Test Team

Other Details

Comments Additional inforrmation or ¢ Docurmnent Reference
¥ View Episode Details

Restart Obtaining Consent

The current consent statement can be restarted, a new consent statement obtained, if required.

OR

1. From the Obtain Consent stage, select the Restart tab
2. Enter aninitiation date and reason and then click Start this Step

Obtain Consent ®[@) #

Obtain Consent History

|  Start this Step |

Please provide date of initiation:

01/01/2010]
Please provide reason for starting manually:

provide reasons here...... -

1. From the Episode History tab within Demographics, select the current episode:
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7y Jack Russell,=11years [ €1
&/ pacic Demographics &/ & &

Personal | Further Details | Relationships | Key Agencies [SELENCIEGLYE Documents | Case Motes | Standalone Forms

Episodes

Episode Date End Date Episode Coordinator

Status
1 01-Jan-2010

Claire Wallace - Liquid Test Team

2. From the Episode Details tab, click New Consent Statement

= Jack Russell, =11 years 1 & =
= Episode 01-Jan-2010 @ & & =

=Gl Personal Details | Activities

Involverments | Case Motes | Services

Consent | Access Reguests
Episode Details

Episode Coordinator Chire Wallace - Liguid Test Team

Episode Date 01-Jan-2010

End Date

Status

Reason

Additional Notes
» Episode Pathway
» Update Episode

Development — Behavioural development
Additional Information

Episode Shielding
Shiglded Mo
Reason for Shielding

Consent
Restrictions

Consent is ONLY available to:

£ Claire Walace - Liquid Test Team
& social Worker 1 - Liquid Test Team
b |Update current Consent Statement

¥ Mew Consent Statement

Cancel Episode

The episode cannot be canceled from this screen once the consent has been inserted

A new ‘Obtain Consent’ screen will be displayed, facilitating the user to record new details including

updating access and restrictions as required. Please refer to the earlier New Consent Statement
section in this document for details.

® o
L1 idlo gic Commercially Confidential eCAF Episode Page 16 of 109




Obtain Consent ®[a))#)

(TR I Task Details

[ Create Record ] [ Reset ] [ Cancel ]

New Consent Statement

Person Giving Consent

Assiinem E*;S[L: Is the child of the age & understanding to make his/her own decisions? = ves @ N0  pate of Consent
If the above answer is yes, has the child agreed to the CAF? @ Yes ) No Consent Date  g1/01/2010| (dd/mmyvyyy)
Does the person with parental responsbility agree to CAF? @ Yes ) Mo Expiration Date (adimmyvyvy)

CAF
Assessment [] Fair Process Notice issued?
Agreeing Method of Consent Written -

Contributions

Person aving consent (if not the Child) s Mary Russel

Relationship to the child Mother

¥ Click here to show the list of related people and select a person from that list
Further Details -

@ Click here for guidance on the Consent process
Consent Restrictions

- Restrictions  Consent is ONLY available to:

9 Claire Wallace - Liquid Test Team
& social Worker 1 - Liquid Test Team

» Specify Consent Restrictions

Other Details R i
Comments ~ oo TIP: Previous and Active
Consent Statements can be
i accessed from the list of

Previous Records.

Previous Records

1| Active CAF Episode - Obtain Consent
2 | Completed 12-Mov-2010 14:54  Current Consent Statement, 01-Jan-2010

3. Once all details are entered click Create Record
4. The PROTOCOL eCAF system will prompt the user to select the Confirm Checkbox to
confirm whether security restrictions have been modified and then click Create Record

LLETRLER [ Task Details

Unable to create record.

Please confirm that the information is correct by checking the Confirm option below

[ Create Record | [ cancel |

Person Giving Consent
Is the chid of the age & understanding to make his/her own dedsions? ) Yes @ M0  pate of Consent

If the above answer is yes, has the child agreed to the CAF? © Yes © No  ConsentDate  (1/p1/2010 (ddmmy)

Does the person with parental responsibility agree to CAF? @ Yes () No  Expiration Date darmmiyy)
[T Fair Process Notice issued?

Method of Consent Writken

Person giving consent (if not the Chid) Mrs Mary Russel

Relationship to the child Mother

* Click here to show the list of related people and select a person from that list

Further Details -

@ Click here for guidance on the Consent process
Consent Restrictions
Restrictions  Consent is ONLY available to:
& Clire Wallace - Liquid Test Team

& Social Worker 1 - Liguid Test Team
& sSocial Test Manager - Liquid Test Team

¥ Specify Consent Restrictions

Other Details
Comments . Document Reference

Please Confirm
2] Confirm
‘Security Restrictions have been modified

Li
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Updating the Consent Statement

A consent statement may need to be updated over time to reflect new consent comments expressed
by the child/young person, parents and eCAF professionals. The ‘update’ facility allows the method
of consent, further details and comments to be updated but not the consent date and to whom access
is granted or denied. If for example, Access Control Restrictions need to be changed then a ‘New
Consent Statement’ must be recorded instead.

1. Access the eCAF Episode Details tab within the current eCAF episode

TIP: Select the View Episode Details link from the Current Consent Statement screen:

Obtain Consent ®[a) #

ETETIRERIET e a®  Restart | History
............... N Current Consent Statement, 26-Jul-2009

| Consent
E Denied Person Giving Consent
' Is the child of the age & understanding to make his/her own dedsions? Mo
If the above answer is yes, has the child agreed to the CAF?
CAF Active Does the person with parental responsibility agree to CAF? Yes
Assessment Episode Method of Consent Written
Person giving consent (if not the Child) Davinia Davis
Further Details Further Details go here...

CAF @ Click here for guidance on the Consent process
Azzezzment
Agreeing Access Control

Contributions Restrictions  Access is ONLY available to:

Q Sodal Worker 1 - Liguid Test Team
Q Ecaf User 1 - ECAF Team

Meeting
Date of Consent

Consent Date  26-Jul-2009
Commente Commente can go here...

Transfer to b View EEiSE-EI$ Details
ICS

Wt

Epizode

Completed Previous Records

Description
5N Completed 26-Jul-2009 12:56  Current Consent Statement, 26-Jul-2009
Completed 26-Jul-2009 12:56  Previous Consent Statement, 20-Jul-2009 to 26-Jul-2009

OR

From the Episode History tab within Demographics, select the current episode:

L|qU|d|Dg|C Home Menu Profile Help Logout

7, Rosie Davis,=3dyears @@ 7, &
Basic Demographics

&
0!
fe

Personal | Further Details | Relationships | Key Agencies [Sslls =R g8

Episodes

Episode Date End Date Episode Coordinator

1| 26-Jul-2009 11:14 Social Worker 1 - Liquid Test Team

)

Documents

There are no documents,

XXX ] ] ) )
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2. Click Update Current Consent Statement

LIQLIIdhngC Home Menu Profile Help Logout
=t Rosie Davis,=3years @ © & =
Episode 26-Jul-2009 & & '@ —

SuhAn=r=| A Activities | Involvements | C \ Consent | Access Requests

Episode Details

Episode Coordinator Social Worker 1 - Liguid Test Team

Episode Date 26-Jul-2009 11:14

End Date

Status

Reason Development of Baby, Child or Young Person - Health
Additional Motes Additional Motes should go here...
¥ Episode Pathway
¥ Lipdate Episode

Episode shielding
Shielded Mo
Reason for Shielding

Consent

Restrictions Access is OMLY available to:

Q Social Worker 1 - Liquid Test Team
Q Ecaf User 1 - ECAF Team

¥ Update current Consent Statement
¥ Mew Consent Statement
Cancel Episode

The episode cannot be cancelled from this screen once the consent has been inserted

The current consent statement opens in an editable view to allow the user to add further details or
comments in relation to the current consent:

3. Update the Method of Consent, Further Details and Comments, as required and click Update

Update - Update Consent Statement
Update Current Consent Statement, 26-Jul-2009

Person Giving Consent

I5 the child of the age & understanding to make his/her own dedsions? Mo
If the above answer is yes, has the child agreed to the CAF?

Does the person with parental responsibility agree to CAF? ‘fes

Method of Consent

Person giving consent (if not the Child) |Davinia Davis

Further Details Further Details go here..,

Access Control

Resfrictions  Access is ONLY available to:

Q Social Worker 1 - Liquid Test Team
&3 Ecaf User 1- ECAF Team

Date of Consent
Consent Date  26-Jul-2009

Comments Comments can go here...
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The updated consent statement will be displayed on the Episode Details tab:

Rosie Davis,=3years@D ) &

Episode 26-Jul-2009 @ s &
Episode Details Invaolvements Servi Consent | Access Reguests
Episode Details
Episode Coordinator Social Worker 1 - Liguid Test Team
Episode Date 26-Jul-2009 11:14
End Date
Status
Reason Development of Baby, Child or Young Persan - Health
Additional Motes Additional Motes should go here...
¥ Episode Pathway
¥ Update Episode
Episode Shielding
Shielded Mo
Reason for Shielding
Consent
Restrictions Access is ONLY available to:

Q Social Worker 1 - Liguid Test Team
Q Ecaf User 1 - ECAF Team

¥ Update current Consent Statement

F Mew Consent Statement

Cancel Episode

The episode cannot be cancelled from this screen once the consent has been inserted

The Consent tab (within the eCAF Episode Details) will also display a history of Consent Statements:

LIQUIdIDg|C Home Menu Profile Help Logout

=t Rosie Davis,=3years®@@ &
Episode 26-Jul-2009 a & &

Episode Details Involvements oyl Access Reguests

Consent Date Ended At Entered By Comments

26-Jul-2009 Comments can go here. ..
20-Jul-2009  26-Jul-2009 Comments can go here...
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Consent Denied

If consent is not given within the New Consent Statement then the eCAF episode co-ordinator cannot
continue with the episode or complete a CAF assessment for this child/young person. The consent
denied stage would be activated.

For example, the following responses to the three questions posed will lead to the consent denied

stage:

Person Giving Consent

Is the child of the age & understanding to make his/her own decisions? (@) Yes () No
If the above answer is yes, has the chid agreed to the CAF? () Yes (@ No
Does the person with parental responsibility agree to CAF? () Yes () No

Person Giving Consent

Is the child of the age & understanding to make his/her own decisions? () yves (@) No
If the above answer is yes, has the child agreed to the CAF? () Yes () No

Does the person with parental responsibility agree to CAF? () Yes (3 No

1. Complete the new consent statement and then click Create Record

NOTE: Please refer to the earlier section on New Consent Statement for details on how to record

this.

Obtain Consent ®|[a )).#)

Die L UCEL || Task Details

[ create Record | [Redet | [ Cancel |

New Consent St='ement

Person Giving Consent Date of Consent

Is the child of the age & understanding to make his/her own decisions? = yes @ Mo  ConsentDate  p1/p1/2010 ]

If the above answer is yes, has the child agreed to the CAF? ©) Yes ) No  Expiration Date B

Does the person with parental responsibility agree to CAF? ©) Yes @ No [ Fair Process Notice issued?
Method of Consent Verbal A

Person giving consent (if not the Child) Mary Russell

Relationship to the child Mather
¥ Click here to show the list of related people and select a person from that list

[7] Can this episode be opened without consent? (emergency only)

Further Details -

@ Click here for guidance on the Consent process

Consent Restrictions

Restrictions  Consent is ONLY available to:

& Claire Wallace - Liquid Test Team
& Ecaf User 1 - ECAF Team

¥ Specify Consent Restrictions

Li

Other Details
Comments - Document Reference |
Schedule 2 Justification Code -
- Schedule 3 Justification Code -
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The Consent Denied stage is activated on the episode pathway:

Epizode Started
Obtain Consent || Consent |
| Denied |

CAF Active
Aszessment Episode

CAF
Assessment
Agreeing
Contributions

Meeting

Transfer to
Ics

Epizode
Completed

Consent Denied ®[@))#)

Consent, Denied Task Details

[ Complete Episode | [Reset | [ Cancel |

Update Episode 01-Jan-2010

Start and End Date

Episode Date

01-Jan-2010

Details of Work Carried Out

Success Rating
Parent withdrawal comments

Child withdrawal comments

Vulnerability

add details here......

| -

Reason Development of Baby, Child or Young Person - Family & social relationships
Original Reason details here.......

End Date 01/01/2010 &=

End Reason

Withdrawal Reason Code Privacy Reasons -

End Reason Consent Denied -

Final Vulnerability Level

-

Given your knowledge of the child please rate the child’s vulnerability on a scale of 1-4 using the Threshold Criteria

A Consent Denied task will also be created within the user’s worktray:

|10 Due Date | Jack Russell,

= 6 years Consent Denied

©CoNohA~WN

Enter the End Date
Select the Withdrawal Reason from the picklist
Select the End Reason from the picklist
Record any details of work carried out, if applicable

Select a Success Rating from the picklist, if applicable

Record Parental withdrawal comments, if applicable.

Record Child withdrawal comments, if applicable.

Select a Final Vulnerability Level from the picklist, if applicable

10 Click Complete Episode

Liguidlogic
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Consent Denied ®[a))7)

Consent, Denied

Task Details

Reset

[ )

Complete Episode

[ cancel |

Unrdate Episods 01 Jan-2010

Start and End Date

Episode Date

01-Jan-2010

Details of Work Carried Out

Success Rating
Parent withdrawal comments

add details here......

3: Least Successful «
Details here.....

Reason Development of Baby, Child or Young Person - Family & social relationships
Original Reason details here.......

End Date 01/01/2010 &=

End Reason

Withdrawal Reason Code Privacy Reasons -

End Reason Consent Denied hd

Child withdrawal comments

Vulnerability
Given your knowledge of the child please rate the child’s vulnerability on a scale of 1-4 using the Thrashold Criteria
Final Vulnerabilty Lavel

1 - Universal

-

The Retention Record screen will be displayed:

11. Select a Retention Code from the picklist

12. Update the Retention date, if appropriate

13. Specify the Action on Expiration from the picklist

14. Record Retention Notes and the Paper File Location and then click Finalise

[ Finalise | [ Save | [ Cancel | - create new Retention Record

The retention calculation has resulted in 3 retention record being generated.
Please make any amendments to the record below and either click Save or Finalise to confirm your changes.

Information:

Retention Record

Retention Details
Retention Status  Draft
Calculated Retention Details

Calculated Code
Calculation
Calculated Date

Child becomes 18

Retention Date is calculated to be this person's date of birth (15-Nov-2004) offset by 18 years

15-Nov-2022

Actual Retention Details

Retention Code
Retention Date

Child becomes 18
15-Mov-2022 [

Action on Expiration  Begin Purge Process

Notes

Retention Notes

Paper Files
Paper File Location

Audit

Requested By
Date Requested
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The eCAF episode will be displayed as completed, ending at the Consent Denied stage.

Episode Started
Obtain Consent i| Consent ||
1| Denied |

Consent Denied ®[@) #

Consent, Denied History

2l Personal Details | Activities | Involvements | Case Motes | Services | Consent | Access Reguests

Transfer to
ICs
Episode
Completed

Episode Details
""""""" Episode Coordinator Claire Wallace - Liquid Test Team
e Episode Date 01-Jan-2010
Active
Assessment Epiode End Date 01-Jan-2010
Success Rating 5 Least Successful
Status
e Reason Development of Baby, Child or Young Person - Family & social relationships
Assessment Additional Notes details here.......
Agreeing End Reason Consent Denied
Contributions. Details of Work Carried Qut  add details here......
Withdrawal Reason Code Privacy Reasons

Parent withdrawal comments Details here.....
» Episode Pathway

Episode

Shielded No

Reason for Shielding

Consent

Restrictions Consent is ONLY available to:

& Clire Wallace - Liquid Test Team
& Ecaf User 1 - ECAF Team

Cancel Episode
The episode cannot be cancelled from this screen once the consent has been inserted

Starting CAF Assessments

Once a Current CAF episode has been created and consent obtained and record, the Episode
Coordinator will receive a task in their work tray to Complete a CAF Assessment for the child.

Mo Due Date | Jack Russell, = 6 years

CAF Assessment - Please complete CAF Assessment for Child

NOTE: The episode coordinator is the only person that can start the CAF assessment within
PROTOCOL eCAF; however other professionals can contribute to the assessment once it has been
started by the Episode Coordinator.

1. Click on the task CAF Assessment — Please Complete CAF Assessment for Child
2. Click Start Assessment

) Jack Russell, =6years ) €. [
L= Case Pathway a@/\d &
CAF Assessment ®|[an)jiE)

Episode Started

[ I Task Details
The CAF Assessment has not been started.
i Consent

Obtain Consent — I [ T II
5 CAF 5 Active
Assessment ' Epizode
e e |

CAF
Aszsessment
Agreeing
Contributions
Meeting
Transfer to
ICS
Episode
Completed

Liguidlogic
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A CAF assessment can also be allocated to other PROTOCOL eCAF users to allow them to
contribute to the assessment.

CAF Assessment ®[a)j[2)

CAF Assessment Task Details

Mow that a CAF Assessment has begun, you must select a user, department or group who wil contribute to the Assessment.
If selecting 3 user or departtment you must allocate to them the right to access this task, and then create the assessment for them.
If selecting a group, the task wil be shown to all members of the group, but only members with appropriate access level wil be able to contribute.

You can repeat this for any number of users, departments or groups.

Create a new CAF Assessment Contribution
i Click here to select a user, department or group...

Draft CAF Assessment Contributions
No assessment contributions have been started.

TIP: To progress through a stage in the system refer to the helpful hints/tips displayed in the green
box. For example:

Mow that a CAF Assessment has begun, you must select a user, department or group who wil contribute to the Assessment.
If selecting @ user or departtment you must allocate to them the right to access this task, and then create the assessment for them.
If selecting a group, the task wil be shown to all members of the group, but only members with appropriate access level will be able to contribute.

You can repeat this for any number of users, departments or groups.

CAF Assessment Contributions

Both the episode coordinator and other active PROTOCOL eCAF users can contribute to a
child/young person’s eCAF assessment providing that they have consent.

1. Navigate to the CAF Assessment stage within the Episode Case Pathway

TIP: Click on the task CAF Assessment — Please Complete CAF Assessment for Child from the
work tray:

Mo Due Date Jack Russell, = 6 years CAF Assessment - Please complete CAF Assessment for Child

The CAF assessment contribution screen is displayed:

1. Select Click here to select a user, department or group

CAF Assessment ®[a))[E)

CAF Assessment Task Details

Mow that a CAF Assessment has begun, you must select a user, department or group who wil contribute to the Assessment.
If selecting a user or departtment you must allocate to them the right to access this task, and then create the assessment for them.
If selecting a group, the task wil be shown to all members of the group, but only members with appropriate access level will be able to contribute.

You can repeat this for any number of users, departments or groups.

Create a new CAF Assessment Contribution
Q Click here to select a user, department ar group...

Draft CAF Assessment Contributions
No assessment contributions have been started.
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2. From the Address Book, browse for and select a contributor to the CAF Assessment and
confirm this selection

"My Contacts |
My Contacts

Monager Contacts
& Clire Walace  [YVourself) Liquid Test

& Al Professionals

Departments

T All Departments

€3 Al Groups

3. Click Start to activate this Contribution to the CAF Assessment

CAF Assessment ®[a )E2)

(LU0 i Task Details

Now that a CAF Assessment has begun, you must select a user, department or group who wil contribute to the Assessment.

1f selecting a user or departtment you must allocate to them the right to access this task, and then create the assessment for them.

If selecting a group, the task will be shown to all members of the group, but only members with appropriate access level will be able to contribute.
You can repeat this for any number of users, departments or groups.

Create a new CAF Assessment Contribution
§ Claire Wallace X

Start new CAF Assessment Contribution for Claire Walgce -

Draft CAF Assessment Contributions
No assessment contributions have been started.

TIP: If starting a CAF Assessment Contribution which is assigned to yourself then the CAF Form tab
will be displayed, prompting the user to either start a new blank form (or if available, to copy forward
answers from previously completed CAF Assessments for this child/young person.):

| Ssave Changes ||  Copytootherpeople ||  Finalise Assessment ||  Cancel Assessment | | Close

Information RNl

Copy Forward

There are no previous Assessments for Jack Russell, = 6 years, so you do not have the option to copy answers forward at this time.
Click 'Start Blank' to start the new Assessment.

NOTE: Please refer to the CAF form tab section in this document for further details.

Li
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Assigning Assessment Contributions

1. Click on the task CAF Assessment — Please Complete CAF Assessment for Child from
the work tray

Mo Due Date | Jack Russell, = 6 years CAF Assessment - Please complete CAF Assessment for Child

2. Select Click here to select a user, department or group to add further PROTOCOL eCAF
users to contribute to the CAF Assessment

CAF Assessment ®[a ))E)

CAF Assessment Task Details

| All assessment contributions must be completed before this stage may be progressed on to the Agreeing Contributions stage.

Create a new CAF Assessment Contribution

Q Click here to select a user, department or group...

Draft CAF Assessment Contributions

|P 24-Mov-2010 13:10, CAF Assessment by pmorgan - Liquid Test Team (Copy Forward) [ Print ]|

3. From the Address Book, browse for and select a contributor to the CAF Assessment and
confirm this selection
4. Click Start

The following example shows the user called ‘Ecaf User 1’ has been assigned a new CAF
assessment contribution:

CAF Assessment ®| i ))[E)

CAF Assessment Task Details

| All aszessment contributions must be completed before this stage may be progressed on to the Agreeing Contributions stage.

Create a new CAF Assessment Contribution

4 EcaflUser 1 X

Start new CAF Assessment Contribution for Ecaf User 1 -

Optionally, you can send information or instructions to this contributor here:

Draft CAF Assessment Contributions

|P 26-Jul-2009 13:56, CAF Assessment by Social Worker 1 - Liquid Test Team (Assigned to You) [ Print ] |fﬂﬂ"ﬂg.*’f'$ - unabie to cance!
03-Aug-2009 10:459, CAF Assessment by Admin Person - Liquid Test Team (Assigned to Admin Person) [ Print ] fn progress - unabie fo cance!
03-Aug-2009 11:37, CAF Assessment by Panos Worker - Liquid Test Team (Copy Forward) [ Print ]

NOTE: Please refer to the following section on Granting Access to CAF Assessment Contributors

if an assessment contributor does not have access to the episode and is not listed within the current
consent statement

Li

o
idlo gic Commercially Confidential eCAF Episode Page 27 of 109




Granting Access to CAF Assessment Contributors

The eCAF Co-ordinator will not be able to start the new CAF Assessment Contribution for this person
if they do not have access to the episode, therefore access must be granted. The Grant Access
button will be displayed instead of the Start button for contributors who do not have access. In the
example below, the user ‘Admin Person’ does not have access to the CAF episode, see below:

CAF Assessment ®[w))[)

CAF Assessment Task Details

All assessment contributions must be completed before this stage may be progressed on to the Agreeing Contributions
stage.

Create a new CAF Assessment Contribution

&3 Admin Person X

User: Admin Person does not have access to this process Grant access

Draft CAF Assessment Contributions

b 26-1ul-2009 13:56, CAF Assessment by Sodial Worker 1 - Liquid Test Team (Copy Forward) [ Print ] |

1. Click the Grant Access button

Create a new CAF Assessment Contribution

& Admin Person X

User: Admin Person does not have access to this process - | Grant access

2. Select the Role and Access level for the contributor from the picklists
3. Ensure the Start date is correct and enter any further information, as required

TIP: Full, Update and Read Only access levels exist. The eCAF Coordinator will automatically be
assigned full access level.

In the example below, the current consent statement does not allow the user: ‘Admin Person’ to
access the episode therefore a new consent statement needs to be created. If the user has already
been included in the consent statement then only the role and level of access need to be specified.

4. If the contributor does not have consent, click New Consent Statement to update the
consent details and include this worker, (otherwise click Create)
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- Add Access (make sure consent statement includes worker)

New Access to Episode

Role and Effective Dates

Worker Details

Role

Access Level
Start Date i
End Date gz
[7] SensitiveService
MNational Service Category

-

Comments

Additional Access Decision

Worker & Admin Person X

Current Consent Statement

Restrictions  Consent is ONLY available to:

& Claire Wallace - Liquid Test Team

& Ecaf User 1 - ECAF Team

Team Manager 1 - Liquid Test Team
Social Worker 1 - Liguid Test Team
Super User - ECAF Team

school one - School

Mick Tester - Test Department

paul linsdell - ECAF Teamn

eCAF Admin - All Departments

e
e
e
e
e
e
e

[7] Additional Access Decision (access outside consent)?
Reason for Additional Access

&

Reason Type

Schedule 2 Justification Code
Schedule 3 Justification Code
Expiration Date

E

& Joanna Edwards - ECAF Team
& social Worker2 - Liquid Test Team
& Ecaf User 2 - ECAF Team

¥ Mew Consent Statement

5. Enter the details for the new consent statement, includi
required

NOTE: Please refer to the earlier Obtain Consent section in th

ng consent method and date as

is document.

Obtain Consent ®[@))#)

Obtain Consent Task Details

Create Record | [ Reset | [ Cancel |

Parson Giving Consent

New Consent Statement

Date of Consent

Is the child of the age & understanding to make hisfher own dedsions? = yves @
If the above answer is yes, has the child agreed to the CAF? %) Yes ©)
Does the person with parental responsibility agree to CAF? @ Yes )

Method of Consent Written
Person giving consent (if not the Chid) Mary Russel
Relationship to the child mother
¥ Click here to show the list of related people and select a person from that list

Further Details

-

A8

Consent Restrictions

[7] Can this episode be opened without consent? (emergency only)

@ Click here for guidance on the Consent process

Mo ConsentDate [n1/n2/2010] ]
Mo  Expiration Date a3
Mo [] Fair Process Motice issued?

Restrictions  Consent is ONLY available to:
& Claire Wallace - Liquid Test Team
& Ecaf User 1 - ECAF Team

+ Specify Consent Restrictions

Other Details

Comments

-

A

Docurment Reference
Schedule 2 Justification Code
Schedule 3 Justification Code

6. Click Specify Access and Restrictions

Liguidlogic
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Obtain Consent ®[a))#)

e N L | Task Details

[ createRecord | [Reset | [ Gancel |

Person Giving Consent

New Consent Statement

Date of Consent

Person giving consent (if not the Child} Mary Russel
Relationship to the child mother
} Click here to show the list of related people and select a person from that list

Consent Restrictions

Is the chid of the age & understanding to make his/her own decisions? © Yes @ Mo ConsentDate g1/02/2010| H

If the above answer is yes, has the child agreed to the CAF? © Yes ©) No  Expiration Date ]

Does the person with parental responsibiity agree to CAF? @ Yes () No [T] Fair Process Notice issued?
Method of Consent Written A

[] Can this episode be opened without consent? (emergency anly)
Further Details A

@ Click here for guidance on the Consent process

Restrictions  Consent is ONLY available to:
& Caire Wallace - Liquid Test Team

EPeatuserT=rrEn Team
¥ Specify Consent Restrictions

i il

Comments

A

Document Reference
Schedule 2 Justification Code -
Schedule 3 Justification Code -

7. Use the Click here to add a user, department or group... to grant access to additional

NOTE:

user(s) and then click OK — Restrict Access

Please refer to the Specifying Access and Restrictions section in this document for details.

Configure Security Restrictions

| OK-Restict Access | [ Cancel | Select Consent Access Restrictions

(\./‘ Access will be granted to: & Chire Wallace - Liquid Test Team X
&3 Ecaf User 1 - ECAF Team X

Click here to add a user, department or group...

3 Access will be denied to: 3 Everyone, except those specifically granted access in the section above.

Verify security restrictions:

User to verify: & Click here to select a user...

Click here to add a user or department...

8. Once the New Consent Statement has been updated click Create Record
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Obtain Consent ®[@))7)

Tk et

[ create Record | [ Reset | [ Cancel |

New Consent Statement

Person giving consent (if not the Chid) mary Russel
Relationship to the child mother
¥ Click here to show the list of related people and select a person from that list
[T] €an this episode be opened without consent? (emergency only)
Further Details -
@ Click here for guidance on the Consent process

Consent Restrictions

Person Giving Consent Date of Consent

Is the child of the age & understanding to make his/her own decisions? © Yes @ Mo Consent Date  (1/02/2010 H

If the above answer is yes, has the child agreed to the CAF? @) Yes @) No  Expiration Date [

Does the person with parental responsibility agree to CAF? @ Yes ) No [T Fair Process Notice issued?
Method of Consent Written -

Restrictions  Consent is ONLY available to:
£ Chire Wallace - Liquid Test Team
& Ecaf User 1 - ECAF Team
£ Admin Person - Liguid Test Team

} Specify Consent Restrictions

Other Details
Comments - Documnent Reference
Schedule 2 Justification Code -
- Schedule 3 Justification Code -

TIP: Ensure that the Confirm checkbox is selected before clicking Create Record

e R L a8 Task Details

Unable to create record.

Please confirm that the information is correct by checking the Confirm option below

[ Create Record ] [Reset] [ Cancel ]

New Consent Statement

Person giving consent (if not the Child} Mary Russel
Relationship to the child mother
¥ Click here to show the list of related people and select a person from that list
[T] €an this episode be opened without consent? (emergency only)
Further Details -
@ Click here for guidance on the Consent process

Consent Restrictions

Person Giving Consent Date of Consent

Is the chid of the age & understanding to make his/her own decisions? = vas @ Mo  ConsentDate  g1/02/2010 |

If the above answer is yes, has the child agreed to the CAF? © Yes @) No  Expiration Date ]

Does the person with parental responsibiity agree to CAF? @ Yes () No [7] Fair Process Notice issued?
Method of Consent Written -

Restrictions  Consent is ONLY available to:
8 Chire Wallace - Liguid Test Team
& Ecaf User 1 - ECAF Team
€ Admin Person - Liquid Test Team
¥ Specify Consent Restrictions

Other Details
Comments »  Document Reference
Schedule 2 Justification Code -
= Schedule 3 Justification Code -
Please Confirm
Confirm

|Secuﬁtv Restrictions have been modified

9. Click Start once the new Assessment Contributor has been granted access to the episode
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CAF Assessment ®[a ))i)

CAF Assessment Task Details

| All assessment contributions must be completed before this stage may be progressed on to the Agreeing Contributions stage.

Cptionally, you can send additional information or instructions to this contributor here:

-~

Create a new CAF Assessment Contribution
& Admin Person X

Start new CAF Assessment Contribution for Admin P

Draft CAF Assessment Contributions
b 24-Mov-2010 13:10, CAF Assessment by pmorgan - Liquid Test Team (Copy Forward) [ Print ]|

24-Mov-2010 13:16, CAF Assessment by ecafl - ECAF Team (Copy Forward) [ Print ]

NOTE: The assessment contributor can only begin to contribute to the assessment once the episode
co-ordinator clicks the Start button as this will generate the task in the contributor’s worktray. Each

CAF Assessment contributor will receive the following task in their worktray:

Jack Russell, = 6 years CAF Assessment - Please complete your contribution to the CAF Assessment

The list of CAF Assessment contributions will be updated indicating the status and to whom they are
assigned to, see example below:

CAF Assessment ®[a )))

CAF Assessment Task Details

| Assessment Contribution Successfully Created for Panos Worker

Create a new CAF Assessment Contribution

Q Click here to select a user...

Draft CAF Assessment Contributions

|P 26-1ul-2005 13:56, CAF Assessment by Social Waorker 1 - Liquid Test Team (Assigned to You) [ Print ]
03-Aug-2009 10:49, CAF Assessment by Admin Person - Liguid Test Team (Assigned to Admin Person) [ Print ] Jn orogress - unable fo cancef

03-Aug-2009 11:37, CAF Assessment by Panos Warker - Liquid Test Team (Copy Forward) [ Print ]

|In progress - unabie fo cance!

Completing a CAF Assessment

1. The Episode Coordinator will need to click on the CAF Assessment — Please Complete
CAF Assessment for child task from their worktray, however a person recording a
contribution to a CAF Assessment will need to click on the CAF Assessment — Please
Complete your contribution to the CAF Assessment task from their worktray

_ Task for Episode Co-ordinator

@ Mo Due Date (2) /

Jack Russell, = 6 years CAF Assessment - Please complete CAF Assessment for Child
CAF Assessment - Please complete your contribution to the CAF Assessment

No Due Date
MNo Due Date Jack Russell, =z 6 years

Task for Contributor

The CAF assessment form consists of two tabs; Information and CAF Form.

[ X N X N J
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Information Tab

The Information tab appears on all assessment forms and provides summary information specific to
the stage in the in the child’s case. For example; role of user carrying out assessment, name of user
carrying out assessment, child’s name, assessment type, assessment date and the assessment

progression audit.

| saveChanges |[  Copytootherpeople ||  Finalise Assessment | [ Cancel Assessment

] [close]

Information

Your Role in this Assessment

Security Restrictions

Assessment Dates

Your Role Lead Operator Restrictions Set Restrictions Enl
Assessment Details

Assessment Type  CAF Assessment Actions

Current Status Draft ¥ Copy Assessment to Briefcase
Service User Jack Russel, = 6 years Parent Assessment

Lead Operator Claire Wallace - Liquid Test Team

Assassment  24-Mow-2010 13:04, CAF Assessment by Claire Wallace - Liquid Test Team

Date Started 01-Feb-2010

System Audit Times

Date Completed 24-Mov-2010 13:10

Assessment Progression Audit

24-Movw-2010 13:10

Time Started 24-Nov-2010 13:10

Role Start Date End Date User

Claire Wallace

All text in a Blue font
which turns Red
when highlighted will
take you to further
information relevant
to the text

Copying a CAF Assessment to Briefcase

This is only applicable to customers using the PROTOCOL Briefcase functionality

1. From the Information tab click Copy Assessment to Briefcase and then click OK

Your Role in this Assessment

Security Restrictions

[ Save Changes ] [ Copy to other people ] [ Finalise Assessment ] [ Cancel Assessment ]
Information

Assessment Dates

Your Role Lead Operator Restrictions Set Restrictions Ehl ‘
Assessment Details

Assessment Type CAF Assessment Actions

Current Status Draft ¥ Copy Assessment to Briefcase

Service User Jack Russell, = 6 years aren men

Lead Operator Claire Wallace - Liquid Test Team

Assessment  24-Mov-2010 13:04, CAF Assessment by Claire Wallace - Liquid Test Team

Date Started 01-Feb-2010

System Audit Times

Date Completed 24-Mov-2010 13:10

Assessment Progression Audit

24-Mov-2010 13:10

Time Started 24-Mov-2010 13:10

Role Start Date End Date User

Claire Wallace

This allows the assessment to be updated remotely via the Briefcase and then uploaded to the server
once completed. Please refer to the ICS Briefcase manual for further details.
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Locking an Entire Assessment

The Information tab facilitates security restrictions to be placed on the assessment, for example, an
entire assessment can be locked from user(s) to prevent them from accessing and viewing it. The
open padlock indicates no specific security restriction is applied.

1. Click Set Restrictions on the Information tab

| SaveChanges |[  Copytootherpeople ||  Finalise Assessment | [  Cancel Assessment | [ Close |
Information
Your Role in this Assassment Security Restrictions

Your Role Lead Operator Restrictions Set Restrictions EI ‘

Assessment Details

Assessment Type  CAF Assessment Actions

Current Status Draft ¥ Copy Assessment to Briefcase
Service User Jack Russel, = 6 years Parent Assessment

Lead Operator Claire Wallace - Liquid Test Team

Assassment  24-Mow-2010 13:04, CAF Assessment by Claire Wallace - Liquid Test Team
Assessment Dates

Date Started 01-Feb-2010
Date Completed 24-Mov-2010 13:10

System Audit Times
Time Started 24-Mov-2010 13:10

Assessment Progression Audit

Role Start Date End Date User

24-Now-2010 13:10 Claire Wallace

2. To allow or deny access to an individual user, group or users or department click on Click
here to add a user or department to the right of Access with be granted to or Access will
be denied to, as required

L| q u |d | Qg 1C Home Menu Proﬁltlf‘-._,__l‘-lelp LOQ(HHE_

[ OK-RestrictAccess | [ cancel | Secure Entire Assessment

Configure Security Restrictions

(\,.//"’ Access will be granted to: Q Everyone.
Click here to add a user or department...

R Access will be denied to: Q No one.
Click here to add a user or department...

Verify security restrictions:

User to verify: Q Click here to select a user...

3. Browse for and select the user or department that should be specifically granted or denied
access from the Address Book

NOTE: For further information on using the Address Book please refer to the eCAF General Manual.

4. Once the user(s) or department have been selected click OK — Restrict Access
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LIquIdIDgH: Home Menu Profile Help Logout

[ OK-RestrictAccess | [ cancel | Secure Entire Assessment

Configure Security Restrictions

J Access will be granted to: Q Ecaf User 1 - ECAF Team X
Click here to add a user, department or group...

x Access will be denied to: Q Everyone, except those spedfically granted access in the section above.
Click here to add a user, department or group...

Verify security restrictions:

User to verify: Q Click here to select a user...

The information tab of the assessment form will be updated with a closed padlock icon indicating to
whom access is denied or restricted to:

| saveChanges |[  Copytootherpeople ||  Finalise Assessment || Cancel Assessment | [ Close |

Information QeI

Your Role in this Assessment Security Restrictions

Your Role Lead Operator Restrictions ||3date Restrictions |

Assessment Details

Assessment Type CAF Assessment Access is allowed to all, but will be denied to:
Current Status Draft §  Ecaf User 1 - ECAF Team

Service User Jack Russell, = & years

Lead Operator Claire Wallace - Liguid Test Team

Assessment Dates

Date Started 01-Feb-2010

Date Completed 24-Mov-2010 13:10
System Audit Times

Time Started 24-Nov-2010 13:10
Assessment Progression Audit

Role Start Date End Date User
24-Now-2010 13:10 Claire Wallace

Actions
¥ Copy Assessment to Briefcase

Parent Assessment
Assessment 24-Nov-2010 13:04, CAF Assessment by Chire Wallace - Liguid Test Team
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Unlocking an Entire Assessment

If you are the Lead Operator (specified on the Information Tab) of the assessment you can update the
security restrictions in place prior to finalising the assessment.

1. Click Update Restrictions on the Information tab

[ save changes |[  Copy to other people | [ Finalise Assessment | [ Cancel Assessment |
Information
Your Role in this Assessment Security Restrictions
Your Role Lead Operator Restrictions ipdate Restrictions I
Assessment Details
Assessment Type CAF Assessment Access is allowed to all, but will be denied to:
Current Status Draft @ Ecaf User 1 - ECAF Team
Service User Jack Russell, = 6 years
Lead Operator Claire Walace - Liquid Test Team
Assessment Dates
Date Started 01-Feb-2010

Date Completed 24-Mov-2010 13:10
System Audit Times

Time Started 24-MNov-2010 13:10
Assessment Progression Audit

Role Start Date End Date User

24-Nov-2010 13:10 Claire Wallace

Actions
+ Copy Assessment to Briefcase

Parent Assessment
Assessment 24-Mov-2010 13:04, CAF Assessment by Claire Wallace - Liquid Test Team

2. Click the ®* against the user/team from whom you wish to remove the security restriction from
and then click OK — Restrict Access

[ OK-Restrict Access | [ Cancel | Secure Entire Assessment

Configure Security Restrictions

J Access will be granted to: Q Everyone, except those specifically denied access in the section below.
Click here to add a user, department or group...

3K Access wil be denied to: & Ecaf User 1 - ECAF Teamn X
Click here to add a user or department...

Verify security restrictions:

User to verify: & Click here to select a user...

The information tab of the assessment form will now illustrate that the form contains no security
restrictions by showing the open padlock:

[ save Changes ||  Copytootherpeople ||  Finalise Assessment | [ Cancel Assessment |

Information STl

Your Role in this Assessment Security Restrictions
Your Role Lead Operator Restricthns | ¢t poctricions B I ‘

Assessment Details

Assassment Type  CAF Assessment Actions

Current Status Draft ¥ Copy Assessment to Briefcase

Service User Jack Russell, = 6 years Pparent Assessment

Eearlipetatoi Claire Walace - Liguid Test Team Assessment  24-Mov-2010 13:04, CAF Assessment by Claire Wallace - Liquid Test Team
Assessment Dates

Date Started 01-Feb-2010

Date Completed 24-Nov-2010 13:10

System Audit Times
Time Started 24-Nov-2010 13:10
Assessment Progression Audit

Role Start Date End Date User

24-Nov-2010 12:10 Claire Wallace

[ X N X N J
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CAF Form Tab

The CAF Form tab will display two options when starting a CAF assessment which is assigned to
you: Copy Forward Selected and Start Blank

Copy Forward Selected enables the user to copy previous assessment(s) answers into the current
assessment. Any information that is copied forward can then be amended accordingly. If a Blank
Assessment is started no previous answers are carried forward.

1. Click Start Blank
OR
Select the relevant checkboxes to specify which previous assessments to copy forward from and
then click the Copy Forward Selected button

LTE]'LTI i d | Dg 1C Home Menu Profie Help Logout

Rosie Davis, Age 3 years t?ﬁ T @ =

CAF Assessment, 16-Feb-2008 17:28 a
ielan= e\l CAF Form

Copy Forward

Before starting the Assessment you have the option to copy forward the answers from the previous 2 Assessments for Rosie Davis, Age 3 years.

® Select each of the Assessments you wish to include the answers from and click 'Copy Forward Selected'.
® Alternatively, If you DO NOT want to copy forward any answers then click 'Start Blank' to begin the Assessment afresh.

[ Copy Forward Selected ] ’ Start Blank ]

Created Assessment Started By
[] 5daysago Young Persons Service Referral Form (Monday, 11 February 2008, 21:13) Q Claire Wallace
[] 5daysago CAF Assessment (Monday, 11 February 2008, 21:13) i caire Walace

NOTE: Any sections/answers that have been copied forward from other assessments are highlighted
with a C, signifying that data has been brought in by copy forward.

LT(.q.l:l i dl ogic Home Menu Profile Help Logout

= Rosie Davis, Age 3 years @\ 28 (. =
CAF Assessment, 16 Feb-2008 17:28 0 & 4

[ Save Changes ] [ Copy to other people ] [ Finalise Assessment H ‘Cancel Assessment ] [ Close ]

Information ez}

CAF Form

Exceptional drcumstances: Significant harm to infant, chid or young person.

® Demographics

® Information Sharing

¥ Assessment Informatio
If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or
abused or is at risk of harm or abuse, you must following your local safeguarding chidren's board (LSCB) procedures as

set out in the booklet What fo do i you are Worried a Chitd 5 Being Abused (Department of Health 2003). Click on the
link below to open the Every Chid Matters Web Site.

Every Chid Matters

CAF Assessment SUmmary: Neeplees
Conclusions, Solutions and Act..| ©
® Signatures

=
¥ Services 3

+ Printable View

Other Useful Links

Clicking on the link below wil open the YOUR ORGANISATION website in a new windowy.
My Web Site
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2. Use the sections (or headings) on the left hand side to navigate to different parts of the
assessment form
3. Click Save Changes to save the assessment

Lié.l:lid | Dg IC Home Menu Profile Help Logout

Rosie Davis,3years @D ) €. .
CAF Assessment, 26-Jul-2009 13:56 Qs ‘B

[ Save Changes ] [ Copy to other people ] [ Finalise A nt ] [ Cancel A nt ] [ Clase ]

Information [RECNEE]

CAF Form

@ Information Sharing

® Assessment Information ™

W Services

CAF Assessment Summary: Needs ...

Exceptional circumstances: Significant harm to infant, child or young person

If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or abused or is at risk
of harm or abuse, you must follow your local safeguarding children's board (LSCB) procedures as set outin the booklet 1¥#haf fo do if pour
are Worried 2 Child is Being Abused (Department of Health 2003).

Condlusions, Solutions and Act...

=

® Signatures

Click on the link below to open the Every Child Matters Web Site
} Printable View
Every Child Matters

Other Useful Links

Clicking on the link below will open the YOUR ORGANISATION website in a new window.
My Web Site

TIP: The assessment will remain as an open task on the home page until it is finalised.

4. Click on the CAF Assessment — Please complete your contribution to the CAF Assessment
task description from the worktray to return to a CAF Assessment in progress

| 26-1ul-2009 13:56 I [EI Rosie Davis, = 3 years CAF Assessment - Please complete your contribution to the CAF Assessment |

The assessment will be displayed on screen will all information previous saved:

Lic.l.ﬁid |Og I1C Home Menu Profile Help Logout
=t i is, = ) $ =
= Rosie Davis, = 3 years @I a 2; (7 =

CAF Assessment, 26-Jul-2009 13:56

[ Save Changes ] [ Copy to other people ] [ Finalise nt ] [ Cancel nt ] [ Close ]

i UEL L CAF Form

CAF Form

@ Information Sharing

® Assessment Information

® Services Exceptional circumstances: Significant harm to infant, child or young person

CAF Assessment Summary: Meeds ... If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or abused or is at risk
of harm or abuse, you must follow your local safeguarding children's board (LSCE) procedures as set out in the booklet st fo db i pou

are Wormied 2 Child is Being Abused (Department of Health 2003).

Condusions, Solutions and Act...

® Signatures

Click an the link below to open the Every Child Matters Web Site
¥ Printable View
Every Child Matters

Other Useful Links

Clicking on the link below will apen the YOUR ORGANISATION website in a new window.
My Web Site
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Locking Assessment Questions

In addition to securing an entire assessment the user also has the ability to secure individual answers
within the assessment form. This will hide the answers to the selected questions from the specified
individuals, teams, groups or departments who have been denied access

1. Click the Padlock Icon, found on the right-hand side of the question you wish to restrict
access to

Information [EeGiazvi]

CAF Form
® Demographics
® Information Sharing

1. Development of the unborn baby, infant, child or young person

8 Assessment Information 1a. Health
® Services ;
CAF Assessment Summary: Needs ... General Health information regarding James's health would go here.....

10 1. Development of the unborn ...

® 2. Parents and Carers

Physical development

® 3. Family and Environmental
Conclusions, Solutions and Act...
@ Signatures

| ¥1] %] | | 4| 1] <l = 9] Al <

Speech, language and @ B @

communication.
F Printable Viewr

2. To allow or deny access to an individual user, group or users or department click on Click

here to add a user or department to the right of Access with be granted to or Access will
be denied to, as required

LIqLIIdng |C Home Menu Profie Help Logout

[ OK-RestrictAccess | [ Cancel | Child's Needs

Configure Security Restrictions

J Access wil be granted to: Q Everyone.
Click here to add a user or department...

R Access wil be denied to: Q No one.
Click here to add a user or department...

Verify security restrictions:

User to verify: Q Click here to select a user...

3. Browse for and select the user or department that should be specifically granted or denied
access from the Address Book

NOTE: For further information on using the Address Book please refer to the eCAF General Manual.
4. Once the user(s) or department have been selected click OK — Restrict Access

The question on the assessment form will now have a closed padlock indicating that security
restrictions have been applied:

Information

CAF Form =
® Demographics = 1. Development of the unborn baby, infant, child or young person
® Information Sharing =
® Assessment Information E 1a. Health
® Services =
CAF Assessment Summary: Needs ... E

=

O 1. Development of the unborn ... ¥

General Health information regarding James's health would go here.....
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In this example, if the user (eCAF User 2) with a security restriction against them needs to view the
answer to the restricted question they will be unable to do so as it will appear blank:

Information [eCIEeli)|

CAF Form
® Demographics | ‘Warning: This Assessment is not finalised and is therefore subject to changes. |
a B B
o Sharng__ 1. Development of the unborn baby, infant, child or young person
@ Services
CAF Assessment Summary: Needs ... 1a. Health
10 1. Development of the unborn ... General Health v @
® 2. Parents and Carers
® 3. Family and Environmental Physical development &
Conclusions, Solutions and Act... Speech, language and @
® Signatures communication.

D (OmiEl 2= 1b. Emotional and Social Development

NOTE: The * (blue asterix) will indicate to the restricted user that the actual question has been
answered by a professional, simply hover over the * to identify the user whom answered the

guestion. Only the Lead Operator of the assessment can update/remove the security restrictions
placed on questions.

Unlocking Assessment Questions

If you are the Lead Operator of the assessment you can update/remove the security restrictions in
place prior to finalising the assessment.

1. Click the Closed Padlock Icon against the question you want to unlock

Information [eGTZli]

CAF Form
8 Demographics
® Information Sharing

1. Development of the unborn baby, infant, child or young person

® Assessment Information 1a. Health
® Services I Health inf i di 's health Id go hi
CAF Assessment Summary: Needs ... General Hea information regarding James's health would go here.....

1 1. Development of the unborn ... ®

® 2. Parents and Carers

Physical development

® 3. Family and Environmental
Conclusions, Solutions and Act...
® Signatures

<] ¥l <A 1| | 4] 0] %l | 4] <

Speech, language and @ B @
communication.
F Printable View

2. Click the ™ against the user, group or department the restriction will be removed from and then
click OK — Restrict Access

The question on the assessment form will now illustrate that the question contains no security
restrictions by showing the open padlock.

NI CAF Form

CAF Form [
® Demographics = 1. Development of the unborn baby, infant, child or young person
® Information Sharing =
8 Assessment Information = 1a. Health
® Services = - = : = y = N
CAF Assessment Summary: Neads ... E General Health information regarding James's health would go here..... b &
O 1. Development of the unborn ... ¥ B
® 2. Parents and Carers
® 3. Famiy and Environmental E Fhysical development @ B @
Conclusions, Solutions and Act... =
® Sgnatures E Speech, language and ‘E B @
communication.
F Printable View
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Comments

Most of the fields within the assessment forms allow additional comments to be added. More than
one comment can be added to any one question.

1. Click on the = icon to the right of the question that you want to add the comment to

Tl CAF Form

CAF Form

@ Demographics

® Information Sharing

® Assessment Information
® Services

01 2. Parents and Carers

® 3. Family and Environmental
Conclusions, Solutions and Act...
@ Signatures

CAF Assessment Summary: Needs ...
® 1. Development of the unborn ...

EEEEEEE

=

F Printable View

2. Parents and Carers

2a. Basic Care, Ensuring Safety and Protection

6@

2b. Emotional Warmth and Stability

Gde

2c. Guidance, Boundaries and Stimulation

6@

2. Enter comment details in the comments box displayed under the selected question

Information [eESEel]

CAF Form
& Demographics
@& Information Sharing
® Assessment Information
® Services
CAF Assessment Summary: Needs ...
® 1. Development of the unborn ... *

O 2. Parents and Carers

® 3. Family and Environmental
@ Condusions, Solutions and Act...
® Signatures

F Printable View

|91 ] %] 2 % % <

Bk

2. Parents and Carers

2a. Basic Care, Ensuring Safety and Protection

WhHE

2b. Emotional Warmth and Stability

The child has no stable famiy home.....

5@

o, Comment From:

Delete Comment

Comment:
printed,...

specific comments would go here but wil not be

2c. Guidance, Boundaries and Stimulation

WG &

Deleting Comments from an Assessment

1. Select Delete Comment from within the comment box

2b. Emotional Warmth and Stability

The child has no stable family home.....

TEHEe

%] Comment From:

Delete Comment

Comment:
printed}...

specific comments would go here but wil not be
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Viewing Help Text

Most of the questions/fields within the CAF assessment form have help text available to view

1. Hover the mouse over the @ Icon to display the guidance on screen for a few seconds

Information edigzel]

CAF Form

® Demographics 2. Parents and Carers

® Information Sharing

® Assessment Information 2a. Basic Care, Ensuring Safety and Protection
® Services

© CAF Assessment Summary: Needs ...

‘ HEE

® 1. Development of the unborn ... *

O 2. Parents and Carers =

® 3. Famiy and Environmental 2b. Emotional Warmth and Stability
© Condusions, Solutions and Act... "
# Sgnatures The chid has no stable family home..... CoAey %

Stable, affecti stimulating famiy environment
» Printable View praise and encouragement
Pr— . . - secure attachments
2c. and [frequency of house, school, employment moves

‘ ‘@B@

TIP: Alternatively click the @ Icon to view the help text on a full screen

LlCII..IIdngIC Return To Form

Guidance Notes

Stable, affectionate, stimulating famity environment
praise and encouragement

secure attachments

frequency of house, school, employment moves

2. Click Return to Form after viewing the help text to return to the assessment.

Printable View

A printable view of the assessment is accessible from the CAF Form tab, located below the sections
(or headings) on the left hand side.

1. Click Printable View ensuring that the assessment has been saved first

Ll.l-q-l:lid |Og IC Home Menu Profile Help Logout

James Baines, Age 7 years () &1 |

CAF Assessment, 16-Feb-2008 16:37 s/ @

[ Save Changes ][ Copy to other people ][ Finalise Assessment H (Cancel Assessment ] [ Close I

Information eCYEe]

CAF Form
® Demographics 2. Parents and Carers
® Information Sharing
® Assessment Information 2a. Basic Care, Ensuring Safety and Protection
® Services HEe
CAF Assessment Summary: Needs ...

® 1. Development of the unborn ... *

0 2. Parents and Carers ¥ =

® 3. Famiy and Environmental 2b. Emotional Warmth and Stability
Condusions, Solutions and Act...
® Sgnatures The child has no stable famiy home..... E @ B @

: ¥ Printable View )
2¢. Guidance, Boundaries and Stimulation
EHE @
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2. The following prompt will appear if you have not saved the changes in your CAF assessment

Windows Internet Explorer

_!5 Please save your changes before printing this form.

3. Click OK and then click Save Changes before clicking Printable View link again

James Baines, Age 7 years ) €. =
= _CAF Assessment, 16-Feb-2008 16:37 & =
|
[ Save Changes }[ Copy to other people ] [ Finalise it H Cancel Assessment I l Close I ‘ A Successfully Saved.|
CAF Form
CAF Form
® Demographics 2. Parents and Carers
® Information Sharing
® Assessment Information 2a. Basic Care, Ensuring Safety and Protection
® Services
CAF Assessment Summary: Needs ... HhHe
® 1. Development of the unborn ... *
1 2. Parents and Carers =
® 3. Famiy and Environmental 2b. Emotional Warmth and Stability
& Cond , Soluti d Act...
S;’;::jzss wonsan The child has no stable family home..... * ) B @
} Printable View
2c. Guidance, Boundaries and Stimulation
wWhH@
The following printing options are displayed:
LE LN
L|q|_||d|Dg|C Return To Form
Configure Printable Style of Assessment
[] Use Large Font
] Print Landscape (remember to manually change the printers paper orientation to landscape)

] Print For Paper Form Fil

Configure What to Print

Print Service User Details
Print Guidance Notes

Configure Sections to Print

(] Print Current Heading Only
[] select Headings to Print

[ Cancel ] [ Print Assessment ]

Li
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4. Select the Use Large Font check box to print the assessment in a large font and then click Print
Assessment

Configure Printable Style of Assessment

Use Large Font
] Print Landscape (remember to manually change the printers paper orientation to landscape)

[] Print For Paper Form Fill

Configure What to Print

Print Service User Details
Print Guidance Notes

Configure Sections to Print

[] Print Current Heading Cnly
[] select Headings to Print

[ Cancel ] [ Print Assessment ]

TIP: From the Printable View, use the Small, Medium, Large and Largest buttons to toggle the font
size:

X Close Frintable View | Landscape | Small Medium Largest | » Print page now

5. Select the Print Landscape check box and click Print Assessment to print a form in a
landscape format

NOTE: If the landscape format is chosen you will need to change you printer’s paper orientation to
landscape.

Configure Printable Style of Assessment

[] Use Large Font

| Pri pe (remember to manually change the printers paper orientation to landscape)
[+] Print Landsca )
[] Print For Paper Form Fil

Configure What to Print

Print Service User Details
Print Guidance Notes

Configure Sections to Print

[] Print Current Heading Only
[] select Headings ta Print

[ Cancel ] [ Print Assessment ]

TIP: Use the Portrait or Landscape Orientation buttons to toggle this setting

X Close Printable View | Landscape | Small Medium Largest | * Print page now

Li
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6. Select the Print for Paper Form Fill check box to increase the size of text boxes in the printable
output to facilitate more room if completing this form using a paper-based copy and click Print
Assessment

Configure Printable Style of Assessment

[] Use Large Fant

all
g

[ Frint Landscape (remember to manually change the printers paper orientat
Print For Paper Form Fill

Configure What to Print

Print Service User Details
Print Guidance Notes

Configure Sections to Print

[] Print Current Heading Only
[] select Headings to Print

[ Cancel ] [ Pririt Assessment ]

The example below shows the increased text box size allowing more room for paper based
annotations:

Date of Consent

Consent Date 16-Feb-2008

Comments

Assessment Information

What has led to this unborn infant,
child, young person being assessed?

Details of parents/carers/others

[There are no current relationships.
Current family and home situation

IThere are no current relationships.
Current family and home situation

Details of Key Agencies
IThere are no current key agencies.

Others present at assessment

Li
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The Print Service User Details printable view option will automatically display the child/young
person’s basic demographic details on the printable view.

Details of Jim Davis, & 1 year
Family Name Diavis Given Names Jim
Approx. DOB 15-Jul-2008 Gender Male
Ethnicity Primary Language
Primary Address 1 Selby Road Telephone

Leeds -

West Yorkshire Mobile

This option will be selected by default but can be disabled before clicking Print Assessment if
required:

Configure What to Print

Print Service User Details
Print Guidance Notes

The Print Guidance Notes printable view option will include any instructions and guidance notes

within the printed output. This option will be selected by default but can be disabled before clicking
Print Assessment if required:

Configure What to Print

Print Service User Details
Print Guidance Notes

A user can also specify which particular sections of the assessment they wish to print.

7. Select the Print Current Heading Only checkbox from the Printable View options and then click
Print Assessment to ensure that only the selected section of the form, (i.e. the section on the left
highlighted in blue) will appear on the printed output

Configure Sections to Print

Print Current Heading Only
[] Select Headings to Print

[Cancel ] [ Print Assessment ]

For example; the user may only wish to print the selected section ‘Family and Environmental’ from the
CAF assessment.

Home Menu Profile Help Logout

James Baines, Age 7 years ) fu @

= CAF Assessment, 16-Feb-2008 16:37 @

[ Save Changes ][ Copy to other people ][ Finalise Assessment ][ Cancel Assessment ] [C)ose]

Information eCISzvin]

CAF Form =
® Demographics = 3. Family and Environmental
® Information sharing =
@ Assessment Information = 3a. Family History, Functioning and Well-Being
® Services E
CAF Assessment Summary: Needs ... E @ B @
® 1. Development of the unborn ... * E
® 2. Parents and Carers * =
10 3. Family and Environmental |- 3b. Wider Family
Conclusions, Solutions and Act... =
® Signatures = wE@
+ Printable View
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Alternatively from the Printable View options choose the Select Headings to Print check box.
This will allow the user to select individual sections of the form they wish to print instead of the
entire assessment

Use the checkboxes to specify which sections of the assessment to print and then click the Print
Assessment button

Configure Printable Style of Assessment

[] Use Large Font
[] Print Landscape (remember to manually change the printers paper orientation to landscape)
[] Print For Paper Form Fill

Configure What to Print

Print Service User Details
Print Guidance Notes

Configure Sections to Print

[] Print Current Heading Only
Select Headings to Print
[] CAF Form
[] Information Sharing
[] Assessment Information
[] Services
CAF Assessment Summary: Needs and Strengths
1. Development of the unborn baby, infant, child or young person
[] 2. Parents and Carers
[] 3. Family and Environmental
[] Condusions, Solutions and Actions
[] Conclusions
Comments and Consent
[] Signatures

Li
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Copy to Other People

If appropriate, the CAF Assessment can be copied sideways to siblings of the child in question.

1. Click Copy to Other People

LTE]-I:lidIDQ 1C Home Menu Profile Help Logout

James Baines, Age 7 years | ¢ @ =
2 CAF Assessment, 16-Feb-2008 16:37 L T | 2

[ Save Changes H Copy to pther people ” Finalise Assessment ” Cancel Assessment ] I Close ]
o

Information [eCtgzin!

CAF Form

® Demographics

® Information Sharing

® Assessment Information
@ Services

=]
= Conclusions
=
=
=
CAF Assessment Summary: Needs ... * [
i
=
e
=
]

MNow the assessment is completed you need to record conclusions , solutions and actions. Work with the baby, chid or young person
and/or parent or carer, and take account of their ideas, solutions and goals.

Condlusions, Solutions and Act... What are your conclusions?
O Condlusions ¥

@ Action Plan

@ Comments and Consent

® Signatures

(For example strengths, no additional needs, additional needs. complex needs, risk of seff harm to seff or others)

record of conclusions , solutions and actions. Work with the baby, child or young 4 ‘E B
person and/or parent or Carer, and take account of their ideas, solutions and
goals.

F Printable View

The following prompt will appear

Windows Internet Explorer

\:_’ / Please confirm you wish to Copy to other people?

(o J[ o ]

2. Click OK to confirm your action and to continue with copying the assessment to other

people/siblings. Alternatively, click Cancel to return to the original child’s assessment without
copying to other people

NOTE: the sibling must be recorded within the Relationships tab of the child/young person’s
demographic record to facilitate this. The sibling(s) must also have a current eCAF episode and the
episode co-ordinator should have started the CAF assessment.

3. Click Copy for each of the relevant children
4. Click OK to confirm your action when prompted

LIqUIdIDg IC Home Menu Profile Help Logout

James Baines, Age 7 years ) & @ B
Z CAF Assessment, 16-Feb-2008 16:37 &'\s :

‘ Copy Forward Assessment to Family Members: Click [Copy] to copy forward the current assessment against a relevant family member from the list below.

Relationship Name Age Episode Assessment Action

Half-Brother  Jerry Carter = 2 years No Current Episode  No Episode.

Sister Jenny Baines 15 years Current Episode  Assessment Initiated --(:Om,r
Status: Open to Agencies

[ Copy Assessments Completed ]

Every time the Copy button is selected a new contribution will be created. Additional information
regarding the assessment for the other children will show as a warning. The warning highlights that
the original child’s assessment contribution is assign to the current user and as a result of choosing to

[ X N X N J
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copy that assessment over to other children, the other children’s assessments will be sent to the
same user and the necessary tasks generated.

LIC]UIdng IC Home Menu Profile Help Logout

James Baines, Age 7 years @&
CAF Assessment, 16-Feb-2008 16:37

&
o’
&

Copy Forward Assessment to Family Members: Click [Copy] to copy forward the current assessment against a relevant family member from the list below.

Relationship Name Age Episode Assessment Action
Half-Brother  Jerry Carter = 2 years MNo Current Episode No Episode.
Sister Jenny Baines 15 years Current Episode  Assessment Initiated

Status: Open to Agencies
WARNING: A contribution assigned to you already exists.
Copying will create a new contribution

| Copy Assessments Completed |

5. Once the assessment has been copied to any other children select Copy Assessments
Completed and click OK to confirm

Windows Internet Explorer [Z|

\'l:) Please confirm - all assessments copied?

I oK l ’ Cancel l

You will then be returned to the original child’'s CAF Assessment

Llla.l:lid | ogic Home Menu Profile Help Logout

James Baines, Age 7 years | &

CAF Assessment, 16-Feb-2008 16:37 a@ ’tﬂ
I Save Changes ] [ Copy to other people ] [ Finalise Assessment I [ Cancel Assessment I I Close I
Information [EeLzl
CAF Form
® Demographics Conclusions
® Information Sharing
» Assessment Information Now the assessment is completed you need to record condusions , solutions and actions. Work with the baby, child or young person
and/or parent or carer, and take account of their ideas, solutions and goals.
B Services
CAF Assessment Summary: Needs ... ™
Conclusions, Solutions and Act... What are your conclusions?
(1 Conclusions ®
- COCIUSD“ = (For example strengths, no additional needs, additional needs. complex needs, risk of selff harm to seff or others)
® Action Plan
® Comments and Consent record of conclusions , solutions and actions. Work with the baby, chid or young | * 58] (5
@& Signatures person and/or parent or Carer, and take account of their ideas, solutions and
goals.

¥ Printable View

New tasks will appear in your work tray in relation to the children the CAF assessment was copied to.

(= James Baines, Age 7 years (1)

Mo Due Date | James Baines, Age 7 years CAF Assessment - Please complete your contribution to the CAF Assessment

= Jenny Baines, Age 15 years (2)

No Due Date Jenny Baines, Age 15 years CAF Assessment - Please complete CAF Assessment for Chid
Mo Due Date Jenny Baines, Age 15 years CAF Assessment - Please complete your contribution to the Multi Agency CAF
Assessment

NOTE: The episode coordinator for the other children will receive the following two tasks:

= Jenny Baines, Age 15 years (2)

No Due Date Jenny Baines, Age 15 years CAF Assessment - Please complete CAF Assessment for Child
No Due Date Jenny Baines, Age 15 years CAF Assessment - Please complete your contribution to the Multi Agency CAF
Assessment

[ X N X N J
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If you are not the episode coordinator but have access to the episode under the current consent
statement then you will only have the following task:

No Due Date Jenny Baines, Age 15 years CAF Assessment - Please complete your contribution to the Multi Agency CAF
Assessment

6. Select the task ‘CAF Assessment — Please complete your contribution to the Multi Agency
CAF Assessment’ for the child the original assessment was copied to

The CAF Assessment for the child is displayed with answers copied from the sibling’s assessment
indicated with a =. Although answers have been copied across the information can be amended.

quuld IClg 1C Home Menu Profile Help Logout
Jenny Baines, Age 15 years ) ¢ o =
: CAF Assessment, 17-Feb-2008 12:02 a'\s :
[ Save Changes ] [ Copy to other people ] [ Finalise Assessment ] [ Cancel Assessment ] [ Close ]
CAF Form
® Demographics 1. Development of the unborn baby, infant, child or young person
® Information Sharing
® Assessment Information 1a. Health
® Services =
CAF Assessment Summary: Needs ... General Heafth information regarding James's health would go here..... @ S @
0 1. Development of the unborn ... =
® 2. Parents and Carers © ) - - o
® 3. Famiy and Envranmental Physical development more information here..... @ B @
Conclusions, Solutions and Act... ©
® Signatures Speech, language and @ B @
communication.
* Printable View
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Cancel Assessment

The facility to cancel assessments is only available to assessment contributors, an assessment can
be cancelled at any time prior to being finalised, for example if started in error. The episode
coordinator will not have the option to cancel the entire CAF episode for the child/young person.

1. Click Cancel Assessment

Home Menu Profile Help Logout

Jim Davis, = 1 year c’; ec G

CAF Assessment

( saveChanges ][ Copytootherpeople | [ Finalise Assessment | Cancel Assessment _ | IC\nse

CAF Form

® Information Sharing CAF Form

# Assessment Information *

& Services Exceptional circumstances: Significant harm to infant, child or young person

@ CAF Assessment Summary: Needs ... * If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or abused or is at risk of harm or abuse, you must follow your local
@ Conclusions, Solutions and Act... * safeguarding children's board (LSCE) procedures as set outin the booklet Wzt to do if you are Worried 2 Child is Being Abused (Department of Health 2003).

® Signatures Click on the link below to open the Every Child Matters Web Site
¥ Printable View Every Child Matters

Other Useful Links

Clicking on the link below will open the YOUR ORGANISATION website in a new window.
My Web Site

2. Enter Cancellation Date and Reasons and click Confirm Cancellation and then OK

TIP: Click Back to Assessment if you no longer wish to cancel the assessment

qul_lldlﬂglc Home Menu Profile Help Logout

[ Confirm Cancellation ] [ Back to Assessment ]

CAF Form

Cancellation Details
Cancellation Date  |p4-Aug-2009 12:15 |

Jim Davis,=1year & =n
CAF Assessment @ @ t‘& !

Cancellation Reason |-ancellation Reasons should go here.. |

This will also remove the CAF assessment contribution task from the work tray.

o
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Finalise Assessment

Each CAF Assessment contribution form must be finalised (or cancelled) by each assigned
contributor in order to allow the Episode Coordinator to progress to the next stage in the process.
The following example shows four contributions to the CAF Assessment. Only one these
contributions have been completed, the remaining three are still in progress or not started:

NOTE: If the Episode Coordinator is the only user who is recording contributions to the CAF
Assessment they must finalise their contribution before they are able to progress to the next stage.

Liéil:lid | Qg IC Home Menu Profile Help Logout

/ Rosie Davis,<3years @@ O € [ -
- Case Pathway &\ &/\&

CAF Assessment ®[@))B)
Epizode Started
CAF Assessment Task Details
| All assessment contributions must be completed before this stage may be progressed on to the Agreeing Contributions stage.
Obtain Consent Conzent
Denied . .
Create a new CAF Assessment Contribution
P N 3 Click here to select a user...
: CAF 1 Active ot
1 Draft CAF Assessment Contributions
|| Assessment ' Epizode
E_ . » 265-Jul-2009 13:56, CAF A nt by Social Worker 1 - Liquid Test Team {Assigned to You) [ Print ] |Inp’og.\’es:s‘ - unable fo cancel
03-Aug-2009 11:37, CAF Assessment by Panos Worker - Liquid Test Team (Copy Forward) [ Print ]
CAF 04-Aug-2009 12:11, CAF Assessment by Admin Person - Liguid Test Team (Assigned to Admin Person) [ Print] Jn progress - unable fo cance!
Assessment
Agresing C leted CAF A t Contributions
Contributions 01-Aug-2003, CAF Assessment by Admin Person - Liquid Test Team {Completed) [ Print ]
Meeting
Tranzfer to
IcS
Epizode
Completed

1. Click Finalise Assessment and then OK to confirm

LIC]UIC“OgIC Home Menu Profile Help Logout

Jim Davis, = 1 year t’g (T @

CAF Assessment L]
[ Save Changes ] [ Copy to other people ] [ Finalise Assessment ] [ Cancel A nt ] [ Close ]
Information [ReGEIEEI]

CAF Form

Exceptional circumstances: Significant harm to infant, child or young person

® Information Sharing

® Assessment Information *"

& Services

CAF Aszessment Summary: Needs ...
Conclusions, Solutions and Act... *

*
If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or

abused or is at risk of harm or abuse, you must follow your local safeguarding children's board (LSCB) procedures as
set outin the booklet st fo do if pou are Worried 2 Child is Being Abused (Department of Health 2003).

=

@ Signatures

Click an the link below to open the Every Child Matters Web Site

¥ Printable View
Every Child Matters

Other Useful Links

Clicking on the link below will open the YOUR ORGAMISATION website in a new window.
My Web Site

NOTE: Once an assessment is finalised it can no longer be edited

After this point you will not have the facility to return to the assessment to edit your answers.

[ X N X N J
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The CAF Episode Coordinator will receive an alert in their work tray to indicate all assessment
contributions have been completed and it is possible to proceed to the ‘Agreeing Contributions’ stage.

Liquidlogic

Welcome

Sodal Worker 1
Liquid Test Team

System Notices
ECAF 3.10
User Options
¥ Update My Profile
¥ Visual Settings

Diary and Addresses

._EJ My Diary

Home Menu Profile Help Logout

Worktray (24)

Duty Team (8) | Show empiy >

Group By: Date | Task | Child | Address
Start Date

Order By: Start Date | Due Date | Timeframe
Task Description

@ /. Rosie Davis, & 3 years (1)
26-1ul-2008 12:18 | (@ Rosie Davis, = 3 years

/. CAF Assessment - Please complete CAF Assessment for Child

= Gary Goose, 9 years (1)

Alerts for task CAF A
26-1ul-2008 1134 |

b, Proceed to Agreeing Contribu...

it for Child

Gary Goose, 9 years - All contributions have been completed,... {Added 04-Aug-2009)

= Jonny Kaboo, 9 years (1)

TIP: Click on the Alert to view the full details:

Alert for Child, created 04-Aug-2009

Alert Details

Date Issued 04-Aug-2009

Assigned Task

Subject Proceed to Agreeing Contributions

Description Al contributions have been completed, you may proceed to the Agreeing Contributions stage
Agreeing Contributions Stage

The following conditions would need to be met in order for the episode co-ordinator to complete the
CAF assessment:-

The episode co-ordinator would need to be listed as a contributor to the CAF Assessment

and the

episode coordinator MUST finalise their own contribution.

Once the episode co-ordinator has recorded a contribution they would need to either proceed
to the ‘Agreeing Contributions’ stage or allocate a PROTOCOL eCAF user or a number of

users to

contribute to the CAF assessment, allocate the user the right to contribute to the

assessment and then await all contributors to finalise their individual assessment
contributions.

NOTE: To create a new assessment contribution, please refer to the CAF Assessment
Contributions section in this document.

1. Click Contributions Completed

Li

q

CAF Assessment ®(a)E)
Episode Started CAF Assessment Task Details
[ Confributions Completed ,\Q
Obtain Consent Conzent
Denied | All assessment contributions have been completed, you can now proceed on to the Agreeing Contributions stage.
e e Create a new CAF Assessment Contribution
] CAF Active
| Assessment Epicode 3 Click here to select a user...
g Completed CAF Assessment Contributions
26-Jul-2009, CAF Assessment by Social Worker 1 - Liguid Test Team (Completed) [ Print ]
CAF
Aszeszment
Agreeing
Contributions
Meeting
Transfer to
ICS
Epizode
Completed
LXK
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2. Select the hyperlink for the CAF Assessment to agree and merge all contributions (even if
there has only been a single contribution recorded)

CAF Assessment Agreeing Contributions ®|[)

Epizode Started
FERLIEE CAF Assessment Agreeing Contributions Task Details

Obtain Consent Consert CAF Assessment Details
eni
» 24-Mov-2010 13:04, CAF Assessment by pmorgan - Liguid Test Team (Assigned to You) [ Print ]
CAF Active Back to: CAF Assessment
Aszessment Episode
| oear |
|| Assessment |
| Agreeing |
!| Contributions ||
Meeting

Transfer to
Ics

Alternatively, click on the task from the worktray to navigate to the ‘CAF Assessment Agreeing
Contributions’ stage:

14-Aug-2009 15:07 Daisy Davis, & 2 years CAF Assessment - Agree Contributions

The CAF Assessment form will be displayed including all contributions. Answers entered by each
individual assessment contributor can be identified by selecting sections indicated with a * symbol.

[ savechangss | [ Populate Contribution Answers | [ Finalise Assessment |

Information [eCUlu]

=
® Information Sharing = CAF Form
® Assessment Information ™ =
® Services E B> es: harm to infant, child or young person
CAF Assessment Summary: Ney u = If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or abused o is at risk of harm or abuse, you must follow your local
Condusions, Solutions and Act, E safeguarding children's board (LSCB) procedures as set out in the booklet What fo do if you are Worried a Child & Being Abused (Department of Health 2003).
@ Signatures = Click on the link below to open the Every Child Matters Web Site
¥ Printable View Every Child Matters

Other Useful Links

Clicking on the link below will oppen the YOUR ORGANISATION website in a new window,
My Web Site

Li
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3. Click Populate Contribution Answers to quickly merge information entered into the CAF
assessment into the relevant fields

Save Changes

] | Populate Contribution Answers [ Finalise A nt ] [ Close ]

Information [EeGIEEI]

CAF Form
® Information Sharing 1. Development of the unborn baby, infant, child or young
® Assessment Information ™ pe rson
@ Services
CAF Assessment Summary: Meeds ... & 1a. Health
0 1. Development of the unborn ... B @
® 2. Parents and Carers > General Health Sodial Worker 1 (26-Jul-2009) details should go here... " @ |[_@| @
® 3, Family and Environmental >
Conclusions, Solutions and Act... &
@ Signatures
Physical development Sodal Worker 1 (26-Jul-2009) details should go here... " @ |[_@| @
¥ Printable View
Speech, language and Sodial Worker 1 (26-Jul-2009) details should go here... Y |[_@| @
communication.

This will merge previously entered data into the corresponding fields, see example below:

TIP: Alternatively click the

Socdial Worker 1 (26-Jul-2009) details should go here... " o) E‘i @

details should go here...

individual answers from assessment contributor’s as required.

rqudal Waorker 1 (26-1ul-2009) details should go here... " @ E‘i @

detzils should o here...

icon against the appropriate contributor's comments to include

NOTE: The answer from the assessment contribution will be included as an answer within the main
CAF Assessment form; however the name of the contributor and date will be excluded. If required,

the episode coordinator can edit these details to include such additional information.
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4. Navigate through the different sections of the CAF form (on the left-hand side) to update the
necessary information as required and click Save Changes

[ Save Changes ] [ Populate Contribution Answers ] [ Finalise Assessment ] [ Close ]
Information [eltag ]
CAF Form B :
® Information Sharing 1. Development of the unborn baby, infant, child or young
® Assessment Information ™ pe rson
@ Services
CAF Assessment Summary: Needs ... & 1a. Health
0 1. Development of the unborn ... @ @
® 2. Parents and Carers ® General Health ¥ Social Worker 1 (26-Jul-2009) details should go here... " @ |[_@| @
® 3, Family and Environmental & details should go here...
Condusions, Selutions and Act... >
@ Signatures
Physical development ¥ Social Worker 1 (26-Jul-2009) details should go here... ") E'i @
¥ Printable view details should go here...
Speech, language and ¥ Social Worker 1 (26-Jul-2009) details should go here... " @ B @
communication. -
details should go here...

Recording Suggested Outcomes and completing the CAF

1. Navigate to the Suggested Outcomes area within the CAF Assessment and select the
checkbox(es) for the proposed action(s) and enter reasons for this

NOTE: This may differ depending on your customer configuration.

Suggested Cutcomes Progress to Meeting
[] Transfer ta ICS
[] Episode Completed

Reasons for these Suggested Reasons for these Suggested Outcomes should go here,, |
Outcomes

2. . Once complete click Finalise Assessment

[ |
[ Save Changes ][ Populate Contribution Answers I ] [ Finalise Assessment ] [ Close ]
CAF Form

CAF Form
® Information Sharing 1. Development of the unborn baby, infant, child or young
® Assessment Information ™ pe rson
@ Services
CAF Assessment Summary: Needs ... & 1a. Health
(0 1. Development of the unborn ... =
® 2, Parents and Carers ® General Health ¥ Sodal Worker 1 (26-Jul-2009) details should go here... "ol |[_@| @
® 3, Family and Environmental & details should go here...
Condusions, Selutions and Act... >
@ Signatures
Physical development ¥ Social Worker 1 (26-Jul-2009) details should go here... " @ |[_@| @
¥ Printable view details should go here...
Speech, language and ¥ Social Worker 1 (26-Jul-2009) details should go here... " @ B @
communication. -
details should go here...
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Click OK to confirm your action when prompted (or Cancel if required)

r

Windows Internet Explorer

J / Please confirm you wish to Finalise Assessment?

[ OK I l Cancel ]

The Episode Coordinator will be prompted if the CAF assessment contains questions that have been

answered by contributors but have been left blank within the CAF form as well as if written consent
has still not been obtained, see example below:

4. Click Continue to disregard the prompt and continue to finalise the CAF assessment or

alternatively click Cancel to return to the form to include further answers from assessment
contributors

This Assessment contains empty answers in questions answered by contributors, are you sure you want to proceed?

1

car vorm |
CAF Form =] i
® Information Sharing = Assessment Information
® Assessment Information * "' =
CAF Assessment Summary: Streng... > [ Assessment Date and Reasons
Condlusions, Solutions and Act... ™ = =
® Signatures = CAF Assessment Completed Claire Wallace (01-Feb-2010) 01-Feb-2010 fie)
Ecaf User 1 (01-Feb-2010) 01-Feb-2010
¥ Printable View 02-Feb-2010 =
Reason for Episode Claire Wallace (01-Feb-2010) Development of Baby, Child or Young Person - Leamning "G
Ecaf User 1 (01-Feb-2010) Development of Baby, Child or Young Person - Learning
Development of Baby, Child or Young Person - Learning -
People present at assessment &

Once finalised the Episode Coordinator will be prompted to select who should authorise the CAF
form.

5. Select the radio button to specify where to send the authorisation of the CAF to and click
Assign

NOTE: The options below may differ depending on your customer configuration.

CAF Assessment Agreeing Contributions ®[a)
Please select a user to authorise this CAF Assessment:
Obtain Consent Conzent
Denied (O Episode Coordinator §F Social Worker 1
) DTM Tray &3 Duty Team
CAF Active ¥ Create Mew Professional Involvement...
Aszzezsment Episode
Comments:
| oear |
|| Assessment |
[ Agreeing E
| Contricutions ||
Meeting
Tranzfer to
ICS
Epizode
Completed
XXX ) ) ) .
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Authorising the CAF Assessment

1. Select the CAF Assessment — Authorise task from the worktray:

| 14-Aug-2009 17:38 | Daisy Davis, & 2 years CAF Assessment - Authorise

2. Select the hyperlink to open the CAF form

LIE]'L.lidlogm Home Menu Profile Help Logout

) Daisy Davis,=2years () €. /.
Casel}’fathwav 4 [+ g‘ e

CAF Assessment Agreeing Contributions ©|[4r)

Episode Started
CAF Assessment Agreeing Contributions Task Details
Obtain Consent Consent
Denied
» Update CAF Assassma'p't')b' Social Worker 1 - Liguid Test Team (In Progress)

CAF Active
Aszzessment i
Episode CAF Assessment Details

¥ 26-Jul-2009, CAF Assessment by Social Worker 1 - Liquid Test Team {Assigned to You) [Print]

Assessment Authorisation Stage: Review the completed Assessment and amend if applicable. Once satisfied finalise the
Assessment and choose to Grant Authorisation or to Request Further Information.

|| Assessment |! Back to: CAF Assessment

4 Agreeing 3
1| Contributions ||

Meeting
Transfer to
Ics
Episode
Completed

3. Read the CAF form and edit if required. Once reviewed click Finalise Assessment and then
OK to confirm

[ Save Changes ][ Populate Contribution Answers [ Finalise Assessment ] [ Close ]

Information [N

CAF Form

® Information Sharing

® Assessment Information ™™

& Services

CAF Assessment Summary: Needs ... *

Exceptional circumstances: Significant harm to infant, child or young person

If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or
abused or is at risk of harm or abuse, you must follow your local safeguarding children's board (LSCE) procedures as

Condusions, Solutions and Act... *
set outin the booklet 1Whaf fo do i you are Worried 2 Child i Baing Abused (Department of Health 2003).

=

@ Signatures

Click on the link below to open the Every Child Matters Web Site
} Printable View
Every Child Matters

Other Useful Links

Clicking on the link below will open the YOUR. ORGANISATIOM website in a new window,
My Web Site

NOTE: The authoriser of the CAF form will also be alerted if written consent has still not been
obtained. This prompt is client configurable. Please consult your Liquidlogic project Manager for
details.

4. Click Continue if prompted
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Only werbal consent has been granted. Are you sure you want ot continue?
‘You must obtain written consent as soon as possible.

Il ELLG I CAF Form

1=
® Information Sharing CAF Form
® Assessment Information * ™
® Services Exceptional circumstances: Significant harm to infant, child or young person
CAF Assessment Summary: Needs ... * If at any time during the course of this assessment you feel that an infant, child or young person has been harmed or
Condusions, Solutions and Act... * abused or is at risk of harm or abuse, you must follow your local safeguarding children's board (LSCE) procedures as
® Signatures setoutin the booklet Wfat fo oo if you are Worried 2 Ghild s Being Abused {Department of Health 2003).

Click on the link below to open the Every Child Matters Web Site
¥ Printable View

Ewery Child Matters

Other Useful Links

Clicking on the link below will open the YOUR ORGAMISATION website in a new window,
My Web Site

5. Click Authorise or Request Further Information, as required

CAF Assessment Agreeing Contributions ®[@)
Episode Started
CAF Assessment Agreeing Contributions Task Details
Obtain Consent Conzent Assessment Authorisation Stage: Review the completed Assessment and amend if applicable. Once satisfied finalise the
Denied Assessment and choose to Grant Authorisation or to Request Further Information.
» View CAF Assessment by Social Worker 1 - Liquid Test Team (Awaiting Authorisation)  » Amend
CAF i
Assessment E;;g:rdee Authorise ] [ Request Further Information ]
[FECEEED, SCCECEEe ] CAF Assessment Details
il s CAFment | 26-Jul-2009, CAF Assessment by Sodal Worker 1 - Liguid Test Team (Session Finalised) [ Print ]
: Agreeing .
Centributions |, Back to: CAF Assessment
Meeting
Transfer to
ICS
Epizode
Completed

NOTE: Clicking on Request Further Information will prompt the authoriser to enter comments why
they are sending the CAF back to the Episode Coordinator

6. Enter comments as required and then click Send Request

TIP: the CAF form will be re-assigned back to the Episode Coordinator who will then have a task for
this including the authoriser's comments in their worktray.
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CAF Assessment Agreeing Contributions ®[a)

CAF Assessment Agreeing Contributions Task Details

Request Further Information: You have chosen to reguest further information for this Assessment. Please provide your reasons
and dick OK.

» View CAF Assessment by Social Worker 1 - Liquid Test Team {Awaiting Autharisation)

[ Send Request ] [ Cancel ]

Reason for requesting further information:

Reason for requesting further information should o here...|

» Amend

CAF Assessment Details

26-Jul-2009, CAF Assessment by Sodal Worker 1 - Liquid Test Team (Session Finalised) [ Print ]

Back to: CAF Aszessment

7. Alternatively click Authorise and then OK to confirm

Windows Internet Explorer

\i'i) Please Confirm wou wish to authorise this Assessment?
-

Assessment Type: CAF Assessment
Completed On: 26-Jul-2009

[ K H Cancel ]

%]

8. Click Start next to the authorised Outcome(s) and then OK to confirm

Epizode Started

Obtain Consent Consent
Denied
et Active
Aszzezzment Episode
: CAF :
| Asseszment i
| Agreeing |
| Contributions |}

Meeting

Transfer to
ICS

Epizode
Completed

CAF Assessment Agreeing Contributions ®[)

CAF Assessment Agreeing Contributions m Task Details

Outcomes:

(X)) Progress to Meeting {Assigned to Duty Team)

Date of Initiation or Completion:

26-Jul-2009

Reason for Decision:

naw,

This Qutcome has not et been Starked, you may Start it

}ad Qutcomes should go here. ..

9. Click Outcomes Completed and then OK to end the CAF assessment Agreeing

Contributions stage on the Case pathway and continue with the new outcome
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Epizode Started

Obtain Consent

Consent
Denied

CAF
Azsessment

_______________

CAF
Azzezsment
Agreeing
Contributions

Active
Epizode

Transfer to
ICS5

Epizode
Completed

Qutcomes:

CAF Assessment Agreeing Contributions "3@

CAF Assessment Agreeing Contributions Decisions Task Details

Date of Initiation or Completion:

Progress to Meeting  Activ 26-Jul-2009

m

Reason for Decision:

Decisions Completed:

Reasons for these Suggested Outcomes should go here...

[ Outcomes Completed

TIP: The Completed CAF Assessment can be viewed but not edited unless the decision to restart a
new version of the CAF is selected. Please refer to the CAF Assessment or CAF Assessment
Agreeing Contributions stage in the Case Pathway or the Activities tab to access the completed CAF.

Following the completion of the CAF Assessment Agreeing Contributions stage, one or more of these
outcomes may be started:

Progress to Meeting

Episode Coordinator can start a further CAF Assessment

Transfer to ICS

Episode Coordinator can transfer the episode to ICS. Details including the
CAF form can only be transferred if connected to a PROTOCOL ICS system

Episode Completed

Episode Coordinator can close the episode if no other outcome is to be
pursued and no further action is required

NOTE: The list of outcomes may differ on your customer configuration. Please refer to your eCAF
project Manager for further guidance.

CAF Outcome - Recording a Meeting

A task will be generated to organise the meeting. This may be sent to a group worktray rather than a
person’s individual worktray depending on your customer configuration. An additional task to write a

pre-meeting report may also be generated depending on your customer configuration. Please refer to
your Liquidlogic Project Manager for detalils.

14-Aug-2009 17:49
18-Aug-2009 17:49

Daisy Davis, & 2 years
Daisy Davis, = 2 years

Meeting - Write Pre-Meeting Report Pickup
Meeting - Organise Meeting Pickup

Writing the Pre Meeting Report

NOTE: This is only applicable to customers who have enabled this functionality in their eCAF system.

1. Click Pickup next to the Meeting — Write Pre Meeting Report task from the group worktray
or select the task description if the task is assigned to you in your worktray

| 14-Aug-2009 17:49 |

Daisy Davis, & 2 years

Meeting - Write Pre-Meeting Report Pickup |

Liquidlogic
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2. Click Write Pre Meeting Report

Obtain Consent Consent
Denied

Meeting ®|[ar)

eeting (unscheduled)

=) Pre-Meeting Report
The Pre-Meeting Reporis have not been written
They have been assigned fo Socal Worker 1

¥ Wirite Pre-Meeting ﬁegnrt
» Re-Assign Report

=) Meeting 1

1*'The prerequisite report has not been done (completion disabled)

CAF Active
Assessment Episode
CAF I
Aszessment
Agreeing
Contributions

Meeting Arranger Social Worker 1 1‘-The Date and Time for the meeting are not set

Type of Meeting Meeting M There are no Attendees for this meeting
Planned Meeting Date

Length in Minutes a ‘Outcomes Form

Location The Outcomes have not been written
Meeting ID They have been assigned to Social Worker 1

» Update Meeting Details and Scheduling Re-Assign Meeting Outcomes

Actions
» CompleteMecting

¥ Cancel Meeting

2 Meeting Attendees
No attendees have been defined...
¥ Add Attendee

2 Excluded Attendees
No attendees have been exduded. ..
¥ Add Excluded Attendee

= Meeting Notes
The Meeting Notes have not been written
It has been assigned to Duty Team

» Re-Assign Meeting Notes
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3. Select the hyperlink to open the pre-meeting report

Meeting (unscheduled)

=) Pre- Meeting Report

| ¥ 26-Jul-200%, Action IE:LE-Meeﬁna Report by Sodial Worker 1 - Liguid Test Team {Copy Forward) [ Print ]

S
» Re-Assign Report
= Meeting
Meeting Details 3 The prerequisite report has not been done (completion disabled)
Meeting Arranger Sodial Worker 1 M The Date and Time for the meeting are not set
ipelol Meetl.ng Meeting M There are no Attendees for this meeting
Planned Meeting Date
Length in Minutes a Dutcomes Form
Location The Outcomes fave not been written
Meeting ID They have been assigned fo Soaal Worker 1
¥ Update Meeting Details and Scheduling Re-Assign Meeting Outcomes
Actions
= e ]

¥ Cancel Meeting

= Meeting Attendees
Mo attendees have been defined...
» Add Attendee

= Excluded Attendees
Mo attendees have been exduded...
» Add Excluded Attendee

= Meeting Notes

The Meeting Nofes have not been writfen
It has been assigned fo Duty Team

* Re-Assign Meeting Notes

4. Select the option to either start a blank form or to copy forward answers from previous
selected assessments (use the checkboxes to specify which previous assessments)

[ Save Changes H Finalise Assessment ] [ Close ]

Copy Forward

Before starting the Assessment you have the option to copy forward the answers from the previous 1 Assessment for Daisy Davis, = 2 years.

# Select each of the Assessments you wish to indude the answers from and dick 'Copy Forward Selected'.
» Alternatively, If you DO NOT want to copy forward any answers then dick 'Start Blank’ to begin the Assessment afresh.

[ Copy Forward Selected ] [ Start Blank ]

Created Assessment Started By
[] 2weeks 5daysago CAF Assessment (Sunday, 26 July 2008) &3 Sodial Warker 1
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5. Enter the date the report was completed

[ Save Changes ][ Finalise Assessment ] [ Close ]

Meeting Pre-Meeting Report

® Meeting Details Meeting Pre-Meeting Report

® Meeting Attendees

Meeting Notes © Meeting Dates

@ Signatures Date of Report | today ) B
¥ Printable View Meeting Planned Date

Meeting Due Date

6. Complete the sections, entering details as required and then click Finalise Assessment and
then OK

[ savecChanges | Finalise Asssssment | [ Close |

Meeting Pre-Meeting Report *

® Meeting Details Comments
® Meeting Attendees
Meeting Notes Meeting notes to attendees
O Comments
= MNotes details should go here... © @ Enl

® Signatures

¥ Printable view

The finalised Pre-Meeting report will have a status of completed within the meeting organiser. Select
the hyperlink to view or print this as required:

=) Pre-Meeting Report

14-Aug-2009, Action Pre-Meeting Report by Social Worker 1 - Liquid Test Team (Completed) [ Print ]

Organising the Meeting

1. Select the Meeting — Organise Meeting task from the worktray

14-Aug-2009 17:49 | Daisy Davis, & 2 years Meeting - Organise Meeting

Please refer to the sections below for details on scheduling the meeting and inviting attendees.

Setting the Date and Time

1. To set a date/time for the Meeting click on Update Meeting Details and Scheduling from
the Meeting Details section of the meeting organiser

=) Meeting

Meeting Details

Meeting Arranger Social Worker 1
Type of Meeting Meeting
Planned Meeting Date

Length in Minutes a

Location

Meeting ID

» Update Meeting Details and Scheduling
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The following screen allows you to enter details for the date, time and location of the meeting.

2. Enter the meeting date or click Set from Calendar to use the calendar to set the meeting

date

Meeting Details

- Update: Meeting {unscheduled)

Update Meeting (unscheduled)

*If the details of the meeting are changed, you must inform all invited attendees by sending further communication

Type of Meeting

Length in Minutes

Location

Comments

Planned Meeting Date |

Meeting

R

|Set From Calendar

o gk w

Liquidlogic

Confirm | Cancel |

= Aug 2009 =

M TWT F 55
29 1 2
34 586 78 9

10 11 12 13[14]15 16

17 18 19 20 21 22 23

Home Menu Profile Help Logout

(*) Select meeting start date and time.
() Select meeting end date and time.

Time | Social Worker 1

Click on the date the meeting will be held. The selected date will be shaded in yellow, e.g.|13|
Click next to a timeslot on the calendar for the start time
Click next to a timeslot again on the calendar for the end time
Click Confirm to set the date and time of the meeting

Selecting a different month/year

To change the month in the calendar click
on the month, in this example Dec:

g

Feb
Mar
Apr
May
Jun

2006

1 2 3
g 910
15 16 17
22 23 24

Meeting H Jul
24 25 25 27 28 29 30 10:00 - 11:30
31 1 2 3 4 5 &) | el 4 Aug
Sep
Time: 18:46 Ock
Jump To Today e
Haorizontal View
Click on the month required.
Hide Details
This method can also be used when
selecting the year.
You can also navigate through the months
using the > or < symbols. Use >to move
forward through the calendar and < to move
backwards.
[ X N
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7. Enter the location of the meeting into the
8. Click Update

Location box

Meeting Details

| Update || Cancel | - update: Mesting planned for 14-Aug-2009 10:00

Update Meeting (unscheduled)

*If the details of the meeting are changed, you must inform all invited attendees by sending further communication

Type of Meeting Meeting

Planned Meeting Date |14-Aug-2008 10:00  |Set From Calendar
Length in Minutes

Location Meeting Room Onel

Comments

[] Please Confirm - you da not wish to set @ meeting date

This will save the information under the Meeting Details area of the Meeting Organiser:

Meeting Details

Meeting Arranger
Type of Meeting

Length in Minutes
Location
Meeting ID

Planned Meeting Date  14-Aug-2009 10;00

¥ Update Meeting Details and Scheduling

Social Worker 1
Meeting

90
Meeting Room One

Adding Attendees

1. Click Add Attendee

i=) Meeting Attendees

b Add Attendes

Mo attendees have been defined. ..

2. Select the radio button to the left of the required attendee or use the relevant hyperlink to
search for another professional, person record, key agency or relation

Key Agencies

- Meeting - Add New Attendee
New Meeting Attendee

Chair

There are no Key Agencies defined
» Click to Add a Key Agency...
Family Members

() Sister Rosie Davis, = 3 years
() The child Daisy Davis, = 2 years
» Click to edit Family Members. ..

Other Person

¥ Click to Search Other Persons...

Other Professional

¥ Click to Search Other Professionals...

[ chairing the Meeting?

Meeting Details

Type of Meeting Meeting
Scheduled Date  14-Aug-2009 10:00
Location Meeting Room One
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3. Once selected, click Create to add the attendee to the list of attendees in the meeting
organiser screen

TIP: Select the Chairing the Meeting checkbox if this applicable to the attendee

| Create | [ Cancel | - Meeting - Add New Attendee

Mew Meeting Attendee

Key Agencies Chair
There are no Key Agencies defined Chairing the Meeting?
¥ Click to Add a Key Agency...

Family Members

Meeting Details

Type of Meeting Meeting
{:} Sister Rosie Davis, = 3 years Scheduled Date  14-Aug-2009 10:00

) The Child Daisy Davis, = 2 years  Location Meeting Room One
¥ Click to edit Family Members...

Other Person

¥ Click to Search Other Persons...
Other Professional

(%) Social Worker 1 Social Worker 1
b Click to Search Other Professionals...

The Attendee will be added to the Meeting Organiser. Click Add Attendee again to repeat this
process.

TIP: When adding yourself as an attendee you will automatically be identified as both invited and
agreed to attend

i=) Meeting Attendees

Role Attendee Chair Invited Agreed Consulted Present Report Minutes

1| staff Socal Worker @ i‘l (V4 - - - -

1
¥ Add Attendee

Meeting Attendee Options

1. Select an attendee from the Meeting Organiser

i=) Meeting Attendees

1| staff Socal Worker 1 (% ':-dl (V4 - - - -

Chair Invited Agreed Consulted Present Report Minutes

2 | Mother Davinia Davis - {b - = - - -
¥ Add Attendee
00000
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2. Use the various hyperlinks on the attendee details screen to send invitations, record replies
to invitations, update attendance, record that a pre meeting report has been sent to the
attendee (if applicable) or remove the attendee, as required

=T
o

Daisy Davis, = 2 years

Meeting - Attendee

8% @

Attendee Details Mgmod il In\rlta.tlon Letter Consultation
— - Will Attend Meeting? Mot Yet Responded

Attendee Davinia Davis b Enter Update Consultation Details

Role Mother Attendance c ot

Chairing the Meeting? No Has Actually Attended ommumcation

_ . X *Invitation has not been sent to this Attendee

Meeting Details Actions

Type of Mesting Meeting b Set this Attendee to be the Chair M The Pre-Meeting Report has not been sent to this Attendee
Meeting Organiser Social Worker 1 -Liquid Test Team ¥ Send Pre-Meeting Report ¥ Send Invitation

Scheduled Date 14-Aug-2009 10:00 ¥ Update Actual Attendance

Location Meeting Room Cne } Remove Attendee
» Open Pathway » Exclude Attendee from Meeting

TIP: Click Open Pathway or the

Pathway icon to return to the Meeting Organiser

NOTE: Please refer to the eCAF Meetings document for further details.

Cancelling the Meeting

If a meeting has been cancelled and rescheduled it is easier to simply change the date and time of

the meeting rather than cancelling it.

1. From the Meeting organiser, click Cancel Meeting and then click OK to confirm

i=) Meeting

Meeting Details

Meeting Arranger Social Worker 1

Type of Meeting Meeting

Flanned Meeting Date  14-Aug-2009 10:00
Length in Minutes a0

Location Meeting F.oom One
Meeting ID

¥ Update Meeting Details and Scheduling

*There are no Attendees for this meeting

Outcomes Form

The Quicomes have net been written
They have been assigned fo Sooal Worker 1
¥ Re-Agsign Meeting Outcomes

Actions

» Complete Meeting Cutcomes
b CompleteMecting

¥ Cancel Meef'nu

2. Enter the Cancellation Date and Reason and click Update
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Recording Meeting Outcomes

1. From the Meeting Organiser click Complete Meeting Outcomes and click OK

b Completeflectng 4 )
¥ Cancel Meeting

i=) Meeting Attendees

i=) Meeting
Meeting Details 'H‘The Pre-Meeting Report has not been sent to all Attendees
Meeting Arranger Sodal Worker 1 Outcomes Form
:;"IPE D; I:eeﬂng Date f;"l::tng 5005 10:00 The Ouifcomes have not been wiitten

anned Meeting Da ug- : ) :

They have heen assigned fo Sooal Worker 1

Length in Minutes a0 = %re == ] 220 e
Location Meeting Room One ¥ Re-Assign Meeting Outcomes
Meeting ID Actions
* Update Meeting Details and Scheduling I » Complete Meeting Outromes I

Chair Invited Agreed Consulted Present Report

1| staff Social Worker 1 ¢®/ I"_'d’ Ve - 7 -
2 | Mother Davinia Davis - = G? - x -

b Add Attendes
=) Fxcluded Attendees

Minutes

Mo attendees have been excuded...
¥ Add Exduded Attendee

2. Enter the Actual Meeting Date
3. Select the Delay Reason, if applicable from the drop-down list
4. Click Update

[ Update ] [ Cancel ] - Complete Meeting

Update Meeting planned for 14-Awg-2009 10:00

Planned Meeting Details
Planned Meeting Date  14-Aug-2009 10:00

Actual Meeting Details
Actual Meeting Date |

Delay Reason | "

5. Click the Meeting Outcomes hyperlink

=) Meeting
Meeting Details ¥ The Pre-Meeting Report has not been sent to all Attendees
Meeting Arranger Social Worker 1 Outcomes Form
Type of Meeting Meeting
Flanned Meeting Date  14-Aug-2009
10:00 ¥ 14-Aun-2009, Action Meetign Outcomes by Social Worker 1 - Liguid Test Team (Copy
Length in Minutes a0 Forward) [ Print ]
Location Meeting Room
One » Re-Assign Meeting Outcomes
Meeting ID
] Actions
Actual Date b Complete Meeting
Actual Meeting Date  14-Aug-2009 The Outcomes Forms must be completed and authorised before any other action
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6. Select the option to either start a blank form or to copy forward answers from previous
selected assessments (use the checkboxes to specify which previous assessments)

Meeting Outcomes

Copy Forward

[ Copy Forward Selected ] [ Start Blank

]

Created

Assessment

[] 2weeks 5daysaao CAF Assessme

Started By

® Select each of the Assessments you wish to indude the answers from and dick 'Copy Forward Selected',
® Alternatively, If you DO NOT want to copy forward any answers then dick 'Start Blank' to begin the Assessment afresh.

nt (Sunday, 26 July 2009) Q Sodal Warker 1

Before starting the Assessment you have the option to copy forward the answers from the previous 1 Assessment for Daisy Davis, = 2 years.

7. Complete the Meeting Outcomes/Action plan form as required. Click Save Changes and

once completed click Finalise Assessment and OK

Plan
Plan

| Save Changes | [ Finalise Plan |

» Printable View Date

Date of Birth

Locality:
Action Plan

' Action Plan "'* Action Plan

24-Mov-2010

Child's Name(s) Jack Russel

13-Nov-2004

‘What type of meeting:

Central

Child's needs What wil the family do What we wil do ‘What we wil do : ‘What we wil do : By when : By when :
Service Team Original Target Revised Targef]
Date Date
Overall Progress since fast Plan
@ @ | @ |comments

Child X o

Parent/Carer X g

Lead Professional X s

NOTE: Depending on your eCAF customer configuration your Meeting Outcomes form may be sent

for authorisation, see example below:

Outcomes Form

14-Aug-2009, Action Meeting Outcomes by Sodal Worker 1 - Liquid Test Team (Completed) [ Print ]

Pending Report Authorisation (by Duty Team)

PickL Ti
[ ickup (Duty Team) DJ
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8. Select the authorisation task from the worktray (or click Pickup if this is assigned to a group
tray

| 14-Aug-2009 10:00 | Daisy Davis, & 2 years Meeting - Complete Meeting Outcomes - Please check the Report and Approve or Reject it

Pickup

9. Click Approve Outcomes Report or Reject Outcomes Report as required

Outcomes Form

14-Aug-2003, Action Meeting Outcomes by Sodal Worker 1 - Liquid Test Team {Completed) [ Print ]

¥ Approve Outcomes Report
¥ Reject Qutcomes Repaort

10. Click Complete Meeting once the Meeting Outcomes are completed (and authorised, if
required) and then OK to confirm

=) Meeting

Meeting Details M The Pre-Meeting Report has not been sent to all Attendees

Meeting Arranger Social Worker 1 Outcomes Form

Type of Meeting Meeting

Flanned Meeting Date  14-Aug-2009 10:00

Length in Minutes ap 14-Aug-2009, Action Meeting Cutcomes by Social Worker 1 - Liquid Test Team {Completed) [ Print ]
Location Meeting Room One

Meeting ID Approved by: Sodal Worker 1on 14-Aug-2009

Actual Date Actions

Actual Meeting Date 14-Aug-2009 ¥ Complete Meeting

Writing the Minutes
NOTE: This is only applicable to customers who have enabled this functionality in their eCAF system.

1. Click Pickup next to the Meeting — Write and Distribute Meeting Notes task from the group
worktray or select the task description if the task is assigned to you in your worktray

|28—Aug—2009 | Daisy Davis, & 2 years Meeting - Write and Distribute Meeting Notes Pickup |

2. Click the Write up Meeting Notes link from the bottom of the Meeting Organiser

=) Meeting Notes

The Meeting Notes have not been writfen
It has been assigned fo Soca! Worker 1

k Write up Meeting Motes

k R.e-Assign Meeting Notes

3. Select the option to either start a blank form or to copy forward answers from previous
selected assessments (use the checkboxes to specify which previous assessments)

Meeting Motes

Copy Forward

Before starting the Assessment you have the option to copy forward the answers from the previous 3 Assessments for Daisy Davis, = 2 years.

& Select each of the Assessments you wish to indude the answers from and dick 'Copy Forward Selected'
& Alternatively, If you DO NOT want to copy forward any answers then dlick 'Start Blank' to begin the Assessment afresh,

[ Copy Forward Selected ] [ Start Blank ]
Created Assessment Started By
[] Teday Action Meeting Qutcomes (Friday, 14 August 2009) Q Sodial Warker 1
[] Teday Action Pre-Meeting Report (Friday, 14 August 20098) & Sodial Worker 1

[] 2wesks 5daysage CAF Assessment (Sunday, 26 July 2003) ¥ social Worker 1
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4. Enter the date the Minutes were completed and the details within the Meeting Notes section.
Click Save Changes and once completed select the Finalise Assessment button

|[ Save Changes ][ Finalise Assessment ] [ Close ]

Meeting Notes
@ Meeting Details
® Meeting Attendees

Meeting Notes

& Meeting Motes

® Signatures Date Motes Completed l:l ‘B En.
¥ Printable View Meeting Planned Date 14-Aug-2009 10:00 M
Meeting Due Date
Meeting Actual Date 14-Aug-2009 M

Meeting Dates

5. Click Close Meeting process, all tasks are complete to end the Meeting

i=) Meeting Notes

14-Aug-2009, Action Meeting Motes by Social Worker 1 - Liquid Test Team (Completed) [ Print ]

Approved by: Social Worker 1 on 14-Aug-2009
¥ Close meeting process, all tasks are complete
I

Meeting Outcome — Active Episode

The Review CAF Assessment outcome within the Meeting Outcomes form will display an active
episode. The Episode Coordinator can use the Episode Details tabs and Demographics to record
and update information as required.

NOTE: Please refer to the eCAF Episode Details document or eCAF Demographics document for
further details.

Li
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Active Episode ®[a) @in)
Epizode Started
PERSSE o oMl Decisions | Task Details
Episode Details Involvements Consent
Obtain Consent Conzent
Denied Episode Details
Episode Coordinator  Social Worker 1 - Liquid Test Team
P N Episode Date 26-Jul-2009 13:17
CAF || Active | End Date
Azzezament : Episode | Status
E ] Reason Other - Request for specific service
k ] Additional Motes Additional Motes for beginning & new CAF Episode go here...
CAF [ i ¥ Epizode Pathway
Assessment : ; } Update Episode
Agreeing ! ] . .
Contributions ] ' Episode Shielding
Shielded Mo
Reason for Shielding
S Consent
Restrictions Access is ONLY available to:
& social Worker 1 - Liquid Test Team
Transfer to ¥ Update current Consent Statement
Ics ¥ Mew Consent Statement
Cancel Episode
Eossode The episode cannot be cancelled from this screen once the consent has been inserted
Completed
Back to: Meeting
[ X N
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Active Episode Decisions

1. Select the Active Episode task from the worktray to display the Active Episode Decisions

tab

14-Aug-2009 19:24 | Daisy Davis, & 2 years

Active Episode

Outcomes can be started manually from the decisions tab as required by using the Start or Restart

buttons.

TIP: Ensure that the date of initiating the required outcome is correct before clicking ‘Start/Restart’

Active Episode ®[@) @9
Epizode Started
Active Episode Task Details
o] 52 Date of Initiation or Completion:
Obtain Consent Conzent
Denied B .
Review CAF Assessment] Assigned to Social Warker 1) O Today's Date
P . @)} Organise next meeting Assigned to Duty Team) © otherDate:] |freser)
CAF 1 At ] —
Azzezzment 1 Epis:di : &) Transfer to 1CS (Asfianed to Yourself) Reason for Decision: (reset)
: # ) Episode Completed (Ashigned to Yourself)
CAF ]
Azzezzment :
Agreeing 1
Contributions H
R
Meeting
Transfer to
ICS
Epizode
Completed

Review CAF Assessment decision

1. From the Active Episode Decisions tab click Start or Restart next to the Review CAF

Assessment outcome

Active Episode ®[@) D)

Active Episode m Task Details

Qutcomes:

Review CAF Assessment (Assigned to Social Worker 1)
7)) Organise next meeting (Assigned to Duty Team)

#) Transfer to ICS {Assigned to Yourself)

# ) Episode Completed (Assigned to Yourself)

Date of Initiation or Completion:

(+) Today's Date
) Other Date: I:I (reset)

Reason for Decision: {reset)

NOTE: Please refer to the CAF Assessment section in this document for further details.
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Organise next Meeting decision

1. From the Active Episode Decisions tab click Start or Restart next to the Organise next
Meeting outcome

Active Episode *[a) D)

Active Episode Im Task Details

Qutcomes:

Review CAF Assessment (Assigned to Sodal Worker 1)
Organise next meeting (Assigned to Duty Team)
Transfer to ICS (Assigned to Yourself)

Episode Completed {(Assigned to Yourself)

Date of Initiation or Completion:

(+) Today's Date

() Other Date: I:I (reset)

Reason for Decision: (reset)

NOTE: Please refer to the Meeting section in this document for further details.

Transfer to ICS decision

1. From the Active Episode Decisions tab click Start or Restart next to the Transfer to ICS
outcome

Active Episode ®|a) D

Active Episode Im Task Details

Qutcomes:

Review CAF Assessment {Assigned to Sodal Worker 1)
QOrganise next meeting {Assigned to Duty Team)
Transfer to ICS (Assigned to Yourself)

Episode Completed (Assigned to Yourself)

Date of Initiation or Completion:

(*) Today's Date

() Other Date: I:I (reset)

Reason for Decision: (reset)

NOTE: Please refer to the Transfer to ICS section in this document for further details.
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Episode Completed decision

1. From the Active Episode Decisions tab click Start or Restart next to the Episode
Completed outcome

(&)

QOrganise next meeting
&) Transfer to ICS

# | Episode Completed

Active Episode ®|a) D

Active Episode Im Task Details

Qutcomes:

Review CAF Assessment {Assigned to Sodal Worker 1)

(Assigned to Duty Team)
(Assigned to Yourself)
(Assigned to Yourself)

Date of Initiation or Completion:

(*) Today's Date

() Other Date: I:I (reset)

Reason for Decision: (reset)

NOTE: Please refer to the Episode Completed section in this document for further details.
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CAF Outcome — Episode Completed

If no further activity is required in relation to a current episode in PROTOCOL eCAF, the Episode
Coordinator can complete the episode. The completion of an eCAF Episode will prevent the episode
coordinator from starting any further CAF Assessments

1. Select the Episode Completed Outcome from the CAF assessment

Suggested Outcomes

Qutcomes

Reasons for these Suggested

[] Progress to Meeting
] Transfer to ICS
Episode Completed

Reasons for these Suggested Outcomes go here.. |

TIP: Alternatively this may be selected as an outcome from the Active Episode Decisions tab.

2. Once authorised, click Start next to the Episode Completed outcome and OK to confirm

Epizode Started
Obtain Consent Consent
Denied
CAF Active
Asseszzment Episode
CAF
Assessment
Agreeing
Contributions
Meeting
Tranzfer to
ICS
Epizode
Completed

CAF Assessment Agreeing Contributions ®[@)

CAF Assessment Agreeing Contributions Task Details

Qutcomes: Date of Initiation or Completion:
. 04-Aug-2009
# | Episode Completed {Assigned to Yourself) Ha
k Reason for Decision:

[Start the Episode Completed heasons for these Suggested Outcomes go here...
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3. Click Outcomes Completed and OK to confirm

CAF Assessment Agreeing Contributions ()

Epizode Started
CAF Assessment Agreeing Contributions m Task Details
Qutcomes: Date of Initiation or Completion:
Obtain Consent Cungent
Denied 04-Aug-2009
Episode Completed | Thank you, this task is in your workiray. |
Reason for Decision:
CAF Active Decisions Completed: Reasons for these Suggested Outcomes go here...
Aszsessment Epizode
[ Outcomes Completed %
CAF
Assessment
Agreeing
Contributions

Meeting

Tranzfer to
ICS

Episode
Completed

The Episode Completed stage on the eCAF pathway is activated and a corresponding task will be
generated in the Episode Coordinator’s worktray:

= No Due Date (1)
Mo Due Date Jack Russell, =z 6 years Episode Completed

Episode Started

Obtain Consent Consent
Denied

CAF Active
Azzezzment Epizode

Azsessment
Agreeing
Contributions

Meeting

Transfer to
ICS
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4. Select the Episode Completed task or box from the Case Pathway (as above)

5. Enter End Date

6. Select the End Reason from the picklist

7. Enter Details of work carried out and select the Success Rating from the picklist
8. Select the Final Vulnerability Level and click Complete Episode

Episode Completed ®[a) @ » )

Tk et

| [Reset | | Cancel |

[ Complete Episode

Start and End Date

Update Episode 01-Feb-2010

Episode Date 01-Feb-2010

Details of Work Carried Qut details here

Success Rating 1: Most Successful -

Vulnerability

Reason Development of Baby, Child or Young Person - Learning
Original Reason Details here

End Date today |

End Reason

End Reason Action Plan Complated NFA

Final Vulnerahility Level 1 - Universal -

Given your knowledge of the child please rate the child’s vulnerability on a scale of 1-4 using the Threshold Criteria

Back to: Active Episode

The eCAF Episode has now been completed, and the episode pathway will automatically update to

reflect this.

TIP: The child’s vulnerability level will be indicated on the child’s Personal tab in the demographics;
however a history of the Vulnerability level can also be accessed and updated from the Further

details tab in the demographics, see examples below:

Further Details | Relationships | Key Agencies | Episode History | Documents | Case Notes

Personal

Standalone Forms

* Add Other Name

» Mark this Record 25 3 Duplicate [0 Has special education neads

Name & Gender Addresses Important Information
Identifier 456 Main/Home 1 Leeds Road ¥ Previous episode, from 01-Feb-2010 to 24-Nov-2010
Title from15-Nov-2004  Leeds
Sumame Russell L525 1NB 3 Previous episode, from 01-Jan-2010 to 01-Jan-2010
Forename Jack ¥ Address History { Update Addresses ¥ This child has a retention date of 15-Nov-2022 ( Child becomes 18 )
Gender Male Locality Vulnerability Level
Age | Date of Birth Locality Central current Vulnerability Level 1 - Universal
Approx. DOB T5Nov2004 Loty Notes T T | Tl
Age = 6 years Telephones
- -smrt
Approximate Age  Yes * Add Contact Number / View Historic Nurmbers... -
Unborn Child No Actions
¥ Update Personal Details Disability ¥ New ECAF Episode
N : O Does this person have a disability?
Send a message about this Person . HEanibre ¥ New Document
¥ Capy to Briefcase [ 1s this person on the Children's Disabilicy Register?
See Further Detals for dsabiity detais
Other Names SEN
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TIP: The Vulnerability level can only be updated whilst the episode is still active:

Personal EVeaEdvA-TEM Relationships | Key Agendes | Episode History
Disability Other Details
Does this person have a disability? Other Details
Is this person on the Children's Disability Register? Retention
Disabilities Retention Code Episode dosed for & years
Mo Disabilities Recorded Calculated Date 14-Aug-2015
¥ Add a Disability » Open Retention Record

Vulnerability History » Set f Calculate Retention Date

Archived | Paper File
¥ Add or View Paper File Records

Start Date  End Date Vuln. Level
1 31-Jul-2009  14-Aug-2008 5

2| 14-Aug-2009 3 Last Modified
hnici ligi Maodified By Social Worker 1 - Liquid Test Team

Ethnicity & Religion Modfied Date  14-Aug-2009 20:02

R ¥ Update Personal Details

If Other Please Specify

Nationality

Immigration Status

Religion

Religion

Language | Preferred method of communication
Interpreter Required?
¥ Add Language

Recording an eCAF Retention record

Once an eCAF Episode is completed a task will be generated to record the retention details. Both the
fact that the episode is completed and that the child has a retention date will be highlighted within the
‘Important information” area of the Personal tab within the Demographics:

Lil.q.l:lid |Og [ Home Menu Profile Help Logout

7y Donna Davis, =7 years @D /" &
&2 Basic Demographics @)\ & &

[S2E00E Further Details | Relationships | Key Agendes | Episode History

Name & Gender Addresses Important Information

Identifier 382 Main Home 64 M Previous episode, from 31-Jul- 2008 to 14-Aug-2009
Title from 15-Jul-2002  |s11

Surname Davie » Address History / Update Addresses M This child has a retention date of 14-Aug-2015 ( Episode closed for 6
Forename Donna peacs))

Gender Female Jelepbones Vul "ﬂ-'rtv Level

¥ Add Contact Number [ View Historic Mumbers... -

Age | Date of Birth Locality Current Vulnerability Level 3
Approx, DOB 15-Jul-2002 Tocality Start New Pre-Assessment Form

Age = 7 years o 5

Approximate Age  Yes Disability

Unborn Child No Does this person have a disability? Actions

¥ Update Personal Details Is this person on the Children's Disability You cannot create a document for this

} Send a message about this Reqgister? person unless there is an open Episode.

Persan See Further Detals for disabiity detais » MNew ECAF Episode

¥ Copy to Briefcase SEN

Other Names Has spedial education needs

Previous Name ics test2

¥ Add Other Name

1. Select the Retention — Update the Retention Schedule task from the worktray

| 14-Aug-2009 20:02 | [ Donna Davis, & 7 years Retention - Update the retention schedule |
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2. Record the Retention details such as action on expiration, notes and paper file location, as
required and then click Finalise

TIP: The default Retention Code and Date can be adjusted if required before clicking Finalise.

LIqLIIdnglc Home Menu Profile Help Logout

 Finalise | | save | [ Cancel | - update: Donna Davis, * 7 years (15-1ul-2002)

Retention Record

Retention Details
Retention Status ~ Draft

Calculated Retention Details

Calculated Code Episode dosed for & years

Calculation Retention Date is caloulated to be the End Date of the last Episode (14-Aug-2003) offset by & years & years
Calculated Date 14-Aug-2015

Actual Retention Details

Retention Code | Episode dosed for & years |% |
Retention Date 14-Aug-2015

Action on Expiration | Begin Purge Process b |
Notes

Retention Motes Retention Notes goes here. ..

Paper Files

Paper File Location Paper File Location goes here. ..

Audit
Requested By
Date Requested

TIP: Finalised Retention details can be accessed and updated from the Further Details tab:

Personal [ENgqEdeS-1-0 Felationships | Key Agences | Episode History
Disability Other Details
Does thiz person have a disability? Other Details
Iz this person on the Children's Disability Register? Retention
Disabilities Retention Code  Episode dosed for 6 years
Mo Disabilities Recorded Calculated Date 14-Aug-2015
¥ Add a Disability Motes Retention Motes goes here...

¥ Open Retention Record

Vulnerability History
¥ Set [ Calculate Retention Date

Start Date  End Date Vuln. Level

Archived [ Paper File

1 31-Jul-2009  14-Aug-2009 5

2| 14-Aug-2009 3 ¥ Add or View Paper File Records
Last Modified
Ethnicity & Religion Modified By Social Waorker 1 - Liquid Test Team
Ethnicity Modified Date 14-Aug-200% 20:02
If Other Please Specify » Update Personal Details
Nationality
Immigration Status
Religion
Religion

Language | Preferred method of communication
Interpreter Required?
¥ Add Language

XXX ] ] ) )
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Manually ending an eCAF Episode

An active eCAF episode may be ended manually, if required. For example if a record has been
transferred to ICS the episode may need to be eventually ended in eCAF.

1. From the case pathway select the Episode Completed box

Liﬁ.l:lid | Og 1C Home Menu Profile Help Logout

) Ann Example, =3 years O @1 [
- Case Pathway & \&F\@

Obtain Consent ®|a) #

Episode Started
pisnde wia Obtain Consent LI EE o
............... N Current Consent Statement, 01-Aug-2009

Consent
Denied Person Giving Consent
"""""""" - Iz the child of the age & understanding to make hisfher own dedsions?  No
If the above answer is yes, has the child agreed to the CAF?

CAF Active Does the persan with parental responsibility agree to CAF? Ves
Assessment Epizode Method of Consent Written
Person giving consent (f not the Child) Maother
Further Details

CAF @ Click here for quidance on the Consent process
Azzezament
Agresing Access Control
Contributions Restrictions  Access is ONLY available to:

g Sodal Warker 1 - Liquid Test Team

Meeting Date of Consent

Consent Date  01-Aug-2009
Comments

¥ View Episode Details

Tranzfer to
ICS

Epizode

CnmEIeted ﬂ:

2. Enter the date of initiating the Episode Closure and reasons for starting this step manually
3. Click Start this Step

Episode Completed ®|[@)

This step has not been initiated.

| start this Step |

Please provide date of initiation:

\16-Aug-2009 |

Please provide reason for starting manualhy:

reason for starting thiz should go here.. |

Li

o
idlo gic Commercially Confidential eCAF Episode Page 81 of 109




The Episode Completed details will be displayed. Please refer to the earlier CAF Outcome —

Episode Completed section in this document for further information.

" Case Pathway

) Ann Example, = 3 years

Epizode Started

8% @

Episode Completed ®[a))#)

[ Complete Episode ] [ Reset] [ Cancel ]

Meeting

Transfer to
ICS

g
g
g

Obtain Consent Consent
Denied Update Episode 01-Aug-2009
Start and End Date
CAF Adctive Episode Date 01-Aug-2009 11:45
Assessment Epizode Reason Other - Request for spedfic service
Criginal Reason Additional Notes
CAF
Assessment End Reason
Agreeing End Reason | -
LI ITTE Details of Work Carried Qut

Vulnerability

Given your knowledge of the child please rate the child’s well-being on a scale of 1-6 where:
1: The child/young person is doing well enough and you are not worried about their well being
62 You have significant worries about the childfyoung person’s well being

Final Vulnerability Level
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Viewing Previous eCAF Episodes

All previous eCAF episodes are highlighted on the child/ young person’s demographics record.

1. Click on the Previous episode link from under the Important Information section on the
Personal tab

T
L| q u |d |Qg 1C Home Menu Profile Help Logout
c?a Anne Example, = 3 years @D (3 (Y} @
Basic Demographics a
SR Further Details
Name & Gender Addresses Important Information
Identifier 32 Main/Home 10 Kin Lane ¥ Previous episode, from 17-Jul-2009 to 17-Jul-2009 N
Title from 15-Jul-2006  Ecceston
Surname Example I?’Itérzleel:dse W This chi s a retention date of 17-Jul-2015 ( Episode closed for 6 years
Forename Anne WA1D 4R rability Level
Gender ¥ Address History / Update Addresses Current Vulm L — ]
Age f Date of Birth Teleph Start New Pre-Assessment Form
Approx. DOB 15-1ul-2006 ¥ Add Contact Mumber [ View Historic Mumbers.
" [Start]
Age = 3 years g | A
Approximate Age  Yes Locality Actions
Unbern Child Mo Locality HD You cannot create a document for this
¥ Update Personal Detalls Disability person unless there is an open Episode,
»Senda me.ssage about this Person Does this person have a disability? ¥ New ECAF Episode
¥ Copy to Briefrase 1s this person on the Children's Disability Register?
Other Names See Further Details for disabilty detals
¥ Add Other Name SEN
[ Has spedial education needs

The eCAF Episode Completed pathway will be displayed. The Episode Details tabs can also be
accessed as read-only from here:

NOTE: Please refer to the eCAF — Episode Details document for more information.

L1 qu 1d Iog Ic Home Menu Profile Help Logout
G Anne Example, = 3 years @O ;;:. X G
Case Pathway L
Episode Completed ®|a) @ e
Episode Started Episode Completed History
Episode Details
Obtain Consent Conzent
Denied Episode Details
Episode Coordinator  Helen Shaw - Liquid Test Team
Episode Date 17-Jul-2005 11:19
CAF Active End Date 17-Jul-2009
Aszzezsment Episode Success Rating 4
Status
Reason Family and Environment - Family History & Well-being
CAF Additional Motes details go here...
Assezsment . e
e Ep-lsode Shielding
Contributions Shielded Mo
Reason for Shielding
Consent
Meetin —
g Restrictions Access is ONLY available to:
Q Helen Shaw - Liquid Test Team
jiE=nsieagto Back to: Active Episode
ICS
| Epiode  |!
\ Completed '
(XX XX . . . .
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CAF Outcome — Transfer to ICS

NOTE: This outcome may not be available in your local eCAF customer configuration. The Transfer
to ICS outcome is only fully compatible with the PROTOCOL ICS system. Please refer to your

Liquidlogic Project Manager for further details.

Following the CAF Assessment or meeting the child/young person’s episode may need to be
transferred to the Integrated Children’s System (ICS). This may also be started as an outcome from

the Decisions tab of the active CAF episode.

1. Select the Transfer to ICS outcome from the CAF assessment

Suggested Outcomes [] Progress to Meeting
Transfer to IC5
[] Episode Completed

Reasons for these Suggested Reasons for these Suggested Outcomes should go here...
Outcomes

TIP: Alternatively this may be selected as an outcome from the Active Episode Decisions tab.

2. Once authorised, click Start next to the Transfer to ICS outcome and OK to confirm

CAF Assessment Agreeing Contributions ®[a)

Epizode Started

IERDEE CAF Assessment Agreeing Contributions Decisions Task Details

Outcomes: Date of Initiation or Completion:
Obtain Consent Consent
Denied 16-Aug-2009 11:49
# ) Transfer to ICS (Assigned to Yourself) 1o
Reason for Decision:
CAF Active Start the Transfer to 1CS Reasons for these Suggested Outcomes should go here...
Agzessment Episode
CAF
Aszsezzment
Agreeing
Contributions
Mesting
Trangfer to
ICS
Epizode
Completed
[ X N X N J . . . B
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3. Click Outcomes Completed and OK to confirm

Epizode Started

CAF Assessment Agreeing Contributions ()

CAF Assessment Agreeing Contributions m Task Details

Obtain Consent Consent
Denied
CAF Active
Aszezzment Epizode
CAF
Azzezzment
Agreeing
Caentributions
Meeting
Tranzfer to
ICS

Qut 52 Date of Initiation or Completion:

156-Aug-2009 11:49
Transfer to ICS | Thank you, this task is in your worktray. |

Reason for Decision:
Decisions Completed:

[ Outcomes Completed |

Reasons for these Suggested Qutcomes should go here...

The Transfer to ICS stage on the eCAF pathway is activated and a corresponding task will be
generated in the Episode Coordinator’s worktray:

o bue bate | Ann Example, = 3 years Transfer to ICS
Epizode Started
Obtain Consent Consent
Denied
CAF Active
Azzezzment Epizode
i CAF :
| Assessment |
! Agreeing '
!| Contributions |
Meeting
Tranefer to
ICS

4. Select the Transfer to ICS task or box from the Case Pathway (as above)
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©Co~No O

Enter Transfer Date
Select the Are the Parents aware of this contact checkbox, as required
Select the Do you wish to remain anonymous? checkbox, as required
Enter Comments to explain why the case is to be transferred to ICS
Click Create Record alternatively if you do not wish to submit these details click Cancel

Epizode Started

Obtain Consent

CAF
Azzezzment

CAF
Azzesament
Agreeing
Contributionz

Conzent
Denied

Active
Epizode

Transferto ICS ®[a)

Transfer to ICS Task Details

[ Create Record ] [Reset] [ Cancel ]

Transfer Details

New Record of Transfer

Date of Transfer |b3day |

[] Do you wish to remain anonymous?

Are the parents aware of this contact?

Comments

CAF aszessment has identified an escalated need for children's services
support under s, 17 to safeguard this child|

WMeseting

ICS

Back to: CAF Assessment Agreeing Contributions

This will complete the Transfer to ICS process on the Case Pathway:
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Transferto ICS ®[a) s
Epizode Started
FERIEE Transfer to ICS History
Record of Transfer to ICS, 16-Aug-2009
Obtain Consent Consent
Denied Transfer Details
Date of Transfer 16-Aug-2009
Are the parents aware of this contact?  Yes
CAF Active Dio you wish to remain anonymous? Mo
Aszsessment Epizode Comments CAF assessment has identified an escalated need for children's
services support under s, 17 to safeguard this child
¥ Yiew Episode Details
CAF
hss&ssment Back to; CAF Assessment Agreeing Contributions
Agreeing
Contributions
Meeting
i| Transferto E
: IS 1
Epizode
Completed
[ X N

Page 86 of 109




Once a child/young person’s record has been transferred to ICS this will be identified in the Important
Information area of their Personal tab:

NOTE: the episode will still remain active within the PROTOCOL eCAF system.

[Z=ELLEI Further Detals | Relationships | Key Agendes | Episode History
Name & Gender Addresses Important Information
Identifier 387 Main/Home 1 5elby Road * Current episode, started 01-Aug-2009
Title from 15-Aug-2006  Leeds
West Yorkshire i
Eurname ixample 1575 1B —
Dredname nn | ¥ Address History / Update Addresses Vulnerability Level
Gender Female Teleoh Current Vulnerability Level 4
- elephones
Age [ Date of Birth Start New Form
Approx, DOB 15-Aug-2006 Add Contact Number [ View Historic Numbers | =
Age = 3 years Locality
Approximate Age  Yes Locality
Unborn Child Mo -
Disabili Actions
¥ Update Personal Details isability
) [0 Does this person have a disability? ¥ Mew Document
¥ Send a message about this R . R
Person [ I= this person on the Children's Disability
Register?
» i g
Copy to Briefcase See Further Detais for dsabilty detai
Other Na
er Names SEn

 Add Other Name [0 Has spedal education needs

TIP: The Episode Closure step can be started manually if the episode should also be ended in the
PROTOCOL eCAF system. Please refer to the ‘Manually ending an eCAF Episode’ section in this
document for details.

The Activities tab on the eCAF Episode will be automatically updated to reflect the episode has been
transferred to ICS.

Episode Detzils a0 Involvements | Case Motes vices | Consent | Access Reguests

Assessments and Forms

Assessment Date Assessment Type Assessor
1 16-Aug-2009 11:49  CAF Assessment Social Worker 1 Completed
2 16-Aug-2009 11:49  CAF Assessment Social Worker 1 Completed

Standalone Assessments
Mo Standalone Assessments have been completed

Family Support Meetings
Mo Family Support Meetings have been started.

Transfer to ICS I
Date of Transfer Comments
1 16-Aug-200%  CAF assessment has identified an escalated need for children's services support under s. 17 to safequard this child
I,
|

[ X N X N J
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Receiving ECAF Transfers in ICS

If a case is transferred from PROTOCOL eCAF to PROTOCOL ICS the case must be picked up and
reviewed in the ICS system. Transferred cases will normally be sent to a group worktray within the
ICS system to allow different members of this pre-defined group to acknowledge. The following
example shows cases transferred from eCAF to ICS will alert the ‘Duty Team’ group within ICS.
Please refer to your Liquidlogic Project Manager for details on where eCAF transfers will be assigned
in your ICS system.

1. Click Pickup next to the eCAF Transfer task you wish to review and then click OK

'dloglc Home Menu Profile Help Logout

Welcome Worktray (11) EeNeREELWRCIM Team Manager 1 (1) | Show empiy > Configure
Sodial Worker 1
Liquid Test Team

Group By: Date | Task | Child | Address  Order By: Start Date | Due Date | Timeframe

System Notices Due Date Child Task Description Expand All | Collapse Al
ICS 1B.1.6 Patch 1

User Opti 2 Last Month (3)
ser Options 14-1ul-2002 Caf, Catherine (2 years) ECAF Transfer - Please review this case transferred from ECAF Pickup
L U.pdahe Myr Profile 21-Jul-2009 Smith, Emma (3 years) ECAF Transfer - Please review this case transferred from ECAF Pickup
b Visual Settings 23-Jul-2009 Smith, Sarah (2 years) ECAF Transfer - Please review this case transferred from ECAF Pickup
Ta:sksD pe— = Today (1)  —
epartment Trays
- * - t 16-Aug-2009 I Example, Ann (3 years) ECAF Transfer - Please review this case transferred from ECAI Picku ]
epor
Diary and Addresses Pick up this task
'_EJ My Diary

::Bj Department Diary

L‘ Address Book

ICS Families

-4 Find Aduit or Chid
-4 Find Child and School
/% Find Child and Service
Briefcase

Link to your
!_ personal briefcase

The eCAF Transfer task will now be assigned to you and appear as a task in your work tray. The
following summary of the eCAF transfer details will be displayed:

The case can not be activated within ICS without an ICS Person Record existing for the child/young
person being transferred from eCAF. A search must be conducted within ICS for the child/young
person before creating a new person record, this is to ensure an ICS Person record does not
currently exist and a duplicate record is not created.

2. Click Search/Create the Child’s Record in ICS

Example, Ann (3 years)

Person Details - ECAF Transfer Details

Forename Ann Transfer Date 16-Aug-2009

Surname Example Transfer Comments CAF assessment has identified an escalated need for children's services support under s, 17 to
DOB 15-Aug-2008 safeguard this child

Gender Female Are the parents aware of this contact? /"

House Mo or Name 1 Do you wish to remain anonymous?

Street Selbdy Road Professional requesting transfer

Town Leeds Professional Social Worker 1

Postcode LS25 INB o

T Position

= n.n:|tyti = Agency Liquid Test Team

mmlgra on = Address Brookfield House

Religion Brookfield
1CS Person Selby Road

— Leeds
ICS Person Nat identified in Telephone
A
. Email anos. christakos @liquidlogic. co.uk
¥ Search [ Create the Child's Record in B g
15 é ] Actions
You cannot create the contact unil you have selected or creatfed the IC5 Person
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The ‘Find Person in ICS’ query window will appear with search fields pre-populated with the main
demographic details transferred from eCAF.

NOTE: The search criteria can be amended and wildcards can be used when searching within ICS.

3. Click Search

[Search ] [ Reset] [ Create ] Query Types: () Basic (3) Default

Name Child Protection Plan

Surname Example Status | W |

[ tndude recards that sound similar End Date l:l

References Child Looked After
System ID Status | w |

Referral
Status v

Referral Start Date

Involvements

=

MNHS MNumber
Unigue Pupil Number
Home Office Registration

Mational Insurance Number

YOT Number

Court Case Number

Age [ Date of Birth

Date of Birth 15-Aug-2006 Case Worker <(Click here to select a user=
Designated Manager <Click here to select a user=

Age
Other Fields

Child In Need Code v
Legal Status v

Type

Gender Female

Address

House Mo. or Mame

Street Selby Road
Town

Post Code 1525 1IME

TS L

Search Previous Addresses?

If child/young person has an ICS Person record the appropriate results will be displayed.

If the child/young person does not have an ICS Person record the following message will appear.

At this point you can refine your search criteria and attempt to search again, alternatively if you are
certain that the child does not have an ICS Person Record then continue to create a new ICS Record.

4. Click Create

[5earch | [Reset | [create | Query Types: () Basic () Default

‘ Mo Results - please try a different query ‘

Name Child Protection Plan
s | 7

[ 1nclude records that sound similar End Date l:l

Li

o
idlo gic Commercially Confidential eCAF Episode Page 89 of 109




5. Record any further details including a Primary addres in the new ICS record and click the
Create button

[aV=a"l Create
Create || Cancel

m=pa- I Additional | Identity

New Person  Personal Details Primary Address
Case Mumber Address @ ® Lookup Address
0 = Vaidsince | |
—J Surname
|Exam|:ule | Secondary Address
Forename |.-5.nn | Address ®® Lookup Address
Preferred Name | | Valid since | |
cenc Fense ]
Female h? Current Address
Date of Birth & Age Address @ ® Lookup Address

Date of Birth / Expected DOB [15-Aug-2006 Valid since | |

Status Details
Education/Work Status w

Marital Status w

Deceased

NOTE: For further guidance on creating records in ICS refer to the ICS Demographics User Manual.

The eCAF record will now be associated with the newly created ICS Person Record.

Example, Ann (3 years)

Person Details - ECAF Transfer Details
Transfer Date 16-Aug-2009
Surname Example Transfer Comments CAF assessment has identified an escalated need for children's services support under s, 17 to safeguard this child
DOB 15-Aug-2006 Are the parents aware of this contact?
Gender Female Do you wish to remain anonymous?
House Mo or Name 1
Profi | sting transfe
Street Seby Road . gEques g Spaeer —
Town Leeds Professmnal Social Worker 1
Postcode 1525 N8 HEEIET o
Ethricity Agency Liquid Test Team
R Address Brookfield House
Brookfield
Religion Selby Road
ICS Person Leeds
Erson Ta: AT CXEmpIE Telephone
’ Email anos, christakos @liquidlogic. co.uk
} Find another ICS Person B Bl g
Actions
¥ Create new Contact

TIP: If the ICS Person record shown in the screen above is incorrect, use the Find another ICS
Person link to search again.

The case transferred from ECAF can now be activated in ICS by creating a contact. Please refer to
the following section on creating a new ICS contact.
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Creating a new ICS Contact

1. Click Create new Contact

Example, Ann (3 years)

Person Details - ECAF Transfer Details

Forename Ann Transfer Date 16-Aug-2009

Surname Example Transfer Comments CAF assessment has identified an escalated need for children's services support under s. 17 to safequard this child
DOB 15-Aug-2006 Are the parents aware of this contact? 4/

Gender Female Do you wish to remain anonymous?

:;Lels; RoloxNoanc Slelb\f Road Professional requesting transfer

Ty Leeds Professional Sodial Worker 1

Pastcode 1525 1h8 Positen

Ethricity Agency Liquid Test Team

Immigration Status pikess g:ggtg::g Fouse

Religion Selby Road

1CS Person Telephane et
bIEiSnjeal::;er 1cs Percs::d: Ann Example Email panos. christakos @liquidlogic, co.uk

ions
b Create new Cony

2. The ICS Contact pathway will appear, Click Start Contact

=) Child: Ann Example 3years & | @1 [
- Case Pathway @ @&\ + *

Contact - New Contact Record Received ®[))i)

Contact Record Task Details Mo Other Children

"""""""""""" ' The Contact Record has not been started.

Mew Referral C Start Contact E >

Enquiry of CP

Refer for Information
and Advice

Referral to
Other Agency

Mo Further Action
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The details of the new contact can now be record in the ICS Contact form, below.

[ Save Changes ][ Finalize Record ][ Cancel Record ] [Close]

i ELLG I Contact Record

Contact Record®
® Contact Record * " Contact Record
@ Signatures

Notes on Child Details

» Printable View
# The above address is the child/young person’s usual or home address, Where the parents’ have shared care, the child/young
person may have two addresses.

» Responsible Coundl with Sodial Services Responsibilities (CS5R) should be completed if contact is being made regarding a
childfyoung person who is the responsibility of an authority other than your own, For example a childfyoung person who is the
subject of a Child Protection Plan in another authority.

Contact Dates

Diate of Contact [16-Aug-2009 "5
Is/are parent(s) [ carer(s) aware of & Yes O No 2 @ |[_@|
contact?

Some of the data held within the ICS Contact form is automated. For example the Date of Contact,
The Contact and Reason for Contact are populated from information derived from the transfer
details from eCAF. Any data that the system has used to pre-populate the form is highlighted with an
M, This signifies data brought in by data merge. This data can be manually amended.

3. Use the sections on the left to navigate through the contact record and complete the
necessary details

4. In the Further Action section specify the suggested outcome, for example, Progress to
Referral and the Reasons why and the contact decision date

Further Action

Suggested Outcomes Progress to Referral
ke Existing Refarra

et = n - Mle et Case Werk
i = = = SE

[] Enquiry of P
[ Provision of Information/Advice
[] Referral to Other Agency

[] Mo Further Action

Private Fesk

[[] OLA CP notification

Reasons for these Suggested Reasans for these Suggested Qutcomes
Outcomes

Contact Decision Date today B
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5. Use the Save Changes button to continually save any entered details and click Finalise
Record once complete and then OK to confirm

NOTE: Please refer to the ICS Child In Need — Contacts and Referrals User Manual for details.

[ Savechanges ][ Finalise Recard | [ Caneel Record_|

Contact Record *"
O Contact Record ™0 |8 Contact Record

® Signatures

Details of person making contact
¥ Printable View

Wiho has made contact? | Any other Professional v "

Complete the details of the External Agency or Professional

Professional |Social Werker 1 |
Position [ |
Agency |Liguid Test Team (ECAF System) |
Address Brookfield House i
Brookfield
Selby Road =
Leed: hd
Telephane [
Does this person wish to remain OtYes OMlo kAL
anonymous?
Method of Contact
Time of Contact (3 Normal working hours () Out of Hours - Evening () Out of Hours - Marning G
Contact ithod oL
"
Reason for Contact ‘ Notice of other agency contact with childfyoung person % | & B
Further Details Transferred from ECAF system, ECAF Professional sent the following details: ") g

CAF assessment has identified an escalated need for children's services support under s, 17 to safeguard this child

Further Information

Source Type [Other v RG]
Contact Qutcome Code BE
Contact Reason Code [chid in Meed v RG]
Further Action

Suggested Outcomes Progress to Referral

The ICS Contact will now require authorisation and a referral will then need to be recorded. For
further guidance on how to progress a case in ICS please refer to the ICS Child In Need — Contacts
and Referrals User Manual.

TIP: The CAF Assessment form will also automatically migrate to the child’s ICS record and can be
found on their forms tab:

u Home Menu Profile Help Logout
1y Child: Ann Example Jyears [0 |, € -
) Basic Demographics @/ @'\E @ +
Identity | Risk: Parental Factors | Relationships
I{:/_', Forms — Attached Documents
Free Text Filter | Go [ Resat ] There are no documents,
Draft Forms Actions
16-Aug-2003, Contact Record by Social Worker 1 - Liquid Test Team ¥ Create Document:

Completed Forms
16-Aug-2009 11:49, CAF Assessment by Spcial Worker 1 - Liguid Test Team

Cancelled Forms
MNone
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ICS Notifications sent to eCAF

When a case is transferred from eCAF to ICS the eCAF Episode Coordinator will receive natifications
at certain stages within the ICS process.

For example, a notification is generated and sent to the work tray of the ECAF Episode Coordinator
when a new Contact Record is created in ICS.

| Mo Due Date I Ann Example, # 3 years Transfer to ICS - A new contact was created in the ICS system |

Please note: A client’s specific configuration will dictate who will receive the notifications

A notification is generated and sent to the work tray of the eCAF Episode Coordinator when the case
is progressed to a Referral and Information record in ICS.

Mo Due Date Ann Example, # 3 years Transfer to ICS - The case you transferred to ICS has progressed to
referral in the ICS system

TIP: To remove notifications simply select the notification task from your work tray and then click
Remove task from worktray

Record of Transfer to ICS, 16-Aug-2009

Transfer Details

Date of Transfer 15-Aug-2009
Are the parents aware of this contact?  Yes
Do you wish to remain anonymous? Mo
Comments CAF assessment has identified an escalated need for children's services support under =, 17 to safeguard this child
Response from ICS
ICS Action The case you transferred to ICS has progressed to referral in the ICS system
Actions
|_berTEpisode Details

L
< » Remove task from the worktray
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Initiate Case Transfer Process

If the role of the eCAF Episode Coordinator is to be transferred to another professional in a different
team the case transfer process can be initiated from the Involvements Tab on the Current Episode
Details.

NOTE: The facility to ‘Initiate the Case Transfer Process’ within PROTOCOL eCAF is only available
to users with the necessary access rights. Please refer to your eCAF Systems Administrator for
further guidance.

1. Navigate to the Current Episode and select the Involvements Tab
2. Click Initiate Case Transfer Process

LIquuj'Dg IC Home Menu Profile Help Logout

Rosie Davis, Age 3 years ) &/ @
Episode 01-Feb-2007 a@

Episode Details | Activities ERVIUEnl=aicl Consent | Access Requests

Cther Role Robert Henderson - Liquid Test Team  20-Feb-2008 00:28  20-Feb-2008 00:36  Full Access
2 | Episode Coordinator  Claire Wallace - ECAF Team 09-Feb-2007 20:58 Full Access

F Add Involvement

Case Transfers

List is empty

k Initiate Case Transfer Process

The eCAF Case Transfer form will appear.

L| q u |d |Dg 1C Home Menu Profile Help Logout
Rosie Davis, Age 3 years t?i { T @ =
- ECAF Case Transfer, 20-Feb-2008 01:14 a@ -
I Save Changes I [ Send to Receiving Team ] I Close I
ECAF Case Transfer
1. Transfer Detals ECAF Case Transfer
@ 2. Record new coordinator and ... This process has been designed to fadilitate the smooth and safe transfer of case-holding responsibilties between teams

within the ECAF Team. In order to transfer a case all steps must be completed in the correct sequence shown.

Stage: Transfer Details

Prepare a case summary to ensure the
receiving worker/team are aware of al
key information about the case.

Then ciick 'Send to Receiving Team' to
send the summary on to the selected
person for reassigning the case and
tasks..

+ Printable View

o
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3. Select the Transfer Details section and complete the necessary fields
TIP: There are mandatory fields within the Point of Transfer domain which must be completed
4. Enter Proposed Date for Transfer of Case

5. Select Click here to select a user....to specify the Receiving Team or Deputy Team
Manager from the Address Book

LIqLTIiC“Og 1C Home Menu Profile Help Logout

Rosie Davis, Age 3 years WML o
ECAF Case Transfer, 20-Feb-2008 01:14 @ \as
I Save Changes l [ Send to Receiving Team ] I Close l

ECAF Case Transfer

1. Transfer Details = Point of Transfer
® Electronic Record
® Case Fies E The appropriate point of transfer wil always depend on individual circumstances and should therefore be negotiated
— between the managers of the transferring and receiving teams. Transfer to the receiving team is not complete unti the
0 Point of Transfer = paper files have been handed to the receiving team and the transfer process in Protocol has been completed by the

8 2. Record new coordinator and ... manager of the receiving team.

Stage: Transfer Detals Proposed Date For Transfer Of Case | = 5

Prepare a case summary to ensure the Now reassign this form to the appropriate Manager or Deputy Team Manager of the recelving team.

receiving worker/team are aware of al

key information about the case. Receiving Team or Deputy Team F Click here to select a user... & 5

Manager

Then click 'Send to Receiving Team' to

send the summary on to the selected Access Check

person for reassigning the case and

tasks..

b Printable View

NOTE: For further guidance on using the Address Book refer to the eCAF General User Manual.

If the user which is selected as the Receiving Team/Deputy Team Manager has access to the Case
Transfer process and the current episode the access check will be positive, below.

Lh-qll..l i di ogic Home Menu Profile Help Logout

Rosie Davis, Age 3 years g [ X} @
ECAF Case Transfer, 20-Feb-2008 01:14 a -

[ savechanges || SendtoRecevingTeam | [ Close |

IOl G ECAF Case Transfer

ECAF Case Transfer =
1. Transfer Detals Point of Transfer
® Electronic Record =
® Case Fles E The appropriate point of transfer wil aways depend on individual circumstances and should therefore be negotiated
i - between the managers of the transferring and receiving teams. Transfer to the receiving team is not complete unti the
O Point of Transfer * = paper files have been handed to the receiving team and the transfer process in Protocol has been completed by the
® 2. Record new coardinator and ... manager of the receiving team.
Stage: Transfer Detais Proposed Date For Transfer Of Case |20-02—ZDDS * dnl B
Prepare a case summary to ensure the Now reassign this form to the appropriate Manager or Deputy Team Manager of the receiving team.
receiving worker/team are aware of al
key information about the case. Receiving Team or Deputy Team £ Caire Walace % t a5
Manager
Then click 'Send to Receiving Team' to
send the summary on to the selected Access Check Claire Wallace has access to the process
person for reassigning the case and
tasks..

¥ Printable View
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If the user which is selected as the Receiving Team/Deputy Team Manager does not have access to
the Case Transfer process and the current episode the particular user can be granted access:

Liél.l:l i dl ogIc Home Menu Profile Help Logout

= Rosie Davis, Age 3 years @88\ =
ECAF Case Transfer, 20-Feb-2008 01:14 @ \s *’B

[ Save Changes ][ Send to Receiving Team ] [ Close ]

INI Ll ECAF Case Transfer

ECAF Case Transfer

1. Transfer Details
® Electronic Record
® Case Files

Point of Transfer

The appropriate point of transfer wil always depend on individual circumstances and should therefore be negotiated
between the managers of the transferring and receiving teams. Transfer to the receiving team is not complete unti the

O Point of Transfer ® = paper files have been handed to the receiving team and the transfer process in Protocol has been completed by the
® 2. Record new coordinator and ... manager of the receiving team.
Stage: Transfer Detals Proposed Date For Transfer Of Case |20—02—2UDE * ) B
Prepare a case summary to ensure the Now reassign this form to the appropriate Manager or Deputy Team Manager of the receiving team.
receiving worker/team are aware of al
key information about the case. Receiving Team or Deputy Team @ Andrew Griffin % * i G
Manager
Then ciick 'Send to Recelving Team' to
send the summary on to the selected Access Check Andrew Griffin
person for reassigning the case and does-aat-Rausgccess to this process

* Printable View

6. Click Grant Access

The current consent statement will be shown, if the selected worker is granted access under the
current consent statement continue to Step 9.

If the selected worker is not recorded as having access under the current consent statement then a
new consent statement will need to be created to include the selected worker. For further guidance
on consent statements refer to the Obtain Consent section in this manual.

7. Choose Role and Access Level from drop down lists provided
8. Click Create

LICILIIdlﬂg IC Home Menu Profile Help Logout

Rosie Davis, Age 3 years [ & A

Access to Episode & &

[ Create l [ Cancel l - Add Access (make sure consent statement includes worker)

New Access to Episode

Role and Effective Dates Worker Details
Role Episode Coordinator ~ | Worker ﬁ Andrew Griffin ¥
Access Level | Full Access |+ Current Consent Statement
Start Date | 20-Feb-2008 01:34 | Restrictions ~ Access is ONLY available to:
End Date | | §F Clare Wallace - ECAF Team
£F Andrew Griffin - ECAF Team
F New Consent Statement

The Receiving Team/Deputy Team Manager selected will now have sufficient access to receive the
case transfer task.
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9. Click Save Changes and then Send to Receiving Team

quuldlog 1C Home Menu Profile Help Logout

Rosie Davis, Age 3 years Q @ =
ECAF Case Transfer, 20-Feb-2008 01:14 L] =
I Save Changes I [ Send to Receiving Team ] I Close I
sl ECAF Case Transfer

ECAF Case Transfer

1. Transfer Detals Point of Transfer
® Electronic Record
® Case Fies The appropriate point of transfer wil always depend on individual circumstances and should therefore be negotiated
—— - between the managers of the transferring and receiving teams. Transfer to the receiving team is not complete until the
O Point of Transfer * = paper files have been handed to the receiving team and the transfer process in Protocol has been completed by the

@ 2. Record new coordinator and ... manager of the receiving team.

Stage: Transfer Detals Proposed Date For Transfer Of Case |20—02—2UDB * ol B

Prepare a case summary to ensure the Now reassign this form to the appropriate Manager or Deputy Team Manager of the receiving team.

receiving worker/team are aware of al

key information about the case. Receiving Team or Deputy Team §F Andrew Griffin % LY

Manager

Then click 'Send to Receiving Team' to

send the summary on to the selected Access Check @n’ﬁn has access to t@

person for reassigning the case and

tasks..

F Printable View

10. Click OK to the following prompt

=

Windows Internet Explorer

\,‘:) Please confirm you wish to Send to Receiving Team?

I oK H Cancel ]

The case transfer task will now be sent to the Receiving Team/Deputy Team Manager to action.

Complete Case Transfer Process

1. The Receiving Team/Deputy Team Manager must select the task ECAF Case Transfer from
the work tray

Lh'q l:lid |Og 1C Home Menu Profile Help Logout

Welcome Worktray
Andrew Griffin
eIz Group By: Date | Task | Chid | Address  Order By: Start Date | Due Date | Timeframe
System Notices Due Date [ Task Description Expand Al | Colapse Al
ECAF 1.0 _
® /. No Due Date (1)

User Options

+ Update My Profie = Tomorrow (1)

b Visual Settings 21-Feb-2008 I Rosie Davis, Age 3 years ECAF Case Transfer - Please complete the Record new coordinator
Diary and Addresses
0y Dary

:;51 Department Diary
h Address Book

Messages

F  Your Messages (0)

ECAF Query

j..}, Find Adult or Chid
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2. Review the information contained within the Transfer Details section of the ECAF Case
Transfer form

3. Select Click here to select a user... in order to record the new Coordinator

2. Record new coordinator and team

This form must be completed within 24 hours of the agreed point of transfer. If the transfer does not go ahead as planned you must return to section 1 and record the revised date
of transfer.

By completing this form you are confirming that case transfer has been completed successfully. For a checklist of the actions that should have taken place as part of this transfer
please refer back to section 2 of this form.

Record new location of paper files @ E“.
Record new Coordinator 9 Social Worker2 X *on) |[_@|
Reassign Professionals Professional Role Assigned To Re-assign To Actions

2 No Role Q Team Manager 1 Q Click here to select a user...

Request for Access to Episode - Rejected (Started: 12-Feb-2008, Due: 12-Feb-2008)

2 Coordinator Q Claire Walace g Social Worker2 X User: Sodial Worker2
does not have access to this process

Grant access

CAF Assessment - Please complete CAF Assessment for Child (Started: 16-Feb-2008, Due:
No due date)

CAF Assessment (Started: 16-Feb-2008, Due: No due date)

0 No Role & Andrew Griffin &3 Click here to select a user...
Mo tasks assigned to this professional.

TIP: If the chosen new coordinator does not have access to the current episode, access will need to
be granted by clicking Grant Access.

4. Once the chosen new coordinator does have access to the current episode, then click
Complete Case Transfer

All tasks assigned to the previous Episode Coordinator prior to the completion of the case transfer
process will automatically be assigned to the new Episode Coordinator. The involvements tab on the
current episode will also reflect the Episode Coordinator having been changed.
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Requesting Access to ECAF Records

If the Current Consent Statement linked to the active eCAF Episode does not allow a user to have
access then a user can request access to the episode by carrying out the following steps.

In this example; the current consent statement does not allow ‘Social Worker 1’ access to the child

(Emma Smith)’s current eCAF Episode. The user ‘Social Worker 1’ would therefore need to request
access to the eCAF Episode.

= Emma Smith,=3years @D [ &/
Episode 21-Jul-2009 a ‘s

=l
F

o

S AN Activiies | Imvolvements | vices Consent | Access Reguests

Episode Details
Episode Coordinator Helen Shaw - Liguid Test Team

Episode Date 21-Jul-2009 10:41

End Date

Status

Reason Family and Environment - Sodial & Community Elements
Additional Motes details go here....

¥ Episode Pathway
¥ Update Episode

Episode Shielding

Shiglded Mo
Reason for Shielding
Consent
Restrictions Access is DMLY available to:
ﬁ Helen Shaw - Liguid Test Team
¥ Update current Consent Statement %

¥ Mew Consent Statement

Cancel Episode

The episode cannot be cancelled from this screen once the consent has been inserted

If another user tries to select an episode which they do not have access to, as shown in the example
below where Social Worker 1 is trying to access the episode for Emma Smith...

O Emma Smith,=3years@D ) &
@ Basic Demographics @/ & &

Personal | Further Details | Relationships | Key Agencies sl kg EAig
Episodes
End Date Episode Coordinator
1] 21-Jul-2009 10:41 {b Helen Shaw - Liquid Test Team
Documents

There are no documents,
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...The user will be presented with the following warning to illustrate that they do not have access to
the selected episode:

5. Select the link Click here to Request Access

= Emma Smith,=3years @l [ &: =
Episode 21-Jul-2009 - Pl P S =

Episode 21-Jul-2009

You do not have access to this Episode
Episode Coordinator  Helen Shaw - Liquid Test Team
Episode Date 21-Jul-2009 10:41
End Date

Reguest Access to Episode

£ case coordinator...
¥ Click here to Request Access

6. Enter the Request Reason and then click Create

- Request Access to Episode 21-Jul-2009

New Request

Request Details
From Social Worker 1 - Liquid Test Team
To Helen Shaw - Liquid Test Team

Request Reason |Reguest Reason goes here., |

The access request will be sent to the episode coordinator to review, in the meantime the request has
a status set to Pending.

Episode 21-Jul-2009

You do not have access to this Episode
Episode Coordinator  Helen Shaw - Liguid Test Team
Episode Date 21-Jul-2009 10:41
End Date

Reguest Access to Episode
‘fou may reguest access from the case coordinator. ..

1| 16-Aug-2009 13:44  Helen Shaw - Liguid Test Team  Pending

¥ Click here to Regquest Access

Email Notifications

If the episode coordinator has a valid email address recorded on their professional profile within
PROTOCOL eCAF then the system can send a notification of the access request via email to the
episode coordinator. Please note that Access Requests can not be Approved/Rejected from your
email, access requests can only be dealt with in PROTOCOL eCAF.

[ X N X N J
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For further guidance on adding an email to Your Profile and configuring email notifications please
refer to the eCAF General User Manual and speak to your Liquidlogic Project Manager.

Approving Requests

The episode coordinator will receive a task in their work tray for the access request.

1. Select the task Request for Access to Episode from the work tray

Home Menu Profile Help Logout

Welcome
Helen Shaw

WUELS NGV Duty Team (11) | Shos Configure

e Group By: Date | Task | Child | Address  Order By: Start Date | Due Date | Timeframe
System Notices Task Description Expand All | Collapse All
ECAF 3.10 _
S Today (1)
User Options

15-Aug-2009 13:44 | @0 Emma Smith, & 3 years Request for Access to Episode - From Social Worker 1 - Liguid Test Team 16-Aug-2009
»  Update My Profile

b Visual Settings
Diary and Addresses
E My Diary

::'61 Department Diary

h Address Book

Messages
¥ four Messages (0)

Briefcase
Link to your
5 personal briefcase

ECAF Query
% Find Adultor Child

2. The episode coordinator would review the access request and then record the response by
clicking the Approve or Reject this Request link

Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (reguestor)
From Social Worker 1 -Liquid Test Team Mo Access Records,
To Helen Shaw - Liquid Test Team

Date Of Request  16-Aug-2009 13:44
Reguest Reason  Reguest Reason goes here. .,

Outcome of Request
Status Pending

¥ Episode Details ‘
¥ Approve or Reject this Request

Wy
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Select the Accept Response option from the Status drop down list

Enter a Response and choose an Access Role and Access Level

Record a New Consent Statement to include the user requesting the access
Click Update

o gk w

Update - Update: Request from Sodial Worker 1 - Liquid Test Team on 16-Aug-2009

Update Reguest from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (current user)
kzn Sadial Worker 1 - Liquid Test Team Role Worker Start Date End Date Access Level
To Helen Shaw -Liquid Test Team 1 | Episode Coordinator  Helen Shaw - Liquid Test Team  21-Jul-2009 10:41 Full Access
Date Of Request 16-Aug-2009 13:44
Request Reason Reguest Reason goes here... Access Records (reguestor)
Outcome of Request Mo Access Records.
Status Accept Request w Current Consent Statement
Response My response is.... Restrictions Access is ONLY available to:
Q Helen Shaw - Liquid Test Team

¥ Mew Consent Statement
Access Role w
Access Level v

For further guidance on creating new consent statements refer to the Creating New Consent
Statement section within this manual.

The request has been successfully accepted and the user will receive a notification in their work tray
to reflect they have been granted access to the eCAF Episode.

7. Select the task Request for Access to Episode — Accepted

| 16-Aug-2009 13:53 | MY Emma Smith, & 3 years Request for Access to Episode - Accepted - Please open to view. |

8. Review the details and select the Click here to remove the notification from your work
tray link

Emma Smith, = 3 years @D t?:- 8 (= =
= Reguest from Social Worker 1 - Liguid Test Team on 16-Aug-2009 & &

Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (requestor)

T

From Social Worker 1 - I._iquid Test Team End Date Access Level
To Helen Shaw - Liquid Test Team 1| OtherRole  Socal Worker 1 -Liquid TestTeam  16-Aug-2009 13:53 Update

Date OfRequest _16-Aug-2009 13:44 2 | Other Role  Socal Worker 1 - Ligquid Test Team 16-AuUg-2009 Read-Only
Request Reason  Request Reason goes here...

Outcome of Request

Status Accepted

Date 16-Aug-2009 13:53
Response My response is....

» Episode Details
» Click here to remove the notification from your worktray
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Rejecting Requests

The episode coordinator may decide to reject a request from another eCAF user to access a child’s
CAF episode.

1. Select the task Request for Access to Episode from your work tray

16-Aug-2009 14:04 I Tilly Test, = 5 years Request for Access to Episode - From Sodal Worker 1 - Liquid Test Team 16-Aug-2009

2. The episode coordinator would review the access request and then record the response by
clicking the Approve or Reject this Request link

Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (reguestor)
From Social Worker 1 - Liquid Test Team Mo Access Records.
To Helen Shaw - Liquid Test Team

Date Of Request  16-Aug-2009 14:04
Request Reason  Reqguest Reason

Outcome of Request

Status Pending
¥ Episode Details

M Approve or Rejechthis Reguest

)

3. Select the Reject Response option from the Status drop down list
4. Enter Response and click Update

Update - Update: Request from Sodal Worker 1 - Liquid Test Team on 16-Aug-2009
Update Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (current user)
From Sodal Worker 1 -Liquid Test Team Worker Start Date End Date Access Level
To Helen Shauw -Liquid Test Team 1 | Episode Coordinator  Helen Shaw - Liquid Test Team  16-Jul-2009 15:25 Full Access
Date Of Request 18-Aug-2009 14:04
Request Reason Request Reason A o ds (requestor)
Outcome of Request Mo Access Records.
Status Reject Request | Current Consent Statement
Response Rejection reason.... Restrictions Access is ONLY available to:
Q Helen Shaw - Liquid Test Team

¥ New Consent Statement
Access Role v
Access Level v

The outcome of the request will be displayed:

Reguest from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request Details Access Records (reguestor)
From Social Worker 1 -Liguid Test Team Mo Access Records.
To Helen Shaw - Liquid Test Team

Date Of Request  16-Aug-2009 14:04
Reguest Reason  Reguest Reason

Outcome of Reguest

Status Rejected

Date 16-Aug-2009 14:03
Response Rejection reason...

¥ Episode Details

[ X N X N J
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The user will receive a notification in their work tray to reflect they have not been granted access to

the eCAF Episode.

5. Select the task ‘Request for Access to Episode — Rejected’

| 16-Aug-2009 1408 | Tilly Test, = 5 years

Request for Access to Episode - Rejected - Please open to view.

6. Choose the Click here to remove the notification from your work tray link

Tilly Test, =5 years

Reguest Details

Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

Request from Social Worker 1 - Liguid Test Team on 16-Aug-2009

2%

Access Records (requestor)

From Social Warker 1 - Liquid Test Team
To Helen Shaw - Liquid Test Team
Date Of Reguest  16-Aug-2009 14:04

Reguest Reason  Reqguest Reason

Outcome of Request

Status Rejected
Date 16-Aug-2009 14:05
Response Rejection reason...

¥ Episode Details

Mo Access Records,

¥ Click here to remove the notification from your warktray
I,

K¥e. i

by

=L
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Episode Details Tabs

The eCAF Episode Details tabs provide a summary of the various details entered within the eCAF

Episode.

Episode Details Tab

The Episode Details Tab displays the Episode Coordinator and who has consent to access the

episode.
Liﬁ.ﬁidlﬂg|c Home Meno Profile Help Logout
=& Emma Smith,=3years®@@ & =t
Episode 21-Jul-2009 & s - —=

Episode Details Involvements Consent | Access Requests

Episode Details

Episode Coordinator Helen Shaw - Liquid Test Team
Episode Date 21-Jul-2009 10:41

End Date

Status

Reason Family and Environment - Social & Community Elements
Additional Motes details go here....

¥ Episode Pathway

¥ Update Episode

Episode Shielding
Shielded Mo
Reason for Shielding

Consent

Restrictions Access is ONLY available to:
Q Helen Shaw - Liquid Test Team
Q Sodial Worker 1 - Liquid Test Team
¥ Update current Consent Statement
F Mew Consent Statement

Cancel Episode

The episode cannot be cancelled from this screen once the consent has been inserted

NOTE: Please refer to the eCAF — Episode Details document for more information.
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Activities Tab

The Activities Tab lists the CAF Assessments, stand-alone forms and meetings as well as whether an
episode has been transferred to ICS.

Lié]il:lidlﬂg|c Home Menu Profile Help Logout
=t Emma Smith,=3years@@ o &: =t
Episode 21-Jul-2009 @ s —=

Episode Details =08 Involvements | ( Services Consent | Access Reguests

Assessments and Forms

Assessment Date Assessment Type Assessor Status
1 21-Jul-2009 10:53  CAF Assessment Helen Shaw  Completed
2 21-1ul-2009 10:53  CAF Assessment Helen Shaw  Completed

Standalone Assessments

Mo Standalone Assessments have been completed

Family Support Meetings

Planned Meeting Date Actual Meeting Date

1 21-Jul-2009 11:00 21-Jul-2009  Meeting Rm 1

Transfer to ICS

Date of Transfer Comments
1 21-Jul-2002  details go here....

NOTE: Please refer to the eCAF — Episode Details document for more information.
Involvements Tab

The Involvements tab lists both current and previous involvements as well as Case Transfers
including the ability to initiate a case transfer.

L|q|_||d hjg [ Home Menu Profile Help Logout

Emma Smith, =3 years @D .;3 [ F) @ B

: Episode 21-Jul-2009 @ :

Episode Details Involvements

Worker Access Level

1 | Other Role Social Worker 1 - Liquid Test Team  16-8ug-2009 13:53 Update
2 | Other Role Social Worker 1 - Liquid Test Team 16-Aug-2009 Read-Only
3 | Episode Coordinator  Helen Shaw - Liquid Test Team 21-Jul-2009 10:41 Full Access

¥ Add Invalvement

Case Transfers

List s emply

¥ Initiate Case Transfer Process

NOTE: Please refer to the eCAF — Episode Details document for more information.
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Case Notes Tab

The Case Notes tab lists all saved and finalised case notes. This tab also provides the ability to
create a new case note, update an un-finalised case note, filter the list of case notes based on the
entered free text criteria or produce case note reports.

LIqLIIdIQgH: Home Menu Profile Help Logout

=4 Emma Smith, =3 years@D ) & . =
Episode 21-Jul-2009 @ g/ R

Case Motes

Case MNotes
Free Text Filter | [ Reset ]

¥ Case Mote Report
b Add Case Note

® Finalised? ContactDate Contact Type Contact Regarding Reason for Contact Created By
1 Yes 16-Aug-200%  General Mote Emma Smith Information goes here. ., Helen Shaw
2] O Mo 15-Aug-2002  Telephone Call (In)  Emma Smith Telephone call from Emma's Mother  Helen Shaw
3 Yes 21-1ul-200%  Home Visit Emma Smith details go here.... Helen Shaw

¥ Add Case Mote

NOTE: Please refer to the eCAF — Episode Details document for more information.

Services Tab

The Services tab lists service requests and service provisions, both pending and active. New
requests for service and service provisions can also be created here.

LIqLIIdlﬂgH: Home Menu Profile Help Logout

=t Emma Smith, = 3 years mm o8 (< =
Episode 21-Jul- 2009 a @

Episode Details | Activites | Involvements | Ca i Congse s Requests

Pending Service Requests

Addressed to Request Date Service Type

1 | Helen Shaw - Liquid Test Team  Social Worker 1 05-Aug-2009 1427 General Type

k Create new Service Reguest
¥ Click here to view all service requests for this episode. ..

service Provisions (Active and Pending Allocation of Resource)

Start Date  Projected End Date Service Type Delivered by Status
1| 18-Aug-2009 Educational Service Pending Resource Allocation
2 | 15-Aug-2009 General Type CAMHS™ Active

¥ Create new Service Provision (without request)
¥ Click here to view all service provisions for this episode. ..

NOTE: Please refer to the eCAF — Episode Details document for more information.
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Consent Tab

The Consent tab lists both current and previous consent statements for this episode. These can be
selected to drill down to further details.

Liﬁiﬁidlﬂglc Home Menu Profile Help Logout
Emma Smith, = 3 years @I -"1 8 =
= Episode 21-Jul-2009 a @

Episode Details | Activiies | Inwvolvements | Case Motes vices GRSl Access Reguests

Consent Date Ended At Entered By Comments

16-Aug-2009
21-Jul-2009  16-Aug-2009 details go here....

NOTE: Please refer to the eCAF — Episode Details document for more information.

Access Requests Tab

The Access Requests tab lists all users who have requested access to this episode and the status of
the request.

LIQI_"dIGglC Home Menu Profile Help Logout

= Emma Smith, =3 years@DL © ¢: =
Episode 21-Jul-2009 @/ g s

il Access Requests

16-Aug-2009 13:44  Socdal Worker 1 - Liguid Test Team  Helen Shaw - Liquid Test Team  Accepted

NOTE: Please refer to the eCAF — Episode Details document for more information.
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