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PRIVATE FOSTERING ARRANGEMENT

Duty SW

Assessment Request

v

In CareFirst search for the client.

Is this an Existing

Client or was this an
existing client whose

Yes, the
child has
an open Case closed <
GERE less than 8
weeks ago
Transfer the Transfer the
Call to the Call to Team
Primary Worker Manager to
If they are not look into the
ey Case Closure
available .
and decide
lEERED next action
Primary Worker

case was closed less
than 8 weeks ago?

Child has no
open case but is
on the system

Create the Initial

Child not on
CareFirst

Create Child / Young Person within
—» CareFirst, with any known
relationships and classifications.

Record ‘Place of Birth’ as a
classification.

Create the Proposed Private
Fostering Family with a role of ‘R’ —
Other Resource and record the
relevant relationship with the Child
/ Young Person.

Contact Questionnaire

v

Click on the ‘Find Assessment’ Icon.

Create the Initial Contact Questionnaire

Once you have completed the Initial Contact,
Re-assign the Initial Contact to the Duty
Manager for completion & authorisation.

Verbal communication with your Manager

is also essential

From the ‘Assessment Summary’ Screen,
select the Questionnaire, click ‘Reassign’
enter the Duty Managers ID Number and
the Assign Date.

The Manager will receive an automatic
message through CareFirst.

Duty Manager

NB: At any time in this
process if the Private Foster

N

Check Caseload Screen &
Messages for all Initial
Contacts that have been
reassigned to you for

completion and authorisation.

Button.

From the Manager Desktop, click on the ‘Caseload’

Within the ‘Assessments’ folder you will see a list of
questionnaires that have been re-assigned to you
for completion & authorisation.

Carer moves to another
Local Authority with the
child please follow the
instructions in the manual
to change the address and

You should have also received a message
informing you of the re-assignment.

to other LA

complete the Questionnaire
Private Foster Carer moved

Click on the ‘Find
Assessment’ Icon.
Create the Private
Fostering Arrangement
(visit under Regulation
8) Questionnaire and
reassign it to the
allocated worker.

A

Select the Initial Contact and click in ‘Details’ to
view the questionnaire, read the Questionnaire and
determine the outcome.

Decision to Undertake
Initial Assessment

Complete the Manager's Actions.

Click on the ‘Finish and Save’ button to Complete
& Authorise the Initial Contact Record
Questionnaire.

‘

'

Create Private
Fostering
Arrangement (visit
under Regulation 8)
Questionnaire

Create Initial

Assessment
Questionnaire

Click on the ‘Find
Assessment’ Icon.

Create the Initial
Assessment Questionnaire
and reassign to the allocated
worker.

Primary Worker

y

A

From the ‘Assessment
Summary’ screen,
select the
Questionnaire, click
‘Re-assign’ enter the
Duty Managers / Team
Leaders ID Number and
the Assign Date.

The Manager will
receive an automatic
message through
CareFirst

Continue to update the
Private Fostering
Arrangement (visit under
Regulation 8)
Questionnaire (the
timescale for
completion of this is 7
days from the date of
notification)

A\ 4

Continue to update
the Initial Assessment
Questionnaire

A

—

Once completed Re-
Assign the Private
Fostering Arrangement
(visit under Regulation
8) to the Manager to
Complete & Authorise

v

Once completed Re-
Assign the Initial
Assessment to the
Manager to Complete &
Authorise

From the ‘Assessment
Summary’ screen, select
the Questionnaire, click
‘Re-assign’ enter the Duty
Managers ID Number and
the Assign Date.

The Manager will receive
an automatic message
through CareFirst




PRIVATE FOSTERING A

RRANGEMENT

Team Manager

y

Check Caselo:

Screen & Messages
for all Private

Fostering

Arrangement (visit
under Regulation 8)

that have been

assigned to you for
Completion &
Authorisation

ad Check Caseload
Screen &
Messages for all
Initial
Assessments that
have been re-
assigned to you
for Completion &
Authorisation

re-

Complete the
Managers Actions

Click on the ‘Finish
and Save’ button to

A

Decision to commence
Private Fostering

Complete & Arrangement
Authorise the Private Assessment
Fostering
Arrangement (visit
under Regulation 8) v

Yes

v

From the Manager Desktop, click on the
‘Caseload’ Button.

Within the ‘Assessments’ folder you will see
questionnaires that have been re-assigned
to you for completion & authorisation. You
should have also received a message
informing you of the re-assignments.

Select the Private Fostering Arrangement
(visit under Regulation 8) and the Initial
Assessment, click in ‘Details’ to view the
questionnaire, read the Questionnaire and
determine the outcome.

Complete the Managers Actions.

Click on the ‘Finish and Save’ button to
Complete & Authorise the Private Fostering
Arrangement (visit under Regulation 8) and
the same procedure with the Initial
Assessment.

An activity will have been recorded in the
Questionnaire showing the date of the next
visit due at which point a Private Fostering
Arrangement (visit under Regulation 8)
Questionnaire should be completed.

v

Create the Child /
YPs Plan

Create Child

Plan Questionnaire

/ YPs Create Private

Create the Private Fostering
Arrangement Assessment

Fostering Arrangement

Questionnaire.

Assessment
I

Questionnaire and reassign to
the allocated worker.

y

v

Primary Worker

NB: At any time in this
process if the Private

Commence recording
on the Child /YPs Plan
Questionnaire

Continue to update the
Private Fostering

Foster Carer moves to
another Local Authority
with the child please
follow the instructions in
the manual to change the
address and complete
the Questionnaire Private
Foster Carer moved to
other LA

(The timescale for

the date of notification

Arrangement Assessment

completion is 42 days from

)

v

Questionnaires to the Manager to

Once completed Re-assign the

From the ‘Assessment Summary’ screen,
select the Questionnaire, click ‘Re-assign’
enter the Duty Managers / Team Leaders
ID Number and the Assign Date.

A\ 4

Complete & Authorise

The Manager will receive an automatic
message through CareFirst.

Team Manager

End the Allocation Relationships.

Ensure that all Activities have
been completed.

Within ‘Assessments’ —
Complete & Authorise the Child /
Young Person’s Plan
Questionnaire.

Private Fostering
Arrangement to
continue?

Complete the Managers Actions.

Click on the ‘Finish and Save’ button to
Complete & Authorise the Private
Fostering Arrangement Assessment.

Primary Worker

NB. Visits under regulation
8 should be every 6 weeks
for the first year and every
12 weeks for subsequent
years

Continue with the Private

A Private Fostering Arrangement (visit

Fostering Arrangement (visit
under Regulation 8) process
until the Private Fostering
Arrangement ceases

End of Private Fostering

under Regulation 8) questionnaires is
required to be completed for each visit.

Create & Complete the Questionnaire
Terminate Private Fostering Arrangement.

End the Allocation Relationships.
Ensure that all Activities have been

Arrangement

completed.

Within ‘Assessments’ — Complete &
Authorise the Child / Young Person’s Plan
Questionnaire.




Add the Proposed Private Fostering Family as a Relationship to
the Child/Young Person

Create Private Fostering Relationship

The Private Fostering Family may already be on CareFirst. If not, you will need to
create them with a Role of ‘R — Other Resource’.

1.

2.

From the ‘My Client’ Screen, click on the ‘Network’ button. Network

Check the Relationships screen to ensure the relationship does not already exist. Click
‘Add’ to add a new Relationship.

The ‘Add Relationship’ Screen will appear. Complete all necessary fields as shown
below:

Source

Subject. @ Person © Organisation
W : Ms Private Fostering Test
Relationship
Type Personal v
Relationship: * [CHILD OF PRIV FOST PROVIDER v
Relationship To" * @Person O Organisation
P35315 J J Miss Careplan Test
Address: [Flat B, 1 Coltman Street. Kingston Upon Hull, HU3 235G
Age: B Date of Birth [p1o1/2008
Role: e
Start Date: * pa/07/2010 End Date
End Reason v

Motes

Allow Source Access:  OYes ONo & Use relationship type value [No]

[ Significant in Chronology?

‘Type’ — Select ‘Personal’ from the pick list.

‘Relationship’ - Because you are adding the Carer to the Child/Young Persons record
you will need to select ‘Child of Priv. Fost. Provider’.

‘Relationship to’ — This should be set as default to ‘Person’. If you know the CareFirst
ID of the Carer, type this into the white box and click on the grey square, the name of
the Carer should populate into the Name Field.

If you do not know the ID of the Carer, click on the Grey square to search for the Carer
using the ‘Find Person’ Screen. (If you need to create the carer they need to be
given a role of R — Other Resource). Click ‘Continue’ to bring the person into the
‘Add Relationship’ screen.

Start Date — Enter the start date of the relationship. Double click for today’s date.

Click ‘Save’ to save the relationship (this should appear in the summary screen).
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Duty Social Worker/Primary Worker - How to Create an ‘Initial
Contact Record’ Questionnaire

Initial Contact Records are recorded in CareAssess via a Questionnaire, through the
‘Assessments Screen’.

1. From the ‘My Client’ Screen; Click on the ‘Find Person’ or ‘Change Person’ Link to
search for the Client. (NB: If they are not on CareFirst, create them on the system.)

2. Click on the ‘Find Assessments’ Icon.
4. Click on the ‘Add’ button. 2

5. Complete the ‘Add Questionnaire’ Screen as shown below:-

Add Questionnaire

Application: * Carefssess v

Questionnaire Context: * | Child / Young Person ~

Assessment Type: ™ 1 Initial Contact e
Priority: ™ Child/YP High Priority N

Worker: |5 |

Team: * = H|

Start Date- *

Significant in Chronology?

Save Cancel
6. ‘Application’ —This is populated automatically by CareFirst.

7. ‘Questionnaire Context’ —Click on the down arrow, select ‘Child/Young Person’.
8. ‘Assessment Type’ —Click on the down arrow and select ‘Initial Contact’.
9. ‘Priority’ —Select the Priority of the Initial Contact from the pick list.

10. ‘Worker’ — Double click in the Worker ID field, the system will automatically populate
the worker box with your id number.

11. ‘Team’ — The team information should default from the Worker ID you have just
entered, if it doesn’t you will need to manually enter your team ID.

12. ‘Start Date’ —Enter the date of the Initial Contact (double click for today’s date).
13. Click the ‘Save’ button to add the Questionnaire to CareFirst.

N.B: If you select ‘Cancel’ before you save your questionnaire, the questionnaire will
not be created.
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Duty Social Worker/Primary Worker - Populating the ‘Initial
Contact Record’ Questionnaire.

FER

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements and are made up from a series of questions.
Answers to the questions are collected in a number of Formats:-

Some questionnaires have tabs for each section but in this instance there are too
many sections to tab across the top so each section of the questionnaire can be
accessed by clicking on the drop down arrow, selecting a section and then clicking

go.

Questions can be answered in different formats some are Yes/No tick boxes, some
are Pick lists, and there are also Text Boxes to record your information relating to
specific questions asked.

Answer all of the relevant questions asked on the questionnaire by completing the
first section, then moving through each different section, until all appropriate sections
are completed. Questionnaires have been developed in accordance with the
Professional Practise leads in line with ICS requirements and are made up from a
series of questions. Answers to the questions are collected in a number of Formats:-

Client Information & Questionnaire Type brought through from
£ 1 Initial Contact - This assessment is assic the previous screen.

£ Master Gender Test
Address: 10, Anlaby Road, KINGSTON UPON HULL, HU1 2PA
Telephone: Gender:
Date of Birth: 01/01/2010 Age: 1
Score Woarker Name: IMrs Patricia Anne Western Team Mame Information Systems Team (Headquarters)
?;?al_(dowtn' d Assessment Type: 1 Initial Contact To move to the next
IS IS not use Start Date 25/01/2011 Scare 0 section of the
at the moment . . .
Questionnaire, either
I Score Breakdown - 0 records found click continue or
The ch’ie _ b Hide Header | Cancel | Save | Continue | click on the down
Header’ option e arrow from the
will hide the ) Questionnaire Section | Responsible Autharity v| Go || 4—— Section field,
information on 1.1.1° Responsible Local Authority' (Required) hlgh“ght the pext
the top half of — option, and click
the screen Existing Answers ‘Go’, the next section
Name Start Date End Date Phone Email Address Notes Options of the questionnaire
Questions to \kF'erson-"Org * @Person  C Organisation will then appear.
be completed (S
Start Date: *
End Date

Relationship Notes

Phane:
Email:
Address:

Add Relationship | Clear| Peek

Cancel | Save‘ Continue

+_'_+

Cancelling out of the Questionnaire will not save details of
any questions you have answered, if you need to come out of
the questionnaire to undertake another task click the ‘Save’
button to save your answers
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Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that
still need completing and they will be unable to authorise the
questionnaire

Brown ‘Hints’ may also be shown to assist you
in answering the question

Contact Method (Requined)
loww wias the contactiraferral made?

Answer: Telephons b

The next screen print will explain the ‘Existing Answers’ and Peek & Grab

Function.
This will remove Will allow you
the answer from to edit th
Whal is the childs fisst languags? (Redquiredy the questionnaire. 0 editihe
Will show an Existing Answers existing .
existing answer = _ = o it _ answer, with
to the Question T Dae o o o an end
above ————— P 1pimacm? Engish Rarnove fiom List | Edi g date/end
A one angwer only
Catagarg: * w
Start Dale %
Erd Dale Clear will clear the

information within
the fields for you
to re-enter correct

Hiofes:

A Classification | Elear | Pask |information
e . . 4 ‘Peek’ will check
‘Add Classification’ will update the CareFirst for
Questionnaire with any information you recent updates to
have completed within the fields this information

The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
qguestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.
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This shows the

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.

N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

Microsoft Internet Explorer

:;/ Are you sure you weank to cancel out of this Assessment?

[ O, |[ Cancel ]

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel Swel Continue

1 tiestionnaire Seetion: | Consent v Go
[Select Aszazsmant Saction |

1.1.7: Hs= conzenl been raceived PiRequired)

13. It is suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you’re your
Manager will use to authorise the Questionnaire.

14. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

ct!j_ﬁﬁ’f_‘;: Deskiop - Warker : Find Assessment | Add Questionnaire | Add Questionnalre

Please Note

Mandatory (required) De=zitap ) . L :
fields that have not The follewing validation errers exist in your answers, Please correct them before proceeding:
yet been completed. 475779 « The quashion Contact Date?” 1s required bul no answar was provided.

. * The quastion Moles™ is reguired bul no answer was provded

| Ao aconman T arnnlation anad Aasihoa i agioon
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Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an
existing answer is already recorded, and a worker has tried to partly add another
one. Or, if a ‘Peek’ has been performed and the information has not been
grabbed etc.

Any error messages shown will state the question experiencing a problem.

15. Click ‘Cancell’ =You will be returned to the previous screen.

16. Go back through the sections to correct the information.

You have now completed the recording for the Assessment.

You will now need to reassign the ‘InitialContact’ to the Manager for authorisation.
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Duty Social Worker/Primary Worker to reassign ‘Initial Contact’
Questionnaire to the Manager for Authorisation

In order for the Questionnaire to be authorised the Worker must reassign the Initial
Assessment Questionnaire to the Duty Worker the Team Manager will access this
desktop to find questionnaires to Authorise. By undertaking this process of
reassigning, the assessment the Manager will receive an automatic message via
CareFirst informing them that the assessment has been reassigned and the
Assessment will also sit in the Managers Caseload Screen. There is still a need to
verbally communicate that you have done this with your Manager.

1. From the ‘Assessment Summary’ Screen; click on the ‘Reassign’ button. This will
take you into the ‘Reassign Assessment’ Screen as shown below:-

Assessments - 110 1 of 1 records Add
Type Context Assignee Priority Score Start Date  End Date  Complete? Select < Selected record
8 1 Initial Contact Child / Young  Patricia Anne  Child’YP 0 25/01/2011 M Tl questionnaire

Abandon | Duplicate ¢ Reassign )—I\Story| Qutcome Details |

Will reassign the selected questionnaire

2. ‘Worker’ — Enter the ID number of the Duty Worker the Team Manager will access the
Duty Workers Case Load screen.

3. ‘Team’ — The team information should default from the Duty Worker ID you have just
entered, if it doesn’t you will need to manually enter the Team ID.

4. ‘Assign Date’ — Enter date assigned to the Manager for authorisation.

5. ‘Saving the Reassignment’ — Click on the ‘Save’ button and this will prompt a
message advising ‘Notification will be sent to a new assignee’.

Microsoft Infernet Explorer

T E Motification will be sent ko new assignee
L3

6. Click ‘OK’ on this message, you will then be returned to the ‘Questionnaire Summary’
Screen.
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Manager to Complete & Authorise the ‘Initial Contact Record’
Questionnaire

The Manager will have received a message via CareFirst to inform them that a
Questionnaire needs to be completed and authorised.

1. From the ‘My Client’ Screen; Click on the Find Person or Change Person Link to
search for the client.

2. Click on the ‘Find Assessment’ Icon.

3.  You will be shown the ‘Find Assessment’ Summary Screen.

Assessments - 1 to 1 of 1 records Add

Context Assignes Priority Score Start Date End Date  Complete? Select
Child / Young Patricia Anne  ChildvP o 25/01/2011 ™ =1

Abandon Duplicate Reassi an History Outcome Details |

1 Initial Contact
Child / Young Person

4. Select the ‘Initial Contact Record’, by either clicking on the record, or placing a tick in
the ‘Select’ tick box — the record will turn yellow when selected.

5. Click the ‘Details’ button to view the Questionnaire

You can use the WYSIWYG (What You See Is What You Get) to preview the full
questionnaire by clicking on the Mini Print icon in the right hand corner of the assessment
block.

Read and check all information on the questionnaire, you can move to each different
tab/section by either clicking ‘Continue’ to move to the next Section, or click on the down
arrow next to ‘Section’ and select the next Section on the list, you will then need to click ‘Go’
to move to that Section.

THE INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN
AUTHORISED.

6. When you have checked all Sections of the questionnaire go to the ‘Managers
Actions’ Section.

B 1 Initial Contact - This assessment is assigned to Mrs Patricia Anne Western.

2 Master Gender Test

Address: 10 , Anlaby Road, KINGSTON UPON HULL, HU1 2PA

Telephone Gender

Date of Birth: 01/01/2010 Age: 1

Waorker Name: Mrs Patricia Anne VWestern Team Name Information Systems Team (Headquarters)
Assessment Type: 1 Initial Contact

Start Date: 25/01/2011 Score: 0

Score Breakdown - 0 records found

Hide Header Cancel | Save | Back | Finish and Save
] Questionnaire Section- | Manager's Actions v| Go
Primary Team:
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7. If some of the Mandatory fields have not been completed at this point, you will receive a
notification as shown below:-
n;t!_@_ﬁﬁ'f_‘_‘.: Deskiop - Worker : Find Assessment ;| Add Questionnaire | Add Questionnalre

Mandatory (required) . || Please Hote
fields that have not p The following validation errers exist in your answers, Please correct them before proceeding:
yet been completed. 47STTE = The quastion Contact Date?” i= required but no answer was provided.

|| * The quastion Motes™ is required bul no answer was provided

I Ascacaman t Caminlatiae anal Raharizatine

8. Click ‘Cancel’ to take you out of the questionnaire.

N.B: The Manager should send a Message informing the worker to update the
required fields within the questionnaire. (Verbal communication is also
essential)

12. When the Questionnaire is ready to be authorised, go to the ‘Managers Actions’
Section and click ‘Finish and Save’ button the ‘Assessment Completion and
Authorisation’ Screen will appear as shown below:-

Assessment Completion and Aunthorization
Share Data?: O Yes ONo O Parally
Dietails: |

End Diate: *

Prority: * -

Cutcorna: * [ -
Reasan Code: e
Initial Contact Outcome: v

1T Campleted DatedTime:

Completed By: * J
Austhorised By: &

Auth DatefTirne: [ |

Completed DatedTime: | [ I~ Complete?

Authorisation Comment: | [

|

13. ‘Share Data’ — Do not use.

14. ‘Details’ — Do not use.

15. ‘End Date’ — Please enter the end date for the questionnaire.

16. ‘Priority’ — Please select the priority from the pick list.

17. ‘Outcome’ — Select the relevant option (i.e. Initial Assessment).

18. ‘Reason Code’ — Click on the down arrow and select the appropriate option.
19. ‘Initial Contact Outcome’ — Enter appropriate outcome from the list.

20. ‘IC Completed Date & Time’ — Enter appropriate date and time.
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21. ‘Completed By’ — Enter your ID Number, double click in the field.

22. ‘Authorised by’ — Enter your ID Number, double click in the field.

23. ‘Authorise Date & Time’, ‘Completed Date & Time’ and the ‘Completed’ tick box will
automatically be filled in by CareFirst when the Authorisation is complete and the

record is saved.

24. ‘Authorisation Comment’ — this box can be used to record a comment relating to your
authorisation, however this must not be used as a case recording tool.

25. Click ‘Save’ to complete and authorise the Questionnaire.

26. When the save has been completed successfully the authorisation will now be
complete, the Questionnaire will display in the summary screen.

Assessments - 1 to 3 of 3 records Add
Type Context Assignee Priority Score Start Date  End D ComplXg? Select
(=] 4 Child / Young Child / Young Patr Anne ChildryP i} 25/01/2011 m
=] 2 Initial Assessment Child / Young  Patr Anne Child/YP 0 25/01/2011 [l
= 1 Initial Contact Child / Young Patricia Anne  Child/Y 0 25/01/2011 (&
Completion Status
of Questionnaires
Abandon Duplicate Reassi gn History Outcome Details
Follow the next stage in the flowchart
Dty Manager
Complete the Managers Actions.
Decision to Undertake .| Clidk onthe 'Finish and Sawe’ butben to Complate
Initial Assessment & Authorse the Iniial Contact Record
Questionnaire.
Assessment.lcon. v !
Createl the Private Create Private Create Initial Cligk anthe 'Find
Fqs_tenngArrangerr!ent lg—| Fostering Assesﬁnent i
(B\nsat "'n;_e' Re.gulatgn Arrangement (uvisit Questionnaire Create the Initial
1 ue |_c;:?n.::1re an under Regulation 83 Assessment Questionnaire
re"assindl Drk = Questionnaire and reaszign to the allocated
allocated waroer ——
h 4 h 4
Continue to update the Continue to update
i Fostenng the Initial Assezzment
Arrangement (visit under Questionnaire
Regulation3)

Questionnaire the
ti mescale for
completion of this is 7
d=ay= from the date of
notification] |

If a Decision has been made to undertake an Initial Assessment
please continue to follow the instructions.

The instructions for the Private Fostering Arrangement
Assessment Questionnaire will follow.

Both assessment questionnaires will run concurrently.
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Manager to Create an ‘Initial Assessment’ Questionnaire

Initial Assessments are recorded in CareFirst as a Questionnaire, through the
‘Assessments’ Screen.

1.  From the ‘My Client’ screen click on the ‘Find Assessments’ icon to create the
questionnaire.

2. Click on ‘Add’ to add the Questionnaire (within the Assessments Part of the Screen.)
Assessments - U records Add —

Mo records found

Ahbandon | Cuplicate | Reassigpn Cutcorme Dretails

Complete the ‘Add Questionnaire’ Screen shown below: -

Add Questionnaire

Application: = Carefssess |v
Questionnaire Context: ~ v

Assessment Type: * v

Priority- = v
Warker = H=|
Team: * = H=|

Start Date: *
[1Significant in Chronology?

Save Cancel
3. ‘Application’ — This is populated automatically by CareFirst.

4. ‘Questionnaire Context’ —select the context of ‘Child/Young Person’.

5. ‘Start Date’ — Enter the start date of the Initial Assessment.

6. ‘Assessment Type’ — Click on the down arrow, select ‘Initial Assessment’.
7. ‘Priority’ — Select the appropriate priority from the pick list.

8. ‘Worker’ — Double click to enter your own ID to initially assign the assessment to
yourself, the assessment can later be reassigned to the Primary Worker for completion.

NOTE: Do not press enter on the Keyboard as this will activate a SAVE on the record,
you must click on the Grey Icon in order to bring up the worker information.

9. ‘Team’ — This information should default from your ID Information, if it doesn’t you will
need to manually enter this information.

10. ‘Start Date’ — Enter the date that the Assessment started.
11. Click on the ‘Save’ button to add the Questionnaire to CareFirst.

NOTE: If you select ‘Cancel’ before you save your questionnaire, the questionnaire
will not have been created.
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Manager to Reassign the ‘Initial Assessment’ to the Primary
Worker

When the manager has created the Initial Assessment Questionnaire, this will have to
be reassigned through CareFirst to the worker who will be responsible for
undertaking the Initial Assessment. By creating the Assessment this way, CareFirst
will store the assignment history for the assessment and it will also send an
automatic CareFirst message to the worker to inform them that they have been re-
assigned an Initial Assessment to undertake. (This does not take away the need for
constant verbal communication with staff).

1.  When the manager has created the questionnaire, the questionnaire will be open on
screen. Please ‘Save’ the Initial Assessment Questionnaire and click ‘Cancel’ to exit
the questionnaire.

2. From the ‘Assessment Summary’ Screen; click on the ‘Reassign’ button. This will
take you into the ‘Reassign Assessment’ Screen as shown below:-

fgspmmments - 1 oS of OF recoed _Add
Tiyges Canlest Aasicneg Prinily Sar Srart Date End Dale Complale?
i 1 Initiad Canlacs Chid ! Young  Ssid Teansfer  ChildvP i} 1EDEA0T D H 1
[ Cid Inilial Assessmant Chid  Young  Zsid Transfer  Chila™P ) 15DE0 0 L} 1
[c &4 Chld F Young Ferson's Chid ! Young  Ssid Transier Chika™ P o 15a0 0 M 'ml
1 Indlia® Canlact Chikd ! Yaunng Gal Flelcher ChilY P [u} 15000 M m|
3 Care Azgaseengn| Child ! Young  Ssid Transler  ThiAWE 0 SN0 M M Selected record
2 bl iad s s beis At Chisd ! Young  Ssid Tearslsr ChiEAY P o iyt b1} M '~'|4_questionnaire
[ Case Closura ¢ Transler Chid  Young  Ssid Transfer  Chila™vP u} 270 H ‘"l
m Case Closmre ¢ Transier Chid / Young  Ssid Transfer Chila™vP u} — I 1

| Arandon -_ Dluplicabs | History | D coma 1 Diedals |

& Inhal AssasserEl

3. Click on ‘Reassign’ to reassign the questiShih&iras8mE P Worker who will be
undertaking the assessment.

e asslgn Assessmaent

Warkar FI5E
Aaakzn Date: ;l'.l-']-'?ﬂ'l:l i C spp (L y] Child 1)
Cancal
4. ‘Worker’ - Enter the Worker ID number of the Primary Worker who will be

undertaking the Initial Assessment, and click on the grey square icon to populate the
Name and Team information.

5. ‘Assign Date’ — Enter the date of the reassignment, double click for today’s date

6. Click ‘Save’. You will receive a Message stating that notification will be sent to the
new assignee.

#icrosoft Internet Explorer @

L] ": Motification will be sent ko new assignee
L3
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Primary Worker Populates the ‘Initial Assessment’
Questionnaire.

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements and are made up from a series of questions.
Answers to the questions are collected in a number of Formats:-

The Initial Assessment questionnaire has different sections which can be access by
clicking on the drop down arrow and selecting a section, clicking go will take you to
that section (alternatively, clicking continue will move you to the next part of the
questionnaire).

Questions can be answered in different formats some are Yes/No tick boxes (N/A
means question not answered), some are Pick lists, and there are also Text Boxes to
record your information relating to specific questions asked.

Answer all of the relevant questions asked on the questionnaire by completing the
first section, then moving through each different section, until all appropriate sections

are completed.
Client Information & Questionnaire Type brought through
from the previous screen.
(1 2 laitigl Asodsrtgenl - B asansament is assigoed o Br Said Tronsfer 1

o) W Miss Carcplan Test PI501

Al Flal B, 1, Coliman e, KINGETON UPON HULL, HUE 256
Takphie 01462 173455 Tendi F
|| Date of Sk 002003 Ang 2
Wharker Mame tr Ss5id Transfer Toam Mama: nfoematian Sysbers Team (Headquarters)
Asoezsmert Typa: 2 Initiad Assezsment
Score Stan Date e Score
Breakdown.
S Spore Breakdows - 0 reconds fy
The ‘Hide Header’ )
option will hide the ¥ | __Hifa Haatsr | _Gancsl | Ssw || benling 4—To move to the
information on the e — — next section of the
top half of the Ethriciey Ll_-:al:- ley Backpgoend ta Frafecsional Heeds | Anabysis S Manager's Frovion € Questionnaire,
Detaiky Azsezaman Contacts Wiewn Aeliors A ) :
screen i either click
v Citmichy fagutrac) continue or click
Questions to Existing Anzwers on the next tab
be completed rat Dinke End Tela o across the top of
£eld ivt Anewer oy the questionnaire,
Catogeny: * - remember to save
Slan i :'Ic . your questionnaire
= =t .
at regular
Initial Contacts | End P intervals.
prior to this ¢ Motes
assessment’ —
this will show any .
previous I Add Cagsfeation || Clear || Pek
Consultations or
Initial Contacts Cancel || Sawm || Gonlimue
recorded on the ! )
child e e+ i e e e e e Cancelling out of the
’ Questionnaire will
Inifial Conlacts . [ Cwires) and Historical Regoads, lates record st |- © reconds Sund .
This is also a tool : ’ not save details of
lTopic Preeanhng RSk i - .
used by —P ETWA0I0 Akice S lmation Heslih IEsuss Addvice_Iiamralion, MR any questions you
performance 2S00 Advics 7 Isfoimaticn Famity Dysfunction have answered, if
monitoring in AN Advce £ infarmatizcn Arube Shress you need to come
. . DFANAACE  Assassment Sequest Arate Steess Frogras s 10 Assas5snment out of the
v_VhICh they will ZTA000E  AsssanmEn] REquest Possibie Abyes | Bigk P Neghac) Frogas e 10 Acsagemenl questionnaire to
link the relevant penioo0r  Assessment Sequest Demestic Yilece Progress o Aszasement
contact to the undertake another
it task click the ‘Save’
initial assessment concal | Swve || Bk il

button to save your
answers.
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Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that
still need completing and they will be unable to authorise the
questionnaire

Brown ‘Hints’ may also be shown to assist you
in answering the question

Contact Method (Requined)
loww wias the contactiraferral made?

Answer: Telephons b

The next screen print will explain the ‘Existing Answers’ and Peek & Grab

Function.
This will remove Will allow you
. the answer from to edit the
‘Wal is the childs fisst languaga® (Redquivedy the questionnaire. isti

Will show an Existing Answers existing )
existing answer = _ = o it _— answer, witl
to the Question " Date o o P an end
above — ¥ 1A Engizh Rernnys from List | £y ¢—3ate/end

A one angwer only

Catagarg: * w

Start Diale *; .
Clear will clear the

information within
the fields for you

Erd Dale

Hiofes:

*— to re-enter correct
— information
A Classification | Claar ] Fagk |
4 A peek will check
‘Add Classification’ will update the CarefFirst for
Questionnaire with any information you recent updates to
have completed within the fields this information

The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
qguestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.
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This shows the

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.

N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

Microsoft Internet Explorer

:;/ Are you sure you weank to cancel out of this Assessment?

[ O, |[ Cancel ]

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel Swel Continue

1 tiestionnaire Seetion: | Consent v Go
[Select Aszazsmant Saction |

1.1.7: Hs= conzenl been raceived PiRequired)

13. It is suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you’re your
Manager will use to authorise the Questionnaire.

14. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

ct!j_ﬁﬁ’f_‘;: Deskiop - Warker : Find Assessment | Add Questionnaire | Add Questionnalre

Please Note

Mandatory (required) De=zitap ) . L :
fields that have not The follewing validation errers exist in your answers, Please correct them before proceeding:
yet been completed. 475779 « The quashion Contact Date?” 1s required bul no answar was provided.

. * The quastion Moles™ is reguired bul no answer was provded

| Ao aconman T arnnlation anad Aasihoa i agioon
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Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an
existing answer is already recorded, and a worker has tried to partly add another
one. Or, if a ‘Peek’ has been performed and the information has not been
grabbed etc.

Any error messages shown will state the question experiencing a problem.

17.  Click ‘Cancell’ =You will be returned to the previous screen.

18.  Go back through the sections to correct the information.

You have now completed the recording for the Assessment.

You will now need to reassign the ‘Initial Assessment’ to the Manager for
authorisation.
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Primary Worker to Reassign the ‘Initial Assessment’ to the
Manager for Authorisation

In order for the Questionnaire to be completed and Authorised the Worker must
reassign the Initial Assessment Questionnaire to the Manager for the Manager to
Authorise. By undertaking this process of reassigning, the assessment the Manager
will receive an automatic message via CareFirst informing them that the assessment
has been reassigned and the Assessment will also sit in the Managers Caseload
Screen. There is still a need to verbally communicate that you have done this with
your Manager.

1. From the ‘Assessment Summary’ Screen; click on the ‘Reassign’ button. This will
take you into the ‘Reassign Assessment’ Screen as shown below:-

fgspmmments - 1 oS of OF recoed _Add
Ty Canlest Aazignes Praanly Seame st Date  End Dale Complele® Gl
i 1 Initiad Canlacs Chid ! Young  Ssid Teansfer  ChildvP i} 1EDEA0T D H 1
[ Cid Inilial Assessmant Chid  Young  Zsid Transfer  Chila™P ) 15DE0 0 L} 1
[c &4 Chld F Young Ferson's Chid ! Young  Ssid Transier Chika™ P o 15a0 0 M 'ml
1 Indlia® Canlact Chikd ! Yaunng Gal Flelcher ChilY P [u} 15000 M m|
3 Coe Asgagemnan| Child ! Young  Said Teenafer  ChilaW P o gLALr L H u Selected record
= 2 bl iad s s beis At Chisd ! Young  Ssid Tearslsr ChiEAY P o iyt b1} M ""4_questionnaire
O Case Closura ¢ Transler Chid  Young  Ssid Transfer  Chila™vP u} 270 H ‘"l
m Case Closmre ¢ Transier Chid / Young  Ssid Transfer Chila™vP u} i I 1

Will reassign the selected

2. ‘Worker’ — Enter the ID number of the Manager who is to authorise the Initial
Assessment.

Heassign Assrssmant

Asandon | Dluplicabs |

2 Indhial AssasesnEl

Aggign Dale: *
Saw  Cancsl
3. ‘Team’ — The team information should default from the Manager ID you have just
entered, if it doesn’t you will need to manually enter the Team ID.

4. ‘Assign Date’ — Enter date assigned to the Manager for authorisation.

5. ‘Saving the Reassignment’ — Click on the ‘Save’ button and this will prompt a
message advising ‘Notification will be sent to a new assignee’.

#icrosoft Internet Explorer @

L] E Motification will be sent to new assignee
L3

6. Click ‘OK’ on this message, you will then be returned to the ‘Questionnaire Summary’
Screen.
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Manager to Authorise the ‘Initial Assessment’ Questionnaire

It is the responsibility of the Manager to check CareFirst for Initial Assessments that
have been reassigned for authorisation. These can found in your Caseload screens

and there will also be an automatic message which is sent upon the reassignment of
this type of assessment.

1.  Check within your Own desktop, ‘Duty Manager’ desktop and other ‘Team Managers’
desktops which you are covering for. (There should be reassignment messages on
each desktop for Initial Assessments that have been reassigned for authorisation and
the Assessment will be accessible from the ‘Caseload’ screen of each desktop you
access.)

2. From the ‘Desktop’ view you are in click on the ‘Caseload’ Icon.

3. Select the ‘Initial Assessment’ Questionnaire you wish to authorise, by either clicking
on the record, or placing a tick in the ‘Select’ tick box — the record will turn yellow when
selected.

4. Click the ‘Details’ button to View & Check the Questionnaire.

Client Information & Questionnaire Type brought through
from the previous screen.
(1 2 laitigl AiodsrtRnil - TR asaesament is assigoed o B Said Tronsfer 1

o) W Miss Carcplan Test PI501

Al Flal B, 1, Coliman e, KINGETON WPON HULL, HUE 256
Takphiss 01462 123455 Gnde F
|| Date of Sk 002003 Ang 2
Wharker Mame tr Ss5id Transfer Toam Mama: nfoematian Sysbers Team (Headquarters)

Asoezsmert Typa: 2 Initiad Assezsment
|| Stan Date 0G0 Scoe
Score

Breakdown — | ' rare Breakdown - 1 reconds fu Displayed are

The ‘Hide —  Hida Haader Gancsl || Save || Confinus the d_iffere_nt

Header’ option : = - Sections (in tab

will hide the Cuestionnaire | Epriciy Dusabdity Backpground fa Profecsional Mewds | Analysisd | Managers Froaiow format) that

information on Delailz Aserzamarn Comtacts Wi Frlives & < have to be

the top half of - Esticty(Required) completed as
part of this

the screen wisting Bnswers ' )
R Questionnaire.

Addd oreE anewesr oly

Calegory: * w
Stan Cate =

End Diate:

o Molas

I Add Cassticalion Clear Peak

Canc=l S Cinlinue

You can use the WYSIWYG (What You See Is What You Get) to preview the full
questionnaire by clicking on the Mini Print icon in the right hand corner of the assessment
block or you can select preview all.

5. When you have checked all Sections of the questionnaire go to the ‘Managers
Actions’ Section.
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CHECK INFORMATION IS CORRECT WITHIN THE QUESTIONNAIRE AS THE

INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN

AUTHORISED.

Soone Breakdown - 0 records faund

This area can be
used to document

Hida Headar Cancel | Sae || Back Finish and Sasw s
= = = any decisions from
[ Guestinnnaire Ethncity Dsatdicy | Eackgroend to Frafessimnal Meads | Snalvais £ Fraview the assessment;
Cetails Asspzament Contacts Wiews Al once this is saved
R e o — the ‘Decision
Cluision Barnd e wall &5 anucar in this geaslicna - e Record’ will also be
ol OEparvation Delads: ‘Saved WItI_“n y
Observations’ as a
< separate Case
Recording.
MY Assascerenl Dalay Reason{Requined) Assessment
ANEwEr ¥ < Delay reason
E . 5 d must be
?.1.%: Fa Prvate Foslenng Arangement has been danified dunng this assessment, plase enber tre dale that a mguialion B Vist & raquied to ke complated
- entered
Esiating Mnswais
HAasigned To Stalus  Sialus Dske Requested Date Requires by Date Child Saen Child sang Priort Doetails Ciptmans
fmeigned To *: E+Parson ) Crganisalion

.| Staluz ™ -
Raqueslad Dae ™

@ Requinad by Date

L Slalug Date ™
Prigrity. w
Anlrly Detals

6. Record the Managers Actions by completing the relevant fields.

7. Once you have completed the Managers Actions Section click on ‘Finish and Save’.
This will take you through to the ‘Assessment Completion and Authorisation’ Screen for
you to authorise the Questionnaire.

8. At this point, you will receive notification of any Mandatory fields that have not been
completed:-

ct!j_ﬁﬁ’f_‘;: Deskiop - Warker : Find Assessment | Add Questionnaire | Add Questionnalre

This shows the

Mandatory (required) Desatop N N - -
fields that have not The follewing validation errers exist in your answers, Please correct them before proceeding:

yet been completed. 479779 # The quastion Contact Date?” 1= required but no answar was provided.
* The quastion Moles™ is reguired bul no answer was provded

Please Note

| Accacomant Carmnlatine and Aadhoooris adiooe

9. Click ‘Cancel’ to take you out of the questionnaire.

The Manager should send a message to the worker informing them to complete the
required fields in order for the questionnaire to be authorised.

10. When all required fields have been completed, go to the ‘Managers Actions’ Section
and click ‘Finish and Save’, the ‘Assessment Completion and Authorisation’ Screen
will appear.
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Details — this is ““"'”""': LR LR < Share Data — This can be used to record whether data
used to record Share Dits RTak LY. L Pullly recorded can be shared with external users (e.g.
details relating to Datris Health) — Function not available at present
sharing data (i.e. >
any restrictions)
End Date — end——® Eni ltats * FLEAD
date Of ) Frany. ™ Cald TP Hig b Pty 5!
questlonnalre AGLH“M 2 Frragens ta Care Axeesainerd -
Se(lject ‘Outcoméa' Pamen Cads Feaann Kol Fequaed i Worker name
and ‘reason code’ — ;
from the list’ Caamg kidied By = AT Fu S dapee i information
/ farhipead 0y Sins4d
Completed by & i OintaiTirrss I
authorised by is - o
the ID of the ? i i
Worker logged in Ak Far CHAS Add G En
authorising
Al Cirvgr e willaed chekd bargy waan’
v bt Dl T vy | T Canphte?
Farhvl rsmdian Comime \ T /
This information will be populated by CareFirst Click cancel to
when the Authorisation has been saved D abandgn the
e authorisation
Save to proceed
11. ‘Share Data’ — Do not use. with the

authorisation

12. ‘Details’ — This refers to any details relating to data sharing — not used.
13. ‘End Date’ — Please enter the end date for the questionnaire.
14. ‘Priority’ — Click on the drop down arrow and select the priority.

15. ‘Outcome’ — Click on the down arrow next to the ‘outcome’ and select the appropriate
option from the list.

16. ‘Reason Code’ — Click on the down arrow next to the ‘reason code’ and select the
appropriate option from the list.

17. ‘Completed By’ — Double click to enter your ID Number.

18. ‘Authorised by’ — Double click to enter your ID Number.

19. ‘Authorise Date & Time’, ‘Completed Date & Time' and the ‘Completed’ tick box will
automatically be filled in by CareFirst when the Authorisation is complete and the
record is saved.

20. ‘Child Seen’ — If the Child has been seen click in the box.

21. ‘Reason for child not seen:’ — Enter the reasons why the Child was not seen in the
text box.

22. ‘Allow completion without child been seen?’ — Click in the box if the child has not
been seen and you want to continue to complete and authorise. N.B. You must enter a
reason why the child was not seen.
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23. Click ‘Save’ to complete and authorise the Questionnaire.

N.B: If you have entered the incorrect person ID in the ‘Completed by’ or Authorised field
then the following error messages will appear:-

Microsoft Internet Explorer

1 ¥ou can arly complebs an assessment vikh your own person 1. !"_., “iou can anby authorisa an assassment with your own person Id.
LY

| B !

24. When the save has been completed successfully the authorisation will now be
complete, the Questionnaires will display in the summary screen.

Besesaments - 1 tod of 10 reconds Audd

Type Cortexl Aszignag Pronly Scome Slart Date  End Dalg ey Selac
e 3 Ciore Aszassmant Child / Young  Ssid Transfer  ChildWP High D 40800 460 o Completion
] Cenlral Duly - Child J Yourig  Kelly Childy P ] OFAQeo0e F P o
B Centesl Duly - Child/ Young  Worker Test  Chilédy P 0 502009 I T T
o Initizd - P.- Decisions £ Child Ciabibia ChildWP High D 130009 F
] L.AC Riview Child / Yourg  Debbie Chil&yP Hgh D 130852009 M F
= Patheway Meeds Azzezsment  Child/ Young  Debbie ChiléVP High 0 13072009 |
i B Pathway Plan Child / Young  Debhia Child™P High DO 13072009 M F
= Qld Chidd ¢ Young Person's Child / Young  Rona Swann Shilé’y P o (2072004 M IF.

Flenor Ahandan Dunlicate Heassign Hisigeyr ACCRES Carleome Diatails

3 Core Agsessment
Zhild 7 Vg Parson

To view the authorisation details for a Questionnaire, select the record and click ‘Outcome’.
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Duty Manager to Create ‘Private Fostering Arrangement Visit
under Reg 8’ Questionnaire

This questionnaire must be completed every time a visit is to take place. Visits under
Regulation 8 should be every 6 weeks for the first year and every 12 weeks for
subsequent year.

1.

2.

10.

11

12.

13.

From the ‘My Client’ Screen
Click on the ‘Find Assessments’ Icon.

Click on the ‘Add’ button. Add

The ‘Add Questionnaire’ Screen will appear as shown below:-

A Questlonmalne

Apphiation. * Canfsness ¥

Qusshionnaime Contax: * | Child / Young Person i

Assezament Type: © Frivang Fostes Amangaman [visl under RegB) +—
Friniy * ChildYP tedum Priotty +

Warkar Eld

Taam. * 49007E

Start Diabe: * 010200

Sigrificant in Chronokgy?

S Cancal

Application’ — This is populated automatically by CareFirst’
‘Questionnaire Context’ — Select the context of Child/Young Person.

‘Assessment Type’ — Click on the down arrow, select ‘Private Fostering
Arrangement (Visit Under Reg. 8)

‘Priority’ — Click on the down arrow, select a priority.
‘Worker’ — Double click to show your own worker.

‘Team’ — This information should default from your worker ID Information (if it doesn’t
you will need to add the team ID or search using the grey square)

Start Date — Enter the start date of the assessment (double click to enter today’s start
date).

‘Significant in Chronology’ this is populated by CareFirst, please ignore.

Click the ‘Save’ Button.

NOTE: If you select ‘Cancel’ before you ‘Save’ your questionnaire, the questionnaire
will not be created.
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Duty Manager to Reassign the ‘Private Fostering Arrangement
Visit Under Reg 8’ Questionnaire to the Primary Worker

When the manager has created the Private Fostering Arrangement (Visit under
Regulation 8) Questionnaire, this needs to be reassigned through CareFirst to the
worker who will be responsible for undertaking the assessment. By creating the
assessment this way, CareFirst will store the assignment history for the assessment
and it will also send an automatic CareFirst message to the worker to inform them
that they have been re-assigned an assessment to undertake. (This does not take
away the need for constant verbal communication with staff).

1. When the manager has created the questionnaire, the questionnaire will be open on
screen. Please ‘Save’ the assessment questionnaire and click ‘Cancel’ to exit the
questionnaire.

2. From the ‘Assessment Summary’ screen, please select the ‘Private Fostering
Arrangement (Visit under Regulation 8)’ Questionnaire by either clicking on the

record, or placing a tick in the ‘Selected’ box.
4_

Assessments - 1 to 5 of 5 records Add Selected
Type Context Assignee Priority Score Start Date End Date Complete? Select questlonnalre
= Private Fostering Child f ¥Young Patricia Anne Child’YP o] 26/01/2011 & =1
=] 2 Initial Assessment Child / Young Patricia Anne  Child/YP 0 25/01/2011 M il
=] Adults Complaints Adult Carolyn lrene  Adult (o] 15/09/2010 ¥ Ll
8 Adults Complaints Adult Yvonne Carol Adult o 01/09/2010 ¥ m
=] B - Initial Contact Child / Young Ssid Transfer Child/YP 0 04/02/2010 I 1

| Abandon Duplicate |®| History | Outcome | Details ‘

Private Fostering Arrangement (Visit Under Reg 8)
Child / Youna Person

To reassign the selected questionnaire

3. Click on ‘Reassign’ to reassign the questionnaire to the Primary Worker who will be
undertaking the assessment.

Reasslgn Assessmaent

Warkar A
Team: = E1 720
Asain Dala: " nALmn

S Cantal

4. ‘Worker’ — Enter the Worker ID number of the Primary Worker who will be undertaking
the assessment, and click on the grey square icon to populate the Name and Team
information.

5. ‘Assign Date’ — Enter the date of the reassignment, double click for today’s date

6. Click ‘Save’. — You will receive a Message stating that notification will be sent to the
new assignee.

Microsoft Internet Explorer @

1 E Motification will be sent to new assignes
L3

The worker will receive a CareFirst message informing them of the reassignment
which will display on the worker desktop for when the worker logs in.
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Primary Worker to Populate the ‘Private Fostering Arrangement
Visit Under Reg 8’ Questionnaire

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements.

There are different sections that form part of the Questionnaire, Answer all of the

relevant questions asked on the questionnaire by completing the first section, then

moving through each different section, until all appropriate sections are completed.

Completion of this assessment should be 7 days from the date of notification.

1. Your Manager should have created and assigned the questionnaire to you. You will be
able to access this via your own Caseload screen or Via the Child/Young Persons My
Client or Assessment Summary Screen. Locate the assessment.

2. Click into ‘Details’ to view the Assessment — the questionnaire will appear as shown

belOW / ) Private Fostering Arrangement (Visit under Reg 8) - This assessment is assigned to Mr Ssid
Transfer.
B Miss Careplan Test
ﬁssgssment Address Flat B. 1. Coltman Strest. KINGSTON UPOM HULL, HU3 25G
I ?a er ti < Telephone 01482 123456 Gendar [
nrormation Date of Birth 01/01/2008 Age 3
Worker Name Mr Ssid Transfer Team Name Information Systems Team {Headquarters)
Assessment Type:  Private Fostering Arrangement (Visit under Reg 8)
N~ Start Date 24/01/2011 Score
©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
Navigational Score Breakdown - 0 records found
function
unctions Hide Header Cancel ‘ Save | Continue |
©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
~ =] Questionnaire Section- | Ethnicity v| Geo
1.1.1: Ethnicity:(Required)
Existing Answers
Ethn|c|ty < Start Date End Date Category Maotes Options
Questions Add one answer only
(Reqmred Category: * v
field) Start Date *
End Date

Notes

-~ . S

3. Use the ‘Continue’ button and the ‘Section List’ to navigate to other sections.
Remember to keep clicking ‘Save’ at regular intervals.

Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that
still nged cgmpleting and they will be unable to authorise the Contact Mathod (Re quired)
questionnaire loww weas the contactireferral made?
Brown ‘Hints’ may also be shown to assist you
in answering the question

Answer: Telephone bl
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4. Answer the relevant questions and use the ‘Continue’ button and the ‘Section List’ to
navigate to other sections. Remember to keep clicking ‘Save’ at regular intervals.

Existing Answers

Start Date End Date Category
Add ane answer only
Category: * |
Start Date ™
Africa
End Date: Asia
Notes: Canada & Usa
Caribbean Central And South America
Europe
Micldle East
Oceania
Other

|United Kingdom
Secion: Notification Details

Complete the section as shown with details of the Arrangement, Carer, and Worker/Team
information:

wes,

/2, Master Questionnaire Test

Address 100 Beverley Road, KINGSTOM UPON HULL, HU3 1¥A

Telephone: Genger: M

Date of Birth 20408/2005 Age:

Worker Name: Mrs Patricia Anne Western Team Name: Information Systems Team (Headquarters)

Private Fostering Arrangement (Vistt under Reg &)

Start Date: 2712011 Score:

Score Breakdown - 0 records found

Hide Header Caneel Save Back Continue

[£) Questionnaire Section: | Notification Details Sl Ge

2.1.1. Private Fostering

Date of Notification: *

Date arrangement willhas commenced: *

d
Peck Arrangement Date <

< arra as al
First proposed/actual private foster carer: * JJ

Peek PR Carers
Second proposediactual private foster carer: JJ

The above information relating to the First Proposed/Actual Private Foster Carer, Second Proposed/Actual Private Foster Carer and
allocated worker can be entered in this section if a relationship has not already been added to CareFirst. If the Relationship has been
entered into CareFirst you will be able to ‘Grab’ the information. Follow the ‘Peek and Grab’ process detailed below.

Peek PR Carers
Existing CareFirst Data
Miss Careplan Test has relationships
MName Start Date End Date Options -
=| P40751 : Ms Private Fostering Test 25/10/2008 Grab )

Te
N

If you have already recorded these relationships click the yellow peek buttons and another screen will pop up as shown above that show
the information already recorded on the Child/Young Person’s record, click on grab and the information will populate into these fields.

The next screen print will explain the ‘Existing Answers’ and Peek & Grab
Function.

This will remove the
“What is the childs first languaga? (Required)

answer from the Will allow you to edit the
Will show an Existing Answers questionnaire. existing answer, with an
existing ——p Slart Date [ I Nete optignd date/end reason
answer to the W07 Engih Rarmove from List | Edit €=
Question above
Ao o answer only Clear will clear the
Category: * ™ information within the
LR ‘Add Classification’ will fields for you to re-enter
Sl update the Questionnaire with correct information ‘Peek’ will check
Hotes: any information you have CareFirst for recent
completed within the fields * updates to this
And Classification | Clasr | Pask | information
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The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
guestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.

N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

Microsoft Internet Explorer

“'?r) By yaoun sure you went ko cancel out of this Assessment?

[ Ok, J[ Cancel |

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.
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This shows the

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel | Swe | Continue

1 Guestionnaire Section: | Gonsant v o

= ot
e " Sehact Asspcsment Saction |
1.1.1: Has consent been racaived PIRequired) l

5. Itis suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you're your
Manager will use to authorise the Questionnaire.

6. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

at_!j}_ﬁjf_‘;: Desklap - Warker : Find Assessment | Add Questionnaire : Add Questionnalre

[| Please Note

Mandatory (required) Dezidop | . - - :
fields that have not || The following validation errors exist in your answers, Please correct them before proceeding:
yet been completed. ATETTE # Thae quashion Contact Date? is requirad bul no answar was provided.

= P The quastion Moles? is reguired bul no angswer was provided

I Ascacoman t Camnlatinn ancd AardhooriT adion

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an
existing answer is already recorded, and a worker has tried to partly add another
one. Or, if a ‘Peek’ has been performed and the information has not been
grabbed etc.

Any error messages shown will state the question experiencing a problem.

7. Click ‘Cancell’ —=You will be returned to the previous screen.

8. Go back through the sections to correct the information.

You have now completed the recording for the Assessment.

You will now need to reassign the ‘Private Fostering Arrangement’ to the Manager for
authorisation.
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Primary Worker to Reassign the ‘Private Fostering Arrangement
Visit Under Reg 8’ questionnaire to the Manager for
Authorisation

In order for the Questionnaire to be completed and authorised the Worker must
reassign the Questionnaire to the Manager for the Manager to Authorise. By
undertaking this process of reassigning the assessment, the Manager will receive an
automatic message via CareFirst informing them that the assessment has been
reassigned and the Assessment will also sit in the Managers Caseload Screen. There
is still a need to verbally communicate that you have done this with your Manager.

Note: Ensure information is correct before reassigning, once an assessment has
been authorised it cannot be amended.

1. From the ‘Assessment Summary’ Screen; click on the ‘Reassign’ button. This will
take you into the ‘Reassign Assessment’ Screen

Asgegsments - | racand Add |

Iype Conlasl AEEI e ‘raonly Seo start Uate Ead Dale Cornpilala: elecl

M- Prvale Fosterng Child ! Young Pamela Smith  Child™P Loee 092008 ] =l
Abandon Ouplicate Arcess Cutame Dretaits |
O O DS S,

Reassign Assessment

Worker: CIS30S | J Miss Claire Lovize Cabbage
Tean: * 517239 i J Eact Azgas & Supp (Duty) Childcare Tearr

Assign Date: 16411/2007

Save Cancel

2. ‘Worker’ — Enter the ID number of the Manager who is to authorise the ‘Private
Fostering Arrangement (Visit Under Regulation 8)’ questionnaire

3. ‘Team’ — The team information should default from the Manager ID you have just
entered, if it doesn’t you will need to manually enter your Team ID.

4. ‘Assign Date’ — Enter date assigned to the Manager for authorisation.

5. ‘Saving the Reassignment’ — Click on the ‘Save’ button and this will prompt a
message advising ‘Notification will be sent to a new assignee’. A CareFirst
message will automatically be sent to the manager, however, always communicate
verbally with your manager.

6. Click ‘OK’ on this message, you will then be returned to the ‘Questionnaire Summary’
Screen.
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Manager to Complete & Authorise the ‘Private Fostering
Arrangement Visit Under Reg 8’ Questionnaire

The Manager will have received a message via CareFirst to inform them that a
Questionnaire needs to be completed and authorised.

1. From your Caseload, click on the Assessments folder to display a list of the
assessments/questionnaires you are responsible for.

2. Locate the questionnaire you wish to authorise.

3. Select the ‘Private Fostering Arrangement (Visit Under Regulation 8)’ either by
clicking on the record, or placing a tick in the ‘Select’ tick box — the record will then turn
yellow when selected.

4. Click the ‘Details’ button to view the Questionnaire.

You can use the WYSIWYG (What You See Is What You Get) to preview the full
questionnaire by clicking on the Mini Print icon in the right hand corner of the assessment
block.

5. Read and check all information on the questionnaire, you can move to each different
tab/section by either clicking ‘Continue’ to move to the next Section, or click on the
down arrow next to ‘Section’ and select the next Section on the list, you will then need
to click ‘Go’ to move to that Section.

CHECK INFORMATION IS CORRECT WITHIN THE QUESTIONNAIRE AS THE
INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN
AUTHORISED.

6. When you have checked all Sections of the questionnaire go to the section before
‘preview all’ to find the ‘Finish & Save’ option. Once you are happy with the decision
you have made, you can click on ‘Finish and Save’ button. This will take you through
to the ‘Assessment Completion and Authorisation’ Screen.

7. If some of the Mandatory fields have not been completed at this point, you will receive a
notification; if you do you will need to Click ‘Cancel’ to take you out of the
questionnaire.

Note: The Manager should send a Message informing the worker to update the
required fields within the questionnaire. (Verbal communication is also
essential)
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When the Questionnaire is S
ready to be authorised, go S gres Ste ©famey
to the ‘Managers Actions’
Section and click ‘Finish .
and Save’ button the . :
‘Assessment Completion o -
and Authorisation’ Screen IO =
will appear as shown to the
right. I, == s
8. ‘Share Data’ — Do not use.
9. ‘Details’ — Do not use.
10. ‘End Date’ — Please enter the end date for the questionnaire.
11. ‘Priority’ — Please select the priority from the pick list.
12. ‘Outcome’ — Select the relevant option from the pick list.
13. ‘Completed By’ — Enter your ID Number, double click in the field.
14. ‘Authorised by’ — Enter your ID Number, double click in the field.
15. ‘Authorise Date & Time’ — Tick box will automatically be filled in by CareFirst when the
Authorisation is complete and the record is saved.
16. ‘Child Seen’ — Tick this box if the child has been seen.
17. ‘Reason for Child not Seen’ — If the child has not been seen you will need to provide
reasons within this area.
18. ‘Allow completion without Child being seen’ — if you are allowing the questionnaire
to be authorised without the child being seen, you will be required to tick this box.
19. ‘Completed Date & Time’ — Tick box will automatically be filled in by CareFirst when
the Authorisation is complete and the record is saved.
20. ‘Authorisation Comment’ — If necessary, a comment can be placed in this field,
however, please remember that this is NOT a case recording tool.
21. Click ‘Save’ to complete and authorise the Questionnaire.

You will be returned to the previous screen. The questionnaire is now authorised.
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Manager to Create a Child / Young Person’s Plan

The Child / Young Persons’ Plan and the Create Private Fostering Arrangement
Assessment.

The Child/YP’s Plan within CareFirst has been set up so that you can pull through
information you recorded in the needs section of your assessment, which will save
you time and stop any duplicate recording taking place. When the plan is amended
due to a change in circumstance, the plan should be ended and a new plan created.
Once the new plan has been authorised by your Manager then a plan need to be
created for the Primary Worker to prepare for the next review.

1. From the My Client Screen, click on the ‘Find Assessments’ Icon, and click ‘Add’ to
add a new questionnaire. Al le—

2. Complete the ‘Add Questionnaire’ Screen shown below:-

Add Questionnaire

Application: * CareAssess |«

Questionnaire Context. v
Assessment Type: * v

Priority: * v

Worker: = =

Team: * =]

Start Date: ™

[ Significant in Chronology?

Save Cancel
3. Application — This is populated automatically by CareFirst.

4. Questionnaire Context — Click on the down arrow, select the context of ‘Child/Young
Person’.

5. Start Date — Enter the date of the Child/Young Person’s Plan.

6. Assessment Type — Click on the down arrow and choose “Child / Young Person’s
Plan”.

7. ‘Priority’ — Select the appropriate priority from the pick list.

8. ‘Worker’ — Initially you will assign the Child & Young Person’s Plan to yourself in order
to reassign to the Primary Worker Shortly. Double click to enter your own ID.

9. ‘Team’ — This information should default from the Worker ID Information, if it doesn't,
manually enter your own Team ID.

10. Click on the ‘Save’ button to add the Questionnaire to CareFirst.

(NOTE: If you select ‘Cancel’ before you save your questionnaire, the questionnaire
will not have been created).
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Manager to Reassign the ‘Child & Young Person’s Plan’ to the
Primary Worker

When the Manager has created the Child & Young Person’s Plan Questionnaire, this
will have to be reassigned through CareFirst to the worker who will be responsible for
recording within the plan. By creating the Assessment this way, CareFirst will store
the assignment history for the assessment and it will also send an automatic
CareFirst message to the worker to inform them that they have been reassigned a
Child & Young Persons’ Plan. (This does not take away the need for constant verbal
communication with staff).

1.  When the manager has created the questionnaire, the questionnaire will be open on
screen. Please save the Child & Young Person’s Plan Questionnaire and click
‘Cancel’ to exit the questionnaire.

2. From the Assessment Summary Screen, please select the Child & Young Person’s
Plan Questionnaire by either clicking on the record, or placing a tick in the ‘Selected’

box.

Assessments - 1 fo 4 of 4 records Add
Type Context Assignee Priarity Score Start Date  End Date  Complete? Select

= Private Fostering Child / Young Patricia Anne  Child/YP 0 26/01/2011 0] il

=] 4 Child / Young Child / Young Patricia Anne  Child/YFP 0] 25/01/2011 I ~

=] 2 Initial Assessment Child / Young Patricia Anne  Child/YP 0 25/01/2011 I F1

= 1 Initial Contact Child / Young Patricia Anne ChildYP 0 25/01/2011 M il

Selected

—
record
Abandon Duplicate | Reassign | History QOutcome Details allestionna

4 Child / Young Person's FPlan
Child / Youna Person

3. Click on ‘Reassign’ to reassign the questionnaire to the Primary Worker who will be
populating the Plan.

Reassign Assessment

Worker: WJ J I Mizs Claire Louise Cebbage

Team: * 517239 J J T East Asses & Supp (Duty) Childcare Tearr
Asgign Dale: = 0Ey 172007

Save I Cancel

4. ‘Worker’ — Enter the Worker ID number of the Primary Worker who will be responsible
for the Child & Young Person’s Plan, and click on the grey square icon to populate the
Name and Team information.

5. ‘Assign Date’ — Enter the date you are reassigning the assessment (double click for
today’s date.)

6. Click ‘Save’.

You will receive a Message stating that notification will be sent to the new assignee

#icrosoft Internet Explorer @

|} E Motification will be sent ko new assignee
-
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Primary Worker to Populate the ‘Child/Young Person’s Plan’.

Questionnaires are developed in accordance with the Professional Practise leads in
line with ICS requirements and are made up from a series of questions. Answers to
the questions are collected in a number of Formats:-

Some are Yes/No tick boxes, some are Pick lists, and there are also Text Boxes to
record your information relating to specific questions asked.

Answer all of the relevant questions asked on the questionnaire by completing the
first section, then moving through each different section, until all appropriate sections
are completed.

Remember to save your questionnaire at regular intervals.

1. Plan Type — The screen print below shows the ‘Plan Type’ screen which will be
completed by the worker to determine what type of plan is being recorded, this is in the
form of YES/NO/NA Option. Select ‘YES’ in the type of plan you are creating.

...t Child In baad
fihis is an ongoing plan and you heed to add an additional type or change the 1ype you MUST end this plan snd set up & new one fiom the date of change

OYes (ONo @A

: Child Looked Afer

fthiz i an ongaing plan and you nasd ta add an sdditional type or change the 1ype you MUST end this plan snd set up & new ans from the date of change.
OYes ONo @A

<4—— The first Section is for you to

3 Child In Meed of Protection choose which plan you wish
Oves ONo @A to create.
+ Child Requining Privale Fostering A Child/YP Plan could have
OYes ONo A dual types e.g., Child with a
Disability and Child Looked
After.

: Child Requiring Adoption
OYes ONo ENA

o Child with a Digability
OYes ONo @A

| Cancel | Sa\we_ Continug |

To move to the next section either click ‘continue’ or click on the next tab across the top of
the questionnaire, remember to save your questionnaire at regular intervals.

2. Plan Management — In this section you will be required to record details of how the
plan will be managed, and when it will be reviewed.

Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that
still need completing and they will be unable to authorise the
questionnaire

Brown ‘Hints’ may also be shown to assist you
in answering the question

Contact Method (Requined)
loww weas the contactireferral made?

Answer: Telephone bl
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The next screen print will explain the ‘Existing Answers’ and Peek & Grab
Function. This will remove Will allow you

the answer from

the questionnaire o edit the
Will show an existing _
existing answer Whal is the childs first language® [Requlvedy answ%rv with
; anen
tobthe Question Existing Answers te/end
EEEE— ¢ da
above Start Date  End Categary Hete Optior
Diate
TRAIRE07 Ersglch Ramove Trom List | Edit
A ong answer only
Categary. * o Clear will clear the
Start Dale ™ information within
Erd Dl the fields for you
= —
* to re-enter correct
Hotes information

‘Peek’ will check

Al Chassification Clasr | Pagk .
‘Add Classification’ will update the - '~ CareFirst for
Questionnaire with any information you recent updates to
have completed within the fields this information

The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
questionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.
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N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

#icrosoft Internet Explorer

?/ Are vou sure o wank bo cancel out of this Assessment?

o

[ (4 |[ Cancel ]

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

N.B: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header — | Cancel | Swe | Continue

1 Guestionnaire Saction: | Conzent v GO
[Select Aszpzsment Saction |

1.1.7: Has conzent baen racaied PiRequired)

3. Itis suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you’re your
Manager will use to authorise the Questionnaire.

4. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

c@;}_ﬁﬁ’f} Deskiop - Warker : Find Assessment | Add Questionnaire | Add Questionnalre

This shows the

Mandatory (required) De=zitap ) . L :
fields that have not The follewing validation errers exist in your answers, Please correct them before proceeding:

yet been completed. 475779 « The quashion Contact Date?” 1s required bul no answar was provided.
. * The quastion Moles™ is reguired bul no answer was provded

Please Note

| Ao aconman T arnnlation anad Aasihoa i agioon

N.B: If information with these questions conflict, you may get an error message when
trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or,
if a ‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will state the question experiencing a problem.
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5. Click ‘Cancell’ =You will be returned to the previous screen.
6. Go back through the sections to correct the information.
You have now completed the recording for the Assessment.

You will now need to reassign the ‘Child/Young Person’s Plan’ to the Manager for
authorisation.
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Primary Worker to Reassign the Child & Young Person’s Plan to
the Manager for Completion & Authorisation

FER

When the Primary Worker has completed recording the information within the Child &
Young Person’s Plan Questionnaire, they are required to reassign this to the Manager
who will be responsible for authorising the plan (This does not take away the need for
constant verbal communication with your Manager).

1. From the Assessment Summary Screen, please select the Child & Young Person’s
Plan Questionnaire by either clicking on the record, or placing a tick in the ‘Selected’

box.
Assessments - 1 to 4 of 4 records Add
Type Context Assignee Priority Score Start Date End Date  Complete? Select
= Private Fostering Child / Young Patricia Anne ChildYP a 26/01/2011 I (Ll
= 4 Child / Young Child / Young Patricia Anne Child™~YP a 25/01/2011 ¥ =
= 2 Initial Assessment Child / Young Fatricia Anne  Child’YP a 25/01/2011 M 44—
=] 1 Initial Contact Child / Young Patricia Anne  Child/YP 0 25/01/2011 ] 1 | Selected
record
Abandon Duplicate | Reassign History Outcome Details | questlonnalre
4 Child / Young Person's Plan v
Child / Young Person T

2. Click on ‘Reassign’ to reassign the questionnaire to the Manager who will be
authorising the Plan.

HReasslgn Assessmaent

‘Workar SI5HE
Taam. © £ T
Bsain Dala; * DA

Cancal

3. ‘Worker’ — Enter the Worker ID number of the Manager who will be responsible for
authorising the Child & Young Person’s Plan, and click on the grey square icon to
populate the Name and Team information.

4. ‘Assign Date’ —Enter the date you are reassigning the assessment (double click for
today’s date.)

5. Click ‘Save’.

You will receive a Message stating that notification will be sent to the new assignee.

Microsoft Internet Explorer

" E Motification will be sent ko new assignee
L
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Manager to Authorise the Child/Young Person’s Plan
Questionnaire

When the Child/Young Person’s plan is reviewed or amendments need to be made, or
the Type of Plan changes (e.g. a Child in Need who has become a Child in Need of
Protection), then the existing plan will need to be completed and authorised. The
Child & Young Person’s Plan will have been reassigned by the Primary Worker for
them to complete their recording. The Plan will then require authorisation, it will then
be reassigned back to the Manager and will show within the Managers Caseload, and
you will receive an automatic message informing you of the reassignment. Once the
plan has been authorised a new plan needs to be created for the Primary Worker to
work on in preparation for the next review.

1. Check the ‘Duty Manager’s’ Desktop, your own Desktop, and the Team Desktop for
reassignment messages, showing the assessment which has been assigned to you for
authorisation.

2. Click into the ‘Caseload’ Icon for the Desktop you are viewing, and locate the Child &
Young Person’s Plan awaiting completion and authorisation.

3. Select the Child & Young Person’s Plan Questionnaire and click ‘Details’ to view the
assessment.

4. You can use the WYSIWYG (What You See Is What You Get) to preview the full
questionnaire by clicking on the Mini Print icon in the right hand corner of the
assessment block and will allow you to view the full form in the same way as preview
all, alternatively, read and check all information on the questionnaire, and move to each
different tab/section by either clicking ‘continue’ or clicking on the different tabs along
the top.

5. When you have checked all Sections of the questionnaire you can go to the ‘Summary’
Section, in which a ‘Finish and Save’ option will become available.

6. This will take you through to the ‘Questionnaire Completion and Authorisation’ Screen
for you to authorise the questionnaire.

7. At this point, you will receive notification of any Mandatory fields that have not been
completed (Click ‘Cancel’ to take you back to the questionnaire in order to complete the
mandatory fields if necessary) before the questionnaire is authorised.

CHECK INFORMATION IS CORRECT WITHIN THE QUESTIONNAIRE AS THE
INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN
AUTHORISED.
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8. The Assessment Completion and Authorisation screen is shown below:-

BAszessment Completion amid Authorization

Share Data?; rYes D)Mo OPartially

Dietails [

End Date: ~ (0@ 172007

Friority: = _Chlld Madivm Priarity

Crlcorme: ™ [ Plan superceded ~|
Reazon Code: (D - Lewel 2 - Social Care Lead ||
Complstad By: = =y J hirs Debbie Ferrar
Completed DatedTirme: | | I~ Complete?

9. ‘Share Data’ — Ensure the radio button is set to ‘No’ (this function is not used).
10. ‘Details’ — This refers to any details relating to data sharing — not used.

11. ‘End Date’ — Please enter the end date for the questionnaire.

12. ‘Priority’ — Please select the appropriate priority from the pick list.

13. ‘Outcome’ — Click on the down arrow next to the ‘outcome’ and select the appropriate
option from the list.

14. ‘Reason Code’ — Click on the down arrow next to the ‘reason code’ and select the
appropriate option from the list.

15. ‘Completed By’ — Double click into the field to enter your own ID.

16. ‘Completed Date & Time’ and the ‘Completed’ tick box will automatically be filled in
by CareFirst when the Authorisation is complete and the record is saved.

17. Click ‘Save’ to complete and authorise the Questionnaire.

N.B: If you have entered the incorrect person ID in the ‘Completed by’ and ‘Authorised
by’ field, an error message will appear below:-

Microsoft Internet Exploren | g Micreselt Infernel Explarer
! } Vo can orly complete an assessment vikh your own person bd. ! N o can onky sthorise an assassment with your own person 14,

18. When the save has been completed successfully the authorisation will now be
complete, the Questionnaire will display in the summary screen.

To view the authorisation details for a Questionnaire, select the record and click ‘Outcome’.

To view the Questionnaire, select the record and click ‘Details’
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NEXT ACTIONS:

Plan to be Superceded: The Manager needs to create the next questionnaire of ‘Child &
Young Persons Plan’ following the instructions at the beginning of the Child & Young
Persons Plan Section within the Manual. When the Plan is created, this can be reassigned
to the worker, for the worker to populate in preparation for the next review.

Case Closed: When the plan is ended, a new one does not need to be created, please
ensure all activities/case recordings etc are up to date. Follow the Case Closure & Transfer
Process within the Manual.

You will be at the following stage in the flowchart:

Primary Worker
Commence recording Continue to update the

on the Child /YPs Plan Private Fostering Arrangement
Questionnaire Assessment (The timescale
for completion is 42 days
from the date of notification)

From the ‘Assessment Summary’ screen,
+ select the Questionnaire, click ‘Re-assign’
enter the Duty Managers / Team Leaders
ID Number and the Assign Date.

The Manager will receive an automatic
message through CareFirst.

Once completed Re-assign the
Questionnaires to the Manager to
Complete & Authorise

\4

En(li ’:_he Ar|1|_ocati0n v Complete the Managers Actions.
elationships L Private Fosterin Click on the ‘Finish and Save’ button to
Ensure that all Activities Arrangement tog Yes Complete & Authorise the Private

have been completed e Fostering Arrangement Assessment.
Within ‘Assessments’ — )

Complete & Authorise the
Child / Young Person’s
Plan Questionnaire.

Private Fostering Arrangement to Continue?

NO - You will need to end the Allocation Relationships, ensure all activities have been
completed or abandoned. Ensure the Child & Young Persons Plan Questionnaire has
been ended, and ensure all other recordings are up to date (e.g. case recording).

YES - Complete the managers Actions and authorise the Private Fostering
Arrangement Assessment. Continue with the next stage in the Process...

A Private Fostering Arrangement (visit
under Regulation 8) questionnaire is
required to be completed for each visit.

Continue with the Private
Fostering Arrangement (visit
under Regulation 8) process

until the Private Fostering

Arrangement ceases

Please refer to earlier instructions explaining how to create and populate the Private
Fostering Arrangement (Visit Under Regulation 8) questionnaire.

NOTE: Visits under Regulation 8 should be every 6 weeks for the first year, and every
12 weeks for subsequent years.

This process will continue until the Private Fostering Arrangement ceases as shown
in the flowchart.
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Duty Manager to Create ‘Private Fostering Arrangement’
Questionnaire

1. From the ‘My Client’ Screen
2. Click on the ‘Find Assessments’ Icon.

3. Click on the ‘Add’ button. Add

4. The ‘Add Questionnaire’ Screen will appear as shown below:-

Add Questionnaire
Application: * CareAssess |v
Questionnaire Context: * v

Assessment Type: ™ v

Priority: * v
Warker: J J
Team: * = @

Start Date. *

[ Significant in Chronology?

Save Cancel
5. Application’ — This is populated automatically by CareFirst’

6. ‘Questionnaire Context’ — Select the context of Child/Young Person.

7. ‘Assessment Type’ — Click on the down arrow, select ‘Private Fostering
Arrangement.

8. ‘Priority’ — Click on the down arrow, select a priority.
9. ‘Worker’ — Double click to show your own worker.

10. ‘Team’ — This information should default from your worker ID Information (if it doesn't
you will need to add the team ID or search using the grey square)

11 ‘Start Date’ — Enter the start date of the assessment (double click to enter today’s start
date).

12. ‘Significant in Chronology’ — This is populated by CareFirst, please ignore.
13. Click the ‘Save’ Button.

NOTE: If you select ‘Cancel’ before you ‘Save’ your questionnaire, the questionnaire
will not be created.
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Duty Manager to Reassign the ‘Private Fostering Arrangement’
Questionnaire to the Primary Worker

When the manager has created the Private Fostering Arrangement Questionnaire, this
needs to be reassigned through CareFirst to the worker who will be responsible for
undertaking the assessment. By creating the assessment this way, CareFirst will
store the assignment history for the assessment and it will also send an automatic
CareFirst message to the worker to inform them that they have been re-assigned an
assessment to undertake. (This does not take away the need for constant verbal
communication with staff).

1. When the manager has created the questionnaire, the questionnaire will be open on
screen. Please ‘Save’ the assessment questionnaire and click ‘Cancel’ to exit the
questionnaire.

2. From the ‘Assessment Summary’ screen, please select the ‘Private Fostering
Arrangement’ Questionnaire by either clicking on the record, or placing a tick in the

‘Selected’ box.
4_

Assessments - 1 to 5 of 5 records Add Selected
Type Context Assignee Priority Score Start Date End Date Complete? Select questlonnalre
= Private Fostering Child f ¥Young Patricia Anne Child’YP o] 26/01/2011 & =1
=] 2 Initial Assessment Child / Young Patricia Anne  Child/YP 0 25/01/2011 M il
=] Adults Complaints Adult Carolyn lrene  Adult (o] 15/09/2010 ¥ Ll
8 Adults Complaints Adult Yvonne Carol Adult o 01/09/2010 ¥ m
=] B - Initial Contact Child / Young Ssid Transfer Child/YP 0 04/02/2010 I 1

Private Fostering Arrangement (Visit Under Reg 8)
Child / Youna Person

| Abandon Duplicate |® History | Outcome | Details ‘

To reassign the selected questionnaire

3. Click on ‘Reassign’ to reassign the questionnaire to the Primary Worker who will be
undertaking the assessment.

Reasslgn Assessmaent

Warkar A
Team: = E1 720
Asain Dala: " nALmn

S Cantal

4. ‘Worker’ — Enter the Worker ID number of the Primary Worker who will be undertaking
the assessment, and click on the grey square icon to populate the Name and Team
information.

5. ‘Assign Date’ — Enter the date of the reassignment, double click for today’s date

6. Click ‘Save’. — You will receive a Message stating that notification will be sent to the
new assignee.

Microsoft Internet Explorer @

1 E Motification will be sent to new assignes
L3

The worker will receive a CareFirst message informing them of the reassignment
which will display on the worker desktop for when the worker logs in.
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Primary Worker to Populate the ‘Private Fostering Arrangement’
Questionnaire

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements.

There are different sections that form part of the Questionnaire, Answer all of the
relevant questions asked on the questionnaire by completing the first section, then
moving through each different section, until all appropriate sections are completed.

1.

Your Manager should have created and assigned the questionnaire to you. You will be
able to access this via your own Caseload screen or Via the Child/Young Persons My
Client or Assessment Summary Screen. Locate the assessment.

Click into ‘Details’ to view the Assessment — the questionnaire will appear as shown

belOW. 7~ [2 Private Fostering Arrangement (Visit under Reg 8) - This assessment is assigned to Mr Ssid

ransfer.

‘B Miss Careplan Test
Assessment

Head Address Flat B. 1. Coltman Street. KINGSTON UPOM HULL, HU3 253G
| (:a er " < Telephone 01482 123456 Gender F
nformation Date of Birth 01/01/2008 Age 3
Waorker Name Mr Ssid Transfer Team Name Information Systems Team (Headguarters)

Assessment Type:  Private Fostering Arrangement (Visit under Reg 8)
\\ Start Date 24/01/2011 Score

Navigational Score Breakdown - 0 records found

functions
Hide Header Cancel ‘ Save | Continue |
©0000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
7~ [2 Questionnaire Section: | Ethnicity v _Geo
1.1.1: Ethnicity:(Required)
Existing Answers
EthnICIty < Start Date End Date Category MNotes Options
Questions
. Add one answer only
(Required .
field) Category: v
Start Date *
\\ End Date

Notes

-~ . .

Answer the relevant questions and use the ‘Continue’ button and the ‘Section List’ to
navigate to other sections. Remember to keep clicking ‘Save’ at regular intervals.

Existing Answers

Start Date End Date Category
Add ane answer only
Category: * v
Start Date * ]
Africa
End Date: Asia
Notes: Canada & Usa
Caribbean Central And South America
Europe
Middle East
Oceania
Other

|United Kingdom
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w Commu

ity Care Services

Will show an

answer to the
Question above

Notification Details

Complete the section as shown with details of the Arrangement, Carer, and Worker/Team

A3, master Questionnaire Test
Address 100 Beverley Road, KINGSTOM UPON HULL, HU3 1¥A
Telephone: Gender:
Date of Birth 20/08/2005 Age:

r Hame: Mrs Patricia Anne Western Team Name:

Private Fostering Arrangement (Visit under Reg &)
Start Date: 271201 Score:
Score Breakdown - U records found
Hide Header

5] Questionnaire
2.1.1: Private Fostering
Date of Netification: *
Date arrangement will'has commenced: *

arrangement has alrea tart otification date can be used
First proposed/actual private foster carer: * JJ
Second proposediactual private foster carer JJ

The above information relating to the First Proposed/Actual Private Foster Carer, Second Proposed/Actual Private Foster Carer and
allocated worker can be entered in this section if a relationship has not already been added to CarefFirst. If the Relationship has been
entered into CareFirst you will be able to ‘Grab’ the information. Follow the ‘Peek and Grab’ process detailed below.

Existing CareFirst Data
Miss Careplan Test has relationships
MName

£| P40751 - Ms Private Fostering Test

Te)
M

Start Date
28/10/2008

Information Systems Team (Headguarters)

Cancel Save Back Continue

Section: | Netification Details v| Go

<
Peek Arrangement Date W

Peek PR Carers.

Peek PR Carers

End Date Options
Grab

A

If you have already recorded these relationships click the yellow peek buttons and another screen will pop up as shown above that show
the information already recorded on the Child/Young Person’s record, click on grab and the information will populate into these fields.

Answer all relevant questions in the different Sections available.

not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that
still need completing and they will be unable to authorise the
questionnaire

Brown ‘Hints’ may also be shown to assist you

in answering the question

NOTE: (Required) this denotes a mandatory field, if these are

Answer:

Contact Method (Requined)
loww weas the contactireferral made?

Telephone bl

The next screen print will explain the ‘Existing Answers’ and Peek & Grab

Function.

Whial is the childs fiest larguags? (Required)

Existing Answers

— P SisdDate End
Dste

TETEREI0T Ersglizh
Audd oo answer only
Cstegory =
Start Diale ™
Erd Dale

Hotes:

This will remove the

answer from the
questionnaire.

w

‘Add Classification’ will
update the Questionnaire with
any information you have
completed within the fields

~ v

Will allow you to edit the
existing answer, with an
a “riend date/end reason

Rernove from List | Edit <

Clear will clear the
information within the
fields for you to re-enter
correct information ‘Peek’ will check
CareFirst for recent

updates to this

< information
Add Classification | Glear | Paek |
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The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
guestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.

N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

Microsoft Internet Explorer

“'?r) By yaoun sure you went ko cancel out of this Assessment?

[ Ok, J[ Cancel |

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.
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When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel | Swe | Continue

1 Guestionnaire Section: | Gonsant v o

= ot
e " Sehact Asspcsment Saction |
1.1.1: Has consent been racaived PIRequired) l

4. ltis suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you're your
Manager will use to authorise the Questionnaire.

5. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

at_!j}_ﬁjf_‘;: Desklap - Warker : Find Assessment | Add Questionnaire : Add Questionnalre

[| Please Note

Mandatory (required) Dezidop | . - - :
fields that have not || The following validation errors exist in your answers, Please correct them before proceeding:
yet been completed. ATETTE # Thae quashion Contact Date? is requirad bul no answar was provided.

= P The quastion Moles? is reguired bul no angswer was provided

I Ascacoman t Camnlatinn ancd AardhooriT adion

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an
existing answer is already recorded, and a worker has tried to partly add another
one. Or, if a ‘Peek’ has been performed and the information has not been
grabbed etc.

Any error messages shown will state the question experiencing a problem.

6. Click ‘Cancell’ —=You will be returned to the previous screen.

7. Go back through the sections to correct the information.

You have now completed the recording for the Assessment.

You will now need to reassign the ‘Private Fostering Arrangement’ to the Manager for
authorisation.

Information Systems Team Page 51 of 73 Updated 28'" January 2011



Nesi Hull

Primary Worker to Reassign the ‘Private Fostering Arrangement’
questionnaire to the Manager for Authorisation

L

In order for the Questionnaire to be completed and authorised the Worker must
reassign the Questionnaire to the Manager for the Manager to Authorise. By
undertaking this process of reassigning the assessment, the Manager will receive an
automatic message via CareFirst informing them that the assessment has been
reassigned and the Assessment will also sit in the Managers Caseload Screen. There
is still a need to verbally communicate that you have done this with your Manager.

Note: Ensure information is correct before reassigning, once an assessment has
been authorised it cannot be amended.

1.  From the ‘Assessment Summary’ Screen; click on the ‘Reassign’ button.

<«
Assessments - 1 to 5 of 5 records Add Selected
Type Context Assignee Priority Score Start Date End Date Complete? Select questlonnalre
= Private Fostering Child f ¥Young Patricia Anne Child’YP o] 26/01/2011 & =1
=] 2 Initial Assessment Child / Young Patricia Anne  Child/YP 0 25/01/2011 ¥l il
=] Adults Complaints Adult Carolyn lrene  Adult (o] 15/09/2010 ¥ Ll
8 Adults Complaints Adult Yvonne Carol  Adult o 01/09/2010 ¥ m
=] B - Initial Contact Child / Young Ssid Transfer Child/YP 0 04/02/2010 I 1
| Abandon Duplicate |® History | Outcome | Details ‘
Private Fostering Arrangement (Visit Under Reg 8)
Child / Youna Person

To reassign the selected questionnaire

2. This will take you into the ‘Reassign Assessment’ Screen.

Reassign Assessiment

Worker; 525305 B J Iiss Claire Lovise Cabbage
Team: * S17239 Bl m East Aa3es & Supp (Duty) Childcare Tearr

Assign Date: * [emzoor
Sawe Cancel
3. ‘Worker’ — Enter the ID number of the Manager who is to authorise the ‘Private
Fostering Arrangement’ questionnaire

2. ‘Team’ — The team information should default from the Manager ID you have just
entered, if it doesn’t you will need to manually enter your Team ID.

3. ‘Assign Date’ — Enter date assigned to the Manager for authorisation.

4. ‘Saving the Reassignment’ — Click on the ‘Save’ button and this will prompt a
message advising ‘Notification will be sent to a new assignee’. A CareFirst
message will automatically be sent to the manager, however, always communicate
verbally with your manager.

5. Click ‘OK’ on this message, you will then be returned to the ‘Questionnaire Summary’
Screen.
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Manager to Complete & Authorise the ‘Private Fostering
Arrangement’ Questionnaire

The Manager will have received a message via CareFirst to inform them that a
Questionnaire needs to be completed and authorised.

1. From your Caseload, click on the Assessments folder to display a list of the
assessments/questionnaires you are responsible for.

2. Locate the questionnaire you wish to authorise.

3. Select the ‘Private Fostering Arrangement’ either by clicking on the record, or placing
a tick in the ‘Select’ tick box — the record will then turn yellow when selected.

4. Click the ‘Details’ button to view the Questionnaire.

You can use the WYSIWYG (What You See Is What You Get) to preview the full
questionnaire by clicking on the Mini Print icon in the right hand corner of the assessment
block.

5. Read and check all information on the questionnaire, you can move to each different
tab/section by either clicking ‘Continue’ to move to the next Section, or click on the
down arrow next to ‘Section’ and select the next Section on the list, you will then need
to click ‘Go’ to move to that Section.

CHECK INFORMATION IS CORRECT WITHIN THE QUESTIONNAIRE AS THE
INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN
AUTHORISED.

6. When you have checked all Sections of the questionnaire go to the section before
‘preview all’ to find the ‘Finish & Save’ option. Once you are happy with the decision
you have made, you can click on ‘Finish and Save’ button. This will take you through
to the ‘Assessment Completion and Authorisation’ Screen.

7. If some of the Mandatory fields have not been completed at this point, you will receive a
notification; if you do you will need to Click ‘Cancel’ to take you out of the
questionnaire.

Note: The Manager should send a Message informing the worker to update the
required fields within the questionnaire. (Verbal communication is also
essential)
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When the QueStlon nalre IS Aonossemant Completion amd Authorization

Shame Data? 2 Wes  CiMo O Partially

ready to be authorised, go .-
to the ‘Managers Actions’

Section and click ‘Finish ot B -
and Save’ button the Py © _
‘Assessment Completion bm o .
and Authorisation’ Screen ......coe. =
will appear as shown to the | «un caeime:
right. Reason for child not seen:

[ Child Sean?

[ Adlorer complation without child baing saen®
Cormpleled DaleTire I | ] I~ Complete?

8. ‘Share Data’ — Do not use.

9. ‘Details’ — Do not use.

10. ‘End Date’ — Please enter the end date for the questionnaire.

11. ‘Priority’ — Please select the priority from the pick list.

12. ‘Outcome’ — Select the relevant option from the pick list.

13. ‘Completed By’ — Enter your ID Number, double click in the field.
14. ‘Authorised by’ — Enter your ID Number, double click in the field.

15. ‘Authorise Date & Time’ — Tick box will automatically be filled in by CareFirst when the
Authorisation is complete and the record is saved.

16. ‘Child Seen’ — Tick this box if the child has been seen.

17. ‘Reason for Child not Seen’ - If the child has not been seen you will need to provide
reasons within this area.

18. ‘Allow completion without Child being seen’ — If you are allowing the questionnaire
to be authorised without the child being seen, you will be required to tick this box.

19. ‘Completed Date & Time’ — Tick box will automatically be filled in by CareFirst when
the Authorisation is complete and the record is saved.

20. ‘Authorisation Comment’ — If necessary, a comment can be placed in this field,
however, please remember that this is NOT a case recording tool.

21. Click ‘Save’ to complete and authorise the Questionnaire.

You will be returned to the previous screen. The questionnaire is now authorised.
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How to record information on the Child Record when the Private
Foster Carer Moves to another Local Authority with the Child

Change of Address

You will need to change the address details Private Foster Carer’s record.

You are also required to change the address details on the Child’s record and the create the
Questionnaire - Private Foster Carer Moved to other LA.

How to change the address details on the Private Foster Carers Record

1.  From the ‘Personal Details’ screen, click once on the ‘Address Details’ folder to open
it.

2. Click on the ‘Add Main’ button to open the ‘Find Location’ screen.

Rmbicte Mt . [Pramsed et bl L incosiemes = i
o OSSAMHGE M CRebe: it B S AL it Bl
L wl

x e [ Swwth
3. Itis advisable to search by one of the following: -

Search by Street name only — enter part of street name and remember to use the
wildcard % (percentage sign).

Search by Street name and Town only — enter part of street name and a wildcard %
and part of town and a wildcard % Note: Town is ‘Kingston upon Hull’

Search by the full Postcode only

4. Click on the ‘Search’ button and the search results will appear at the bottom of the
screen as shown below: -

NLPG — National
Locations - 1105 0625 record / Land and Property
- Post Cad ‘Ringe  MLPG et Gazetteer

Search HU2 308

Results

gsian Upon Ho i i || 4— Select address by ticking
getan Upon Hi Hu2 808 the ‘Select’ box

Use Selectod

5. Highlight the appropriate address by clicking in the ‘Select’ box and click on the ‘Use
Selected’ button to bring the address back. If there is more than one address the
same select the one that has the NLPG (National Land and Property Gazetteer)
marked as ‘Yes’. Gotostep 7.

If no match is found because it is a new address, then search again using ‘cannot find%’ in
the ‘Street Name’ field.
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Aamd Community | sl -
6. Click on the ‘Search’ button and select the ‘Cannot Find Address’ by clicking in the

10.

11.

12.

13.

appropriate ‘Select’ box and click on the ‘Use Selected’ button to bring the address
back. Type the correct address within the ‘Notes’ field. The Information Systems
Team run a report on ‘Cannot Find Addresses’ and will create the appropriate
address and add it to CareFirst. The person’s address details will automatically be
updated at this point.

You can enter a flat number or room number if required.
| Db MrCen PeeasiBaab bt =@

Frddram Ee i n il
dutdw i Type " (=

==
‘Start Date’ — Enter the start date of the address.
‘Notes’ — Field, enter relevant free text if required. If you have selected the ‘Cannot
Find Address’ you must enter the full address details and postcode of the address you
cannot find within this field.

‘Type’ — Click on the drop down arrow and select the type of address.

‘Accomm Type’ — Field, click on the drop down arrow and select the appropriate
accommodation type.

‘Tenure Type’ — Field, click on the drop down arrow and select as appropriate.

‘Household Composition’ — Field, click on the drop down arrow and select as
appropriate.

The ‘Type’, ‘Accomm Type’, ‘Tenure Type’ and ‘Household Composition’ fields are
particularly important when the Occupational Therapy Team become involved with an
Adult or Child/Young Person when they are required to make adaptations to a
property or provide pieces of equipment.

14. Click on the ‘Save’ button. This will take you back to the ‘Personal Details’ screen

showing the updated address information.

How to change the address details on the Child/lyoung Person’s Record

Follow steps 1 — 14 on the previous two pages. You are then required to create the
questionnaire Private Foster Carer moved to other LA. See instruction on the next

page:-
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How to Create the Questionnaire — Private Foster Carer moved
to other LA.

This questionnaire must be completed if a Foster Carer Moves into the area of another
Local Authority.

1.  From the ‘My Client’ Screen
2. Click on the ‘Find Assessments’ Icon.
3. Click on the ‘Add’ button. Al

4. The ‘Add Questionnaire’ Screen will appear as shown below:-

Add Questicnnaire
Application: * Carefissess |v
Questionnaire Context: ™ w

Assessment Type: * ~

Priority: * v
Worker J J
Team: * = E=

Start Date: *

[ Significant in Chronology?

Save Cancel
5. Application’ — This is populated automatically by CareFirst.

6. ‘Questionnaire Context’ — Select the context of Child/Young Person.

7. ‘Assessment Type’ — Click on the down arrow, select Private Foster Carer moved to
other LA.

8. ‘Priority’ — Click on the down arrow, select a priority.
9. ‘Worker’ — Double click to show your own worker.

10. ‘Team’ — This information should default from your worker ID Information (if it doesn't
you will need to add the team ID or search using the grey square).

11. ‘Start Date’ — Enter the start date of the assessment (double click to enter today’s start
date).

12. ‘Significant in Chronology’ — This is populated by CareFirst, please ignore.
13. Click the ‘Save’ Button.

N.B: If you select ‘Cancel’ before you ‘Save’ your questionnaire, the questionnaire will
not be created.
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How to Populate the Questionnaire ‘Private Foster Carer moved
to other LA’

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements.

There are different sections that form part of the Questionnaire, Answer all of the
relevant questions asked on the questionnaire by completing the first section, then
moving through each different section, until all the appropriate sections have been
completed.

- Deskiop : MyClleni: Find Assessmant : Assessmants Sex=ion Time Remaining; 03:53 ! E

Tl 0. Private Foster Carer move to LA 260 2000
7% Wike= San Test P20

Addrass: f1 Bewnrley Rosd, KIMGSTON URCH HULL, HUS 13R
Telephone: Gender -

Assessmen )

t Header [l of Birth: 0101 11598 o 0

Information ‘Worker Name: Mr Said Transfer Tearn Nams: Inforseation Systems Team (Headguarers)
Azsesement Type: Q- Private Foster Carer move to OLA

& ) =
Qmﬂ Dale: Xa2ms Srore:

Seore Breakdewn - 0 records found

Navigationa Hide Header — Cancel | Saee Finish and Save ]
| functions z - -
O] Duestioniaine [ Details 1 Prasizre Al

(1'1 1: Date of Change of Addrass:{Required)
AnEwer

Assessmen |2 hew addrazs:Required)
t Questions

and
Answers

Ager

-

o Ikt

NB: Remember after you have answered the questions particularly the text box ones
where you can input a lot of information to keep clicking ‘Save’ at regular
intervals.

Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that

still need completing and they will be unable to authorise the Contact Mathod (Re quired)
questionnaire

lowe weas the contactireferral made?
Brown ‘Hints’ may also be shown to assist you

in answering the question

AnFwer: Telephone -
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The next screen print will explain the ‘Existing Answers’ and Peek & Grab
Function.

This will remove
the answer from
‘Wal is the childs fisst languaga® (Redquivedy the questionnaire.

Will allow you
to edit the

Will show an existing

existing answer
to the Question 0

Existing Answers answer, with
Slarl Dale  End Category Nete Optiar an end

above — P wmaonr Engish Remavs from List | £ 4—date/end

A one angwer only
Catagarg: * w
Star Cale Clear will clear the
information within
the fields for you
* to re-enter correct
information

Erd Dale

Hiofes:

Addd Clagsification Clagr Pagk

4 ‘Peek’ will check
‘Add Classification’ will update the CarefFirst for
Questionnaire with any information you recent updates to
have completed within the fields this information

The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
qguestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.
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This shows the
Mandatory (required) Dezitop |
fields that have not

N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

#icrosoft Internet Explorer

‘j:/l fre ol sure vou wank bo cancel out of Bhis Assessment?

[ (4 |[ Cancel ]

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel | Swe | Continue

1 Guestionnaire Spction: | Consent v o

g p Selact Assazsmard Saction |
1.1.1: Has consent been racaived PIRequired) l

1. Itis suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you're your
Manager will use to authorise the Questionnaire.

2.  You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

t@ﬁj{'} Desklop - Warker | Find Assessment : Add Questionnaire : Add Questionnaire

|| Please Hote
|| The following validation errors exist in your answers, Please correct them before proceeding:

yet been completed. ATETTE « Thae quasiion Contact Date?” is required bul no answar was provided.

== P& The question Moles? is raguired bul no answer was provded

H Ascacomant Camnlatinn anad AadhariT atian

N.B: If information with these questions conflict, you may get an error message when
trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or,
if a ‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will state the question experiencing a problem.
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3. Click ‘Cancell’ =You will be returned to the previous screen.
4. Go back through the sections to correct the information.
You have now completed the recording for the Assessment.

You will now need to reassign the ‘Private Foster Carer moved to other LA’ to the
Manager for authorisation.
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How to record information on the Child Record when the Private
Fostering Arrangement is to Terminate

How to Create the Questionnaire — Terminate Private Fostering
Arrangement.

This questionnaire must be completed if the Private Fostering Arrangement is to
Terminate.

1. From the ‘My Client’ Screen
2. Click on the ‘Find Assessments’ Icon.

3. Click on the ‘Add’ button. ~ Add |

4. The ‘Add Questionnaire’ Screen will appear as shown below:-

. Desklop . MyClieni . Find Assessment . Add Quesiionnaite Session Tima Remaining: 04:00 - .

Add Ouestionnaire

Aaplication: * Camefssess ¥

Questionnaire Context: * | Child ¢ ¥ oung Person

Azmegsment Typs: ® | R - Temnirate Privale Fostarng Arrangamand -

Frioriy * Child!fP Mediura Prioriy >

Wearker [E14 Mr Seiel Tramaer

Team: * 430078 J fonmaEtion Systams Team (Hesdguarters)
Starl Data: = 26008

Signilicant in l;mJnl:IDg]ri’

Save Cancel

5. ‘Application’ —This is populated automatically by CareFirst.
6. ‘Questionnaire Context’ — Select the context of Child/Young Person.

7. ‘Assessment Type’ — Click on the down arrow, select Terminate Private Fostering
Arrangement.

8. ‘Priority’ — Click on the down arrow, select a priority.
9. ‘Worker’ — Double click to show your own worker.

10. ‘Team’ — This information should default from your worker ID Information (if it doesn’t
you will need to add the team ID or search using the grey square).

11. ‘Start Date’ — Enter the date of the Arrangement will Terminate (double click to enter
today’s start date).

12. ‘Significant in Chronology’ — This is populated automatically by CareFirst, please
ignore.

13. Click the ‘Save’ Button.

N.B: If you select ‘Cancel’ before you ‘Save’ your questionnaire, the questionnaire
will not be created.
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How to Populate the Questionnaire ‘Terminate Private Fostering
Arrangement’.

Questionnaires have been developed in accordance with the Professional Practise
leads in line with ICS requirements.

There are different sections that form part of the Questionnaire, Answer all of the
relevant questions asked on the questionnaire by completing the first section, then
moving through each different section, until all the appropriate sections have been

completed.
- Deskiop - MyClient © Find Assessment : Assesments Session Time Remaining: 03:37

71 R - Tesminate Frivate Fostering Arrangement 19,200

feW 1H L
Assessment A& Wiss S Test P20
Header Address. B1 Beverley Road, FINGSTON LPON HULL, HUZS 14R
Information Telaphors: Gandsr =

Dale of Birlh: 011588 Age 10

N4 Workar Hame: Mr Ssid Transfar Tearg Mama, . o ologaggn Foabams TeanJeaiomisEh cceeceoocnnee

Navigational Azsessment Typa: R - Terminate Prisste Fostening Armangament
functions Srar Ciata: 20008 Spore
00 0000000000000 000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
Score Breakdewn - O records found
Hide Haader Cancel || Save Finizh and Save |
1 Duastiannalre | Diedails Presviiw All !
1.1.1: Date of Rodification thal Pasate Fostenng Arrangiment has endad [Required)
Assessment Anwear. 9008
Questions
and
1120 Masne of Persen giang Mol@calion: (Requiied)
AngwEr: e, Proale Foster Carer

N

N.B: Remember after you have answered the questions particularly the text box ones
where you can input a lot of information to keep clicking ‘Save’ at regular

intervals.

Answer all relevant questions in the different Sections available.

NOTE: (Required) this denotes a mandatory field, if these are
not completed when your manager authorises the questionnaire a
message will appear informing them of the mandatory fields that

still need completing and they will be unable to authorise the Contact Mathod (Re quired)
questionnaire lowy weas the contactiraferral made?

Brown ‘Hints’ may also be shown to assist you

in answering the question e Telephone 3
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The next screen print will explain the ‘Existing Answers’ and Peek & Grab
Function.

This will remove
the answer from
‘Wal is the childs fisst languaga® (Redquivedy the questionnaire.

Will allow you
to edit the

Will show an existing

existing answer
to the Question 0

Existing Answers answer, with
Slarl Dale  End Category Nete Optiar an end

above — P wmaonr Engish Remavs from List | £ €—date/end

A one angwer only
Catagarg: * w
Star Cale Clear will clear the
information within
the fields for you
* to re-enter correct
information

Erd Dale

Hiofes:

Addd Clagsification Clagr Pagk

4 ‘Peek’ will check
‘Add Classification’ will update the CarefFirst for
Questionnaire with any information you recent updates to
have completed within the fields this information

The yellow area will show an existing record which was entered in the main database. If
someone has updated the client’s basic details after the Questionnaire was created then this
information will not show on the questionnaire.

Check the ‘Existing Answers’ to ensure these are up to date; you can also click on ‘Peek’
and to check will to see if anything has been updated (for this question only) following the
creation of the questionnaire.

If there are no ‘Existing Answers’ complete the information within the fields and click on ‘Add
Classification’ to add the classification to the questionnaire.

Remember: Information added in this way will not populate into the Main Database until the
qguestionnaire has been authorised by the Manager.

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an existing
answer is already recorded, and a worker has tried to partly add another one. Or, if a
‘Peek’ has been performed and the information has not been grabbed etc.

Any error messages shown will indicate problems with particular questions that have
been answered.

Section : Managers Actions
This section needs to be completed by your Manager when the assessment is ready for
authorisation.

Section: Preview All

To view this section, click on ‘Preview All' from the pick list and click ‘Go’. You will be shown
a preview of all the sections contained within the questionnaire. The scrollbar can be used
to move up and down to see all information.

After you have performed a ‘Save’ you have the option to carry on recording further
information, or you can click ‘Cancel’ to leave the Questionnaire and if necessary return to it
later.
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N.B: The cancel button will only become available once the save has been performed in full
by CareFirst.

Note: You will only lose information if you have not ‘saved’ the guestionnaire before
clicking cancel. If you do cancel out of the questionnaire you will be prompted with
the following message:

Microsoft Internet Explorer E

? Are you sure you weank to cancel out of this Assessment?

N

[ O, |[ Cancel ]

Click ‘OK’ on this message (providing you have saved the information), you will then be
returned to the Assessment Summary Screen.

When you are satisfied that the information contained within the Questionnaire is
complete and correct, the questionnaire will need reassigning to your Manager for
authorisation. You should also be communicating verbally with your manager.

NOTE: Once Questionnaires have been authorised, they cannot be amended.

Saving the Questionnaire

You can save the Questionnaire at any point by clicking onto the ‘Save’ option.

Hide Header | Cancel Swel Continue

1 tiestionnaire Seetion: | Consent v Go
[Select Aszazsmant Saction |

1.1.7: Hs= conzenl been raceived PiRequired)

1. Itis suggested that at this point you should click on ‘Finish and Save’. This will take
you through to the ‘Assessment Completion and Authorisation’ Screen you’re your
Manager will use to authorise the Questionnaire.

2. You will receive notification of any Mandatory fields that have not been completed, This
gives you the chance to complete them before reassinging to the Manager for
authorisation.

c@;}_ﬁﬁ’f} Deskiop - Warker : Find Assessment | Add Questionnaire | Add Questionnalre

This shows the

Mandatory (required) De=zitap ) . L :
fields that have not The follewing validation errers exist in your answers, Please correct them before proceeding:

yet been completed. 475779 « The quashion Contact Date?” 1s required bul no answar was provided.
. * The quastion Moles™ is reguired bul no answer was provded

Please Note

| Ao aconman T arnnlation anad Aasihoa i agioon

Note: If information with these questions conflict, you may get an error message
when trying to continue to the next section, examples of which are when an
existing answer is already recorded, and a worker has tried to partly add another
one. Or, if a ‘Peek’ has been performed and the information has not been
grabbed etc.

Any error messages shown will state the question experiencing a problem.
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3. Click ‘Cancell’ =You will be returned to the previous screen.
4. Go back through the sections to correct the information.
You have now completed the recording for the Assessment.

You will now need to reassign the ‘Terminate Private Fostering Arrangement’ to the
Manager for authorisation.
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Primary Worker to Reassign the ‘Terminate Private Fostering
Arrangement’. to the Manager for Completion & Authorisation

When the Primary Worker has completed recording the information within the Child &
Young Person’s Plan Questionnaire, they are required to reassign this to the Manager
who will be responsible for authorising the plan (This does not take away the need for
constant verbal communication with your Manager).

1. From the Assessment Summary Screen, please select the Child & Young Person’s
Plan Questionnaire by either clicking on the record, or placing a tick in the ‘Selected’

box.
Assessments - 1 to 8 of 11 records Add
Type Context Assignee Priority Score Start Date  End Date Complete? Select Selected
B Private Fostering Child / Young  Patricia Anne  Child"YP 0 27/01/2011 M m record
[S] R - Terminate Private Child / Young  Patricia Anne  Child/YP 0 27/01/2011 il ¥ 4—— questionnaire
E Private Fostering Child / Young  Ssid Transfer ~ Child/YP 0 27/01/2011 M m
B Private Fostering Child / Young  Patricia Anne  Child/YP 0 27/01/2011 i )
& R - Terminate Private Child / Young  Patricia Anne  Child/YP 0 27/01/2011  27/01/2011 Y m
=] D - Child / Young Person's  Child / Young  Patricia Anne  Child/YP 0 26/01/2011 M M
B Private Fostering Child f Young  Patricia Anne  Child/YP 0 26/01/2011 M m
[S] 0 ml

2 Initial Assessment Child / Young  Patricia Anne  Child/YP * ¥
Abandon Duplicate Reassign ‘ History Outcome ‘ Details |

R - Terminate Private Fostering Arrangement
Child / Young Person

2. Click on ‘Reassign’ to reassign the questionnaire to the Manager who will be
authorising the Plan.

Reasslgn Assessment

Wadkar L 1
Taam: * £ 7 a5l b s spp [Outy) Ehideans Taan
Aazken Dafe: " AN

Cancal

3. ‘Worker’ — Enter the Worker ID number of the Manager who will be responsible for
authorising the Child & Young Person’s Plan, and click on the grey square icon to
populate the Name and Team information.

4. ‘Assign Date’ — Enter the date you are reassigning the assessment (double click for
today’s date.)

5. Click ‘Save’.

You will receive a Message stating that notification will be sent to the new assignee.

Microsoft Internet Explorer @

" E Motification will be sent ko new assignees
L
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Manager to Complete & Authorise ‘Terminate Private Fostering
Arrangement’ Questionnaire

- Deskiop : MyCllent : Find fAssessment : Assessments | Add Questlonnaline Sesion Time Remaining; 03:58 . -

Assessment Completion and Arthorization
Share Data? Cr¥es Mo O Partially

Dtz

Ernd Dt * 2B 2005

Priority * ChildY P Medium Pranity ~

Duteome: * Privats Foster Carar Move 10 OLA b
Campleted By: * E14 | Mr Sxid Transfer
Authorized By: Ei14 J I Mr Ssid Transfor

Aunth DatedTime: | |

Campleted Dste/Time: | | I~ Complete?

Auilbionsation Comment:

CHECK INFORMATION IS CORRECT WITHIN THE QUESTIONNAIRE AS THE
INFORMATION CANNOT BE AMENDED ONCE THE QUESTIONNAIRE HAS BEEN
AUTHORISED.

4. ‘Share Data’ — Do not use.

5. ‘Details’ — Do not use.

6. ‘End Date’ — Please enter the end date for the questionnaire.

7. 'Priority’ — Please select the priority from the pick list.

8. ‘Outcome’ — Select Private Foster Carer Moved to other LA.

9. ‘Completed By’ — Enter your ID Number, double click in the field.

10. ‘Authorised by’ — Enter your ID Number, double click in the field.

11. ‘Authorise Date & Time’ — Tick box will automatically be filled in by CareFirst when the
Authorisation is complete and the record is saved.

12. ‘Completed Date & Time’ — Tick box will automatically be filled in by CareFirst when
the Authorisation is complete and the record is saved.

13. ‘Authorisation Comment’ — If necessary, a comment can be placed in this field,
however, please remember that this is NOT a case recording tool.

14. Click ‘Save’ to complete and authorise the Questionnaire.

You will be returned to the previous screen.
The questionnaire is now authorised.
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Terminate the Private Fostering Placement in the Maintain
Private Fostering Screen.

A new screen has been introduced to look at a summary of current/historically ended and
historically cancelled the private fostering placements that a Child/Young Person could have
been in. You are required to create a Terminate Private Fostering Arrangement
Questionnaire and end the placement via the Maintain Private Fostering Placements screen
follow the instruction below:-

1.  Search for your Child/Young Person and bring them back to the ‘My Client’ screen.

¢Thfcuens: Miss Sam Test [PZ8443)

i [T} A5
Tain Men J {He
. ) . . . 5] Biography = L
2. Click on the ‘Main Menu’ icon on the left hand side. El1Care Cycle 2
[ Resouces i
. . . s L] CamDns All
3. Click on the folder ‘Children Looked After’ to open (1 Finance i
it. \ﬁChldren Looked After Gl
= Maintain LA Episades e
. . ol AL Obgectrves and Placemenl Reason Iz
4. Double click to select the option ¢ Maintain Private = CLA Adugton Datsils. Leg
Fostering Arrangements’ to open the Find Private B CLA Al Mot (Soctiand] e
Fostering Placement screen as shown below:- &l View Cla Episades -
_-I v v E v E . Igs
L33 Repiors Coat
E1Ckld Protection [Famtairs Privats Fostarng Aurargements [
@@riasr_ Deskiop : MyCliant: Find Private Fostering Flacemant Sesxion Time Remaining: 0359
Tain Menu J Findd Privata Fastaring Placement 1
|“' Bingraphy | Subject Id: FEAT J@ M Miss Sam Tezt
- o | 1 i
(51 Crmalos [Histary
[Z1Finante Clear Search
£ Children Looked Afls = =
= Waintain LAC Epis Private Fostering Placements - 1 soord
=l LAC Obgectives a¢ | Subject Carer Staet Diate Enit Dl Sedect
=1 CLA Adoption Det * | popaq3; Miss Sam Test FIEGAT: Mrs Private Foster  DSUTE009 I
B
=l Wiew Cla Epizade:

5. Highlight the placement you want to end and click on the Details button to open the
Private Fostering Placement screen.

Client : Find Private Fostering Placement : Private Fostering Placement Session Time Remaining: 03:59

Private Fostering Placement

Subject Id: * EEER Marme: Miss Sam Test
Motification Date of PF Start: * W Arrangement Start Date: *
Mext Wisit Creation Date ,W
Carer * ’W Marne: hdrs Private Foster Carer Test
Carer End Date: l:l
G End Reason
Second Carer. I:I@ﬂ Narme:
Second Carer End Date l:l
Second Carer End Reason | V‘
[dCancel Current Arrangement?
Cancel Date: l:l Cancel Reason
Cancelled By: l:l@ﬂ Mame:
Matification Date of PF End l:l Arrangement End Date l:l
Motes

Cancel
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6. ‘Subject ID’ — Defaults in automatically when you have already selected your client in
the My Client screen.
7. ‘Notification of PF Start’ — This information defaults in when you enter the information
in the Private Fostering Arrangement Visit Reg 8 Questionnaire.
8. ‘Arrangement Start Date’ — This information defaults in when you enter the
information in the Private Fostering Arrangement Visit Reg 8 Questionnaire.
9. ‘Next Visit Creation Date’ — This is the date you created your activity to remind you to
do the next visit this can be created within the questionnaire.
10. ‘Carer’ — This information defaults in when you enter the information in the Private
Fostering Arrangement Visit Reg 8 Questionnaire.
11. ‘Carer End Date’ — Enter the date the Child/young Person ceased to live with the
Private Foster Carer.
12. ‘Carer End Reason’ — Click on the drop down arrow and enter the appropriate end

reason.

You only need to complete this information if there was a second carer as part of this

arrangement.

13. ‘Second Carer’ — This information defaults in when you enter the information in the
Private Fostering Arrangement Visit Reg 8 Questionnaire.

14. ‘Second Carer End Date’ — Enter the date the Child/young Person ceased to live with
the Private Foster Carer.

15. ‘Second Carer End Reason’ — Click on the drop down arrow and enter the appropriate
end reason.

NB: Please follow separate instructions for cancelling a Private Fostering
Arrangement that had not commenced.

16. ‘Notification Date of Private Fostering End’ — Enter the date you where notified that
the Private Fostering Arrangement was to end.

17. ‘Arrangement End Date’ — Enter the date the Arrangement has ended

18. ‘Notes’ — You can enter any relevant notes at this point if appropriate. N.B.
Underneath the text box it will display how many characters remain before you are
unable to record any further information.

19. When you are sure the information is all correct click the ‘Save’ button.
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Cancel Private Fostering Arrangements th
did not Commence.

at were arranged but

N.B: If the Agreement is to end, You need to complete the ,Terminate Private Fostering

Arrangement, Questionaire.

A new screen has been introduced to look at a summary of the private fostering placements
that a Child/Young Person could have been in. You are required to cancel the Private
Fostering Arrangement via the Maintain Private Fostering Placements screen follow the

instruction below:-

Search for your Child/Young Person and bring them

|:":"[-_I:: CLENT

Miz= Sam Test (P2E443)

back to the ‘My Client’ screen. a— ] .

. . . (57 Bingraphy ~F

2. Click on the ‘Main Menu’ icon on the left hand side. | ficae tyce o
[ Resounces Wiz

. . . , [ Gamliog Al

3. Click on the folder ‘Children Looked After’ to open | ririance Alc
|t ™ 59 Children Looked &ftar [e])

. =l Baintain LT Episades M=

=l LAC Obgeclmes and Placemenl Reason [NE

4. Double click to select the option ¢ Maintain Private =1 LA Aduption Detsilz Leg
. y . . A CLA Care Leaser Delails Pla

Fostering Arrangements’ to open the Find Private =1 LA Adtercare Movements (Scotland) -
Fostering Placement screen. P& 2 iew G Episades m

RBFGﬂS Ciak

1 Child Protection bisntain Privabs Fusberggnlra_'-arrrtsh

e st Deskiop : MyCliant: Find Private Fostering Placemant

x|

| Subject ld:

Main Memn Find Privata Fastaring Placemeant

(51 Bliography F28443

(5] Care Cycle -

[] Resources

(51 Garmlios

[F1Finance

9 Cluldnen Looked Afls
= Baintain LAC Epic
— LAC Dlyectrees ar

|5 )
| |

Misz Sam Test

Carar:

[ History

Private Fostering Placements - 1 =2ord

Subject Carier St Drale

: EL-“ -zdﬂmim Det | P26443: Miss Sam Test PIEEST: Mirs Private Fostar  DSVDB/2008
=l CLA Care Leaver | -

s ) J101
oL e | P43 CBC008 11016243

A Wiew Cla Episade:

Highlight the placement you want to end and click on th
Private Fostering Placement screen.

Session Time Remaining: 03:58

Clear Search

Sedect
=]

_ Dutails |

e Details button to open the

Client : Find Private Fostering Placement : Private Fostering Placement

Session Time Remain

Private Fostering Placement

Subject Id: * [P2Eaaz Marme: hliss Sam Test

Motification Date of PF Start: * W Arrangement Start Date:
Mext “isit Creation Date W

Carer * W Marne: Mrs Private Foster Carer Test
Carer End Date I:l

Carer End Roason

Second Carer: l:lgl@ Marne:

Second Carer End Date I:l

Second Carer End Reason:

[ Cancel Current Arrangement?

Cancel Date: I:l Cancel Reason:
Cancelled By: l:lg“m MNarme
Matification Date of PF End: I:l Arrangement End Date: l:l

Motes

ing: 03:59

Cancel
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6. ‘Subject ID’ — Defaults in automatically when you have already selected your client in
the My Client screen.

7. ‘Notification of PF Start’ — This information defaults in when you enter the information
in the Private Fostering Arrangement Visit Reg 8 Questionnaire.

8. ‘Arrangement Start Date’ — This information defaults in when you enter the
information in the Private Fostering Arrangement Visit Reg 8 Questionnaire.

9. ‘Next Visit Creation Date’ — This information defaults in when you enter the
information in the Private Fostering Arrangement Visit Reg 8 Questionnaire.

10. ‘Carer’ — This information defaults in when you enter the information in the Private
Fostering Arrangement Visit Reg 8 Questionnaire.

11. ‘Carer End Date’ — Enter the start date of the Arrangement.
12. ‘Carer End Reason’ — Click on the drop down arrow and enter the appropriate end
reason. You only need to complete this information if there was a second carer

as part of this arrangement.

13. ‘Second Carer’ — This information defaults in when you enter the information in the
Private Fostering Arrangement Visit Reg 8 Questionnaire.

14. ‘Second Carer End Date’ — Enter the start date of the arrangement.

15. ‘Second Carer End Reason’ — Click on the drop down arrow and enter the appropriate
end reason.

NB: Only complete points 16 — 19 if you are cancelling a Private Fostering
Arrangement that had not commenced.

16. ‘Cancel Current Arrangement’ — Put a tick in the Tick box. (This can only be
cancelled prior to a Private Fostering Arrangement Visit Reg 8 being completed.

17. ‘Cancel Date’ — Enter the date you were informed that the Private Fostering
Arrangement would not take place.

18. ‘Cancel Reason’ — Click on the drop down arrow and select the appropriate cancel
reason.

19. ‘Cancelled by’ — Enter your ID number.

20. ‘Notification Date of Private Fostering End’ — Enter the date you were informed that
the Private Fostering Arrangement would not take place. (the reason for this is that
when users go to view the placement from the summary screen it looks like the Private
Fostering Placement is still active if you don’t enter an End date.

21. ‘Arrangement End Date’ — Enter the date you were informed that the Private Fostering
Arrangement would not take place.
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22. ‘Notes’ — You can enter any relevant notes at this point if appropriate. N.B.
Underneath the text box it will display how many characters remain before you are
unable to record any further information.

23. When you are sure the information is all correct click the ‘Save’ button.
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