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1. Getting Started

Information Sharing

Before organisations can be set up to use E-CINS they need to have read and signed the Shropshire and
Telford and Wrekin Partnership Data Sharing Framework Protocol, The Shropshire Strengthening Families
Information Sharing Agreement and the Shropshire E-CINS Memorandum of Understanding. These can be
found on the Early Help Web Page http://new.shropshire.gov.uk/early-help/practitioners/ecins-recording-
early-help-assessments

The three signed sheets should be sent to the Strengthening Families Team at the following email:
shropshirestrengtheningfamilies@shropshire.gov.uk

Or by mail to:

Shropshire Strengthening Families,
GL20

Shirehall

Abbey Foregate

Shrewsbury

SY2 6ND

Organisational E-CINS Administrators

e Organisations need to nominate two E-CINS administrators on the Memorandum of Understanding
Form. The Administrators role is to:
o ensure any members of the organisation who need access to E-CINS have read the
Shropshire Strengthening Families Information Sharing Agreement and the Shropshire E-
CINS Memorandum of Understanding.
o ensure that all members of the organisation that are to use E-CINS sign the register.
be responsible for giving members of the organisation/team access to E-CINS
o remove any users who leave the organisation/team from the E-CINS system and notify
the Strengthening Families Team

o

e On receipt of the three signed Data Sharing agreements by Shropshire Strengthening Families, an
E-CINS registration form will be sent electronically to the identified Team E-CINS Administrators.
This should be completed and returned.

e The Administrators will receive their log-in details within 72 hours.

Guidance on giving access to other members of the organisation/team please contact Shropshire
Strengthening Families Team (See contact details in Footer)
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1.1. Logging into E-CINS

To log into E-CINS, you will need 3 things: a username, password and security code.

¢ Once you have been granted access to the E-CINS live system you will be sent your log in details in

3 separate emails. On all of these emails there is a link to the live system which will take you to the
Log In page.
= Check your junk or clutter folders for emails.

e https://www.ecins.org/login - this link can be saved as a shortcut on your desktop or as a favourite
on the internet. E-CINS can be accessed from any location on any device as long as you have an
internet connection and valid log on details.

o Onfirst time log in you will be asked to change your password which must be at least 8 characters
long and must include a capital letter, a number and a special character (!, ?, @, &, £...).

SJ)ecins

Mobile Device Users
Be aware of the risks of viewing sensitive data on your mobile device in a public
place. Be aware of those around you. Avoid accessing E-CINS in public, in crowded
places or enclosed spaces.
Login
Username |
Password

Security Code

[ By checking this box you agree that you have read, understand and accept the

E-CINS Users Policy and Guidance & the Memorandum of Understanding

b
>$__e};\:powe ring-communities.org
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1.2 Resetting your password and security code

¢ You can easily reset your Password or Security Code yourself from the E-CINS login page.
Underneath the login details there are two buttons for resetting your password or security code, click either
‘Reset Password’ or ‘Reset Security Code’ depending on which one you need.

_I

>3;_e_mpowc ring-communities.org

o It will then ask for the email address you were signed up to E-CINS with and then click ‘Reset
Password (or Security Code)’.

e You will be sent 2 emails:

e The first one verifies that you made the request. You need to click the word ‘Click here’ to open the
verification link in this first email. This will redirect you back to the login page.

e The second email will contain the new login details you requested.
If you requested a new password you will be sent a temporary password. When you log in with it
you will be asked to change it for security reasons.

o Enter the temporary password you were sent in the ‘Current Password’ box. Create a hew
password in the ‘New Password’ box, and then confirm your new password in the third box.

¢ If you have forgotten both your password and security code, repeat this process for both.
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1.3 Homepage of E-CINS

Once you have logged into E-CINS it will take you through to the E-CINS Dashboard

The majority of the areas you will be using are on the left hand side.

Logged in as: helenaleclezio

‘ ' ' E C I n 5 Your Team: Tamworth Borough Council

Last Session: 19 days ago

| »
>

f ) r f \ F
o | - e EE e (el
= By @ ez
Profiles Reports Cases ASB DV Families Userguides
s =
Locations Tasks My Gallery Hate Crime CR/RI Support
o Centre
Lists Stats My Workload il Vulnerable Stalking Settings
- " i \ ag| :
\/ o
Mességing Downloads Archive CSE MASH Admin
Group/Viclence
@ 2016 Empowering Communitias | Tel: 01493 858768  Fax: 01493 852841  Email: support@emppwering-communitias.org Faults and Suggestions

These are the neighbourhood
galleries.

You will not be using these.

d @ D

When you
have finished
using E-CINS
ensure you
click on
logout. E-
CINS does
not have a
timeout so
you will stay
logged in
until you
logout.

getting to content on E-CINS.

home (house) button at the top of each page.

the dashboard.

Each time you log into E-CINS you will see the E-CINS Dashboard. The Dashboard is your central point for

If you are on another page on the system you can get back to the Dashboard at any point by clicking the

If you want to return to the previous pages use the arrows next to the home button. The back button on
your computer does not always work, so you should get in the habit of using the buttons provided on
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3l

Userguides /

Support
Centre

A

Settings

Admin

Profiles

Locations

Messaging

[

Vehicles

Reports

@

Stats

Downloads

Search Callers

HMIC

School Search

User guides - Access to online user guides for the system. These are
universal guidance. The Shropshire manual gives specific information

about the Shropshire process

Support Centre - Access to online support centre

Settings - Here you can change your password, security code and
email. As well as put an out of office on.

Admin - This is where Team E-CINS Administrators go to add/remove

new users on the system.

User Directory

User Di}ectory

&

Cases

h@[@d’

My Gallery

m

My Workload

Archive

There are your Function Buttons (Bold text are the
main ones you will be using):

Profiles — this is where you can search, view
and create individual profiles

Reports — this is where reports can be created,
searched and run.

Cases - this is where you can search, view and
create family cases

Locations — this is where you can look at
linked addresses

Tasks — this is where you can view the tasks
that have been sent to you

My Gallery — this is where you can view the
individuals you are working with

Lists — this is where you can run exports from
the system

Stats — this is where you can see the stats for
cases.

My Workload — this is where, you can quickly
go to see your workload

Messaging — this is where you can send and
view messages within the system

Downloads - this is where you can find
Strengthening Families templates to download.
Also found on the Early Help Web Page
http://new.shropshire.gov.uk/early-
help/practitioners/early-help-forms/

Archive — this is where you can view archived
cases, profiles and reports

Vehicles — this is where you can search and
create vehicles

Search Callers — this is where you can search
for recorded callers

User Directory — this is where you can search
who has access to the system

HMIC - this is where you can search and
create HMIC reports
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2. Adding a Case/Family to E-CINS

Families are added onto E-CINS as a “Case”

Familes should have completed the Strengthening Families Consent Form, where appropriate, before
being uploaded onto E-CINS. This can be found on the Early Help Web page.
http://new.shropshire.gov.uk/early-help/practitioners/early-help-forms/

If there is consent on an Early Help paperwork you can create a case, but ONLY give access to
Shropshire Strengthening Families. Do not open it to any other professionals until the
Strengthening Families consent form has been signed and uploaded onto E-CINS.

Practitioners should explain to families why we need to share information and where it will be stored. You
can use the Shropshire Strengtehning Families briefing sheet ‘Why is personal information kept and shared
by agencies?’

http://new.shropshire.gov.uk/media/2545/ssf-consent-leaflet-v3.pdf

2.1 Checking whether a case is on E-CINS

iy, = w'\ To access the cases on the
Profiles REDOITS Coses system click on the Cases icon.

W oY e | This is where you can search for
: : e and create cases.
Locations Tasks My Gallery

We operate a whole family
approach service and so we
record our clients as a whole
family on a case rather than as
individuals.

i

Lists

Messaging Downloads Archive
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Cases
Gallery

My Cases

Last Session: 19 days ago
Logged in as: helenaleclezio | Logout

@D

Cases

Create
Custom Case

Search for
a3 Case

Create
a Case

Check whether the case you require is already on E-CINS by clicking on Search for a Case icon

-]

Show |10 |E|entries

hing open cases:

Case Name

IT training course September 2015

Pettengell Nomination
MANNING FAMILY - SHREWSBURY
Strengthening Families Meeting June 2015

Robinson Nomination

Shropshire Strengthening Families Locality
Meeting 9/7/15

Greenfield

Mather Family
201 34 Plum
SH Housing First - Gary Pettengell

Showing 1 to 10 of 995 entries (filtered from 1,075 total entries)

Empaowering Communities | Tel: 01493 858768

Last Session: 19 days ago
Logout

@b

View/Search for a Case

Logged in as: helenaleclezio |

Search:
& Team ~  Creator < Owner e
ACL Michael James Gary Pettengell

Type the family Surname and/or the postcode in the search box to see
whether the family have already been entered onto E-CINS.
Some households may have more than one family name

If the case is not on the system, then they will need to be added.

If a duplicate case is put onto E-CINS, this can be rectified by contacting
the Shropshire Strengthening Families Team. Ensure to include both
case ID numbers.

Sandford Gangs Unit
Sandford Gangs Unit

nerthantsé northantsé
Paul Smith

Paul Smith
Paul Smith

2 3 4 5 Next Last

Fax: 01453 852841 Email: support@empowering-communities.org Faults and Suggestions
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If there is a case on E-CINS
which you don’t have access to
you will get a message in red.

You can contact the owner of the case direct by
clicking on the envelope to send a message to
ask for access to case.

Lsst Session: Today, at 12:36
logged in ss- helenaleclezio | Logout

You do not have permission to view that cpée
Owner: Bishops Userl - bishops@userl.com &

View/Search for a Case

Searching open cases: |Z|
show 10 [+ |entries Search:

ID ¢ Case Name ¢ Team = | Creator ¢ Owner <
16 Mather Family One Housing Group Michael James Adele French

13 20 green drive Tamworth Boerough Council Michael James Michael James

12 Lendon Case Tamworth Borough Council Gary Pettengell Michael James

11 High Road Test Tamworth Borough Council Gary Pettengell Gary Pettengell

8 Tanya Gomez Tamworth Borough Council Michael James Michael James

Showing 991 to 995 of 005 entries (filtered from 1,075 total entries) First Previous 96 97 58 99

If you want to check whether this is the correct family contact Shropshire Strengthening Families Team who
can look into this for you.

Clearly label your message giving the
case number.

Last Session: 20 days aga
Logged inas: kay | Logout

Any fields marked with * are required

Message

Subject: ‘P\easeglve me access to case: 3281 *|=

- @66 In the message clearly

Message:

B I =

Dear {FIRST_NAME}. ﬁ state yOUI‘ reason fOI'
Please give me access fo this case because ...... Wantlng aCCGSS tO the

View case here. CaSe

Regards v

chars: 140 source:284 words:21

The recipient: | ¢ e Canete (Tamworth Borough Council) 4 ‘

Individual user:

OR

L Click on send message

Send email tao? V]

Replacement Vars: Click To View List
Send Message | set
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2.2 Uploading a Family/Case to E-CINS using the Early Help/Family Nomination
and Referral Form.

If the family are not already on E-CINS (see 2.1 above) then follow the instructions below.

1

Click on the home button to return to the dashboard.

Logged in as: helenaleclezio
Your Team: Tamworth Borough Council
Last Session: Today, at 11:14
i o ] @
ASB Userguides
E""i
My Gallery Hate Crime Support
Centre
)
= az %
Lists My Workload Vulnerable Settings
N —— S po
O = R R R
= a5 ®
Messaging Archive CSE Group Offending / MASH Admin
v Group Violence v
®© 2015 Empowerfhg Communities | Tel: 01493 856768  Fax: 01492 852841  Email: support@empowering-communities.org Faults and Suggestions.

Click on to the Cases icon

Last Session: Today, at 11:13
Logged in as: helenaleclezio | Logout

Cases
. .! . — .
Cases My Cases Search for Create Create
Gallery a Case Custom Case a Case

© 2015 Empowering Communities | Tel: 01452 858768  Fax: 01492 £52841  [Email: support@empowering-communities.org Faults and Suggestions

/

Click on ‘Create Custom Case’ Families must be added this way
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Q ‘@ Q Last Session: Today, at 11:14

Logged in as: helenaleclezia | Logout

Create Custom Case
Any fields marked with = are required.
Custom Case
Custom Case

Pleass continue by choosing from the available custom case ty

[Pleas= select Custom Case

T

Click ‘Please select Custom Case’

~

a ﬁ D Last Session: 20 days ago

Logged in as: kay | Logout

Create Custom Case

Any fields marked with * are required.

Custom Case

Custom Case

Please continue by choosing from the available custom case types:

Sandferd Council Needs Assessment

Scrap Metal Dealer Application

Community Trigger

Early Help/Family Nomination and Referral Fo

-
Club Licence
Premises Licence

Temporary Events Licence

|

Select ‘Early Help/Family Nomination and Referral Form’ from the drop down list

NB. The Early Help/Family Nomination and Referral Form is used for adding a
family/case onto E-CINS — it is NOT a referral form to refer to other agencies.

q Q D Last Session: 20 days ago

Logged in as: kay | Logout

Create Custom Case
Any fields marked with * are required.

Custom Case

Custom Case

Please continue by choosing from the available custom case types:

[Early Help/Family Nominatian and Referral Farm v Start Custom Case

/

Click on Start Custom Case

If you start a nomination form and you either need to complete it at a later date or
the computer freezes, it can be found in the ‘my workload section’ see section 7.3.1
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2.2.1 The Family Nomination & Profile

Family Nomination & Profile

Family Nomination & Profile € m«

APPLICATION DETAILS

* Select Area of the application:

- 1
N

NOMINATION DETAILS

FAMILY MEMBER'S DETAILS

NOMINATION ASSESSMENT - INFORMATION
NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT

Click on drop down menu, ‘Select Area

Select the area of Shropshire that the case relates to:-
Shropshire North East
Shropshire North West
Shropshire Central
Shropshire South East
Shropshire South West

Selected relevant area will appear in the Select Area

Click Save, then click Next.
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2.2.2 Nomination Detalls

Family Nomination & Profile | \

Family Nomination & Profile € m«

APPLICATION DETAILS

NOMINATION DETAILS

* Date Of Referral: * Case Name: * Please Indicate who is/has made this Referral

13-09-2016 Nobody / Down SY2 6ND ® Me () Someone Else

= | \ oo

N\

Type in the family surname(s)
and their postcode e.g. Nobody

Click on the date of referral box
and the calendar appear.

Select the date you require. This SY2 6ND

will be the date the family are If there is more than one family
being inputted onto the system or surname in the family include
when the family assessment took them all, as some professionals
place. might refer to them with a

different surname
All dates have to be inputted
through the calendar or typed in e.g. Nobody / Down SY2 6ND
the format DD-MM-YYYY

All family cases should be named using the family surname (or surnames)
and their postcode — this will enable others to search for the case and avoid
duplication (see example above).
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Family Nomination & Profile @ B«

APPLICATION DETAILS

NOMINATION DETAILS

* Date Of Referral:

* Case Name: “ Please Indicate who is/has made this Referral

05-09-2016 Nobody / Down SY2 6ND @i Me () Someone Else

FAMILY MEMBER'S DETAILS

Cancel Save

NOMINATION ASSESSMENT - INFORMATION

‘Please indicate who is/has made this Referral’ o Me o Someone Else, select which one is appropriate.

Click Save if indicated ‘Me’, if ‘'Someone else’ is indicated— see below

Family Nomination & Profile € B«

APPLICATION DETAILS

NOMINATION DETAILS

* Date Of Referral: * Case Name: * Please Indicate who is/has made this Referral

05-09-2016 Nobody / Down SY2 6ND O Me @® Someone Else

* search to see if this Nominator is ECINS User :

| o ==
A
=3 &

If filling the form in for,someone else, check to see if they are an E-CINS user. \
s\ (See below)

If they are not a user on E-CINS select no match and type in the relevant detail

* Nominator's Name: * Nominator's Organisation: * Neminator's Telephone Number: * Nominator's Email Address:

Fill in the relevant details.

Once all sections have been completed click Save, then click Next
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2.2.3 Family Member’s Details

Complete Parents/Guardians first, as E-CINS puts the first family member added as the head of the
family (this would usually be the adult with whom you have the most contact).

APPLICATION DETAILS

NOMINATION DETAILS

FAMILY MEMBER'S DETAILS

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT)

Family Member Search: ‘mary x ‘

— Local Profiles — ~

'mary JONES Alias: None Entered (Female) Status: open

DOB: 07-07-1940 Age: Over 65 NHS Number: Area: Anglesey
NOMINATION ASSESSMENT - INFORMA Last known address: Currently on remand.

mary SMITH Alias: None Entered (Female) Status: open

DOB: 14-09-1988 Age: NHS Number: Area: Denbighshire
NOMINATION ASSESSMENT - CRITERIA Last known address: Currently on remand_

'mary POPPINS Alias: None Entered (Female) Status: open
NOMINATION - CONSENT DOB: 02-02-1983 Age: 26 - 35 NHS Number: Area: Wrexham
Last known address: Currently on remand.

mary LAME Alias: None Entered (Female) Status: open
~ B DOB: 04-07-1976 Age: 36 - 45 NHS Number: Area: Anglesey
© 2015 Empowering Communities T€ Last known address: Currently on remand.

mary KING Alias: None Entered (Female) Status: open

DOB: 01-01-1960 Age: 46 - 35 NHS Number: Area: Conwy
Last known address: Currently on remand.

mary JONES Alias: None Entered (Female) Status: open
DOB: 03-05-1999 Age: & - 17 NHS Number: Area: Flintshire

Lace bnawn addracs: Cureanthy an ramand

Type in the family name, any name similar to the typed in name will appear as you type.
If the individual does come up, check again whether there is a case open for this family.

If the individual you are looking for does not come up in the search, click on New Profile (see below for
guidance).

If there are different spellings of the individual’s forename or surname, ensure to try any combination of
spelling before creating a new profile. This is to reduce duplicates.
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Ensure to fill in all the * sections

‘Enter Source of Information’ boxes DO NOT have to be completed, but are useful if it is
third party information you are recording

FAMILY MEMBER'S DETAILS

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT)

* Title: * First Name: Middle Name: * Last Name:

Miss Mary Middle name Nobody

Enter Source of Information

* Search Address: sy2 6nd *

Enter Source of Information Shropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, Sy2 6nd, UNITED KINGDOM

Shropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, Sy2 énd, UNITED KINGDOM

* Area: Shropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, Sy2 6nd, UNITED KINGDOM

Select Area
Address not found? Click here for more results

Gender. ﬁ Enter Source of Information
Select correct address
Fill in:
If address not found a pop up box will appear saying
Title (from the drop down list) address not found click here for more results
First Name
Middle Name (if known)
Last Name

Enter the first line of the address or the postcode. A list of addresses will appear, select the correct address.

If the correct address does not appear click ‘Address now found? Click here for more results’

FAMILY MEMBER'S DETAILS

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT)

* Title: * First Name: Middle Name: * Last Name:
Mrs Myrtle Middle name Sniggle

Enter Source of Information

" Search Address: Shropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, SY2 6} m

Enter Source of Information

Check the address selected is the correct one and then click confirm. If the address selected is incorrect

click cancel and search again.
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* Area: Enter Source of Information:
Select Area v

* Gender: Enter Source of Information:
Gender v

* Date of Birth: Age: Enter Source of Information:

Age v

Ethnicity: Enter Source of Information:
Select v

Disabled?:

() Yes (O No (O Mot Disclosed
Disability type: Enter Source of Information:

Area - Select the area of Shropshire that the individual lives in:-
Shropshire North East
Shropshire North West
Shropshire Central
Shropshire South East
Shropshire South West

The drop down list has a lot of areas listed, the Shropshire areas are towards the bottom half of
the list. (You can also type in Swan; this is due to the areas being below Swansea).

Gender - Select the Gender of the individual from the drop down list

Date of Birth — you can either use the drop down calendar or type it in DD-MM-YYYY.

* Date of Birth: p

Unknown

Unborn
Ethnicity: g ‘?7
18-21
Select 22.95 ﬂ
26-35
36-45
Disabled?: 46 - 55
| 56-65
O Yes O No (O NotDis§ oyer 65

If the date of birth is unknown but the age of the individual is, you can select age range. If it is
unknown their age can also be selected in the age drop down (this can then be updated on the
individual profile once the date of birth has been collected). If there is an unborn baby in the family,
please add the expected date of delivery or add ‘Unborn’ as the age.
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Ethnicity: Enter Source of Information:
White - British
White - Irish
White - Other

Mixed - White and Black Caribbean
Mixed - White and Black African
Mixed - White and Asian

Mixed - Other mixed heritage
Asian/Asian British - Indian
Asian/Asian British - Bangladeshi
Asian/Asian British - Pakistani
Chinese/Other Ethnic - Chinese
Chinese/Other Ethnic - Other
Black/Black British - African
Black/Black British - Caribbean
Black/Black British - Other

Arab

Gypsy or Traveller

Prefer not to say

Unknown

Enter Source of Information:

Enter Source of Information

Enter Source of Information

Ethnicity has a drop down box please select ethnicity as identified by the individual.

Please do not guess. Enter Unknown and amend at a later date. This information is requested on
the consent form. Do not leave blank

Disabled?:

{®i Yes (O No (O Not Disclosed
Disability type:

Enter Details

Please complete the disabled question.

Enter Source of Information:

Enter Source of Information

If yes enter some brief detail of how the individual is disabled.
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The remaining boxes are information that may be useful and can be completed if required.

It is not essential to complete these boxes.

Telephone:

Mobile Phone N°:

Email:

If adding a Telephone, Mobile Phone No. or Email click on the Add Telephone, Add Mobile or Add
Email, type in the number or Email and click on the Confirm button.

National Insurance: Enter Source of Information:
NHS Number: Enter Source of Information:
Education ID: Enter Source of Information:
PNC ID: Enter Source of Information:

If you know the individuals National Insurance Number, NHS Number, Education ID or PNC ID they can be

entered in here. If these are not known, then leave blank. These are not essential and do not need to be
filled in.
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Social Care Legal Status: Enter Source of Information:
Enter Details Enter Source of Information
Asylum seeker (inc if unaccompanied): Enter Source of Information:
Enter Details Enter Source of Informalion
EET Status: Enter Source of Information:
Select EET Status Enter Source of Information
Additional EET information: Enter Source of Information:
Enter Details Enter Source of Information

NOMINATION ASSESSMENT - INFORMATION

NOMINATION ASSESSMENT - CRITERIA

Once all the mandatory and relevant sections have been completed click ‘Add this Family Member’

APPLICATION DETAILS
NOMINATION DETAILS

FAMILY MEMBER'S DETAILS

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT) Mary Nobody

NOMINATION ASSESSMENT - INFORMATION

NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT

Add other family members by clicking on “Add another family member”

The two differences to the previous screen are the relationship to head of the family and Home address.

* Relationship to head of the family: Enter Source of Information:

| Select Relationship E ‘

\

Relationship to head of the family - Click on the drop down menu to select the relevant relationship.

* Select Address: Select Address

Same address as the Family Head / Main Contact
Add New Address

Enter Source of Information

Home address — click the drop down menu and select same as the Family Head/Main Contact. If their
address is different click on add new address and type in the details.
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Complete all fields with an * and any others that can be completed then click on “Add this Family Member”

FAMILY MEMBER'S DETAILS

7
=
J
Zl
-
I

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT) Mary Nobody
FAMILY MEMBER 2 Jim Down

FAMILY MEMBER 4 Jessica Down x

e

NOMINATION ASSESSMENT - INFORMATION

NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT

Repeat this process until all family/household members have been added.

APPLICATION DETAILS
NOMINATION DETAILS

FAMILY MEMBER'S DETAILS

FAMILY MEMBER 1 (FAMILY HEAD / MAIN CONTACT) Mary NOBODY
FAMILY MEMBER 2 Jim DOWN
FAMILY MEMBER 3 Jessica DOWN

FAMILY MEMBER 4 William NOBODY

Add another family member | Next

NOMINATION ASSESSMENT - INFORMATION

Once all the family/household members have been added onto the case click on Next.
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2.2.4 Nomination Assessment — Information

You only need to complete the assessment date, assessment information (this is
complementary to the Whole Family assessment and may include any of the tools found
on the Early Help Web pages, http://new.shropshire.gov.uk/early-help/practitioners/early-
help-tools/ ) and risk assessment in this section of the form — it is NOT a referral form to
refer to other agencies

NOMINATION ASSESSMENT - INFORMATION

WARNING! This date CANNOT be changed once it has been saved, so please ensure you enter the correct assessment date.

* Assessment date: IMPORTANT: If a retrospective assessment date is entered, ages of those included will be as the assessment date- eg. Profiles
that have recently become adults could be classified as children for Criteria question.

What is the reason for referral? (What do you hope for this child/young person /family}

What are the key difficulties for the child/young person /family?

What additional help does the childiyoung person/family need?

What do you want the outcome(goal) of the intervention to be for this child/young personifamily?

What assessment information is sent in support of this referral?

Who are your requesting Allocation and/or Advise from?

n

* RISK ASSESSMENT- Please advice if there are any known risks if a home visit was to be carried out © ves © No © Don't know
[omes Lome

NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT

Assessment date this is the date the family assessment took place, if this has not taken place yet then
the date this form is being created - the date is entered by the pop up calendar or DD-MM-YYYY. Once
the form has been saved, the date cannot be changed.

Add type of assessment and/or plan into the assessment information section - these will be uploaded to the
case once it has been created.

Complete the Risk Assessment section. If yes, include some detail about what the risks are, this box has
limited space to type.

Once all completed click on Save, then Next.
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2.2.5 Nomination Assessment — Criteria

NOMINATION ASSESSMENT - CRITERIA

*To select more than one family member press ctrl and click on the name._
*To de-select a family member press cirl and click on their name:

Crime/ASB
Domestic Abuse
Health

Education

Worklessness
Financial exclusion

Child who needs help

Previous Cancel m -

All of the criteria areas (which are the Strengthening Families criteria) are set to Not Applicable by default.

These areas are Crime/ASB, Domestic Abuse, Health, Education, Worklessness, Financial exclusion and
Child who needs help.
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Guidance [IENIEIEEAES

of howto [MSETEAE

select and I

qe'_S?IeCt IINATION ASSESSMENT - INFORMATION

individuals - e Example of selecting
individuals, highlight
*To select more than one family member press ctrl and click on the name. IndIVId ual and put

*To de-select a Tamily member press cirl and click on their name Some notes Of the

reason why in the

Crime/ASB

Notes box

Domestic Abuse
Who has experienced, is experiencing or is at risk of domestic abuse? Notes:

Mary NOBODY DA incident 30/11/15 - police were called to the house|

Jim DOWN

Jessica DOWN

William NOBODY
Who has perpetrated domestic abuse in the last 12 months? Notes:

Mary NOBODY

Jim DOWN
Jessica DOWN
William NOBODY

Are the Criteria Met (Domestic Not Applicable No
Abuse):

All relevant family members are listed in each section, and the lead professional needs to select the
individuals related to each criterion. Guidance for this is at the top of the page.

The individual(s) that have been affected should be selected which then highlights their name(s) in blue.
Once the relevant individual(s) have been selected type a description of what evidence there is to
demonstrate how the individual meets the criteria in the Notes.

If the Family meet the criteria, click on yes. If the family don’t meet the criteria click on No. If you are unsure
of whether the family meet a criteria leave as Not Applicable and update this at a later date.

Once all sections have been completed, Click on Save then Next
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2.2.6 Nomination Consent

Family Nomination & Profile

Family Nomination & Profile € m«

APPLICATION DETAILS

NOMINATION DETAILS

FAMILY MEMBER'S DETAILS
NOMINATION ASSESSMENT - INFORMATION
NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT

* Select consent statement: Notes:
‘ No Consent Given 7] |
Select
Family Consent Received
[ No Consent Given
[7J check this box if you wish to upload signed copy of consent statement.
@ Click ‘Continue’ o proceed to the Family Profile sections, or 'Submit' if you do not wish to complete them now. You can complete the Family Profile at a later date.
Emen

This refers to consent from the family to share information.
Select which applies.

If the family have given their consent tick the box to confirm that the consent form will be uploaded onto the
case.

At this stage you can go back and review what has been put on the case form. When you are sure that you
are happy that all is correct click submit.

Once submitted, the family will have been added to E-CINS as a case! You can now add further
information regarding the family to the case (follow the rest of section 2) and start to manage the case and
share information securely.

Once the form has been submitted upload the consent form into a document on the family case profile as
explained in Section 2.6.1

When submitted, the case will be viewed by the Shropshire Strengthening Families Team to
check the case content and offer any advice. Once the plan is completed the Team will
assess if the family meet sufficient criteria to be monitored as part of the Troubled Families.
If this is the case the Lead Professional will be notified.
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2.3 Early Help Flag

Please flag a family as part of Early Help.

Custom Additional Info Asssgarmants Ralated Cases

Change Ownership ] — Family Homination and Profile

Application Status: Referral Stage

Troubled Family Programme: No selection

Intensity of support: Mo selaction

Referring Agency: Shropshire Strengthening Families Team
Lead Worker: Helena Leclezio

Early Help: No selection

Referral Date: 22-09-2016

Assessment Criteria: Domestic Abuse, Child Who Needs
Help,

To Fview the Application Chck Here

Update datails?

To do this click on ‘Update Details’ on the top right corner of the case. Select Yes from the drop down list

next to Early Help. This will then bring up start and end dates.

Custom | Additional Info ~ Assessments Related Cases

Ywnership l —Family Momination and Profile

Application Status: |Referral Stage v

Troubled Family Programme: |Yes W

TF Start Date: |19_gg_2015 |

TF End Date:

Early Help: [Please Sefect V|

Intensity of support:

Referral Date: | 13_09_201é\ |

Cancel Save
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Start date of early help:

Custom Additional Info Assessments Related Cases

Grin") - Family Nomination and Profe e Date of practitioner identifying need for an
Application Status: assessment and gaining consent to share information
Troubled Family Proge Yes v p e Date of step down from social work assessment or
TF Start Date:
plan
TrEndDater| |
Early Help:

End date of early help:
Start Date: I:I y p

EndDate:[ | e The date when the lead professional agrees with the

Intensity of support: family that early help support is no longer required

Referral Date: e The date where the outcome of a social work

=N assessment is that LA children’s social care support
™ is required (NB. wording has been taken from

Working Together guidance flowchart)

If start and end date have already been completed during a previous
intervention, please log these dates and save in Logs and Actions before
amending to reflect the start date of the current intervention.

Note that if a family is a Troubled Family, then the case and action plan will remain open until outcomes
and sustained proaress have been achieved (or action plan is ended for another reason).
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2.4 Duplicate cases and/or Profiles

If a duplicate case and/or profile is put onto E-CINS this can be rectified by contacting the Shropshire
Strengthening Families Team.

Duplicates might happen if the family members are known by different surnames

To do this you will need to have both Case ID numbers or Profile ID numbers.
The Shropshire Strengthening Families team will ensure to keep the Case and/or Profile with the most
information stored on it.

2.5 Granting access

Once a case has been made you need to give access to your Manager and Shropshire Strengthening
Families Team. Shropshire Strengthening Families Team is the only team that needs to be granted access
to cases can profiles, all other access should be individual professionals.

You need to give access to both the case and all the individual family profiles.
\ [Costmm s |

Reports | Log B Actions = Task | Docs ies  History Perpetrator | Victim | Vulnerable | Family | Other = Al
Who needs access to this Case?

Add Family
Team Types

Name: Mary NOBODY
A
To display which teams zra included under aach tesm tyNe, place the curser over sach tsam DOB / Age: 11-05-1952 (24 yre)
type. A list of taams will then ba shown.
Create Assessment 3
el 81 4 mrhasl £l

On the case click on the access tab

A page will open with a list of organisations ignore these (DO NOT give access to team types and Areas)
go down to the bottom of the page and use the Team and User sections.

Always give access to Shropshire Strengthening Families in the Team Names and your manager, plus any
other professionals that you wish to give access to the case in the User box.

Team

‘ Shropshire Strangthening Familiss (Shropshirs) () |

User

‘ Helana Laclezie (Shrapshire Strangthening Familias) () ‘

Update Access |/ Access updated

™

Click on Update access and v Access updated will appear. Slide back to the top of the page and click on
the head of the family name and their individual profile will come up, click on Access and follow the
procedure above, and follow this procedure for every individual profile. Ensure to refresh the page once
access had been granted.

Whoever has access to the case has access to everything added and/or uploaded on the case/profile unless it
is contained in a report which may be locked down.
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If information to be shared is only for relevant individuals put this into a report and only grant the required
workers access to it. (See section 5.2)

Always give Shropshire Strengthening Families Team access to the case/profiles and reports so that they can
monitor and quality assure each case that is on the system and can access information if concerns about a family
are reported.

If no access is granted to the case this will be locked down to the owner of the case.

2.6 Adding Consent

Once the case has been uploaded onto E-CINS the family’s consent for information sharing (the
Strengthening Families Consent Form) needs to be added to the case.

This can be added as a document on the case
2.6.1 Uploading Consent as a Document to the case

If a document can be viewed by all those professionals given access to a case, upload it into documents on
the front page of the case.

The consent form will be put into documents so all professionals given access to the case can see that
Consent has been given by the family.

Before uploading the file ensure it has been scanned, using your normal methods, and renamed to state the
family name, consent and date consent was gained i.e., Young Consent 2016-09-21.

Click on Docs on the front page of the family case
\

Reports | Log B.Actions  Task  Docs  Access  Agencies History Perpetrator  Wictim  Vulnerable | Family | Other = Al

Once in Docs, a button with ‘upload files’ will appear. Click on this and select the correct document that
needs to be uploaded. Once the correct document has been selected click on open and this will upload the
file. Click out of documents then back into it to see if the file has been uploaded.

‘ Update details? |

Reports  Log & Actions ~ Task | Docs | Access  Agencies History Perpetrator  Victim  Vulnersble | Family | Other  All

Clear Que: Add Family
Upload Files

Queue
Name: Mary NOBODY

There are no files to view X ~
DOB / Age: 11-05-1992 (24 yrs)

If you require documents to be locked down so only certain professional may see the contents, then put it in
a report. (see section 5.2 & 5.2.1) You can then grant just those professionals access to it (plus
Shropshire Strengthening Families Team)
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3. Log and Actions

As the system is designed to be a multi-agency system to ensure all agencies are aware of

progress/contacts etc. you will need to record any contact with the family on the front page in the Log and
Actions section. This is just a snap shot/summary of your visit, contact, observations, phone calls etc. The
log should be a brief summary When, Where, Who and What. To do this, follow the guidance below.

Go into the relevant family case

Case ID: 3570

Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit.

Owner | Author = Notification  Locations  Relates To

Owner: Rachel Harrison

Team: Tamworth Borough Council

Email: Rachel.harrison@shropshire.gov.uk
Telephone: n/a

Date Created: Today, at 14:19 (26/09/2016)
Grant Team Edit Permission: No

Relates To:  Referral (Families)

Reports
Logs

Add a Log

Change Ownership

Case Priority:
Low v

Case Status:

Custom | Additional Info ~ Assessments  Related Cases

— Family Nomination and Profil

Application Status: Referral Stage

Troubled Family Programme: No selection
Intensity of support: o selection

Referring Agency: Tamworth Borough Council
Lead Worker: Rachel Harrison

Referral Date: 05-08-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

Perpetrator  Victim  Vulnersble | Family | Other  All

Add Family

Name: Mary NOBODY
A
DOB / Age: 11-05-1992 (24 yrs)
Create Assessment

Click on the Log and Actions tab and click on Add a Log

This then brings up a free text box which can be used to add an update or observation. Type in the date of
the contact/observation and a brief summary,

Add a Log to this case

Reports | Log & Actions | Task = Docs  Access Ag

Logs [ Actions

Add a Log Add an Action

Log TD: 855

ﬂm\

Once the information has been typed in, click on Submit to add it to the case.

eeeeee

Log Added By: Shropshire Training 2 - [Shropshire Training Team]

Log Added Date:25-06-2016 11:00

Log Details: 26/05/2016 22-05-16 Visited Caroline for update on family. Discussed how
that family is getting an with the new bedtime routine for the chil

No Actions have been added to this Case.

ildran.

N

Edit

Q
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Details Log & Actions Tasks Documents Access Agencies History

Logs Actions

Add aLog | | Add an Action |

Show [Logs ] from [all time

Log ID: 544 Edit [}
Log Added By: Shropshire Training 3 - [Shropshire Training Team]
Log Added Date: 30-08-2016 10:05

Log Details: 21/07/2016 12:00

1 visited Stanley and family at the family homa today, there appears to ha friction genarating between Stanley and father. T spoka with Parents zlone and Stanlay alona and
then with the whale family togeather.

Stanley has expressed some issues and concerns around fathers temper and is stressed by diffculties he is facing regarding his performance at school. Stanley has expressed
that he that father is unjusthy disapointed in him and disintrested in his intrests.

I have advised that Mom and Dad try to make time for more time with Stanley particatings in some activites he enjoys such as football and bowling as well as recommened
some services Dad can sask out to hep get a better grip on his temper. Dad has acknoledged his diffculties with temper and has agreed to pursue these.

Outcomes & Actions:

I will stay in contact with the family to keep track progress on dads anger issues along with monitoring the families progress towards spending more time togeather and
creating postive connections.

No actions added to this report yet.

@ 2016 Empowering Communities | Tel: 01493 858768 Fax: 01493 852841 Email: support@empowering-communities.arg Faults and Suggestions
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4. Adding tasks

A task can be used to request an action by another agency or professional. This professional would need to
be an E-CINS user. This task will be sent quickly and securely to the other user(s) via E-CINS and progress
updated. This should be used for any communications with other organisations showing work they are
required to complete to assist the family to progress.

E.g. a Lead Professional may “task” another user to supply some information that is required about the
family. This task would be sent quickly and securely to the other user via E-CINS.

It is very important that this function is used respectfully by all users. Tasks should be clearly written,
outlining the action required. The date for completion should be realistic — none of us sit by a computer all
day so please do not ask things to be completed within 24 hours.

Before professionals can use the task section of E-CINS the Adobe Flash Players need to be installed.
e To do this go into the computers software centre
o This may need to be searched from the start menu
e Select the 2 Adobe Flash players and click install
o They don'’t take very long to install

If you can't find the updates you may already have them installed or you may need to contact your IT team
(if this service is available to you).

|2 Software Center IEI@
Shropshire Council
Installation Status Installed Software Options
SHOW ‘ All = | Show optional software
Find additional applications from the Application Catalog
[T NAME TYPE PUBLISHER AVAILABLE AF... STATUS -
El & | Add Drives Shorteut Application 19/06/2015 Available
W Adobe Flash Player 18 ActiveX Application 22/07/2015 Available
i | Adobe Flash Player 18 Plugin Application 22/07/2015 Available
O & Authority ICON ActiveX New Application 09/08/2015 Available
D & | Citrix Receiver Removal Tool Application Citrize 18/08/2014 Available

[}

To add a task, go into the Task section of the case and click Add task

Reports Log B Actions Task Docs Aocesx Agencies History

Outstanding tasks

Na active tasks st this time.

Completed tasks

Nao completed tasks at this time.

This section also shows outstanding and completed tasks so that professionals can monitor whether tasks
have been completed.
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Reperts ~ Log BiActions | Task | Docs = Access  Agencies  History

Add task

INFO: Please add a task below if required. * are raquirad fields

Completion Date: 14-01-2016 at|00:00 (am) |z| OR | Within lz‘

Title:

Description:

Type: | Selact =]

Priority: | Select Pricrity
Task a Team:

OR *
Task a User:

Read re!:elpt A user/team cannot view the task unless read receipt accepted.
required?

Upload | no

Files/Docs:
Attachments:

Hide Add Task

Outstanding task:

No active tasks at this tie.

Completed tasks

For sending tasks complete:
e Completion date
e Title
o Others can see the title of the
tasks so be careful what you
call it
o Description
o Priority (if required)
e Task a team or user
o If the professional who needs to
be tasked are not on the system
their team E-CINS administrator
will need to add them onto the
system before they can be
tasked.

Don’t forget to Add Task once all sections have been completed.

The task will be recorded on the system and will show you once it has been completed by the recipient.
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5. Report and Assessments

There are multiple different reports that you are likely to create on a case and each one requires some
slight variations in how they are named. It is important to follow this guide specifically as this will affect our
ability to pull accurate reports and statistics from E-CINS.

5.1 Naming reports

Each report must be named as they are displayed below, the different types of reports and assessments
are as follows, just right click on any to be taken directly to a guide on how to create them.:

Early Help Referral

Shropshire Webstar

Whole Family Webstar

Family Action Plan

Early Help Plan

Observations [Team] [Lead Worker]
Letters Confidential

Chronology

Child in Need Plan

Education Health and Care Plan
Social Work Assessment

Early Help Closure

5.2 Adding a report

Putting information into a report ensures that it is only visible to those that are granted access to view it.

Case ID: 3570
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. W

Area/District:

Case Priority
fow ]

To
Change Ownership

Telephone: n/a
Date Created: Today, at 14:15 (26/03/2016)
Grant Team Edit Permission: No

Relates To:  Referral (Families)

Log G Actions  Task  Docs | Access | Agences | History Perpatrator | Victim | Vulnerable | Family | Other Al
Add Family

A

On the relevant case, click on the Reports tab and then click ‘Create New Report’

The page that opens is called Create a Report (from a case).
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Tabs that needs completing

Create a R

Any fields marked with * are required.

Caller | Details* | Relstes To  Location  Profiles = Witness = vehicle = Tasks = Access  Indiv. Access  Complete

Report Details

Sections in the details tab
that need completing

body p chars:D selected0 sourcel words:1

Review/Archive Date:
28-06-2018

« Prev Page Next Page »

The tabs that need completing in the report are Details, Indiv. Access and Complete. See below for further
details and guidance.

Details Tab

All sections with an * needs completing. The report date can be changed to reflect the date an assessment
or incident took place. Also when selecting the area ensure this matches the area in which the family live.

Reports require specific titles, see section 5.1 for more details on report titles.

Be aware that all professionals who have access to the case can read the report
titles even if they have not been granted access to the report.

The main body of the report does need to have a significant amount of text in it, however it cannot be left
blank. Please cut and paste the title into the text box.

Indiv. Access tab

Create a Report (from a case)
Aany fields marked with = are required.

Caller = Details® RelatesTo  Location = Profiles = Witness = Vehicle =~ Tasks =~ Access | Indiv. Access | Complete

RSL's

Check All 7 Uncheck All

Team

« Prav Pana Newt Pana 5

Only use the Team and User sections of this tab (these are at the bottom of the page). Ensure to always
give Shropshire Strengthening Families Team access to the report. To do this, search for the team in the
Enter Team box. Also grant management and other professionals who require access by searching for
them in the User Enter Name box.

Once all the required sections have been completed and checked click on the Complete tab.
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Create a Report (from a case) /
Any fields marked with = are required.

—

Caller | Details® | Relates To = Location = Profiles = Witness = Vehicle = Tasks = Access  Indiv. Access | Complete

Add to an existing case?

Please enter the case name below

1D: 3315 - Young Sy2 8nd (Owner: Shropshire Training 2) & ‘

Add as agency

Do you wish to add your team as an agency for this report?

Add to agency list?

Create Report

« Prev Page

If you are sure you wish to complete the report click on Create Report.

Reports can be linked to more than one case if required.

It will now show on the family case page that a report has been created, but only those given access will be

able to open it.

Case ID: 3570
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit.

Area/District: Case Priority: Case Status:
Owner Author Notification Locations Relates To Custom Additional Info Assessments Related Cases

Owner: Rachel Harrison Change Ownership — Family Nomination and Profile
Application Status: Referral Stage

Team: Tamworth Borough Council

Email: Rachel.harrison@shropshire.gov.uk Troubled Family Programme: No selection
Telephone: n/a Intensity of support: No selection

Date Created: Today, at 14:19 (26/09/2016) Referring Agency: Tamworth Boraugh Council
Grant Team Edit Permission: No Lead Worker: Rachel Harrison

Referral Date: 05-09-2016

Assessment Criteria: Crime/ASBE, Domestic Abuse,

Relates To:  Referral (Families) Worklessness, Child Who Needs Help,

To fview the Application Click Here

Updats details?

Reports | Log B Actions = Task = Docs | Access  Agencies  History Perpetrator |~ Victim  Vulnersble | Family | Other  all
Link existing Report Create new Report Add Family

- ’ . ; : Mary
Report Title: Observation and Supervision Shropshire Strengthening Families Name: Mary NOBODY

Rachasl Harrison [View full report] [Quick-View]

A
DOB / Age: 11-05-1552 (24 yrs)

Create Assessment

Date Added: Today, at 14:25 (26/09/2016) Q

Author: Rachel Harrison  Team: Iamworth Borough Council

) R NO IMAGE
Report: See logs and actions section of this report... AVAILABLE

P\Q Name: Jim DOWN

In a report you can store logs, actions, and documents. See sections below for further details and guidance.

All tasks should be done through the main body of the case.
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5.2.1 Adding Documents to a report

Once a report has been created you can then add documents, logs and actions. To create a report, follow
section 5.2.

Before uploading a document ensure it has been scanned, using your normal methods.

Case ID: 3570
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. W,

Area/District: Case Priority: Case Status:
Wrexham hd Low e Open w
Owner | Author = Notification = Locations = Relates Ta Custom | Additional Info = Assessments  Related Cases

Owner: Rachel Harrison Change Ownership ] -Family Nomination and Profile

Team: Tamworth Borouah Council Application Status: Referral Stage

Email: Rachel.harrison@shropshire.gov.uk

Troubled Family Programme: Mo selection

Telephone: n/a Intensity of support: No selection

Date Created: Today, at 14:18 (26/09/2016)
Grant Team Edit Permission: No

Referring Agency: Tamworth Borough Council
Lead Worker: Rachel Harrison
Referral Date: 05-09-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,

Relates To:  Referral (Families) Worklessness, Child Who Needs Help,
To Jview the Application Click Here
Reports Log E Actions Task Docs Access Agencies History Perpatrator Victim Vulnerable Family Other All
Link existing Report Create new Report Add Family
Report Title: Early Help Referral [View full report] [Quick-View] Wame: Mary NOBODY o~

DOB / Age: 11-05-1392 (24 yrs)

Create Assessment

Date Added: Today, at 14:27 (26/09/2016) o

Author: Rachel Harrison  Team: Tamworth Borough Council

Report: See the documents section of this report for the E...

NO IMAGE
AVAILABLE
Report Title: O ionbnd Supervision Shropshire Strenathening Families
Rachael Harrison [View ful\rspnrt] [Quick-View] /T | Name: Jim DowN

Click on the report you want to add a document to.

Report ID: 8822
Early Help Referral

LY
You have the authority to edit this Report by clicking on the desirad text to edit.
Author Caller Witness Location Vehicle Related Profiles Related Cases
Owner: Rachel Harrison Change ownership ) Add Brofiles
. No profiles addsd

Team: Tamworth Borough Council
Email: Rachel.harrison@shropshire.gov.uk
Telephone: n/a
Grant Team Edit Permission: HNo

Details | Log & Actions  Tasks  Documents  Access  Agencies  History

Relates To: Mot Specified. Report Edit Report Text

Status:

Report 26-03-2016 14:26 Review 26-09-2018

Date: Date:

Area: Wrexham

When you are in the report click on the Documents tab.
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Report ID: 8822
Early Help Referral

You have the authority to edit this Report by clicking on the desired text to edit.
Author | Caller = Witness  Location  Wehicle Related Profiles | Related Cases

Change Ownership Add Profiles

} No profiles addad
Team: Tamworth Borough Council

Owner: Rachel Harrison

Email: Rachel.harrison@shropshire.gov.uk
Telephone: n/a

Grant Team Edit Permission: No

Details  Log & Actions = Tasks | Documents | Access = Agendies History

Claar O
Upload Fw\es‘ lear Queus

There are iles to view.

@ 2016 EmpowaNog Communities | Tel: 01493 858768  Fax: 01493 852841  Email: support@empowering-communities.org Faults and Suggestions

Click on Upload Files

Select the file you want to upload and click open. Click out of the report and go back into it to check that the
document has uploaded properly.
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5.3 Family Webstar and Assessments

Note: Individual Webstars are no longer used.

On E-CINS there is an Individual Webstar and a Whole Family Webstar. Only use the
electronic Individual Webstar if you wish to record historic individual Webstars

These reports will be called a Wheel Assessment.

The Whole Family Webstar is built into E-CINS. This should be created on the head of the family i.e., the
parent or carer with whom professionals have the most contact.

Histary Perpetrator ~ Victim | Vulnerable | Family | Other Al

Create new Report Add Family
MName: Mary NOBODY

w] ~

DOB / Age: 11-05-1352 (24 yrs)

- !\i NO IMAGE
AVAILABLE
2ening Families

To access this click on ‘Create Assessment’ underneath the relevant individual. This will then bring up a
selection box.

Create Assessment:

Add an Assessment for this profile:
Please select Assessment ~
f ]

Click on the drop down arrow and select Whole Family Webstar. Once you have selected the right
assessment click on Create Assessment

Create Assessment:

Add an Assessment for this profile:

hnle Fami Webstar u
]

If an individual has already got a Whole Family Webstar on their profile a warning will come up. The
professional can then choose whether to start a new assessment or base it on the previous one.

Alert! A previous Assessment was carried out on this profile on 04-01-2016. How would you like to proceed?

Carry on with a brand New Assessment Base this Assessment on the Previous one

If you are adding an initial Webstar at the start of the intervention click ‘carry on with a brand new
assessment’. If you are adding review scores, click ‘base this assessment on the previous one’.

If a Webstar has already been entered onto the profile check this to see whether it is an initial Webstar or a
review.
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* Date Of
Assessment:

Jan  [-]2016 [~]
Su Mo Tu We Th Fr Sa
1 2
3 4 5 6 7 8 9,
10 11 12 13

The date of the Webstar needs to be
the date that the assessment took
place. To input the date you have to
use the calendar provided. This will
then take you to the assessment.

Good Practice is to use the Webstar as an aide-mémoire and explain to the family that these are
the topics that will be discussed and they will be asked to score. Then go to each section of the
assessment — discuss past, present and future and then ask the family to score that section of the
Webstar. Webstar scores will be more accurate using this method as people have the opportunity

to reflect.

The community where you live
Are your children attending school regularty?
Family and Friendships
Parenting and your child/children/s behaviour
Housing
Money and employment
Healthy relationships
Emotional and mental wellbeing

Physical health

What is the Client's current situation i ing their

3

Physical health

Emotional and mental wellbeing

B O ™

Healthy relationships

Money and employment

and Is there a safeguarding risk to this person? What support is currently in pifce?
A
v

The community where you live

Are your children attending school 1

Family and Friendships

Parenting and your child/children’s behaviour

Only complete if there
is relevant information
including
safeguarding risks.

Click on each section to input the scores. When the score has been selected make sure to click save.
Continue this method until all sections have been completed.

Scoring Guide

1-2: Complex issues. I'm stuck, things are bad and | don’t want to think about it.
3-4: Significant issues. Things are bad but | want to change.
5-6: Moderate issues. I’m making changes
7-8: Minor issues. I'm finding what works

9-10: No concerns. This is an area of strength. Things are good.
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Whole Family Webstar

Offending Behaviour
10

Offending Behaviour

Physical health

The community where you live
Are your children attending school regulariy?
Family and Friendships

Parenting and your child/children/s behaviour
Emotional and mental welloeing

T

Housing
Money and employment

Healthy relationships
/

Emotional and mental wellbeing

_

—_
Healthy relationships

Physical health

Money and employment

* Overlay

05-10-2016

Select Assessment

Whole Family Webstar

AGREEMENT - Answer Yes' below if in agreement with the scores shown above for s2ch category

DETAILED PROFILE

OFFENDING BEHAVIOUR @

PHYSICAL HEALTH €D

EMOTIONAL AND MENTAL WELLBEING @

HEALTHY RELATIONSHIPS @

MONEY AND EMPLOYMENT &

HOUSING @

PARENTING AND YOUR CHILD/CHILDRENS BEHAVIOUR €
FAMILY AND FRIENDSHIPS @

ARE YOUR CHILDREN ATTENDING SCHOOL REGULARLY? €
THE COMMUNITY WHERE YOU LIVE @

COMMENTS & CONCLUSIONS

The community where you five

Are your children atiending school 1
/

—

Family and Friendships

Parenting and your child/children/s behaviour

Housing

The Assessment
is recorded in
the Detailed
Profile section.

You can move
Tbetween the
Whole Family
Webstar and the
Detailed Profile
by clicking on
the titles.

Click on the required category and it will bring up a detailed profile section where you can input past,

present and future information.
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Past Complete what you can.

Family member's history regarding this category - Has there been a recent event or change? What was previously been tried? Did it work?

In some sections you may
just know minimal detail —
record it another
professional may have
access to the family and
be able to complete with a
fuller picture.

Present

Family member's current situation i i and Is there a ] ing risk to this person? What support is currently in place?

Please make sure that the
i assessment is as full as
What needs to the improving? If a g ing risk is i i what is the likelil i 2 How can risks be reduced or you Can make |t.

managed?

The voice of the
family/child/young
person should be heard
throughout the
assessment.

These sections can be updated at a later date if required.

AGREEMENT - Answer "Yes' below if in agreement with the scores shown above for each category

* Search Practitioner ECINS User:

Does the Practitioner agree with the Scores above?: Yes | No

Search Parent/Carer Profile:

Does the Parent/Carer agree with the Scores above?: Yes  No

When you have completed the Webstar and Assessment click on the Agreement section

The practitioner section is a mandatory field and needs to be completed. If the practitioner isn’t an E-CINS
user, you can select No Match Found and type in their details, all fields are required to be completed.

Make sure to click yes or no, if no is selected then a text box appears where are reason needs to be
inputted.

The Parent/Carer section is optional.
Once this section has been completed click on Save and then Next. This will then save the assessment
onto the profile and case

THE ACTION PLAN WILL NOT BE USED AS THERE IS STRENGTHENING FAMILIES ACTION PLAN.

Once all the relevant sections have been completed click on Back to Case and this will save the
assessment.
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Individual Webstar (historic).

Remember that all new assessments should be done using the Family Webstar and
Assessment.

If you have an historic individual Webstar that needs recording on ECINS there is an electronic
copy in Assessments

History Perpetrator ~ Victim | Vulnerable | Family | Other Al

Create new Report Add Family
MName: Mary NOBODY

A
DOB / Age: 11-05-1352 (24 yrs)

- NO IMAGE
AVAILABLE
2ening Families

To access this click on ‘Create Assessment’ underneath the relevant individual. This will then bring up a
selection box.

B

Create Assessment:

Add an Assessment for this profile:
Please select Assessment ha
J

Click on the drop down arrow and select Shropshire Webstar. Once you have selected the right
assessment click on Create Assessment

Create Assessment:

Add an Assessment for this profile:
Shropshire Webstar [=]

. )

Then continue as for the Family Webstar and Assessment.
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5.4 Family Action Plan

Nobody / Down SY2 6ND

You have the autharity to edit this Case by elicking on the desired field to sdit.

AreaDistrict: . Case Priarity: Case Status: §
- Shropshire Central A Low e Open W

Owner | Author | Notification  Locations | Relates To Custom | Addtional Info  Assessments  Helated Cases
Ownar: Helena Leclezio Change Ownership | - Family and Profile.

Team: Farnifies Team

Email: hetena.leclezio@shropshire.gov.uk
Telephone: n/a
Date Created: 9 days ago (13/0%/2016)

Grant Team Edit Permission: Yes

Relates To:  Referral (Famibes)

Application Status: Referral Stage
Troubled Family Programma: Yes

TF Start Date: 19-09-2016

TF End Date:
Intensity of support: [ntensive

g Agency:
Lead Worker: Helena Leclezia

Early Help: No selegser

Update details? |

Tearn

Click on Task Tab

Click on Create/View action plan

Reports | Log&Actions | Task | Docs  Access | Agences | History Perpetrator | Victim | Vuinerable | Family | Other AN

Create/View aetion plan

Outstanding tasks
Task ID: 188530
Tosk Title: [ntervention REquest for case [D 77220

Task From: Kay Smallbone Create Assessment_|
Task To: Kay Smallbong NO THAGE
Completion Date: 27:03:2016 5t 00:00 AVAILABLE
M 2 1S s
Task ID: 188550 ame: Jim DOV
Task Title: Early Help Interventio request for case 77156 DO / Age: 12-02-1991 (25 yrs)

Task From: Kay Smallbong
Task To: Koy Smallbong

Action Plan

Home | Action Plan List

Add task

Mame: Mary ROBODY

Create Assessment |

NO TMAGE

DOB [ Age: 11-05-1962 (24 yrs)

Add Family

-~

The Action Plan Title is
entered in the format —

All family names in the
household separated
by a forward slash and
the postcode.

* Action Plan Title

Nobody/Down Case 10: 77220

Concemn 2

B} what do you want to make better? (If this issue/concern is in relation to one profile, please state which one)

{2 What CRITERIA does this meet?

E] Goal - What do you want to achieve? (select the most appropriate measures)

(5D What OUTCOME is required?

Include Criteria/Outcome/Measure?

C.0.M. (Practitioner)

Click yes to
include
criteria/outcomes
and measures
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Each area of activity on the plan is recorded as a new concern.

Be very clear by naming the individuals you are including on the concern. There may be more than one

individual that is named in each concern. For example;

‘Daly and Bob need to attend school regularly.’

Or you may have more than one concern that meets the same criteria. You need to make the plan work for

each individual family.

The family’s voice, including the child/children/young people should be heard

throughout the plan.

Action Plan

Home | Action Plan List

Create Action Plan

“ Action Plan Title

NobodyDown Case 1D: 77220

Concern 1

[ What do you want to make better? (If this issuelconcern is in relation to ene profile, ple tate which one)
Fred and Nancy what to iImprove their income, They want to check they are getting

Fred and Mancy would like to have more money, Fred would like o work.

g benefits.

({2 What CRITERIA does this meet?

c
C.

- Parent or children involved in crime or antisocial behaviour

R

- Children who have not been attending school regularly

€3 - Children who need help: children of all ages who need help, are identified as in need or who are subject to a Child Protection Plan
C4 - Adults out of work or at riak of financial exclugion or young people at risk of worklessness

C5 - Families affected by domestic viclence and abuse

C6 - Parents and children with a range of health problams

() What OUTCOME is required?

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk
Tel: 01743 253921

Include Criteria/OutcomeMeasure?

| ves )

You can use free
text to complete
this section.

The family’s voice
should be evident
throughout the
plan.

I Client{) C€.0.M. (Practitioner)

Choose from the
six criteria which
is relevant to this
concern.

Again you can
free text to record
what the family
want to achieve
relating to this
concern.
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Type O and the
number relating to
the criteria

B} what do you want to make better? (If this issue/concern is in relation to one profile, please state which one) Identlfled for th IS

Fred and Nancy what to improve their income. They want 1o check they are getting the right benefits. ~ H H
Fred and Nancy would like 1o have more money, Fred would like to work. v concern —in th IS
{3 What CRITERIA does this meet? case 4

C4 - Adults out of work or at risk of financial exclusion or young people at risk of worklessnoess *x

You will have a
drop down list
B Goal - What do you want to achieve? relating to the

Fred and Mancy would like to have a more meney so they could improve thelr families diet OutcomeS fOI’ thIS

Fred would like to do training andfor work experience to improve his chances of getting a good job.

() What OUTCOME Is required? criteria. Click on

<>

o4
the most relevant
48 - An adult or young person making progress towards working one.

C4C - Young person who is not in education, emplayment of training moves into education, apprenticeship of work

nces appropriately

y can afford and that meet their needs

() How will you MEASURE this? (select the most appropriate measures) Use free teXt
again.

How the family and
professionals
agreed how they
will know when
these tasks/goals
have been
achieved?
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{2 What CRITERIA does this meet?

C4 - Adults out of work or at risk of financial exclusion or young people at risk of worklessness »

EJ Goal - What do you want to achieve?

Fred and Mancy would ke 1o have a more money so they could improve their families diet. ~
Fred would like to do training and/or work experience to improve his chances of getting a good job. iy
() What OUTCOME is required?
O4B - An adult or young person making progress towards working »
ED How will ‘you know the goal has been achieved?
Fred and Mancy are getting all the benefits they are entitied to and budgling well. a
Fred has accessed and completed some relevant training andior work experience and updated his CV to reflect this v

() How will you MEASURE this? (select the most appropriate measures)
md]

- Adult ks off out of work benefits (or s earning threshold if in receipt of Universal Credit)

M4B - A family member has a) training er to improve their skills b) A work or veluntary placement

3

MAC - Adultlyeung person stans further education course, takes up an apprenticeship or work
MM - Young peeson not registered as NEET
LAEY

m

- Reduction in debt/debt is managed and payment plans adhered to.

T

MMF - Risk of eviction is removed following sanctions

MG - Family successfully accommodated following a presentation as homeless

E3 Goal - What do you want to achieve?

Fred and Nancy would like to have a more money 5o they could improve their families diet. &
Fred would like to do training and/or work experience to improve his chances of getting a good job, i

() What OUTCOME is required?

O4B - An adult or young person making progress towards working x

B3 How will you know the goal has been achieved?

Fred and Nancy are getting all the benefits they are entitled to and budgting wedll.
Fred has accessed and completed some relevant training and/or work experience and updated his CV to reflect this s

() How will you MEASURE this? (select the most appropriate measures)

MA4B - A family member has a)

training or o improve their skills b) A work or voluntary placement

3 When do you think you will achieve this goal?

Months 5]

] hd

Type M and the
criteria number and
you will get a drop
down list for the
measures.

Choose the most
relevant.

If you wish to add
another measure
click to the right side
of the box and
further measure will
drop down.

You do not need to
complete this box

Click Save
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Concemn 1

What do you want to make better? Fred and Nancy what lo improve their income. They want to check they are getting the right benefits. Fred and Mancy would like

to have more maney, Fred would like to work

C4 - Adults out of work or at risk of financial exclusion or young people at risk of worklessness

Goal - What do you want to achieve? Fred and Mancy would like to have 8 more money so they could improve thedr families diet. Fred would like to do training

andlar work experience to improve his chances of getting a good job.

T 048 - An adult or young person making progress towards working

How will we know when the above is being achieved? Fred and Mancy are gefting all the benefits they are entitled o and budgting well. Fred has accessed and
completed some redevant training andfor work experience and updated his CV to reflect this

m M4B - A family member has undertaken: a) Accredited raining or qualification to improve their skills b) A work or voluntary placement

SUSTAINED PROGRESS IG5

Eack o List

N

To return to the
concerns list click
on Back to List

/
To add further concerns click

Add Another Concern

When all concerns have been added
you should click Create Plan.

Other concerns can be added at a
later date.

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk

Tel: 01743 253921

Page 50



mailto:ShropshireStrengtheningFamilies@shropshire.gov.uk

Shropshire Strengthening Families through Early Help User’'s Manual for E-CINS

clicking on Edit

Text can be edited by

What do you want to make better? Fred and Nancy whal bo impiose Beir income. They want 1o chedk they are petting the right benefils. Fred and b

1o e mofe maney, F

e wiould like o work.

C4 - Aduits ol of work or at risk of financial ex

o 1 I} Ear F W
DB - AR sdull oF Yol g PpErson making progréss 1owiands warking
How will we know when the above is being achieved? Fred and Nancy are ge == 1l lithesd ter @l o ] W 15 DOCESSE 1
compleled Some redevant trair Iar
TEEY M4E - A family membser has undertaken: a) Accredited training or qualification io improve their skills b) A work o voluntary placement
& menths
Related tasks
[1+] Task Title Description Tasked Relates to Priority Status Complete by
Mo maiching recornds found
Acd Task,
Update
Oate Added Update Data Concarn Status Motas Update Author Action

s el

The Task function is where you record who is going to do what and by when on
the plan.

You use the function to Task other professionals when their part in the plan has
been agreed. This will send a message to their e-mail telling them they have a
task on E-CINs.

You can Task members of the family — this records their actions and when they
are to be done, but does not send them a message.

Click on Add Task.
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5.4.1 Adding Actions and setting dates for completion of actions

Using the Task Function on the Family Plan
Tasks can be used on the plan to set who is doing what and when.

You can choose to send a task to a colleague or to record that a family member has agreed to do
something.

To set a task for a professional, click on Other User and search for the ECINS User. This will send a
message to their e-mail to check ECINS for a task.

* Who is tasked?: Team Profile

* Which User:

kay|

Kay Sutcliffe (Mount Pleasant Primary - Shrewsbury)

Kay Smallbone (Shropshire Strengthening Families Team)
Kayleigh Machin (Shropshire Council - Childrens Centres)
Alan Mackay (Cumbria IOM Team)

Alexandra Kay (Poole Town SNT)

Andrew Mackay (Burgess Hill NPT)

Carol Mckay (Drive - West Sussex)

Emily Kay (Early Help and Prevention Team (WEN))

To record an action for a family member, click on profile and click on the relevant
family member. This does not send a message to the family member just records
what has been agreed.

* Who Is tasked?: s Ot Usar Q

* Which Profile:

Select

Mary NOBODY
Jim DOV
William NOBOBY
Jessica DOWN
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* Who is tasked?: Team  Other User m

* Which Profile:
Mary NOBODY _v]
* Task Title:
Appointment for Billy 1o see the consultant

* Description:

Mary to contact the hospital to make and appointment foeTy to see the consulalan

Task Type: Task Priority:
Health [~ High T

* Read Receipt required?:
Yes v

* Complete Task by: * Completion Time: * Complete within:
10-10-2016 00:00AM v 7days/1week ||

How will we know when the above is being achieved? When Billy attends Pead appointment in September and suitable intervention has been identified and
completed

XD M6G - Successful completion of treatment

SUSTAINED PROGRESS 6 months

Related tasks

[+] Task Title Description Tasked Relates to Priority Status Complete by

191848 Hospital appointment Kay to support Mary to take Billy to the hospital Kay Health High Open 05-10-2016
appointment Smallbone 23:00

191851 Request for Intervention Home safety 24U placement Kay Intervention request for None Open
Case ID 45 Smallbone  Children's Centres

05-10-2016
23.00

53 Haospital Appointment Mary has agreed for Kay to take her to the Mary Health None (8]
hospital in October NOBODY

56 Appointment for Billy to Mary to contact the hospital to make and Mary Health 09-10-2016
see the consultant. appointment for Billy to see the consulatant NOBODY 23:.00

Showing 1 1o 4 of 4 rows

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk
Tel: 01743 253921

Give the task a title that

outlines the action.

Give a brief description of

the action.

If required choose a task

type and priority.

Record the agreed time
for completion of the task.

Click Save

The task is added
to the relevant
concern on the
plan. The most
recent tasks
appear at the
bottom.

Page 53



mailto:ShropshireStrengtheningFamilies@shropshire.gov.uk

Shropshire Strengthening Families through Early Help User's Manual for E-CINS
5.4.2 Request for Early Help Intervention

To request for an Early Help Intervention:

e On E-CINS, complete the Whole Family Webstar Assessment, upload consent and ensure the risk
assessment is completed on the nomination form
v The family assessment needs to clearly identify a need for the EH intervention which is
agreed with the family

v' The family assessment needs to be completed as fully as possible

e On E-CINS, create a Family Action Plan All relevant actions (SMART) need to be added to the
action plan. (See Creating a Family Action Plan)

If you have assessed the family and young person’s needs and wish to check with the identified Targeted
Early Help service that their remit meets the needs you've identified, please contact the service lead.

For advice on identifying risk or offering early help, then call Compass on 0345 678 9021.

If the service to carry out the early help intervention is known, task one relevant Early Help targeted service
creating the task from the relevant concern in the action plan. To do this:

What do you want to make better? Jessica to feel more involved and make some friends. Jessica to be happler and less withdrawn

lidren who need help: children of all ages who need help, are identified as in need or who are subject to a Child Protection Plan

Goto
Related
Tasks on
the
relevant
concern.

Goal - What do you want to achieve? For Jessica to feel more confident. Jessica to make friends at school. Jessica to be happier and join in with family life

How will we know when the above is being achieved? When Jessica is not alone on the playground. When Jessica reports that she is happier. Wher
bring: nd Nt wit

y Webstar scores improves (scores under 5 improve by at least 3 point:

Click Add
Task

Related tasks

D Task Title Description Tasked Relates to Priority Status Complete by

Add Task

Update

The list of Early Help Managers can be found on the Early Help Web Pages

http://new.shropshire.gov.uk/media/2931/eh-targeted-service-request-for-intervention-process-
eh-lead-prof-sept-2016-v12-flow-diagram.pdf
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* Who is tasked?:

* Which User:

Sarah Webb (Bridgnorth Endowed School)
Sarah Rock (FNP Shropshire)

Sarah Stevens (Shropshire - Compass)
Sarah Trow (Shropshire - Compass)

Sarah Harris (Shropshire School Nursing Service)

Sarah Dowler (Shropshire YSS EnHance)

Sarah Coulson (Drive - West Sussex)

Sarah Massey (Northants Control Room)

Sarah Steggles (Cambridge City - Safer Communities Section)
Sarah Cincius (Luminus Housing)

Sarah Marriott (Staffordshire IOM Team)

Sarah Bradley (East Staffordshire SMD Licensing Team)

RQarah Markanzia [Narthante Palica Tntallinanca Ruraan)

* Who is tasked?: Team Profile

* Which User:

Kay Smallbone (Shropshire Strengthening Families Team)

* Task Title:
Early Help Intervention request for case ID 77220

* Description:

improve her confidence, understanding of Billy's condition and work with the family to improve quality of the time spent with ~

Jessica. v

Task Type: Task Priority:

Select ﬂ Select

* Read Recpipt required?:

* Completg Task by:

* Completion Time: * Complete within:

00:00AM Complete within

Click on Other
User

Select the Team
Manager of the
Targeted Early Help
Service Required
from the drop-down
list.

Task Title:

The Task Title
should always be:

Early Help
intervention
request for case ID
(the case number
at the top of the
case page) e.g.
77220

Description

concern than say this here. E.g. ‘please also see concerns 2 and 4’

This should be a brief description of the intervention required. The information required by the service will
be available on the Family Assessment and plan. If the request for intervention relates to more than one

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk
Tel: 01743 253921
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* Who is tasked?:
* Which User:

Kay P

* Task Title:

Early Help Intervention request for case ID 77220

Towr m fiond

gt g Families Team)

ASB
Crime Reduction
Environmental Health

Failed Appointment

Health

Housing

Interview

Investigation

Meeting

Mental Health Team

Patrol

Referral to: Adult Services
Referral to: Children's Services
Referral to: MAPPA

Referral to: MARAC

Referral Other

Risk Assessment

Safeguarding

Send Letter
Statement
Visit
Welfare
Other
Intervention

request for EnHance

Intervention request for Targeted Youth Support
Intervention request for Lifelines

Intervention request for Children’s Centres
Intarvantion ranuaest for Parentina Practitioner

* Who is tasked?:

* Which User:

and work with the family to improve quality of the time spent with

* Complete within:

M Complete within v

e m oo,

Kay g g Families Team)

* Task Title:

Early Help Intervention request for case ID 77220

* Description:

improve her confidence, understanding of Billy's condition and wor

Jessica

Task Type:

Intervention request for EnHance V|

* Read Receipt required?:

Yes v

* Complete Task by:

04-10-2016

Cancel

00:00AM

Task Priority:

Medium

* Completion Time:

P [y of the time spent with
5 hours

6 hours

7 hours

8 hours

9 hours

10 hours

12 hours

15 hours

18 hours

24hours / 1 day
48hours / 2 days
72hours / 3 days
4 days

5 days

bt 6 days

7 days / 1 week
14 days / 2 weeks
4 weeks / 1 month
2 months

A

v

~
v

r

Task Type

Click on the relevant intervention
request

e Intervention request for EnHance

¢ Intervention request for Targeted
Youth Support

e Intervention request for Lifelines

¢ Intervention request for
Children’s Centres

¢ Intervention request for
Parenting Practitioners

Remember you can only request an
intervention from one service.

If you need help to ensure you are
asking for the right service
Contact Compass on 0345 678 9021.

Click Save

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk

Tel: 01743 253921

Click on Complete within

Always give the service 2
weeks.
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How will we know when the above is being achieved? When Jessica is not alone on the playground. When Jessica reports that she is happier. When Jessica The taSk Early

brings a friend home. When Jessica joins in with family life and plays with Billy . .
Help intervention

request is now

(EXEITLD M3D - Family Webstar scores improves (scores under 5 improve by at least 3 points)

6 months recorded on the
relevant concern.

Related tasks

The task will be
sent to the

pedum Gpen 10 1A relevant Early

Help manager.

o Task Title Description Tasked Relates to Priority S Complete by

192473  Early Help Jessica s reacting to Billy's iliness by being very withdrawn from Kay

st both the family and school. Please can you work with her to Smallbone
improve her confidence, understanding of Billy's condition and
waork with the family to improve quality of the time spent with
Jessica

EnHance

Showing 1 to 1 of 1 rows

Important

You now need to give the Early Help Manager access to the case, profiles and any relevant
reports that you wish them to see.
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aep

Last Session: Today, at 14:13

Logged in as: kaysmaliborne | Logout
<—
My Tasks (oon
D Task Title . Team Tasked . Task From & Added & Completion By &  Completsd &
182473 | Early Help Iniarva 1 for Kay Smalbone 03102016 17.10-2016 at 00:00 Not Complete
case 1D 77220
191963 | request for intervention case 1D Kay Smaltione 20-09-2016 14-10-2016 at 00:00 Not Complete
49803
191960 | Reminder to contact EP 3009 70— Nat Complete

Koy Smalboneeg]

)7-10-2016 at 00:00

191855

Anger management

Kay Smalibone

30-08-2016

L2016 at 00:00

‘N-'a.‘uwlvlp\

The Early Help Manager can see tasks
set in their My Tasks section on the
Home Page.

They can see;

—— e The case number
[T e Who set the task
e When it was added.

e When it has to be completed by.
The task status.

191937 | Discussion with Mary Kay Smallbone 30-09-ele] 07-10-2016 at 11:00 ated

191851 | Request for Intervention Case ID Kay Smallbone 29-09-2016 13-10-2016 af Not Complete
45

191848 | Hospilal appointment Kay Smalibone 29-09-2016 06-10-2016 at 00:00 Not Complets

190877 | Early Help Intervention Request for Kay Smaliione 23-09-2016 07-10-2016 at g@g00 Not lete
case D o k\

190669 | Early Help Intervention request for Kay Smallbone 23-09-2016 07-10-2016 at 00:00 Completed
case ID 0

190659 | Health appointments Kay Smallbone 23-09-2016 23122016 al 00:00 Not Complete

190592 | Benefit and Emplayment Advice Kay Smalibione 22-09-2016 06-10-2016 at 00:00 Not Complete
Case ID 77220

190105 | Early Help Intervention request Kay Smallbone 21-09-2016 05-10-2016 at 00:00 Not Compjg
case numbsr 02

190000 | EH Intervention request for: case Wil Davies 20-09-2016 21-08-2016 at 00:00 Not Complete
o 0x OVERDUE!

189992 | Visit Will Davies 20-09-2016 20-01-2017 at 00:00 Not Complete

189866 | Early Help Intervention Request Helena Wiliams 19-03-2016 03-10-2016 at 00:00 Not Complete
ox OVERDUE!

188500 | Early Help Interventio request for Kay Smaliione 13-09-2016 27-08-2016 at 00:00 Not Complete
case 77156 OVERDUE!

188564 | Meeting with WR schaol Kay Smalibone 13-08-2016 20-08-2016 at 14:00 Completed

188530 | Intervention REquest for case ID Kay Smallbone 13-08-2016 27-09-2016 at 00:00 Not Complete
77220 OVERDUE!

186357 | Closure Kay Smalibone 30-08-2016 31-08-2016 at 00:00 Not Complete

OVERDUE!

The Early Help Manager can now look at the case and respond in one of 4 ways

General/Process/System Problems/Questions Email:
ShropshireStrengtheningFamilies@shropshire.gov.uk

Tel: 01743 253921

Page 58



mailto:ShropshireStrengtheningFamilies@shropshire.gov.uk

Shropshire Strengthening Families through Early Help User’'s Manual for E-CINS

aep

Task ID: 192473
Early Help Intervention request for case ID 77220
NOT YET COMPLETED

Details | Log&Actions = Docs Status | Extension

Task From: Kay Smallbone on 03-10-2016

Task status: <\

Last Session: Today, at 14:13
Logged in as: kaysmallbone | Loa

Task To: Kay Smallbone

13 oo, 6 Hous, 12 s,
Time remaining
Task Type: Intervention request for EnHance
Task Priority: Medium
Complete by: 17-10-2016 at 00:00

(2L Complete this tas!

m bath the family and  Coe>9" [ Reassign Task

nding of Billy's
ith Jessica.

Task Title: Early Help Intervention request for case ID 77220

reacting to Billy’ ness by bein
u work with her to improve her confiden
ith the family to improve quality of the ti

Task relates to:

17 seconss

Case: Nobody / Down SY2 6ND

© 2016 Empowering Communities | Tel: 01493 858768  Fax: 01493 852841  Email: support@empowering-communities.org

Last Session: Today, at 14:13
Logged in 45; Kaysmallbone | Logout

aap

Task ID: 192473
Early Help Intervention request for case ID 77220
NOT YET COMPLETED

Detalls | Log & Acions | Docs Status | Extension

Task From: Kav Smallbons an 03-10-2016

Task To: Kay Smallbone -
I}-]c-zms x| at[01:00 (M) v
0oz v[ue v|@

Task Type: Intervention request for EnHance

Task Priority: Medium Su Mo Tu We Th Fr Sa

Task Title: Early Help Intervention request for case ID 77220 34 5678
The Task: Jessica is reacting to Billy's illness by being very withdrawn from both the family and 9 1011 12 13 1415

schoal, Please can you work with her ta improve her confidence, understanding of Billy's

condition and work with the family to improve quality of the time spent with Jessica 6 1718 19 20 21 22

23 24 25 26 27 28 29

30 31

© 2016 Empowering Communities | Tel: 01493 656768  Fax: 01493 852841  Email: supportilempowering-communities.org Faults and Suggestions

a9 @D Logoetin s

Task ID: 192473
Early Help Intervention request for case ID 7722
NOT YET COMPLETED

Details | Log&Actions = Docs Status

Task From: Kay Smallbone on 03-10-2016

Logout

Task To: Kay Smallbone

Task Type: Intervention request for EnHance
Task Priority: Medium

Complete by: 17-10-2;

complete: [N
m both the family snd  Reoe0n: [IREESSIGH Task

nding of Billy's
ith Jessica.

Task Title: Early Help Intervention request for case ID 77220

cting to Billy's illness by being ves
ork with her to improve her confi
the family to improve quality of the ti

Task relates to:

17 secamin

Case: Nobody / Down SY2 6ND

© 2016 Empowering Communities | Tel: 01493 858768  Fax: 01493 852841  Email: support@empowering-communities.org

out

1. Askforan
extension, this could
be because they are
asking for more
information, or there
may be a reason
they may not be
able to look at it
within the two
weeks.

2. The Early Help
Manager may look at
the case and feel
information is missing.
They may then task to
ask for more details or
to complete missing
information.

Remember:

Early Help Intervention
Requests can only be
made if consent is in place,
the assessment is done,
particularly the areas of the
assessment that are
relevant to the intervention
and the family plan has
been started. This should
clearly identify the need for
the intervention, the
outcomes and measures.
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Last Session: Today, at 14:13
Logged in as: kaysmallbone | Logout

Task ID: 192473
Early Help Intervention request for case ID 77220
NOT YET COMPLETED

Details | Log &Actions ~ Docs Status | Extension

Task From: Kay Smallbone on 03-10-2016
Task status:

Task To: Kay Smallbone

13 oo, 6 Hous, 12 moutes, 17 Seconds
Time remaining
Task Type: Intervention request for EnHance
Task Priority: Medium
Complete by: 17-10-2016 at 00:00

: ol s tas
Task Title: Early Help Intervention request for Complete [ o)
R 3
The Task: eacting to Bi withdrawn from both the family and oo o _Reassign Task

cas
school. Pl work with her to improve hes nce, understanding of Billy's
condition and work with the family to improve quality of the time spent with Jessica

Task relates to:

Case: Nobody / Down SY2 6ND

3. Reassign the Task
© 2016 Empowering Communities | Tel: 01493 858768  Fax: 01493 852841  Email: supporti@empowering-communities.org Faults and Suggestions to someone else

Reassign Task ID: 192473
Early Help Intervention request for case ID
77220

Search for User:
fi

oR

4. The Early Help Manager
will complete the task —
either declining the request
or accepting the request.

They will complete the task
adding an update to inform
you of their decision. This

Please select type of update you wish to add is done in the form of a log.

o Add an Action

Would you like to add an update before you complete this task?

No, complete this task without an update [ Yes, 1 would
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If the Early Help Manager
declines the Request for
an Early Help intervention
Add a Log to this Task they will explain why and
Thank you For VOUf Xequest for EArly HelD offer some guidance.

Intervention from EnHANCE. I have
the case and agree this is suitable
t

team. I have allocated the ca

Williams. Her contact details are: 0174
251677 helena.williams@shropshire.gov.uk.

This log will be added to the content the task is linked to

If the Early Help
Manager accepts the
case they will give you
Related tasks an indication as to when
the intervention may
begin and if the case has

been allocated they will
s aa st e give the name and
contact details of the
person who it has been
allocated to.

D Task Title Description Tasked Relates to Priority Status Complete by
Jessica is reacting to Billys iliness by being very withdrawn Kay Intervention Medium Completed

from both the family and school. Please can you work with her ~ Smallbone  request for
to improve her confidence, understanding of Billy's condition EnHance

Showing 110 1 of 1 rows

Update

If the case has been
allocated you should
now give access to the
named person.

You will get a message to your e-mail
to inform you the task has been
completed

PLEASE DO NOT REPLY TO THIS EMAIL, THIS IS AN

Mol If you click on the task tab on
the plan you can see it is
E-CINS Task completed completed.

Hello Kay.

Kay Smallbone has completed Task ID 192473 -
Early Help Intervention request for case ID 77220.

To view details of this task please click here.

Regards.

The E-CINS team
nities org
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48D

Task ID: 192473

Last Session: Today, at 14:13
Logged in as: kaysmallbone | Logout

Early Help Intervention request for case ID 77220

COMPLETED

The status of the
case will now
change on the

Details | Log & Actions ~ Docs

Task From: Kay Smallbone on 03-10-2016

Task To: Kay Smallbone

Task Type: Intervention request for EnHance

Task Priority: Medium

Task Title: Early Help Intervention request for case ID 77220

The Task: Jessica is reacting to Billy's iliness by being very withdrawn from both the family and
schaol. Please can you work with her to improve her confidence, understanding of Billy’s
condition and work with the family te improve quality of the time spent with Jessica

<
<

Status

Task status:

COMPLETED
Complete by: 17-10-2016 at 00:00
Completed by: Kay Smallsons
Completed on: 03-10-2016 at 17:52

Task relates to:

Case: Nobody / Down SY2 6ND

Fax: 01493 852841  Email: suppor

© 2018 Empower es | Tel: 01493 858768

Last Session: Today, at 1
Logged in as: kaysmallbone | Lo

aE@D

Task ID: 192473
Early Help Intervention request for case ID 77220

task on the plan
to completed

Detalls | Log & Actions | Docs Status

Logs M Actions

s Task status:

Addalog ) _Add an Action
COMPLETED
Show [Logs V| from [Al time > Jjaonc | | Rt | Complete by: 17-10-2016 at 00:00
No actions have been added to this Task. Completed by: Kay Smallbone
Completed on: 03-10-2016 at 17:52

Log ID: 52435 = 9
Log Added By:  Kay Smallbone - [Shropshire Strengthening Families Team]

Log Added Date: 03-10-2016 17:52 Task relates to:

If you click on Logs
& Actions you will
see the response to
the outcome of the
request

Log Details: Thank you for your request for Early Help Intervention from EnHANCE. I have looked at
the case and agree this is suitable for our team. I have allocated the case to Helena Willams. Her
contact details are: 01743 251677 helena.williams@shropshire.gov.uk. Please can you give her access.
She will be in contact in the next week

Case: Nobody / Down SY2 6ND

© 2016 Empowering Communities | Tel: 01493 858768  Fax: 01493 852841

Email: supportiz empowenng-communites.org Faults and Suggestions
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5.4.3 Updates to Concerns on the plan

Updates to the concerns on the Family Plan can be added at any time.

This may be to record events, when certain things are achieved, new developments etc.

* Update Type:

Update Type: drop down
" box options click Open.

Date of the update — when
does the update relate to?

d
Open v 22-09-2016 <«

* Notes:

Phoned Fred and made an appointment to go out and rgggew the families benefits
Inform another user/team of this update?
Team User

Kay Smallbone (Shropshire Strengthening Families
Team)

Any updates that relate to
the Concern

Do you want to inform other
members of the multi-
agency partnership? Click
on User and Type their
name — if they are E-CINs
Users their name will
appear in the drop down
list. Click to add.

Click Save.

General/Process/System Problems/Questions Email:
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5.4.4 Adding a Family Plan Update/Recording Early Help Partnership/Partnership

Plus/Complex Multi-Agency Meeting notes

The Plan Update function relates the entire plan. It can be used to update the status

Plus meetings and Complex Multi-agency meetings.

of the plan. For

example- family disengaged, family moved, case has stepped up to Social Care, all outcomes achieved.

The Plan Update is also where you record notes from the Early Help Partnership meetings, Partnership

upen TUUR Wiy U U TUSPIE WINE DY YESIEIGEY. NS e UEen nay omanuune @
discharged, no further appointments

Showing 1 to 1 of 1 rows

Add Update
wPlan Updates
Date Added Update Date Status Notes Update Author Action

29-09-2016 29-09-2016 Open  29/09/2016 Early Help Partenrship Meeting In Attendance Julie Ball, Kay Smallbone, Mary Nobody Maryis ~ Kay Smallbone &
about to be made homeles. New concern crealed see concemn $

Scroll to the
bottom of the
plan.

Click on Add
Plan Update

Showing 110 1 of 1 rows

Plan Updates - You can add an update to the overall plan by clicking the ‘Add Plan Update’ button

Back to List

* Update Type: * Update Date:

03-10-

Open
Outcome Achieved
Closed

On Hold

All outcomes achieved

Inform another user/team of this update?

Team

| Select update
type:

Select the date
of the meeting
or update

Cancel
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~ 03-10-2016

* Notes:

Early Help Partnership Meeting. ": ihope Helena Williams, Julie Duncan, Helena Leclezio. Mary made an appointment fo

Inform another user/team of this update?

Team User

rachael

Cancel

Rachael Judson (Warwickshire Youth Justice and Family Intervention)
Rachael [cott (Wisbech Locality Team)

Rachael[Bassett (York Housing East)

Rachae] Greening (Bury St Edmunds - 0 -11 Integrated Team (West))
Rachaef Larder (Cheltenham SMD Licensing Team)

Rachadl Thomas (Derby City North Police)

Rachaf! Scott (Hastings and Rother NPT)

Rachapi Blackley (High Peak Glossop Police)

Rachsfel Partridge (Ipswich West SNT)

Rachfel Henstock (North East Derbyshire Police)

Rachpel Albans (PACT - Eastwoad Park HMP)

Rachbel Omatayo (PACT - Holloway HMP)

If you want to notify a professional
that you have updated the plan, then
select their user name.

wPlan Updates

Date Added Update Date Status Notes Update Author  Action

29-09-2016  29-09-2016  Open  29/082016 Early Help Partenrship Meeting In Attendance Julie Ball. Kay Smalibone, Mary N yMary s Kay Smallbone G

This is where you can
record your update.

For Early Help
Partnership/Partnership
Plus and Complex Multi-
Agency meeting notes
please give the title of the
meeting and who was
present. Then record the
meeting notes.

If other concerns are
identified in the meeting,
then this should be
recorded and as a result
of a discussion and
agreement by the
family/individual another
concern added to the plan.

about to be made homeles. New concem created see concem 5§

03-10-2016  03-10-2016 Early Help Partnership Meeting. Kay Smallbone, Helena Willlams, Julle Duncan, Helena Lgfclezio. Mary
made an for Billy with the Kay support Mary to attend. Billy is now! ta have regular

appointments at the hospital and will have weekly appointments with the Practice Nurse. The dates for

Kay Smallbone &

Click Add Plan Update

thesse are now in Mary's diary. Kay will text Mary the day beofre to remind her. School have been given the
appropriate infermation by Mary and there is a meeting next week to look at the kind of support that Billy
may need in school

Showing 1 ta2 of 2 rows

Plan Updates - You can add an update to the everall plan by clicking the "Add Plan Update' button

Add Pian Update

Updating the plan ‘All Outcomes Achieved’

* Update Type: * Update Date:

03-10-2016

Open
Outcome Achieved
Closed
On Hold
Al cutcomes achleved

Inform another user/team of this update?

Team

When all outcomes have
been achieved, click

All outcomes achieved

and Save
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6. Updating Case Information

6.1 Adding/updating the family’s address(es) to the case
Each case needs to have an address(es) linked to it.

Case ID: 3570
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit.

Area/District: Case Priority: Case Status:

[Low ] [Open v
Owner | Author | Notification | Locations | Relates To Custom | Additional Info | Assessments | Related Cases

Owner: Rachel Harrison Family ion and Profil

Change Ownership

§ Application Status: Referral St
Team: Tamwerth Borouch Coundil pplication Status: Referral Stage

Email: Rachel.harrison@shropshire.gov.uk Troubled Family Programme: No selection

Telephone: n/a Intensity of support: No selection

Date Created: Today, at 14:19 (26/09/2016)
Grant Team Edit Permission: No

Referring Agency: Tamworth Borough Council
Lead Worker: Rachel Harrison

rral Date: 05-09-2016

Criteria: Crime/ASB, Domestic Abuse,
Nl Who Needs Help,

Relates To:  Referral (Families) .

lication Click Here

Update details?

To Jview the

To add an address to the case, click on the Locations tab on the Family Case Home Page and then click

‘Add Address to the Case’.

rea/District: Case Status:
Nrexham hd Open hd
Owner  Author  MNotification | Locations | Relates To Custom | AdditionalInfo = Assessments = Related Cases

Add Location to Case Add Address to Case Family Nomination and Profile
’j\ppl ication Status: Referral Stage

View all on Mao Tranhled Family Praaramme: Na selactinn

This will then bring up an address search box. Type in the postcode or the first line of the address.

HELP: Adding = Ysidential address [ Click here to see more ... ]

"

Address Search: Shirehall

Shropshire Council, Shirehall, Abbey Foregate,
SHREWSBURY, SY2 6ND, UNITED KINGDOM

Shropshire Council, Shirehall, Abbey Foregate,
SHREWSBURY, SY2 6ND, UNITED KINGDOM

Shropshire Council, Shirehall, Abbey Foregate,
¥ 2016 Empowering Comn SHREWSBURY, SY2 6ND, UNITED KINGDOM P
Address not found? Click here for more results

Powered by ECINS

A list of addresses will appear, if the address you require isn’t in the list click on ‘Address not found? Click

here for more results’

General/Process/System Problems/Questions Email:
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Add Address to Case: 3570
lect the type of address you wish to add to this Case.

Add Address

v Residental

Address:

Ehropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, 5Y2 6ND, UNITED KINGDOM
Remove e

address?

To add another address click on the relevant button above

Link address(es) to Case?

Once the correct address has been selected it will appear like this. Check the address is correct and click

on ‘Link address(es) to Case? This will then take you back to the Family Case Home page with a message
at the top in red stating ‘Successfully linked an address to this case’

R

Successfully linked an address to this case

ck here to resat)

Case ID: 3570
Nobody / Down SY2 6ND

When a family moves address the address on the family case and individual profiles will need to be
updated along with the postcode in the case name. Follow this process to update the case address. See
section 6.1.1 for how to change the case name and section 6.2 for how to update the profile address.
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6.1.1 Updating the Address(es) on Profiles

When a family moves address the address will needed to be updated on the Case and on each relevant
individual profile. To change the address on the case, see section 6.1.

Case ID: 3570
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to adit.

Area/District:

Case Priority: Case Status:
Low N Open v
Owner | Author = Notification = Locations = Relates To Custom | Additional Infa

Owner: Rachel Harrison —Family Nemination and Profile

Change Ownership

Assessments

Related Cases

Team: Tamworth Borough Council

Email: Rachel.harrison@shropshire.gov.uk
Telephone: n/a

Date Created: Today, at 14:15 (26/08/2016)
Grant Team Edit Permission: No Lead Worker: Rachel Harrison
Referral Date: 05-09-2018

Relates To: Referral (Families)

Application Status: Referral Stage

Troubled Family Programme: Mo selection
Intensity of support: No selection

Referring Agency: Tamworth Borough Council

Assessment Criteria: Crime/ASE, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

Reports | Log & Actions ~ Task = Docs = Access | Agencies  History Perpetrator | Victim  Vulnerable

Link existing Report Create new Report

Report Title: Nobody/Down Family Action Plan [View full report] [Quick-View]
Date Added: Today, at 14:39 (26/05/2016)

(]

Author: Rachel Harnson Team: Tamworth Borough Council

Report: See action plan in documents section of this repor... NO IMAGE
AVAILABLE

Report Title: Early Help Referral [View full report] [Quick-View]
Date Added: Today, at 14:27 (26/09/2016)

Name: Mary NOBODY

Family | Other Al

Add Family

~

DOB / Age: 11-05-1332 (24 yrs)

To update the profile address, click on the relevant profile. This will then take you to the Profile Home

Page.

Profile ID: 7973
Mary NOBODY

You have the authority to edit this Profile by clicking on the desired text to edit.

Detail Author Address Notification Gallery

Add Address to Profile

View all on Map

NO IMAGE
AVAILABLE

Shropshire Council, Shirehall,

Abbey Foregate, SHREWSBURY,

SY2 6ND, UNITED KINGDOM

View all information about this address

Addit. | Assessment Desc = Conmtact  ID
Risk assessment

Gallery Priority Score
Families/FIP Low 0

View gallery stats Edit

Area: Wrexham

SPOC / Lead Worker:

MNone Entered Change

Lead agency: None selected
Statutory status: Non-Statutory

Additional Info:
No Additional Info Added

VOOFER *»

Link to address: Family Nomination And Profile

20

Click on the Address tab and then click ‘Add Address to Profile’.
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Add Address to Profile: 7973

Address

sase select the type of address you wish to add to this Profile,

Add Address Mo Fixed Abode

™~

Click on Add Address. If the individual is homeless click on No Fixed Abode.

Add Address to Profile: 7973

Address

Please select the type of address you wish to add to this Profile,

Add Address Mo Fixed Abade

HELP:  Adding = residential address [ Click here to see more ... ]

Address Search:

This will then bring up an address search box. Type in the postcode or the first line of the address.

HELP: Adding a residential address [ Click here to see more ... ]

Address Search: Shirehall

Shropshire Council, Shirehall, Abbey Foregate,
SHREWSBURY, SY2 6ND, UNITED KINGDOM

Shropshire Council, Shirehall, Abbey Foregate,
SHREWSBURY, SY2 6ND, UNITED KINGDOM

Shropshire Council, Shirehall, Abbey Foregate,
} 2016 Empowering Comn SHREWSBURY, SY2 6MD, UNITED KINGDOM

o
Address not found? Click here for more results

\ Powered by ECINS

A list of addresses will appear, if the address you require isn’t in the list click on ‘Address not found?
Click here for more results’
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Once the correct address has been selected, you can then add more details.

Add Address to Profile: 7973

Address

Plesss selact the typs of address you wish to =dd o this Profile.

Add Address Mo Fixed Abode

A Residental
Main address: (®

Address:

Shropshire Council, Shirehall, Abbey Foregate, SHREWSBURY, SY2 6ND, UNITED KINGDOM

Link to address: | Please select v

Date from: Mgnth v
Tenancy type: | Piase select \ v
Remove Q

address?

To add another address click on the relevant button above

Link address(es) to Profils?

Input the month and year the individual moved to that address. Then click on ‘Link address(es) to Profile?
This will then add the new address to the profile

Profile ID: 7973
Mary NOBODY

You have the authority to edit this Profile by clicking on the desired text to edit.

Detail Auther

Address Notification Gallery Addit. Assessment Desc Contact D
Add Address to Profile Risk assessment.
Gallery Priority Score
View all on Map Families/FIP Low ]
View gallery stats Edit
v Address Area: Wrexham
Main address: (® SPOC / Lead Worker:
ND IMAGE Address: ) " " None Entered Change
AVAI BLE " Shropshire Council, Shirehall, Lead N lected
LA ead agency: None selecte
Abbey Foregate, SHREWSBURY,
Statutory status: Non-Statutory
SY2Z eND, UNITED KINGDOM Additional Info:
& 1 No Additional Info Added
BO0OLER Wiew all infermation about this address
Date from: March 2000
Fd>)
¥ Address

Main address:

Address: Shropshire Council, Shirehall,

Abbey Foregate, SHREWSBURY,

S5Y2 6ND, UNITED KINGDOM

Wiew all infarmation ahaut this address

If you have inputted dates of when the individual lived/moved to the address this will show underneath the
address.

Follow this process until all the profiles have updated addresses.
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6.2 Changing the Case Name

When a family moves address the postcode in the case name will need to be updated along with the
addresses on the family case and individual profiles.

This can only be changed by the Owner of the Case (Lead Professional).
Also Shropshire Strengthening Families Team can edit Case names.

To change the case name, go into the relevant case.

Case ID: 3570
Nobody / Down SY2 6ND

You have the autho

to edit this Case by clicking on the desired field to edit.

Area/District:

Case Status:

Owner Author Motification Locations Customn Additional Info Assessments Relasted Cases

Change Ownership Family Nominatien and Profile
’iﬂpplication Status: Referral Stage

Owner: Rachel Harrison

Team: Tamworth Borough Council

Click on the Case Name and it will turn into a text box. Update the postcode and click Save.

C ID: 3570
Nobody / Down SY2 6ND x|

You have the authority to edit this Case by clicking on the desired field to adit.

Case Priority: Case Status:
] [Gpen v

This will have then updated the case name

Case ID: 3570
Nobody / Down SY1 2UG

You have the authority to edit this Case by clicking on the desired field to edit.

Case Priority: Case Status:
| QP v [

This is the same process for updating the case name with additional surnames i.e. if a parent’s partner
moves into the address, their surname will need to be added to the case name.
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6.3 Adding the Lead Professional to the case
Once the Nomination Form has been submitted it will take you to the case home page.

To update the Lead Professional involved, you need to go back into the Nomination Form.
Case ID: 3570

Nobody / Down SY2 6ND
You have the authority to edit this Case by dlicking on the desired field to edit. v
Area/District: Case Priority: Case Status:
H Oviner | Author  Notification  Locations = Relates To ‘ H Custom | Additional Info | Assessments | Related Cases
Owmer: Rachel Harison Ghange Ouingrship )  —Family Nomination and Profile

Team: Tamworth Borouah Coundil Application Status: Referral Stage

Email: Rachel.harrison@shropshire.gov.uk Troubled Family Programmes Ho selection

Telephone: n/a Intensity of support: No selection

Date Created: Today, at 14:19 (26/05/2016) Referring Agency: Tamworth Berough Council

Lead Worker: Rachel Harrison
Referral Date: 05-09-2016

Grant Team Edit Permission: No
. Assessment Criteria: Crime/ASE, Domestic Abuse,
Relates To:  Referral (Families) Worklessness, Child Who Needs Help,

To update fview the Application Click Here

\

Perpebrator | Victim | Vulperable ‘ Farmily Aoﬂmr All ‘

“ Rzpwﬂs‘ Log B Actions = Task = Docs  Access  Agencies  History ‘

Link existing Report Create new Report \ Add Family

To get back into the Nomination form click on ‘Click Here’ on the top right hand side of the case home page.

This will then take you back into the Nomination Form.
NOMINATION ASSESSMENT - INFORMATION

FAMILY PROFILE - LEAD WORKER

* Search Lead Worker ECINS User:

Start entering a name to search for existing user

*

* Is there an existing support plan? O Yes @® No

Add support plan details below:

=3

EXISTING SERVICE INVOLVEMENT

ADDITIONAL INFORMATION

Once in the nomination form click next until you get to the Family Profile — Lead Worker section.

Search for the Lead Professional and select the correct E-CINS user. Also select whether there is an
existing support plan and input details of the plan.

If they are not an existing E-CINS user, their team E-CINS Administrator will need to add them onto the
system before they can be set as the Lead Professional.

Once the Lead Professional and plan details have been completed, click Save and then Back (this is at the
top of the page).
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Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. %,
Case Priority: Case Status:
Owner | Author  Notification  Locations | Relates To Custom | Additional Info  Assessments  Related Cases
Owner: Helena Ledlezio Change Ownership ) - Family Nomination and Profil
Application Status: Referral St:
Team: Shropshire Strengthening Families Team pplication Status: Referral Stage

Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme: Yes
Telephone: n/a TF Start Date: 19-09-2016
Date Created: 13 days ago (13/09/2016) TF End Date:

Grant Team Edit Permission: Yes Intensity of support: Intensive

Referring Agency: Shropshire Strengthening Families Team

Relates To:  Referral (Families) Lead Worker: Helena Leclezio
Early Help: No selection
Referral Date: 13-09-2016
Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,
To Jview the Application Click Here

The Lead Professional you entered should now be listed as the Lead worker on the top right hand side of
the Case Home Page.

6.3.1 Changing the owner of the case to the Lead Professional

If the Lead Professional changes during the intervention, the Lead Professional of the case will need to be
updated (See section 6.3) as well as the owner of the case.

To do this, go to the family case

Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. %,
Area/District: Case Priority: Case Status:
- Shropshire Central v
Owner Author Notificatio cations Relates To Custom Additional Info Assessments Related Cases
Owner: Helena Ledlezio (Change Guinership ) -Family Nomination and Profi

Application Status: Referral St:
Team: Shropshire Strengthening Families Team pplication Status: Reterral Stage

Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme: Yes
Telephone: n/a TF Start Date: 15-05-2016
Date Created: 13 days ago (13/09/2016) TF End Date:

Grant Team Edit Permission: Yes Intensity of support: [ntensive

Referring Agency: Shropshire Strengthening Families Team
Relates To:  Referral (Families) Lead Worker: Helena Ledezio

Early Help: No selection

Referral Date: 13-09-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

Select change ownership (on the owner tab). This will then bring up a message box.

Change Ownership of Case ID: 2448 Young Sy2
6nd

Search for User:

4

Message:

*

Change Ownership

Search for User — this is where you search for the Lead Professional. If they are not an existing E-CINS
user their team E-CINS Administrator will need to add them onto the system before they can be set as the
Lead Professional.

Also include a brief message of why the Case Ownership has been changed to them. Once this has been
completed click on Change Ownership.
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Change Ownership of Case ID: 77220 Nobody /
Down Sy2 6nd

Search for User:

Are you sure you want to transfer ownership of this case? Once you
click OK you will no longer be the owner,

A second message box appears checking that you want to change the Ownership of the case. Click OK.
This will then process the change and return you to the case homepage.
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6.4 Updating the Nomination Form
Throughout the intervention the information about the family might change, e.g., new household members
or a change in the criteria. If this happens, their family nomination form needs to be updated.

Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. ‘!—5

Area/District: Case Priority: Case Status:

- Shuopshite Geniral
H Owner ‘ Author Notification Locations Relates To | ” Customn | Additional Info Assessments Related Cases

Owner: Helena Leclezio Change Gwnership ] - Family Nomination and Profile

Team: Shropshire Strengthening Families Team Application Status: Referral Stage

Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme: Yes

Telephone: n/a TF Start Date: 19-09-2016

Date Created: 13 days ago (13/09/2016) TF End Date:

Grant Team Edit Permission: Yes Intensity of support: Intensive

Referring Agency: Shropshire Strengthening Families Team
Relates To:  Referral (Families) Lead Worker: Helena Leclezio

Early Help: No selection

Referral Date: 13-09-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,

To updatc/view the Application Click Here

o |

To get to the nomination from click on ‘click her%e top right hand corner of the case. This will then take
you through to the nomination form.

Family Nomination & Profile \ \

Family Nomination & Profile € =«

APPLICATION DETAILS

* Select Area of the application:

- Shropshire Central

NOMINATION DETAILS These 3 sections
FAMILY MEMBER'S DETAILS will be the ones that
NOMINATION ASSESSMENT - INFORMATION need updating

NOMINATION ASSESSMENT - CRITERIA

NOMINATION - CONSENT
Click next until you get to the section you want to update.
To add additional family members see section 2.2.3.

To update the assessment information see section 2.2.4

To update the criteria see section 2.2.5. If an individual no longer meets the criteria due to meeting an
outcome DO NOT remove it. This is to add additional information around the criteria and additional criteria
that the family meet.
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6.5 Team Edit Permissions

As the owner of the case you have permissions to edit the case content. If you need to grant edit

permissions to other members of your team, you will have to change the team edit permissions as this is

set to no by default.

If you need to change the team edit permissions, this is found on the owner tab of the case profile.

Owner | Author = Notification ~ Locations = Relates To

Owner: Helena Leclezio

Change Ownership
Team: Shropshire Strengthening Families Team
Email: helena.leclezio@shropshire.gov.uk
Telephone: n/a
Date Created: 13 days ago (13/09/2016)

Grant Team Edit Permission: Yes

Relates To:  Referral (Fasflies)

Custom | Additional Info = Assessments = Related Cases

— Family ination and Profile

Application Status: Referral Stage
Troubled Family Programme: Yes

TF Start Date: 15-05-2016

TF End Date:
Intensity of support: [ntensive

Referring Agency: Shropshire Strengthening Families Team
Lead Worker: Helena Ledezio

Early Help: No selection

Referral Date: 13-03-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Waorklessness, Child Who Meeds Help,

To /view the Application Click Here

Update details?

Click here and it will produce a drop down box where you can select Yes or No. Once you have selected
the required one, click on the Save button. This will then change the team edit permission of the case.

Owner Author Notification Locations Relates To

Owner: Helena Leclezio ange Ownership

Team: Tamwerth Borough Council
Email: helena.leclezio@shropshire.gov.uk

Telephone: n/z

Date Created: 4 weeks ago (15/12/2015)

Grant Team Edit Permission: [yoo n
Yes

Relates To: Referral (Families)

Reports | Log B Actions = Task  Docs = Access | Agencies  History

6.6 Notifications

Customn Additional Info Assessments Related Cases

Family Momination and Profil:

Application Status: Referral Stage
Referring Agency: Shropshire Training Team
Lead Worker: Helena Leclezio

Referral Date: 11-12-2015

Assessment Criteria: Not yet selected

To J/view the Application Click Here

Update details?

Perpetrator ~ Victim  Vulnerable | Family | Other = All

Click on the notification tab to select what you would like to be notified about regarding the case. This is on

an individual user basis and doesn't affect other professionals involved with the case.

Owner  Author | Notification | Locations  Relates To Custom | Additional Info ~ Assessments  Relsted Cases
What kind of notifications would you like to receive about this — Family Nomination and Profile
case?

Check All / Uncheck All

[ action added
[] Agency added
[ Log added
[ case added
[ profile added
[ Rreport added

[ pocument uploaded

[] additional info updated

] Lead agency added/updated
[ owner updated

[ case relates to added/updated
[ case status updatad

Application Status: Referral Stage
Troubled Family Programme: Yes

TF Start Date: 15-05-2016

TF End Date: .
Intensity of support: Intensive

Referring Agency: Shropshire Strengthening Families Team
Lead Worker: Helena Leclezio

Early Help: No selection

Referral Date: 13-09-2016

Assessment Criteria: Crime/ASBE, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

General/Process/System Problems/Questions Email:
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6.7 Adding general key information to the case

You can add addition key information about the family to the case. l.e. Mother is nervous around strangers.

Owner | Author  Notification  Locations — Relates To Custom | Additional Info ~ Assessments  Relsted Cases

Owner: Helena Leclezio Change Ownership — Family 4‘ and Profile
Application [status: Referral Stage

Team: Shropshire Strengthening Families Team
Email: helena leclezio@shropshire.gov.uk Troubled Family Programme: Yes

Telephone: nfa TF Start Date: 13-09-2016

TF End Date:
Grant Team Edit Permission: Yes Intensity[of support: Intensive

Date Created: 13 days age (13/05/2016)

Referring Agency: Shropshire Strengthening Families Team

Relates To:  Referral (Families) Lead Wqrker: Helena Leclezio

/view the Application Click Here

Update details?

|
Go into the relevant case and click on additional information

NOTE — This is not the place to add information about updates regarding the case and
important information about the case, for this see sections 3 and sections 5

Any information added here, is accessible to anyone who has access to the case.
Owviner Author Notification Locations Relates To Custom Additional Info Assessments Related Cases

Owner: Helena Leclezio Change Ownership No Additional Info Added
Team: Tamworth Borough Council

Email: helena.leclezio@shropshire.gov.uk

Telephone: n/a

Date Created: 4 weeks ago (15/12/2015)

Grant Team Edit Permission: Yes

Relates To: Referral (Families)

To add information into here, click on “No Additional Info Added” or if there is already information added into
this section click on the information

Case additional text Edit

/

A text box will appear and you can add information into the text box. This is a free text section. Once you
have finished inputted the information click on Update.

Info: ‘
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Area/District:

] Case Priority: Case Status:
- Shropshire Central hd Low W Open v
Owner Author Notification Locations Relates To Custom Additional Info Assessments Related Cases

Owmer: Helena Ledlezio Changs Ownership ] N Additional Info Added

Team: Shropshire Str a Families Team

Email: helena.leclezio@shropshire.gov.uk
Telephone: n/a
Date Created: 13 days ago (13/09/2016)

Grant Team Edit Permission: Yes

Relates To: Referral (Families)

Reports | Llog & Actions = Task  Docs = Access | Ag Vulnerable | Family | Other  all
Link existing Report

Add Family

- /"~ | NameiMary NOEODY

The addition information will appear on the Additional Information section. This can be added to and
updated at any time. Also put this as a log on the case.

6.8 Adding other Agencies Involved
In the agencies tab professionals can add agencies involved with the family.

Area/District:

Case Priority: Case Status:
“Shopsite Genral v

Owner | Author  Notification = Locations = Relates To Customn | Additional Info | Assessments  Related Cases

Change Ownership ]  Mother is very nervous around strangers

Owner: Helena Leclezio

Team: Shropshire Strenathening Families Team

Email: helena.leclezio@shropshire.gov.uk
Telephone: n/a

Date Created: 13 days ago (13/09/2016)
Grant Team Edit Permission: Yes

Relates To:  Referral (Families)

Reports  Log & Actions = Task  Docs | Access | Agencies | History Perpetrator  Victim  Vulnersble | Family | Other Al

Add New

Add Family
Lead agency: None selected

Click on the Agencies tab, and then Add New Agency.

Reports  Log &Actions ~ Task = Docs  Access

Mo agencies have been added to this case.

Agencies | History

Add New Agenc

Lead agency: None entered

Agency:

[=]

Mo agencies have beqn added to this case.

This will then bring up a drop down box with a list of agencies to select from. Once the required agency has
been selected, click on Add Agency. Make sure to select the correct agency.

If you can’t find the relevant agencies in the drop down list, this will mean that the agency hasn’t been

registered on E-CINS. They will need to complete a registration form before the team can be added to the
case. If this is the case, click Hide.

Reports Log & Actions Task Docs

Access | Agencies H:::r:af p— These agencles can be removed at
Lead agency: MNone entered @ the end Of thelr indiv'dual |nterventi0n
Agency: [Select Agency ~]

/ by clicking on the white cross on the
. red background next to that agency.

Agency: Fire Service
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7 Managing your cases

7.1 Changing the case status and case priority
This can only be changed by the owner of the case (Lead Professional).

The status relates to the status of the case within Strengthening Families (i.e., not just the service providing
support— the case may close to a service but remain open as there are other services involved, who are still
working with the family towards achieving the outcomes in the Family Action Plan).
Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit.

Area/District: Case Priority: Case Status:
~ Shropshire Gentral v

Owiner Author Notification Locations Relates To

Custom Additional Info Assessments Related Cases

Owner: Helena Leclezio Ownership Mother is very nervous arcund strangers

The different status’ are:
e Open - Case is open
o Archived - Do not use
e Archived —resolved - Use if the case is closed to Strengthening Families due to family action plan
outcomes being achieved

o Archived —unresolved - Use if the case is closed to Strengthening Families, but family action plan
outcomes were not achieved.

DO NOT USE the Archived status’ as these cases will not appear in the case search while could
mean duplicate cases are created

5.1.1 Changing Case Priority

Both the case status and the case priority can only be changed by the owner of the case (Lead
Professional).

Araa/District: Case Priority: Case Status:
- Shropshire Central v Low v Open v

Owiner Author Notification Locations Relates To Custom Additional Info Assessments Related Cases
Owner: Helena Leclezio Change Ownership |  Mother is very nervous around strangers

The case priority is defaulted to Low when the case is created. At the moment this field is not required.
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7.2 Related cases
This is a tool to link cases together. This can be used to link cases together.

Case Priority: Case Status:

[Low v| [Open v
Owmer Author Notification Locations Relates To Custom Additional Info Assessments Related Cases.
Owner: Helena Leclezio Change Ownership | Link to another case

o Cases
Team: Tamworth Borough Council

Email: helena.leclezio@shropshire.gov.uk
Telephone: n/z
Date Created: 4 weeks ago (15/12/2015)

Grant Team Edit Permission: Yes

Relates To:  Referral (Families)

Click on Related Cases and then click on Link to another case

Area/District: ca:

Prionity: Case Status:
[Low v [open v
Owner Author Notification Locations. Relates To. Custom Additional Info Assessments Related Cases

Owner: Helena Leclezio Change Ownership ) Link to another case

Please enter the case name below
Team: Tamworth Borough Council Case:
Email: helena.leclezio®shropshire.gov.uk

Telephone: n/a

A case
Date Created: 4 weeks ago (15/12/2015)

o Cases
Grant Team Edit Permission: Yes

Relates To:  Referral (Families)

This will then bring up a search box. Either type in the family name or case number.

Make sure to select the correct case.

Case Status:

Owner | Author  Notification | Locations = Relates To Custom  Additional Info ~ Assessments | Related Cases

Owner: Helena Leclezio Change Ownership ) Link to anather case

Please enter the case name below
Team: Tamworth Borough Council

Ccase: 00| x|
Email: helena.leclezio@shropshire.gov.uk

— Local Cases —
Telephone: n/a Add Case [ ID: 1895 Case Name: Id: 1895 - H00002 test (owner:rachel harrison)
Date Created: 4 weeks ago (15/12/2015) o

ID: 1453 Case Name: Id: 1453 - t0011 (swnerinorthantse

Grant Team Edit Permission: Yes nerthantsg)

Relates To:  Referral (Families) |

Once you have found and selected the correct case click on Add Case. This will then relate the two cases
together.

If the family doesn’t come up this means that they aren’t on E-CINS

Case Priority: Case Status:

[Low v] [Open ~
Owmer Author Notification Locations Relates To Custom Additional Info Assessments. Related Cases.
Owner: Helena Leclezio Change Ownership ) Link to anather case

Please enter the case name below
Team: Tamworth Boroush Council Case: —
Email; helena,lsclezio@shropshire.gov.uk

Telephone: n/a ‘ 1D: 1895 - TFOODO2 Test (Owner:Rachel Harrison) &3 ‘

Date Created: 4 weeks 3go (15/12/2015) Add Case

Grant Team Edit Permission: Yes

o Cases.

Relates To:  Referral (Families)

These cases can be removed at any time during the intervention by clicking on the red x next to the case
name.
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7.3 Adding a case to your workload

On E-CINS you can create a workload which makes access to your cases easier.

Last Session: Yesterday, at 15:57
Legged in as: rachelharrison | Logeout

workload button to the right of the case name.
workload, click on this button again i.e. when your

“bv\

This process can also be done with individual profiles and reports that you have added to cases.

esired field to edit.
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7.3.1 Viewing your workload

One the E-CINS dashboard (home page) there is a ‘My Workload’ button. This is where you can easily

access your cases. (so long as the case has been added to your workload see section 7.3)

kb‘!ﬂ hmm“

Tasks My Gallery
Stats My Workload

In my workload it lists:

o O O O O O

From ‘My Workload’ you can go directly to the case, report, task or profile by clicking the title.

Assessments in Progress:

Cases in Progress:

Case title
Family Nominatien and Profile
Family Nomination and Profile
Family Nominatien and Profile
Family Nominatien and Profile
Family Nominatien and Profile
Family Nominatien and Frofile
Family Nomination and Profile
Family Nominatien and Frofile
Family Nomination and Profile
Family Nominatien and Profile
Family Nomination and Profile

4

Reports:

Cases:

Tasks:

Proffles:

My Workload

You have not added any reports to your warkoad

Date of Case

30-11-2015 15:17
07-12-2015 14:27
07-12-2015 15:13
11-12-2015 11:33
11-12-2015 11:35
11-12-2015 11:51
11-12-2015 14:53
15-12-2015 11:52
15-12-2015 11:55
06-01-2016 11:33
06-01-2016 11:34

Team

Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council
Tamworth Borough Council

You hava not added any reports to your workioad.

You have not

Yeu do n:

You have not added any profiles to your workload.

& added any cases to your warkload.

ot currentiy have any tasks set ta you

Assessments in progress — this shows assessments that you have started but not completed
Cases in progress — this shows Nomination forms that you have started but not completed
Reports — this shows reports that you have added to your workload

Cases — this shows cases that you have added to your workload

Tasks — this shows tasks that have been sent to you

Profiles — this shows individual profiles that you have added to your workload

Author

Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
Helena Leclezio
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8. Additional useful information regarding E-CINS

8.1 Case change history/system audit trail

There is a history tab on each case which shows all the updates on the case, what the update was, when it
happened and who completed it.

Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to adit.

g
~Shropshire Central v/ Tow ]
e || PO || fe |
e ik o ancther coze
gzt |
s | s e | [ || e | (o [

Date ‘Add Family

Nama: Msry NOBODY.
26-09-2016 at 13:32 A

DOB / Age: 11-05-1992 (24 yrs)

Craste Assessment

26-09-2016 at 13:20

NO IMAGE
AVATLABLE

23-09-2016 at 11:31

2209-2016 at 14:57

To get to the history tab, on the case home page click on the history tab at the bottom.

Reports  Log & Actions  Task  Docs  Access  Agencies | History

Date Action
19-01-2016 at 16:08 Helena Leclezio added case log id 677 to this case

19-01-2016 at 15:36
14-01-2016 at 10:08

14-01-2016 at 10:06
14-01-2016 at 10:05

14-01-2016 at 09:57

13-01-2016 at 12:47

13-01-2016 at 12:47

13-01-2016 at 12:47

13-01-2016 at 12:28

13-01-2016 at 12:27

Helena Leclezio deleted case log ID 668

Helena Leclezio removed the agency "Fire Service’
from this case

Helena Leclezio added case log id 668 to this case

Helena Leclezio updated the case title from "Young
SY2 6ND’' tc 'Young SY2 6ND’

Helena Leclezio changed this case additional
information from: to:Mom doesn\'t like strangers

Helena Leclezio added agency 'Fire Service' to this
case

Helena Leclezio changed this lead agency frem:
to:Tamworth Borough Council

Helena Leclezio added agency 'Fire Service' to this
case

Helena Leclezio changed this case additional
information from: to:No Additional Info Added

Helena Leclezio changed this case additional
information from: to:.

This is an example of what will be listed in the history tab
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8.2 Troubled Families Flag
There is an option on E-CINS to flag a family as part of the Troubled Families Programme (Strengthening
Families) and is being monitored as part of the National Programme. This to be used only by the

Shropshire Strengthening Families Team

Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by dlicking on the desired field to edit.

Area/District: Case Priarity: Case Status:
- Shropshire Central W Low W Open w
Owner Author Notification Locations Relates Ta Custom Additional Info Assessments ReJlted Cases

Owner: Helena Leclezio Change Ownership ] Family Nomination and Profile
Application Status: Referral Stage

Team: Shropshire Strengthening Families Team

Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme: Yes

Telephone: n/a TF Start Date: 15-09-2016

Date Created: 13 days ago (13/09/2016) TF End Date:

Grant Team Edit Permission: Yes Intensity of support: Intensive

Referring Agency: Shropshire Strengthening Families Team
Relates To:  Referral (Families) Lead Worker: Helena Ledezio

Early Help: No selection

Referral Date: 13-09-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

If you feel that your family (case) is eligible for the Troubled Families programme contact the Shropshire
Strengthening Families Team with the Case ID and details of why you feel they are eligible.

8.4 Intensity of Support

The intensity of support is the level of support the family are receiving. Guidance for this can be found in the
downloads section of E-CINS

B EOE 809 8;

Profiles RepT)rts Cases ASB

Ww (B 0

Locations Tasks My Gallery Hate Crime 10M CR/RJ

Families

B

e 8
ey @

Lists Stats My Workload Vulnerable Youth

@ G = e

2 W% B

Messaging Downloads Archive CSE Group Offending /

V] Group Violence ~

From the E-CINS Dashboard (homepage) click on Downloads.
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Downloads

X )

Add View
Download Downloa

Click on View Downloads

This will then take you through to the documents that are available to download.

Downloads

File Filesize Uploaded by Date Added
Consent form 999 KB lucy howells 5 days ago
Intensity of Support Levels 26 KB Rachael Harrison Today, at 13:13
KR assessment 780 KB Angela Cole Today, at 12:22
Shropshire Strengthening Families Consent Form 80 KB Kay Smallbone 23 weeks ago
E;larathire Strengthening Families Consent 611 KB Kay Smallbone 23 weeks ago
Shropshire Whole Family Action Plan 850 KB Kay Smallbone 23 weeks ago

Action

EO

EO
Eo
EO

The document you need for Intensity of Support guidance is Intensity of Support Levels. Click on the Blue
paper symbol and save the document to your computer or drive. This will then help you decide which level

of the support the Family are in receipt of, therefore chose the correct Intensity of support level.

Follow the guidance below for how to change the level on E-CINS

Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit.

Area/District: Case Priority: Case status:
- Shropshire Central v/ [Low V| [open v

Owner Author Netification Locations Relates To Custom Additional Info Assessments Relatad Cases
Owner: Helena Leclezio Change Ownership ] - Family and Profil
Team: Shropshire Strengthening Families Team Application Status: Referral Stage
Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme: Yes

Telephone: n/a TF Start Date: 15-08-2016

Date Created: 13 days ago (13/09/2016)

TF End Date:
Grant Team Edit Permission: Yes Intensity of support: Intensive

Referring Agency: Sh Strengthening Families Team
Relates To:  Referral (Families) Lead Worker: Helena Ledezio

Early Help: No selection
Referral Date: 13-09-2016

Assessment Criteria: Crime/ASB, Domestic Abuse,
Worklessness, Child Who Needs Help,

To /view the Application Click Here

Update details?

To change the Intensity of Support on the case, click on Update Details?
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Case ID: 77220
Nobody / Down SY2 6ND

You have the authority to edit this Case by clicking on the desired field to edit. w,
Area/District: Case Priority: Case Status:
- Shropshire Central Low W
Owiner Author Notification Locations Relates To Custom Additional Info Assessments Related Cases
Owner: Helena Ledlezio Change Ownership | -Family ion and Profil
Team: Shropshire Families Team Application Status: [Referral Stage v
Email: helena.leclezio@shropshire.gov.uk Troubled Family Programme:
Telephone: n/a TF Start Date: [13-05-2016
Date Created: 13 days ago (13/09/2016) TF End Date: I:l
Grant Team Edit Permission: Yes
Early Help: [please Selgct

Flease Select

Tntensive
[ERE L a—

Relates To: Referral (Families) Intensity of support:

Referral Date:

Click on the drop down list next to Intensity of Support and select either Intensive or Less Intensive. Once
the correct level has been selected click on Save.

8.5 Messaging through E-CINS

There is a messaging section in E-CINS. This works like an email system but within E-CINS. These are not
recorded in the audit trail of the cases.
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Click on the Messaging button on the E-CINS dashboard (homepage).

Messaging

Inbox Send Sent User
Message Messages Directory

Within Messaging there are four options. Inbox, Send Message, Sent Messages and User Directory. The
User directory is helpful to check whether the individual you want to message is a user on E-CINS.

Click on Send Message.
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Any fields marked with * are required.
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chars:0 source:0 words:1

The recipient: None set

Individual user: |

OR

Team: |

Send email too? | | e e=na e meses

AT TR ) Untick the ‘Send
email too’ option

Replacement t Vars: Click To View List

| Send Message H Reset |

This will then bring up the message section. This is the same as your emails. Type in the subject and the
message details.

You can then send this message to either a specific individual their team. Type in the Professionals name in

the individual user and select the relevant person. If you want to message Shropshire Strengthening
Families use the Team section.

Once you have selected the relevant individual and/or team you can select whether to send an email to
their work account as well as through E-CINS.

UNTICK THIS OPTION AS IT SENDS THE FULL MESSAGE DETAILS TO THEIR WORK ACCOUNT.

Once you have sent the message, it is recommended to send them an email stating that you have sent

them a message through E-CINS regarding a case. This is so that they know to check E-CINS to read the
message.
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