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Background

We have been asked to introduce the POhWER Advocacy Referral form within LAS
Protocol, so have developed a document and rtf output to allow this to happen.

Creating Advocacy Referral Form

To access this Referral form, go to the Documents tab in the Case File.
At the bottom of the screen is start form, select 'Advocacy Referral Form' from the
pick list and then click on the start button

Home Help Menuv Systemv Findv  Leonard Hiles v G

- (2T & (R Case s BE+E2B %S 2

Summary @® Standalone Forms Filter ® Actions

me?ssiunal Flter Flter + Send Correspondence

Referral (Case
Episode)s ® Documents
® Draft Forms
Assessments b CreatefAttach Document
None

There are no documents.

Action Plans

Support Plans and ® Completed Forms ® Received Documents
ot There are no documents.
Costs

Personal Budget
® Paper File Records

History
L ]
Tl Gancelled Forms b Add or View Paper File Records
- None 7 Open Paper File Records
Chronology
Audit
@ Start Form
I v I— Select Advocacy Referral Form from the pick list and then click Start

This will open the copy forward or start blank screen, either select the required forms
to copy forward or start blank

“are LIAT 3 System Home (1) v  Help Menuvy  System v

- e 8 HEEE OB RS 2

U Assessment |

cigse |

Copy Forward
Refare starting the Azsessment yeu hae the aption ta ropy farward the anmuers from the previses 7 Sssessments for Mr Michasl Wise, 05-1am- 1947 (Ref: 211876).

= Select each of the Assessments you wish to include the sngwers from and dick 'Copy Forward Selected.
» Wbernatively, H you B0 NOT wank b copy larmard sy s e <k SLat Blask’ 1o begin the Asmsment e,

Copy Forward Seected || Stan Blank | tia Ftor appbedt | Update Fier || Clear Fiter

Created Subgect Asgessment Started By
[ 2 years 2 mantés aga Mkl Wise Mowing and Handing Risk Assessment (Tuesdey, 21 Aprl 2015, 15:17) 2
]| 2 vears 3 months ago Michael Wese Fanel Form (Wednesday, 10 March 2015, 12:53) &

This will then open the start of the form.

Manu ¥ Find »

e UAT 3 Systermn Home (1) v He

Ref211876) @ oy B '= o & (g! L} '& ] 3..1

| B save | | Finaise & vent, | | Cancel Reassign | | Close
T ¥ Advocacy Referral Form
- R B, Present kocation, posteode, tel. 1))
i Referral i wa
 Stage the client i 1 haspital please include wand mumber
» Outcome Stage Date Referral made | &l G
» Export document 1s this advocacy under the Care Act? Qves Ok wWaE
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Complete the first two sections of the form 'Advocacy Referral Form' and 'Stage the

client is at in the required area of Support'

= " I |
Infarmation M I Save | | Finalise Cancel | | Reassign
& Print ¥ Advocacy Referral Form
| Advocacy Ref .. postrode, el TESTING OMLY
(B deferent feom Maim Address) Fresent location, pessrade, tel
» Stage the chant is... F it i chane wiasd traribas (1 cifirent from Maim Addeess)
» Outcome Stage Diatr: Refesesl made TtJun- 2007 =)
» Frped document 1s this advocacy under the Care Act? ® e Ome
Has the elient been assessed by refeeree Yeu M
haring substantial defficulty t= engage
in memmentcalaguardng proce]
Mg the chent been deened by referrer st () s Mo
having no appropriate person to Fepport
them b0 engape in assassment/sefeguarding
precess?
B Brere are persams wvobeed vt the dhent
but referrer has deemed them not
appropnate, pease detad whom and why:
Hor tha climmt bren supported wth ) ves Mo
Information and Advice srsund the
aszessmentsafequarding process?

&6
i

@6

14

a6

1M

Liguidiogic Adull Social Care UAT 3 Systen

{Ref. 211876}

[ ]
-k C P

intomacon [T [E5eve ] [ prwine msseasionnt | [ Cancet Asssasenene | [ missogn |

& Print ] Stage the client is at in the required area of support
Advocacy Refemal. .

Fontimin o

= Outcome Stage Stage | Sl Sinon

this wil bl w3 Uriege Lhe case more rapidly

+ Expot docursest [rem—

.A(.wz mieument onder Secton 10

Preparation of 4 care and suppent plan or suppoet plan under Sectien 15
[ estes of & care ané sugpart ian o supgert lan under Secten T
A safeguanting enguiry Or Safeguanting Adul Review

® Reasen for Community Advecacy Referral - not under the Care Act

Wit i the e the chest wanls b aceess | TESTING ORLY
sapport for? Please pravide as much decad What i the the
a4y e

to i wih detas a5 you cani

® Conzent

Consent Options TS | MO
Has chent consented to s refermal? o

|1 1 bty boen muade v of seberral? 1f st why st

1 the cient i nee abie b censent are you guing us insirectizn? Yes

# Specific Cuttural and Communication Heeds

Lt is ooty

* Update Recoeds

BE

WE

L

WE

Once all required information is recorded in these two sections click the 'Save’

button
DO NOT complete the Outcome stage at the time.

Advocacy Referral Form Page 3 of 8

21% June 2017



Exporting Advocacy Referral Form

Once you have completed the above stages select the hyperlink 'Export document'

Home (1) v Help  Menu v Sys!

- v ARBEEFERDRBBE 2

Les
Information _ | H save | | Finalise | ‘ Cancel | ‘ Reassign ‘
8 Print ¥ Stage the client is at in the required area of support
Advocacy Referral... this will help us triage the case more rapidly
e Outcome Stage Stage Select Stage " o
Beginning of process Yes -
Post Assessment -
Select the Area of Support required
hyperlink Area of Support Required Support Required [ ey
Export document A needs assassment under Section 9 Yes -
A carer's assessment under Section 10 M
Preparation of a care and support plan or support plan under Section 25 -
A review of a care and support plan or support plan under Section 27 A
A safeguarding enquiry or Safeguarding Adult Review -

This will then open the Document Details screen
Completed

e Document date

e Select Advocacy Referral Form
e Click on Create

Home (2) ¥ Help  Menu v System ¥ Find v Leonard Hiles v

a — (Ref: 211876) & ﬁ m i"=' + % (g} E Pe ' é . Document
- Create New Document for Advocacy Referral Form by Leonard Hiles - Hillingdon Adult Social Care

3. Click Create Button
@ Document Details

Document Date IZl']urrZUU E|I

<All Categories> Vv
Notes

Category Filter

1 IAS/Forms
1. Enter Date

(@) Advocacy Referral Form

2. Click on the Radio button to select 'Advocacy Referral Form

This will open the Document Details Screen
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Download Document
To download the rtf document so it can be printed with the correct headings and
Service Users details

Click on the hyperlink '‘Download Document

[}
Mk cPPE

- Document #17161 - Advocacy Referral Form, 21-Jun-2017

Audit

Menu v

Home (1) v Help

System ¥ Find ¥

Rec2iiere) @ HEEERBR LIPS 2

@ Document Details

pe Advocacy Referral Form
21-Jun-2017 14:02
ate  21-Jun-2017

Draft
File 733 K8
+ Update Details

¥ Delete Draft Document

» Complete Document

® Edit Locally

@ Subject

» Advocacy Referral Form by Leonard Hiles - Hillingdon Adult Social Care
» (Ref: 211876)

Leonard Hiles - Hillingdon Adult Social Care

® Notes / Comments

® Access Control

Restric None Selected
» Specify Access and Restrictions
+ Administrative Actions

Download Document

@ Document

» Edit the Document

® Upload Document

¥ Choose File

@ Notification

0 None Selected
» Update Notifications

Leonard Hiles ¥

Then find and open the Word Document or id given the option to open form then just

open the form

POhWER

advocacy, making your voice heard

Adults- Community Advocacy Referral Form (Including the Care Act)
Please complete in block capitals or type — Please ensure all details have been

completed fully including

Specific Cultural and Communication Needs

Client Name:

Title:

Date of Birth:

Local Authority:

London Borough of Hillingdon

Home Address

Posicode

UB108FT

Telephone number

Present location,
postcode, tel

(if different from above)
If hospital please
include ward number

TESTING ONLY
Present location, postcode, tel.
(If different from Main Address)

Date referral made:

21-Jun-2017

Is this advocacy under the Care Act? If Y please
complete the following boxes, if N please go to Next

Page

Yes

Hasthe client been assessed bv referrer as havina

Advocacy Referral Form
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Once printed, save the document to a location that you can access.

4 [, Microsoft Office Word

| Templates

4750 Favorites
5] Recent Places
B Desktop

i) Save As
- LenHiles » Downloads [ 42 | [ Search Downloads
U~ [ 42 [ search Darente
[ & = e T W
Qrganize + New folder

Mame Date

m

| ' Downloads

4[5 Libraries
> [ Decuments
b @l Music
b (&= Pictures
> & Videos

File name: 17161

~ (I m

Save as type: |Word Document

Authors: Sandra Black

[F] Maintain
compatibility with
Word 97-2002

+' Hide Folders

Tags: Add a tag

[ Save Thumbnail

Tools ~ Save

To upload the document you have just saved

Uidlogic Adult Social Care UAT 3 System

Home (1) v Help Menu v System v

RE2176) & N EAE D LS 8 2

Find v Leonard Hiles ¥

. Document

EETEEED « vocurent vetsis

b Update Details
» Delete Draft Document
» Complete Document

@ Edit Locally

» Download Document
® Document

» Edit the Document

® Upload Decument

- Document #17161 - Advocacy Referral Form, 21-Jun-2017

® Subject

» Advocacy Referral Form by Leonard Hiles - Hillingdon Adult Social Care
» Mr Michael Wise, 05-Jan-1347 (Ref: 211876)

@ Notes / Comments

Audit Advocacy Referral Form
21-Jun-2017 14:02
21-Jun-2017
Leenard Hiles - Hillingdon Adult Secial Care
Draft
rif 733 KB

Notes

@ Access Control

Restrictions  None Selected
b Specify Access and Restrictions
¥ Administrative Actions

@ Notification

Notfication None Selected
» Update Notifications

Click on the hyperlink to

select the saved file

Once saved a message will appear under 'Upload Document' saying 'Document

Uploaded OKY!'
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Complete Document

To finish the document stage to secure the document so it will only be view only

Click on the Hyperlink '‘Complete Document'

(Ref: 211876) & ﬂ, ﬁ l"; + %\ (g) E Fe i L:;

Menu v Find v

Home (1)

Help System ¥

Leonard Hiles ¥

. Document

ST © vocument et
Audit

21-Jun-2017 14:02
21-Jun-2017

Draft
.docx 46 KB
17161.docx

Original i

ename
» Update Details
» Delete Draft Document

» Complete Document

@ Edit Locally

» Download Document
® Document

» Edit the Document

® Upload Document

Document Uploadad OK!

» Choose File

pe  Advocacy Referral Form

Click hyperlink to
complete process

- Document #17161 - Advocacy Referral Form, 21-Jun-2017

® Subject

¥ Advacacy Referral Form by Leonard Hiles - Hillingdon Adult Social Care
» (Ref: 211376)

Leonard Hiles - Hillingdon Adult Sodial Care

® Notes / Comments

Notes

® Access Control

Restricions  None Selected
b Specify Access and Restrictions
¥ Administrative Actions

@ Notification

Notification  None Selected
» Update Notifications

Shows when notification that
document has been uploaded

This will generate a message asking you to finalise document, click OK button

-
Message from webpage

- ===

¥ Continue?

I@ This will finalise this document and will no lenger be editable.

E oK,

J

Cancel I

Process has now been completed and available as a read only document
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Care UAT

Home (1) v Help Menu v System ¥ Find v Leonard Hiles ¥

m
a c P Pa (Rer. 211876} & # ﬁ E + %\ (.E;} E ee ' é . Document

- Document #17161 - Advocacy Referral Form, 21-Jun-2017

@ Document Details ® Subject

Audit

pe  Advocacy Referral Form ¥ Advocacy Referral Form by Leonard Hiles - Hillingden Adult Secial Care
21-Jun-2017 14:02 » (Ref: 211876)
21-Jun-2017
Leonard Hiles - Hillingdon Adult Social Care
Completed ® Notes / Comments
.docx 46 KB
Original Filename  17161.docx Notes
® Document ® Access Control
¥ View the Document (Read Only) Restrictions  None Selected

+ Specify Access and Restrictions
» Administrative Actions

@ Notification

Notification  None Selected

Clicking the back arrow will take you back to the form, click Save and Close, do not
Finalise Assessment. This will leave an 'Advocacy Referral Form' task in your work
tray.

T ——— |

S it o ot e i W & 4@

Al Empty T s ¥ Group By: Date | Task | Person (7) | Priority | Complexity Order By: Start Date | Due Date | Assigned Date | Priority | Complexity oo
Worktray 13 © Today (1) Person Task Description

Remote Trays | 2t-Jun-2017 13:26 CIF T (Ref: 211676) ‘Advocacy Referral Form _Pezse complete e sssessment |

< LCS UAT3 Wo 0 @ Yesterday (1) Person Task Description

5 LCS UAT3 S.. 20-Jun-2017 12:27

Leave this in your tray until POhWER reply to say they have accepted or rejected the
referral.

Open the 'Advocacy Referral Form' and go to the '‘Outcome Stage' and complete this
stage.

tem Home (1) v Hep Menuv Sysemv Findv  Leonard Hiles v [SEEGEEEE

&cppa (Refz11575)&#,ag|'§+%\(g,%¢é‘é
Information _ H save I FEinalise I Cancel Reassign

& Print x Outcome Stage I
e Reply from PORWER 2. Click on the Button 'Finalise Assessment “ an
o stage the dlent ... Reply from PORWER Date [0y ] FAT
0 Attachments (1)

» Export document

1. Complete the Outcome Stage

The completed 'Advocacy Referral Form' can be seen in the Document Screen
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