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[bookmark: _Toc297641705]Important Information

Please could we remind all staff that all personal information held within the system is subject to the provisions of the Data Protection Act 1998 and you must only access personal information where it is necessary to perform your work duties. Unauthorised access to personal data for your personal use could lead to disciplinary proceedings and, in some cases, criminal prosecution. 
You must not disclose any personal information within the system to third parties unless they have a lawful requirement to access that information and you should ensure that you are familiar with your Organisation’s Electronic Communications Policy.
Further information on Data Protection can be found on the Council's Intranet at: 
http://intranet.sandwell.gov.uk/info/20125/data_protection 
alternatively, refer to your own organisation’s policy
Official Equipment
User should always access EHM using official information systems and infrastructure that is managed and supplied through the organisations official channels.  The risk here is that non-official equipment would not be subject to the same security configuration and controls as officially supplied items. The criterion applies to all information systems and infrastructure used to access EHM 

Conditions placed on organisations are: 
· That users may only use officially provided infrastructure and information systems to connect to EHM

· When remote/mobile working access to EHM must be through the organisations recognised corporate secure VPN connection only, 

· Use of public or shared IT systems, such as Internet Cafes or public libraries is not permissible, 

· Use of personally owned equipment is not allowed 

The information systems and infrastructure used to access EHM must be under security management control and must: 
· Belong to the organisation that has agreed and signed up to the terms and conditions laid out in this guidance 

· Belong to Sandwell MBC or an organisation which is already an approved EHM organisation 

· Belong to a third party contracted to either of the above categories of organisation as a supplier of IT services. 

Organisations must not allow access to EHM from personal equipment or any equipment that they do not have explicit control over. 
Using Sandwell EHM

Accessing EHM is via a web browser. The web address for the live system is:

https://sandwellecaf.org.uk/web/login.htm

To help you access EHM easily, you could save it as a favourite in your browser. 


Logging in to Sandwell EHM

Security of EHM and the information held on it is absolutely crucial.  To access EHS you will need:

A username and password 
The answer to one question that is randomly selected from three

These two levels of security help to ensure that only legitimate users access the system. 


  To login to eCAF:

[image: ]


Enter your Login ID and click ‘OK’


[image: ]

You will then be asked to enter 3 random characters from your password, click ‘OK’


[image: ]

Finally, you will be asked to answer a security question randomly selected from 3 that you will have created, click ‘OK’ – remember this is case sensitive




The first time you log on the Early Help Systems, you will be required to change your password. This requires and must contain a mixtures of upper and lower case letters and at least 2 numeric digits. Please be mindful, it can not be the same as your login ID. 


[image: ]

Searching/Creating a child/adult in Sandwell EHM



When considering whether to undertake a CAF Referral for a child, you must always search the system for the child to check whether there is already an existing open CAF. A child can only ever have one CAF open at any point in time.


From the Main System Menu select Find Adult or Child from under the Find Menu
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Find Adult or Child




When entering search criteria, less is more. Use of wildcards is recommended.

Use the identifier field to enter an early help case number

Wild cards in the EHS system are:
% or *

Dates should be entered in the following format:
dd/mm/yyyy

Once search criteria has been entered click on the ‘Search’ button

A yellow No Results bar will only appear if there are no records matching the search query…….this will then allow you to create a new record
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Creating Child 

[image: ]1. If the child you are looking for is not in the table then click the create button


[image: ]2.The create area is made up of 2 tabs; personal details and additional.

3.Any fields in red are mandatory fields.

4.Be aware that anything you put in the search criteria is brought through including wild cards so you will need to remove these and put the name in full

Complete this page as necessary
























5. To enter the address click on ‘Lookup Address’

Enter either the house number or street and postcode (wild cards can be used in this area as well) and click ‘search for address’




To enter the address click on ‘Lookup Address’

Enter either the house number or street and postcode (wild cards can be used in this area as well) and click ‘search for address’






Main/Home Address Search

[image: ]1.If the address you are looking for is in the list then click on this address. (all current Sandwell Addresses should exist in the search) and select the additional tab

2. If the address is not in the list then you will need to contact the ISM Team and request the new address to be created for you. 
To Log this request please use the following link: http://www.sandwellcss.org
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[image: ]3. Select the Additional Tab to enter the :

Other Details

Ni Number


Then select Create








A Created Record

If you have created a new record which may have similar details to one that already exists on the system, this will be highlighted to avoid a duplicate being created, check the record highlighted and only create a new record if does not match your search
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1. You can amend or add information on any of the fields where the
       grey pencil 

2. You are able to send a message to another Early Help user from the
  Context of the child’s record so that it will appear in their work tray

  Select Update to save the changes





Relationships

The relationships of the child can be added under this section to build picture of the child.  Select Edit Relationships to start to link the relationships.  It is necessary to have a 
Person with parental responsibility recorded here to allow to give you consent.
Select Edit Relationship
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1. Family members at any address and non-family members living at the same address as the child are added via the relationships tab.
	
2. Please ensure that any children that you wish to be involved in this EHA Process are added to the relationships tab as this will impact later when completing the CAF Form

3. Click ‘edit relationships’, complete the relevant fields and click create.

The related person can be found via 2 methods:

· Search/Create – takes you through to a generic search screen with the ability to create if the person is not already in the system.

· Suggest – looks at people already listed against the child and sees if there is anyone else that they are linked to.
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[bookmark: _Hlk530388639]Follow the same process of searching for the Family members at any address and non-family members living at the same address, if they do not exist in the search query then create them and then link them to the child via the relationships tab.

Enter the start date and then select Add and then Confirm
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Please update the defined area
[image: ]
MC - Main Carer
PR – Parental responsibility
NK – Next of Kin
EC – Emergency Contact 
	


To return to the demographic details page of the child select the single face icon [image: ]
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This will now show the recorded relationship under the relationship tab, together with the subject









Key Agencies/ Involvements 

1. The Key Agencies/Involvements tab allows you to add services and professionals that you know are working with the child/family. 

Click ‘new key agency’, complete the relevant fields, these are type, a person or dept, and a start date and click ‘create’
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2. When selecting a Type that describes an individual – select the Person search and find the name of the person.

3. When selecting a Type that describes a Team/Department – select the Department search and find the Team/Department.



4. Dependent on whether you were listing either a named professional or just the service, you would select the ‘click here to select a user’ from either next to the person or the department. 

This takes you through to a screen where you would click all professionals, be presented with a search screen or all departments, and select the department from an organisation tree
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5. Select All Departments, enter the description and Search

[image: ]

6. Select the relevant Team/Department from the search query and select Confirm
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7. The selected Team/Department will appear under the searched query, enter the start date (this is mandatory) select Create to link them to the child
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8. The linked Professional/Team Department will appear under the Key Agencies
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This completes the basic information that is required for creating a child or adult. 

 Weekly COG Discussion

COG Discussion form includes Signs of Safety and you can utilise this either to record your single agency involvement or request a discussion of a case at weekly COG

It can be found on the personal tab of the child’s basic demographics

If you wish to start the Weekly COG discussion Request click on the dropdown arrow under forms and select Start – Allocated under Start New Pre-Assessment Form
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[image: ]     Unsefull tips….
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Starting an Early Help Assessment (EHA) Episode

1. Make sure you are on the Personal tab of the basic demographics, select New Early Help Assessment

[image: ] 

2. Complete all the mandatory sections of the New Episode and then select Create

[image: ]



Tips 
If the subject has siblings, they should have been recorded under the relationship tab, which would now allow them to be selected to have the same CAF recorded under their record too.





Consent 

1. The Obtain Consent section will now appear.  Complete the necessary section, remember sections in RED are mandatory


[image: ]Click the ‘Start Consent’ button




2. Start Blanc 
[image: ]

If you answer yes to the child being of an age & understanding to make its own decision you only need to answer has the child agreed to the CAF.

Similarly, if you answer no to the first question you only need to answer does the person with parental responsibility agree to CAF. 


[image: ]The Access will auto-populate with episode coordinator and eCAF group.  If additional required click here to specify who can/cannot have access to this episode – use specify consent restrictions

Select the name of the person who gave consent, by clicking on the blue link, select the person who has given consent
Select consent decision maker from the drop down menu & method of consent
Select date of consent 




3. When the page has been completed, select Finalise Record at the top. 









[image: ]1. Select Start Assessment
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2. Click Start Blank 






[image: ]You can identify who was present during the assessment by clicking this link
3. Click on each menu item and complete as appropriate, save before you move on to the next section









4. You can list the children individually and add separate information or if the information is the same click include next to one of the names. 
5. The online form is designed to look the same as the paper form.  Each menu item down the left had side equates to a separate page. 
6. 6. Once the Early Help Assessment page has been completed, select the SAVE option and move down to the next section in the bar on the left-hand


Assessment 


[image: ]7. On this page, complete the details of the person who undertook the assessment, click here and select yourself




Services Working with the Child


[image: ]8. This section will pull through the services recorded under key agencies and Again, you can indicate who was present at the assessment and also add new agencies



9. Assessment Summary 

To help support you to complete the answers in the Early Help Assessment, you can hover over the booklet icon and it will show prompts to consider when completing that section of the Early Help Assessment.


[image: ]Can restrict view access to only those specified




10. Risk, Analysis and Summary (This section is completed to give the views of the child and family. Explain the risk factors and what changes are required, together with a summary)
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11.  Outcome Star

If you have completed Outcome Star training Select Yes and scores to complete will be at the end of each section in the assessment summary
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Consent for Information 

[image: ]12. This section is completed by the parent/carer or can be completed by the worker on their behalf if completed electronically, once printed the parent/carer can sign this section and this can become the written consent

[image: ]13. The form completed by is the details of the person who has entered the assessment onto the EHS system
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14. After the form has been completed and saved, Finalise the Assessment






[image: ]15. Send to Triage and Assign


Case Notes

Follow the standard process for searching for a child (see EHM How to Guide – How To: Search/Create a Child/Adult)

A decision will need to be made as to what type of information you wish to record:

· Confidential information that only those practitioners with access to the episode would be able to view.  This is created as part of the Early Help Assessment under the Episode History, Case Note.
· Generic information that any practitioner with an EHS logon would be able to view these are NOT restricted to the consent statement – recorded as a General Note

[image: ]Click on the open Episode
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Click Case Notes 


Click Add Case Note
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[image: ]Click on “Self”












Click on “Self”
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Select user and click Update





[image: ]Insert case note then finalise

	




Please note that when adding other users to notify, regardless of whether they are on the consent statement or not they will be able to view the case note you have copied them into.

If they require full access to the record including all case notes they would need to be added to the consent statement. 

It is important to remember to only notify users to case notes if they require to be notified.





















































Short Term Work


Episode and Consent boxes will need to be completed to access the Short-Term Work plan. When updating consent ensure that all users that require access are added otherwise they will not be able to view the workflow. 
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1. Click on Active Case Work 
2. Enter date then click Start next to Short term work
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3. Click Confirm
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4. Click on Start Short Term Work
5. Click Start Blank or Copy Forward Selected to copy forward a Previous plan

[image: ]


7. Enter details of work into text boxes. 

In the Suggested Outcomes field enter: 
· Continuing with existing process- continue with active case work
· Early Help Episode Completed- will close the episode
· Early Help Assessment- will initiate


8. Click Save and Finalise form

[image: ]

9. Click OK

[image: ]	


10. Select user or Group to send short term work to approve 

[image: ]	



The assign task will go to the approver. 
Task appears in approver’s work tray. Click on task

[image: ]


Authoriser to view work by clicking on link.
Click authorise to approve or request further information to send back to worker


[image: ]


























































Family Plan 

Episode and Consent boxes will need to be completed to access the Family plan. When updating consent ensure that all users that require access are added otherwise they will not be able to view the workflow
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1. Click on Active Case Work
2. Enter date then click Start next to Family Plan work
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3. Click Confirm













4. Click on Family Work
5. Click Start Blank or Copy Forward Selected to copy forward a Previous plan

[image: ]

4. Enter plan details into fields 
5. Once completed, save and Finalise Family Plan. 
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6. Select user or Group to send short plan to approve then click Assign 
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Approval Stage	

7. Authoriser to view work by clicking on link.
Click authorise to approve or request further information to send back to worker
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Family Visit 

Episode and Consent boxes will need to be completed to access the Family visit. When updating consent ensure that all users that require access are added otherwise they will not be able to view
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1.Click on Active Case Work
2.Enter date then click Start next to Family Visit












[image: ]3. Click Confirm







4. Click on Family Visit 
5. Click Start Blank or Copy Forward Selected to copy forward a Previous plan



[image: ]
	


6. Choose Type of Visit 
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7. Outcomes 



[image: ]
Complete the Mandatory fields – if the outcomes of the meeting are successful, the form will expand with more information to input. 
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8. Once completed, save and Finalise Family Plan. 
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9. Select user or Group to send short plan to approve then click Assign 
[image: ]	










Approval Stage	

10. Authoriser to view work by clicking on link.
Click authorise to approve or request further information to send back to worker


[image: ]
Closing Episode 
To close a case click on Active Case work then Decisions tab, select Today’s date or date you wish to close from then click Start for Early Help Episode Completed
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[image: ]Select date and Click Confirm 
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Please Enter Date and End Reason then click Complete Early Help Episode
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If any forms have not been complete before closure a warning sign will appear. It will ask to review if required. 
All case notes and forms should all be finalised and completed. 

[image: ]

Complete all mandatory - Select Begin Purge Process then click Finalise

[image: ]
Complete mandatory fields, Save and Finalise















	Starting a GCP2 on an Active Open Episode 



The GCP2 will be only available in the Short Term Form which is within the Episode. The GCP2 will not be longer selectable in Forms section from the basic demographics.
Consolidation on the GCP2 will not function if you have siblings with different scores on each sections. If your scores are the same, you can initiate a family form. vicevarsa, if you know that scaore will be different , you must open a form per indivial and copy forward previous or siblings form. 



Step 1: Click on the current Episode 
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Step 2: Click on the Active Case Work, Decision Tab and start Short term work 
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Step 3: To initiate a short term work for GCP2, only click one child 

[image: ]





Step 4: Start blanc or copy forward information over. Complete GCP2, save and when finished click on Finalise Form
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Organising a Meeting – adding outcomes and approving 



Step . 1 Use the Active Case Work to start the Outcomes of your work 
 [image: ]















 Step 2. To start your Meeting: Enter date, start Meeting and confirm 

[image: ]

Step 3. Tick on your name and Assign 
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Step 4. Click on Update Meeting Date and Scheduling
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Step 5. Click on Add Attendee 
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Step 6. Tick on professionals and family members you wish to invite and Confirm


[image: ]
Step 7. Click on individual attendees to invite/update status
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Step 8. Clink on Sending Invitation 
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· If attendee is EHM  trained select Internal Process so they receive an EHM invitation. This method will only show if the attendee is EHM trained
· Select method of communication and action accordingly

[image: ]






· When selecting ‘letter invitation’ this pulls through the date, time, location and who the meeting is regarding. Edit letter as appropriate and copy to paste into any other letters that are generated

· Select Print Preview and send to print and then Completed

[image: ]





[image: ]Step 9. 
Once you have selected the method of communication, to return to the meeting page, click on create 
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Step 10. Please click on Create and Go to Meeting 





















Write up the Outcomes of the meeting  

Step1: 
· Once the meeting has happened update each attendee to show whether they attended.
· Click into the circle next to the attendees name to show the attendance. to confirm attendance add a tick by clicking once, click a second time to show a non-attendance.
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Step 2. Once the attendance has been updated you need to click Meeting Held- Write up Outcomes’
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Step 3. Read reminder message and click ok
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Step 4. Click on link to Action Meeting Outcomes form
[image: ]


Step 5. For the first meeting click start blank (if it’s a review COPY FORWARD previous meeting on each Siblings)
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Step 6. 
· Choose type of meeting from drop down list ‘First TAF’ or ‘Review TAF’ and update lead professional and agency details here
· Select whether Commissioned Services/ Children’s Centre are involved
· Click on ‘Team Around the Child (TAF) Plan
[image: ]


Step 7: 
· Enter actions and minutes in appropriate sections
Create a new line for each action by clicking the plus button
· Once complete click save changes and Finalise, please see picture below
[image: ]




Step 8: 
· Select a User to Approve the Outcome Form and Assign
· You must then choose a person to authorise the plan, this cannot be yourself.

[image: ]

Step 9
· Once the Form has been assigned to the Approver, they will either approve or reject the plan 
[image: ]
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Step 10: The Approver will receive the meeting in their tray, review and either accept or decline 
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Contact Us

To Log a query please use the following link : http://www.sandwellcss.org

Early Help Link – https://sandwellecaf.org.uk/web/login.htm
      
To find out more about, information sharing, Early Help or other aspects of integrated working within Sandwell please view the web link below 
www.sandwell.gov.uk/integratedworking 
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