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Do you know when to use the different Address Types?

Current Address: # Address Placement Address:
\ Current Address Room G26 At Ross On

Today to present Wye Community these popl‘“ate
g;;ﬁbmgwy automatically from the

(rarely used) a
temporary address
e.g. hospital

Street, Ross-On-
Wye HRO SAD CLA workflow

Placement Flat D, 72 Kingsway,
Today to present Cleethorpes (Confidential)

Secondary Address:

second home e.g. second ©
parent’s address in joint

3 Clee Road,

423 Brereton Avenue,

-
Cleethorpes DN35 SADM™"

Primary Address:
home address or if CLA,
birth family address

custody, or a regular 01 Nov to present  Cleethorpes DN35 8AA

holiday home » Address History / Update Addresses

Recording Confidential Addresses

Placement addresses are not automatically made Confidential in LCS. To record an address as
confidential, click Address History / Update Addresses, select the address in the list and select Update

address to tick the Confidential check box.
The address will not be hidden, but will be highlighted yellow and marked “Confidential”:

Flat D, 72 Kingsway,
Cleethorpes (Confidential)

Placement
Today to present

How to add a new address

This does not apply to placement addresses, which are populated automatically from the CLA workflow

once you have recorded the placement correctly.
To add a new Primary, Secondary or Current address:

1. Go to the child’s main person record page and click Address History / Update Addresses.

2. Click Add New Address (note: Update this Address is only to amend the date or notes on the existing
address).

3. Select the Type of address from the dropdown (referring to the guidance above) and click Lookup
Address to search and select the new address.

Address -
" ® Address Information

» Update this Address... Type Primary Address
Add New Address Address  Please search for an address...
®® | ookup Address

Primary Address Flat D, 72 Kingsway,
Today to present Cleethorpes DN35 0AB

» Address History / Update Addresses




