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This document will give you an overview on our Business Continuity process in the event of the systems being down, whether this is planned or unplanned.  Whilst there will be a read only copy of EHM/LCS available it is critical we continue to record and update information whilst EHM/LCS/ContrOCC is unavailable.  To ensure we continue with the commitment to achieving high standards in record keeping and in particular recording accurate data for a person within EHM/LCS/ContrOCC.
Accurate record keeping is vital to the delivery of our services in an accurate, person centred and accountable manner. It will provide evidence of what we do and why, therefore protecting the not only the person but Children’s Social Care.
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This document supports Children’s Social Care to understand how to manage whilst applications are unavailable to ensure that data is correct and re-entered when the applications are back on-line.
This document applies to all Children’s Social Care staff in the course of carrying out their corporate function. Records and documentation created, whether internally and externally funded are also subject to the Council’s wider contractual record keeping requirements. These records may exist in printed or digital form.
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This document identifies the activities to be undertaken in the event of planned or unplanned loss of applications in Children’s Social Care, together with the associated standards, applies to all created in EHM/LCS or any other case management system used internally or externally by Council staff or its representatives to ensure that the data is correct when transferred to ContrOCC when the applications are available.
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Logging into EHM/LCS Read Only
Important Notice:  Read Only looks exactly the same as live EHM/LCS and will enable you to input information.  Any information added to Read Only will not be retained and cannot be retrieved.
The link for EHM/LCS Read Only is available on the Successor Support SharePoint site in the Business Continuity Tile:
[image: ][image: ]
	
Alternatively, if you are using an IGEL or your own kit you can access the system by following the link below for Contingency:
https://teams.dudley.gov.uk/sites/apps/liquidlogic/childrens-social-care/Business-Continuity/_layouts/15/start.aspx#/
You access EHM/LCS Read Only the same as you would with EHM/LCS Live.

Log on to EHM/LCS using your Network Log on and Password
E.g. Username: Firstname.Surname, Password: xxxxxxxx
[image: ]
then enter your password which is the same as you use when logging onto your device every day.
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Portal contingency

Whilst the Portals are unavailable anyone attempting to access them will be diverted to a holding page with details of the contact numbers to use for telephone referrals.
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There is not a Read Only service available for ContrOCC but ContrOCC_CS_UAT will be up to date with a copy of Live data at the time of cut-off to support Finance Teams (this is for information purposes only and must not be used for recording).
If you should need access to this, then please contact the ContrOCC Business Systems Lead.
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The below document will provide you detailed guidance on how to record your work during the system downtime.
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How to use this Tracker and the Templates



		Finding the Templates



The templates you need will be available on the Successor SharePoint page: 

https://teams.dudley.gov.uk/sites/apps/liquidlogic/childrens-social-care/Business-Continuity/_layouts/15/start.aspx#/

These templates are not to be moved or copied to other areas of the network as these templates may need amendment following configuration changes or other Major Version Upgrades in the future.



		The information you record using the templates and tracker will not automatically transfer into EHM/LCS, instead it will have to be manually input by copying and pasting from the templates into EHM/LCS once the system is Live. 



Once the systems are available all staff will be responsible for entering information they have recorded into EHM/LCS retrospectively.  For example, adding new contacts, case notes, making changes to demographics , adding an Assessment or Plan. It is important to remember that you are responsible for your own caseload and ensure all data is entered as timely as possible once the systems return.





		Saving the Templates



Each time you undertake a piece of work, you should record the detail using the relevant template and summarise it in the tracker. You should then save the completed template into your relevant Team Folder which can be located within your Service Area Folder here:

O:\Social Services\SUCCESSOR\Children's

You will be required to create your own folder within your Service area, the name of this folder should be your name.

Any supporting documents e.g. photos etc. that will later need to be uploaded/attached to the child’s record in EHM/LCS should also be stored in the Team Folder, as should your individual tracker so that it can be accessed if you are unavailable to input the data into Liquidlogic for whatever reason (e.g. sickness). Speak to your line manager to understand how your own team is going to manage this.

If you are working with a restricted client record, do not store this information in the shared team folders. Instead, you need to store the completed template(s) securely and then upload the details yourself once the Liquidlogic system is available (this includes contacts, case notes etc.) 



		Passing Casework Between Teams



If you need to pass a referral/other work through to another team or if you receive something that needs to be actioned from another team then the following process should be followed:

· The referring team to complete the relevant template (or their part of the template) and save it to their own team/individual folder as explained above.

· A copy of the template is to be emailed to the receiving team using the existing group mailboxes ensuring that the phrase ‘TEMPLATE REFERRAL’ is included in the subject header.

· The receiving team to action the work received, and log the work completed in their own Tracker, to be re inputted when the system is Live.





		Using the Tracker



Keep your Tracker saved somewhere safe e.g. your personal space in the shared ‘O’ Drive or Team Folder – speak to your manager about this. Please use the Tracker to summarise everything that you record, whether you are adding something new or changing an existing record. 

Please just use one tracker and save it using your team name and your own name e.g. SCNorth_JaneSmith



		Help and Support



REMEMBER: The information you will need to support you through the transition period will be available in the Successor SharePoint site:  Business Continuity

https://teams.dudley.gov.uk/sites/apps/liquidlogic/childrens-social-care/Business-Continuity/_layouts/15/start.aspx#/SitePages/Home.aspx?InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence
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		 Your Name:

		





In the table below please indicate the casework you have undertaken. For example, if you have added a Contact, add a description of the Nature of work undertaken, i.e New Contact and indicate the Outcome or Case Note added. If you have completed a template that is not available, then add comments and briefly explain what you have done.





		Team Name:

		











		EHM or LCS PIN or ‘NEW’

		Child Surname and DOB

		Restricted Record?

		Date & Time

Information Recorded

		Nature of Work Undertaken

		Date Entered into Liquidlogic



		(e.g.)

NEW

		Smith 10/06/2019

		

		10/11/2020

17:10

		New Contact, Progress to referral

		16/11/20



		(e.g.) 123455

		Jones 12/04/2010

		x

		01/09/2020

11:45

		Case Note added

		



		(e.g.) 876543

		Brown 24/09/2020

		

		01/09/2020

09:15

		Assessment ‘x’ started 
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