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Create a Contact

After finding or creating the person, you will be taken to their Basic Demographics. Find and click on
the link titled Create a new contact which is located under the Actions heading.

@  1ostEnm, 8 years (Case No: 2005943) | @ En'fogmphis

[ )
4 Personal ® Name & Gender ® Addresses ® Important Information
Case Number 2005943 Primary Address 3 Hendron Mews 3 No NHS Number recorded
— h i Title from 21-Dec-2020  Grimsby - TN el
Further Details Surname Ehm DN32 8HU * Consent to information sharing is not recors
Photos Forename Test » Address History / Update Addresses
Risks Gender Female
) . ® Consent to Information Sharing
Relationships ® Locality
. None Recorded @
Involvements ° '
= Age / Date of Birth Locality » Update Consent to Information Sharing
Contacts Actual DOB 15-Dec-2012 Locality Notes
Forms Age 8 years
PaiES [ Unborn Child ® Start New Pre-Assessment Form
¥ Update Personal Details L Contact Methods
General Notes » Send bout this P ‘ M
i nd a message about this Person » Add Contact Number / View Historic Numbers...
History » Copy to Briefcase » Show Relevant Contact Methods
imelline ® Actions
Chronology ® Status Details = E-Mail
Shared History
Marital Status
Costs » New Document
Reindex o Other N ® Disability
: er Names
Rest.rlcted ccess [ Is Disabled? 2 Relationships
Audit ¥ Add Other Name [ Is on a Disability Register?
» Mark this Record as a Duplicate See Further Details for disability details Test Ehm - § years
) Health This Child
) Education
A pop-up may appear asking if you wish to | Are you sure you want to create a new Contact?
proceed. If it does, click on OK.

@  TestEnm, Byears (Case No: 2005043) 8, b 28

This will start the contact s Contact - New Contact Record Received

Active Task: .- Adam Brown (Reassign) Started: 21-Dec-2020 Due: 22-Dec-2020

Task Details No Other Children v

The Contact Record has not been started.

process.

New Early Help

Episode
Start Contact

Family Pathways - You may use the following table of related persons to start a grouped contact.
Any selected persons will be included in the contact group and the contact assessments will be edited as one.

New MASH Episode O Relationship ~ Name Age Info
Test Ehm

» Click Here to Update Relationships for Test Ehm...

Step Up to Children's
Social Care

Provision of Information
Advice and Guidance

Universal Services
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. Test Ehm, 8 years (Cas

ft FulMap @ Local Map v

New Contact Record

New Early Help
Episode

New MASH Episode

Step Up to Children's
Social Care

Provision of Information
Advice and Guidance

Universal Services

From here you can click on Start Contact to begin the form, however, if you need to include
information for multiple children within the family, then you will need to click on the tickbox next to
each child listed. You can also add relationships from this screen if you have not entered them earlier.

On the left-hand side of your screen is the pathway for the New Contact
Record. If an item is in blue, it signifies that this part of the pathway is in
process and is not complete. Items in white have not been initiated and items

in grey indicate that a pathway element has been completed.

-
®
iseNo:2005943) & £f & (&) B &

Contact - New Contact Record Received

Active Task: . Adam Brown (Reassign) Started: 21-Dec-2020 Due: 22-Dec-2020

Task Details No Other Children v

The Contact Record has not been started.

Start Contact

Family Pathways - You may use the following table of related persons to start a grouped contact.
Any selected persons will be included in the contact group and the contact assessments will be edited as one.

D Relationship  Name Age Info
Test Ehm

» Click Here to Update Relationships for Test Ehm...

After clicking on Start Contact, you will be presented with a screen like this one.

Information Record

Consolidation Revisions

i Copy Forward - There are no previous Records for Ehm, Test (8 years), so you do not have the option to copy answers forward at this time.
Click 'Start Blank' to start the new Record.

I Start Blank I

As this is a new child that we have inputted into the system, there are no previous records so we can
click on Start Blank to proceed. If records did exist for this child, they would appear here with a tick

box option to select the records we wished to copy forward onto this contact.
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You may notice that a new icon has appeared underneath the
child’s name. If you hover your mouse pointer over this, you

Test Ehm, 8 years
will be informed what the icon means. In this case, it is i -
informing us that a contact record has begun.

Test Ehm, 8 years (Case No: 2005943) o ‘9 (] EHM Contact
2 R e BV R et

Information Consolidation Delegate Revisions H Save | | Finalise Record ‘ Cancel ‘  Close |

8 Print » EHM Contact Record

« Worries and What'...
» Analysis and Judge.

sions
°§§fety0

« Authorisation
i Attachments (0)

You must add in the time of the

@ Contact Details Contact after the date

Date of Contact 21-Dec:2020 = "6
Time of Contact () Normal working hours () Out of Hours - Evening () Out of Hours - Morning ) E
Contact Method a6
Contact Reason Code [ ~ &

® Details of person making contact

Who has made contact? [ v ]

il RS

You should now follow the process outlined in the form. Consider this a script that is advisable that
you read and adhere to as you are conducting the contact. Items in red must be completed.

For the Date of Contact field, after inputting a date, add a space after the year and then input the
exact time that the contact started. This ensures we have accurate times recorded.

® Contact Details

Date of Contact | 21-Dec-2020 13:42 m
Time of Contact (® Normal working hours (! Out of Hours - Evening () Out of Hours - Morning
Contact Method [ |

You should complete as much as you can in this first screen (EHM Contact Record) and then you can
move on to the next area (Worries and What’s Working Well) and keep following the process
throughout each section on the left-hand side. Remember that any areas in red text must be
completed.

Information If you want to know what the phrases say in full, you can either hover
| your mouse pointer over them —

#® Print ¥
EHM Contact Recor...
EHM Contact Recor... e Worries and What'...
Worries and What'... ;
* ) * Analysis and Judge Worries and What's Working Well
» Analysis and Judge. .. e Authorisation ,
» Authorisation 1 Attachments (0)
il Attachments (0)
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Information

# Print ' <

Or click on the pin icon !. to expand the area.

EHM Contact Recor...
» Worries and What'...
s Analysis and Judge. .. a
» Authorisation ® Print X

@ Attachments (0) EHM Contact Record M)

¢ Worries and What's Working Well
¢ Analysis and Judgement

e Authorisation
@ Attachments (0)

A date and time must also be entered in the Analysis and Judgement section.

EHM Contact Record * Oo O1 O2 O3 O4 Os O6 O7 Os O9 O1w
= Worries and What's Working Well What are the things that most worry you
Analysis and Judgement that mean you didn't scale it higher?
» Authorisation
What are the things that need to happen to
1 Attachments (0)

increase the safety or wellbeing and make
things better for the child? (What could
improve things by 1)

Do you know anyone who is already helping
the child or could be helping the child?

® Outcomes

Suggested Outcomes i [T Universal Services - Threshold 1

The process will differ depending on what you select from the Suggested Outcomes area.

® Outcomes

Contact Decision Date | |E
Suggested Outcomes ("] Early Help Episod - Threshold 2 [_] Universal Services - Threshold 1
Hink-te-Bxdsting-Early Help-Episode [] NFA - Referral to other agency
[} Children's Social Care (Threshold 3) [] MASH - Threshold 4

[} NFA - Provision of Information, Advice and Guidance [ start a Early Help Services Episode

Once you have completed the record, proofread and check your text and then click on Save in the top

right of your screen IF you are not ready to finalise the record OR click on Finalise Record which will
save the contact information to the child’s record.

| ‘ H Save ‘ ‘ Finalise Record ‘ | Cancel | ‘ Close ‘ |
| |

protacoinel syhapp.com:53020 says A pop-up may appear asking you to confirm that you

wish to finalise. Click on OK.

Flease confirm you wish to Finalise?

“ Faneel
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