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General Notes

General Notes are used to record attendance at a group or where basic information, advice or
guidance has been offered to a family that does not have an open Contact or Early Help Episode. This
would only be used for basic information - as anything more substantial would require a Contact
Record to be completed. It is possible to add case notes in EHM and we will look at this shortly.

When in EHM, to add a general note, access the child’s Basic Demographics page and click on General
Notes from the left-hand side.

Test Ehm, 8 years (Case No: 2005943) Basic o ‘9 (]
U S - .= ) E] -

B cs ot ocowns @ OWSE @4 Demographics Any existing general notes will

appear in this section. This

4 Personal @ General Case Summary
Personal seneral Case Summary  No case summary has been recorded exam ple dOES nOt CO ntaln any
Further Details > Update General Case Summary genera| notes
Photos
Risks ® General Notes
Relationships Note: If this person Is involved in a Case Note which was created within the context of an episode of another child,
it will appear as a General Note in this area only if: If there were ma ny ge neral

Involvements - This person did not have an open episode at the time.

Episode History - You have access to the episodes of all involved children nOteS, you can sea rch for
e — [Go [ peset] specific ones by typing key
Forms » Add General Note . .
Esmmsrs st is empty words into the Free Text Filter
General Notes > General Note bOX

Imports ’

History ® Episodic Case Notes

Time Line Free Tt Fiter (oo [ Reset] Click Add General Note.
Chronology o

Shared History st s emety

Costs

Complete as much detail as you can. Anything in red is mandatory.

Click in the drop-down menu next to Type of Contact to select the appropriate type.

o Coen DA o
Time ‘
Contact Type [| E
Follow-Up Date Home Visit -
Hub Visit

Information Advice and Guidance
Management Decision

Managers Audit Oversight
Meeting

Parent-Child Parallel Group
Parenting Group

Telephone call

Text message

Vulnerable Young Person Group v
AUUILS disO preseril 7 nier VIth‘o‘Bd

Contact Regarding

At Conil

Note
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In the Contact Regarding section, the checkboxes allow you to click on them once which will enter a
tick and add the word ‘Yes’. If you click on the same checkbox twice, it will place a cross in the box and
the word 'No’ will appear next to the checkbox.

| significant Event

_| Add to Chronology
Contact Regarding Relation Mame Age

At Contact  Interviewed?  Seen? Alone?  Bedroom?  Regarding Assessment
Children / Young People involved in this Case Note
» Self Patrick Tropico 13 years I ¥ Yes WYes [HENo [ None I
Adults also present / interviewed

You can add another person to the general note by clicking on the square box to the left of their name
or by clicking on the green plus symbol to the right of their name.

ther relations you can add to this case note
Dean Barron 58 years

Carer
D Carer Marie Barron

test of the test of the test

59 years

Reason for Contact

[7] Add to Chronology
Contact Regarding Relation Name Age At Contact Interviewed? Seen? Alone? Bedroom? Regarding Assessment
Children / Young People involved in this Case Note
= Self Patrick Tropico 13 years W Yes Vi Yes [@No [ None
Brother  Thunder Tropico 13 years ] [ [ [ None
Adults also present / interviewed
Mother Lois Tropico 28 years O O

If you hover over the green triangle symbol, a pop-up will appear to inform you that the case note is
viewed from the context of the person that has the green triangle symbol to the left of their name.

Relation MName Age At Contact

Children / Young People involved in this Case Ng

= Self Patrick Tropico 13 years

2| Case Mote viewed from the Context of this person
Adults also present / interviewed

o Mather Lois Tropico 28 years

Carer Marle Barron 59 years

You can change the context by clicking in the square boxes to the left of someone else’s name.

Children / Young People involved in th

= Self Patrick Tropico 13 years

Brother  Thunder Tropico 13 years

__
Children / Young Pecple involved in th

After all information has been input, it is time to save the general note.

Brother  Patrick Troplco 13 years
= Self Thunder Tropico 13 years
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The options for saving the general note are on the top left-hand side of your screen.

| Finalise

| Creata | Create and Close | Close |
A

)

This will save and
end the general
note. You will not
be able to edit it
after finalising.

This will save
your general
note and close
this screen.

This will save your general note and
keep it open and remaining on your

screen.

This will close your
general note
without saving.

For this demonstration, we will click on Finalise.

You should now be back in the child’s demographics general notes section. From here, we can see that
the general note has been finalised. It would not be ticked as finalised if we had chosen Create or

Create and Close.

e
Risks ® General Notes
Relationships Note: If this person is involved in a Case Note which was created within the context of an episode of another child,
it will appear as a General Note in this area only if:
Involvements - This person did not have an open episode at the time.
Episode History - You have access to the episodes of all involved children.
Contacts Free Text Filter | Go | Reset |
Forms » General Note Report
Documents - ”

Finalised?  Signifitant Event  Contact Date Seen  Contact Type Contact Regarding ~ Reason for Contact ~ Att.  Created By
Imports W Yes [mE 26-Jul-2021 10:00 [ Yes Vulnerable Young Person Group = Test Ehm test Adam Brown
History » Add General Note
Time Line
Chronology ® Episodic Case Notes
Shared History . ; ~— )

Free Text Filter | Go | Reset |
Costs
List fs )
Reindex sy
If we click on the created general note, you will be
® Part 1 - Contact . . .
R i e presented with the following screen. If you wish to
- tact Date 26-Jul-2021 .
o add an attachment, you would click on the
y Vulnerable Young Person Group .
dd to Crondloay Mo Attachments link and then Add Attachment.
Contact Regarding Relation ~ Name Age At Contact  Inteny
People involved in this General Note
> Self TestEhm  8years 8 years Yes GEnEral NCItE e Attﬂchmeﬂts {0}
Adults also present / interviewed Restri':ted ACCESS

Audit

» Add Attachment
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Case Notes in EHM

You can add case notes when in EHM. To do this, you must be within the Active Early Help Episode
from the map.

—_—

Early Help Episode
y BEP When on the Early Help
Active Task: ~~ Adam Brown (Reassign) Started: . .
it A Episode tab, click on the
: Early Help Episode Decisions Task Det} Case Notes link.
-staltEarIyHelpEplsode Episode Details ® Episode Details
Personal Details Lead al
Consent OV
Obtain Consent Denled Activities
! Involvements
1 — Access Additional Notes
Early Help » Episode Pathway
Assessment p— » Initial Contact Pathway
LlEEL » Update Episode
Services
Team Around
Consent
The Family ® Pri Cod
Access Requests e e
Started On  Ended On  Prif]
’z'ﬁvg Early CSAM 09-Feb-2021 - chilf
4 » Add a Primary Code
Early Help Plan
® Secondary Codes
Tronstor to Started On  Ended On  Sed
Olildrecr;sSodal 08-Feb-2021 - chil
e
» Add a Secondary Code I

Note that you can view any general notes from here by clicking on them from the table under the
Person General Notes heading. These general notes are not attached to the early help episode.
Click on Add Case Note.

e ———
Access ® Case Notes
Case Notes
S Free Text Filter | || Go | Reset
Services I b Add Case Mote I
Consent
et k Add Case Mote

@ Person General Notes (not attached to this episode)

Fres Text Filter H Go l Resot |

Finalised?  Significant Event  Contact Date Seen Contact Type
¥ es 0 Mo 26-Tul-2021 10:00 A Yes | Vulnerable "mungl
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Once you have created the case note and finalised or create and closed, you will be taken back to this
screen. You can click on the case note/s by selecting them from the table under the Case Notes
heading. Any case notes recorded from within an Active Early Help Episode are directly linked to the

episode.

Access ® Case Notes
T Free Text Hiter | Go | Reset |
Services ¥ Case Note Report
Consent » Add Case Note
Access Requests Finalised? = Significant Event  Contact Date Seen Contact Type [ |
W Yes [0 Mo 03-Aug-2021 11:00 | ¥ Yes Early Years Group §T4
¥ Add Case Mote
® Person General Notes (not attached to this episode)
Free Text Filter | | Go | Resst
Finalised?  Significant Event  Contact Date Sesn Contact Type
w Yes O Mo 26-Jul-2021 10:00 @ Yes WVulnerable Young P-:-rscul

If we go back to the General Notes link within a child’s basic demographics, you will be able to view
the case note/s by clicking on them from the table underneath the Episodic Case Notes heading.

@ TestEhm, 8 years (Case No: 2005943) | @ Basic . ﬁ o ! ?} % :‘
Ml cHA E C MASH R WISP @ Demographics -t 4 Lcs
4 Personal ® General Case Summary
Personal General Case Summary  No case summary has been recorded
Further Details ¥ Update General Case Summary
Photos
Risks ® General Notes
Relationships Note: If this person is involved in a Case Note which was created within the context of an episode of another child,
it will appear as a General Note in this area only if:
Involvements - This person did not have an open episode at the time.
Episode History - You have access to the episodes of all involved children.
Contacts Free Text Filter || Go | Reset
Forms » General Note Report
Documents » Add General Note
Finalised? ~ Significant Event  Contact Date Seen  Contact Type Contact Regarding  Reason for Contact  Att.  Created By
Imports W Yes 0 Mo 26-Jul-2021 10:00 [ Yes Vulnerable Young Person Group Test Ehm test Adam Brown
History » Add General Note
Time Line
Chronology ® Episodic Case Notes
Shared History i
Free Text Filter |['Go | Reset
Costs
Reindex Finalised?  Significant Event  Contact Date Seen Contact Type Contact Regarding  Reason for Contact = Att.  Created By  Aftacheqlilo
. ¥ Yes O No 03-Aug-2021 11:00 | [ Yes Early Years Group | Test Ehm test Adam Brown = Early Hefll Episade of 04-Jan-2021
Restricted Access
e
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