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Section 1: Getting started

1. Introduction

The basic user guide is aimed at hands-on first time users of CCM that will be
inputting data to the system.

This guide is to be used in conjunction with the CCM online help.

Table 1 gives details of additional CCM guidance documents that are
available.

Table 1: CCM Guidance documents

Document name Audience

e Children’s Centre management
team

e CCM Superusers

e Children’s Centre management
team

e Family Support Workers

e CCM Superusers

CCM guide to performance
reporting

CCM guide to recording Casework

This guide details the facilities that are currently available (version 2.2.9).

Access to everything described in this guide is dependent upon the
permissions for your user profile being set at a high enough level to 'see’ all
areas. If your user profile does not allow you to carry out some of the tasks
described, you will need to contact ccm.support@barnet.gov.uk.

2. General information

Families

Families are classed as those individuals who live at an address in the
database. If somebody was to live at a different address (even if they were
related) then this would be classed as two separate families.

Maximising screen space

To maximise the amount of screen space available, CACI recommends that
users press the F11 key when using Internet Explorer.

Internet Explorer

Internet Explorer version 8 in Compatibility View is recommended for CCM.
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3. Logging on for the first time

Access to the Children Centre Manager database is through your internet
browser.

The web address for CCM is: https://barnetccm.org.uk/ccmweblive

Please note: The recommended browser is Internet Explorer 8

Once you have connected to the database, you will need to sign on using the
username and password given to you by CCM Support.

You should see a log on screen similar to that shown below:

V228

USERNAME

PASSWORD

ChildView

To login you must have a valid username and password
for the Children’s Centre Manager application.
Please contact your system administrator if you do not have this.

EvalL: essupport@caci.co.uk
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2.1 Changing your password

1. Click in the username field and type in the username provided by CCM
Support. The field is case insensitive.

2. Click in the password field and type in the password provided by CCM
Support.

3. Click the change password button.

4. You should see a log on screen similar to that shown below

Password Changer!

Enter a new password which is different ta the
current password.

USER LaurenBurbidge

NEW
PASSWORD

CONFIRM
PASSWORD

[ Save cnanges |
[ cotoccm |
[ Logout |

ChildView

To login you must have avalid username and password
for the Children’'s Centre Manager application.
Please contact your system administrator if you do not have this.

EmalL: essupport@caci.co.uk

5. Type in your new password in the new password field and repeat in the
confirm password field.

6. Click the save changes button.

Note: For security purposes you should change your password the first time
that you log in.

Once you have changed your password you can log in to the system by
clicking the login button.
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4. Home page

The home page has five sections:
Messages

Birthdays

Cases

Sessions

Families

4.1. Messages

In Barnet we are not currently using the messaging functionality, but will
start using this in summer 2014.

4.2. Birthdays

The birthdays section of the home page lists individuals whose birthday is
today.

Click on a row to open the Individual Full Details screen.

Indweduals Birthday Today - Select an Indiiduaito go to ther detsis

Identifier Marme: Surname Age . Address bos
HUG0113 George Hughes a7 55 Barnsde Feld Easthourne B3 60F (East Side) 19-12-1976
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4.3. Referrals

The referrals section of the home page lists individuals who have an open
referral to a key worker, an activity or a service.

Indwiduals with Outstanding Refarrais - Sekect an Indvdual to 9o ta ther detais

Identifier | Foreanie | Sumame | | House Mame | Address | Street Hame | Town Mame | Area | Referred By | Referred To | Actmity | Service [
LOD429 Tiger Trees BwcamRoad Eastboume  \West Sde  Joy Cable W Voyce

[ingrriduals with Outstanding Referrals

Referred To M Voyce | Referred By M Voyce

4.4, Cases

The cases section of the home page lists open cases within the current site.
When the logged in user is linked to a key worker record the list is restricted to
cases which involve the key worker.

Dutstanding Cases - Select 3 case 1o go to the related detals page
Case | Dpened | Due
Gase 1 12-Ap-2010 122012012
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45. Sessions

The sessions section of the home page lists sessions scheduled for today
within the current site or all sites depending on the users permissions.

Today's Sessions - Salect: a Session withn the current Ste to open tha Attendance Input

Activity Session Kame Start Tima | Stop Tima | Bookings | Attendees | Site
Food for Lie Food for Lfe {Clents Home) o L] Stel
Play and Stay. Play and Stay (Communiy Centre) 0 (] Skl

4.6. Families
When the logged in user is linked to a Key Worker record, the number of
families currently supported by the Key Worker will be displayed.

Lst Related Individuals| List Related Indmdusls. | im|

Address DOB. Start. End Date | Profession
Date i

35 Witon Avenue Eastboume BN14 6UH  15-07-1982 18-12.2013
(West Side)

35 Witon Avenue Eastboume BINLE 6UH  15-07-1992 19-12:2013
(West Side)

35 Witon Avenue Eastbouma BH1S 6UH  10-11-2005 19-12:2013
(West Side)

35 Witon Avenue Eastboume BIL4 6UH  11-03-1971 19-12:2013
{west Side)

35 Witon Avenue Eastboume BH14 6UH 07-04-1967 19122013
TWest Sde)
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Section 2: Search menu

1. Searching

Before loading any data into CCM, search for ALL family members.

Do not assume that if the parent/carer is not on the system that the child will
not be.

The system will host ‘archived families’ who previously registered with the
centre but are no longer accessing services. To avoid creating duplicate
families in the database it is important that all centres search both active and
archived families before entering data into the system.

There are two different searched that can be performed:
1. Family search
2. People search

You will find these options listed in the search menu at the top left of the
screen.

The search menu contains the starting point for finding families/ people and
for adding families / people in to the database.

For day-to-day use of the database, it is likely to be the area that you use the
most.

Please refer to the searching protocols detailed in section 4 of the CCM Data
Guidance.
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2. Family Search

Selecting the family menu option allows you to undertake a search to return a
list of addresses. You can then modify information about the selected address
/ view individuals as required.

In the first instance just click the 'Search' button located towards the top right
of the screen:

Search Family

Find‘ | in |Narr|e | Occupied |Yes | Archived |ND | Sites |A\I | ‘ Search : ’

The Family Search page can be used to find Families and Individuals by their name or address.

Tofind an Individual by their name, select Name in the Search For drop-down above. To find an Individual or Family by Address, ensure the Search For
drop-down has Address selected. With the relevant permissions further criteria can be performed, limiting the Addresses returned by the Site currently
being accessed and whether the Addresses are Archived or Oceupied.

After a Search has been performed the results can be reduced further by using Column filtering. Column filtering occurs automatically once the page
identifies you have made a change.

The Address, Town, Post Code and Area columns allow you to filter the results by supplying information in the Text Boxes just below the Column
Header. The Town, Post Code and Area columns also allow you to filter the results by the common values found in the search. Simply click the down
arrow in the Column’s title.

Results can be sorted by clicking on the Title text of any column.

Remember: Always set the ‘occupied’, ‘archived’ and ‘sites’ drop-downs to
‘all’ so that archived individuals are returned in your search.

If the individual or addresses you are searching for is in the database, you
should now see a grid of addresses shown on the screen:

ChildView 2 !‘
LThie Chitdesy's Coblrm Manager. —.ther B SRS —— ||
HOME «

e — _
Famy : :

& Fooric Fd | |0 Name  [v] Ocopied ves [v] archied o [¢] Stes Ths [ Search -

© Add Farmily Wizard
0 Advanced Search
'@ Senice Providers
@ Mail Merge =1

Data Extract | Agdress n *| Ppast Code area
| | | e o -
Hc Cold Comfort Farm Anyroad,Eastbourne, BCE 60F, (Outside SureStart) BC3 60F Quiside SureStart.
| 1 Anyroad, Easthoure, BC3 60F, (Outside SureStart) BC3 60F Outsde SureStart
n 123 Aniyroad,Eastbourne, BC3 60F, (Outsde SureStart) BC3 60F Outside SureStart
I} 15 Anyroad, Esstboume, 803 60F, (Outside SureStart) BC3 60F Outside SureStart
n 3 Anyroad Easthourne, BC3 60F, (Outside SureStart) e B3 60F Outside SureStart

Page 10f 20 (97 fems) Mz 2435612 ETRSTRE Y - |

Please refer to Section 2: Search Menu, section 5 about ‘Add family wizard’ If
the address or individual is not returned in the search.
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Clicking on one of the addresses will then show you a grid containing all the
people who are registered to be living at that address:

L] 3 Anyroad;Eastbourne, 803 60F, (Outside SureStart} Emsiboume BC3 60F Outsde SureStart

Clicking on one of the people icons to the left of the forename column will then
launch that person’s individual full details screen where you can view or edit
their details as needed.
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2.1 Address based operations

Once an address has been selected then those individuals registered at that

address will be shown in a separate result grid at the bottom of the screen. At
the top of this grid are a number of icons that allow you to undertake address
based operations:

L] 34 Bamside Feld, Easthoume, SC3 60F, (East Side)

2.1.2. Maintain professionals involved

Family Search includes the functionality to maintain professional relationships
for all individuals within the selected address. Click the individual row to select

an individual, then click the n icon to open the 'Professionals Related to
Selected Individual' window.
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The 'Professional Related to selected Individual' window will list any existing

|
professional relationships. Clicking the icon will display more details for
the selected professional.

Professonal relited to selected Indaadual

01 Oct 2013

Emait miyeans@nte
Tek 01155-678901

Professional relationships could include the following:

e Family Support Worker e Health Visitor
e Midwife e Social Worker
e GP e School

- Click to add a new professional relationship.

n Click to edit an existing professional relationship (option only available
when a row is selected).

“ Click to Add and Replace an existing professional relationship (option
only available when a row is selected).

Click to end an existing professional relationship (option only available
when a row is selected).

Colour Codes used in the 'Professional Related to Selected Individual'
window.

Blue - The row is selected Grey - indicates historic information
White - The relationship is current Yellow - indicates a relationship which
has ended and with no replacement

Green - Indicates further level of detail  professional.
for the preceding row.
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Please refer to Section 2: Search menu, section 6.6 on adding/editing
professional relationships.

2.1.3. Archiving / Unarchiving addresses

If none of the family members is currently relevant to your database (for
example, if there are no children within the required age range), you can
Archive the family. This means the address and its occupiers will be moved to
the Archive area of the database. This ensures all the historical information
concerning attendances is still held in the database. That information will still
be used in retrospective reports, but the family unit and the address are no
longer visible when you use the database in its default, current settings.

To archive a family, click on the open padlock icon ( - ) shown in the
people grid. Note: Any archived addresses will have a red 'A’ located to the
right of the address details in the address search result grid.

b
Click the closed padlock icon (") if you need to reinstate the family in
the active, current view of the database (for example if the family has had a
new baby).

Further information about this subject can be found in Section 5: Archiving.

2.1.4. Move address

[ 8
dgy
~icon.

When you press this icon, you'll be asked to confirm that you proceed with an

X
Address Move. Pressing the asterisk icon Ivvill return you to the search
screen.

Pressing Ok will present you with a screen similar to the following that allows
you to move family members from one address to another.

Please refer to Section 2: Search Menu, section 3 on moving a family
address.
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2.1.5. Family indicators

&
icon.

The Indicators are an alert, especially to Family Support Outreach Workers,
who may visit clients at their homes.

When you use the Family search screen any addresses returned that have an
indicator will have a ! status indicator against them. For example:

Al L0 2 aekd Cloes, Ertbotmnes LS 1y (AT e

To see the indicators associated with the family press the Family Indicators
icon that will be located in the grid showing individuals who live at the selected
address. A screen similar to the following will show:

Farmily Indicators for address: 10 Parfield Clase, Easthourma BNG 9YY, (South Sida) -
Indicator Desonption | i]q.te . ﬁ.cm;
BED : big bad dog ZB/09/2005  True
Notes
W =

Page 16 of 102




www.barnet.gov.uk/wwcib/ccm-support

From the Family Indicator screen you can create new indicators or edit
existing indicators that are applicable to the whole family.

Adding a new family indicator

To add a new indicator click on the ©#jcon to open the Add new Family
Indicator screen:

Indscator Description | CPRI : protection review undensay
Date

Notes : num chars
refraning - 220 To be completed by end of June 2013

Acthve [#]

Select the applicable indicator description from the drop down list. If required
you can now add an additional note or change the status of the indicator by
ticking or un-ticking the active check box.

The following family indicators can be added to a family record:

*TF: Troubled Family V: History of violence

AD: Aggressive dog RTN: Refer to notes

VP: Visit in pairs TFR: Top floor residence, no lift
DP: Dangerous/large pet TR: Translator required

D: Deaf — unable to use voice *PP: Parent/carer in custody
telephone

*DV: History of domestic violence
OS: Family has received outreach
services SF: Known to Safer Families

*DA: History of drug/alcohol abuse in  SC: Known to Social Care
the home

*these family indicators link to performance targets and reports.

Click the 'Save' button to commit any change to the database.
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Click the icon at the top of the screen to return to the Family or People
Search screen.

Modifying an existing Family Indicator

If you need to modify an existing Family Indicator click on the relevant row in
the Family Indicators screen to highlight it. The edit icon will now be visible on
the screen:

Family Indicatoss for address: Cold Comfort Farm Anyroad, Eastboume, BCS 60F, [Outsde SureStart) *
Indicator Description Date At |
CPRI : protection revew undenyay 03/10/2012 Trua

Motes To be completed by end of November 2012
| BED ; big bad dog Q3102012 Trua
Hotes Apgressive Akation in garden

Clicking this icon will open a dialog box where you can change the note
details or tick / un-tick the active status check box.

Click the 'Save' button to commit any change to the database.

Click the icon at the top of the screen to return to the Family or People
Search screen.

2.1.6. Support workers

Hicon.

This function has now been superseded by professional involvements.

Please refer to section 3.1.1 Maintain professionals involved.
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2.1.7. Family reports

micon. New print

Hovering over this icon will cause a pop up menu to appear that contains two
entries:

Summary report

This report prints a detailed snapshot of each individual's settings and notes
followed by an attendance history.

Regpart @-""

A

e | 2 9% g (1 K O of 2] 0 w @ & ¢ B
Family Summary Report

10 Parfleld Close, Eastbourne

BHO &Y Saouth Side External [7]

Harry Smith
Wotes
Telephone

HMuobile
0B 03032005 Age §
Identifier 500372
HH Number
Emplayment.
Ethnicity Unknown
Reeligian
Language Unknown Pregnant ||
Start Date 0104 2004 Registered ] Duie Date
Childeare eed Photo Permission| |
Disabilities Smioker|_|
Crarinl Masds 1 sl Tmdestas |
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This report is a simple one line per person in the family and is designed as a
front page for a family information folder.

Repart

& 9 % Page |1 M o 1 B R ¢ H| =
Family Record Front Sheet Report
10 Parfield Cloze Easthoarne
BN9 8YY South Side External ]
Idenufier Hame Telephone poa Age  Parent Pregnant Registered
500372 Harry Smuth 03032005 8§ O =
POOGTS Aoy Pasker 13122004 8 =
POOGT4 Dawn Parker 01031976 37
NOTES:
b
Cloise

Outputting reports

There are various output options available which enable you to save or print a

report, as illustrated below.

Search Print Prlnl Save Il Open
ey M q + 0 1
!L £ / \ / / o
| 3 % pge 1 M of |2 Pt *
Family Record Front Sheet Report
10 Parfield CloseEasthomrne
BNR VY South Side edamal [J
Identifier Hame Telephone oos Age Farent Fregnant Registered
800372 Hary Smith 03032005 & | =
POO3TS Mary Patker 13122004 8 =
POOGTS Diswn Parker 010371978 57 u
NOTES:
V
Cosa
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2.1.8. Family referrals

nicon.

Click on this icon to see a list of referral cases in respect of all individuals
registered to the selected address.

feferrals

a
Refesras for all 3tz 67 Ash ParkEastbourne BNS &6TF, (South... i

= Date Wha Rafemad To Referred By

[ o3jo9f2012 Mary Hams Music Classes Mary Petars

Motes Rafemed Mary to the Music Class as she appears to be musicaly gfted.
04/ 092012 - Mary sy she wants to ba 3 drummers.

03/08/2012  Reg Hams Snging Lessons Gwenda Maughan

Motes Rag has asked & he can have snging lessons.
Outcome 0509/ 2012 - Gwenda Maughan
05/09/2012 - Reg attended a singing lesson. Deoded he didn't ke i,

From the Referrals screen, you can edit referrals or allocate outcomes in

respect of them. For more information about referrals, please see section xx
adding referrals.
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3. Moving a family address

1. Search for family

2. Click the move icon )

When you press this icon, you'll be asked to confirm that you proceed

with an Address Move.

3. Pressing Ok will present you with a screen similar to the following that
allows you to move family members from one address to another.

MOVE FAMILY ADDRESS

Source
Current Address
11 Duck Park,Eastbourne, BBZ 5RF, (West Side)

Chriz Smith (22}
Dean Smith (17)
Kavan Smith (13)
Tracey James (43)

Destination
How Address
Search Addresses
| [seareh |
Select New Addrass
Pecple to mave Destination family members

4. Search for the address that you would like to move the family to.

111 Parfield Close Easthourne, BNS 9YY, (South Side
12345 Parfield Close,Eastbourne, BNS 57Y, [South Side}
12345 Parfield Close,Bastbourne, BNS 5YY, (South Side)
13 Parficld Close,£astbourne, BNS 97Y, (South Side)
19 Farfield Close,Eastbourne,BN9 7Y, (Scuth Side)
25 Parfiedd Close Eastbourne, BN SYY, {South Side)

3 Parfield Close,Eastbourne, BNS Y, (South Sede)
4 Parfisld Close, Eastbourne, BNS OYY, (South Swde)
5 Parfisld Close Eastbourne, BND 9YY, (South Side)

5. The Family who are moving will be listed under their current address
on the left-hand side of the move family address screen. If all the
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people are moving together to the same new address, click the *>>’
button in the centre of the screen. The names of all the people will
move to the ‘People to move’ box (see the picture below). If some, but
not all, of the family are moving, click on each person who is moving
and, after each click, click on the ‘>’ button instead. You will be moving
each family member to the ‘People to move box’ individually. In the
example shown below, no-one is living at the address the family is
moving to (hence the ‘Destination family members’ box (bottom right) is
empty), and the destination address (111 Parfield Close) has already
been set-up on the database.

6. Once you have moved the appropriate names into the People to move
box, click the ‘Accept Move’ button.

4. People search

Click on the ‘search’ menu item on the left hand side and then click the
‘people’ option. This will allow you to search for individuals (records) in the
database and will present you with the following screen:

1 . |
ChildView 7 x
| The Children's Centre Hanager (o SysAdmin - Sitel i
HOME “
Search =y
© Family : : ) - o
- People | tame Telephone Iddentifier . pos  (ewsdto [=] [=]
[@ fad Family Wizard Address Mabie Tamber
0 Agvanced Search Gaath’
| Notes (Indwiduab = St et
[ Service Providers — — —
Archived N0 _ Ll isites (Yes 1=] Reaistered A Indicator |4 ¢
@ Mail Merge
Data Extract | e Seach ij

Peaple

Mo Current indaaduals

To quickly see a list of names, click in the name field, type part of the name
you are looking for, then click the ‘search’ button. Your list of results will
appear in the main part of the screen, similar to this:
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ChildView 2 ix
The Cliildern's Cenire Masager SysAdmin Site 1 |
HOME -
Sesth b | Search People
@ Famiy
Pragle Name |3 Teberdune Nibemitilier [ o ta = =
0 Adt Famiy Weewd | ey Mol ko4
@ Adanced Search Snarch Searh
Moleg . |Inchadash =1 tyoe et
© Sernce Prowders
Asthowd 1 Mate TH | Reantered A -1 iescator M
u“.h“-ﬁt 5
Dsts Extinct e Saweh m
- L
Poople : 15 (100 mas) of 15 2w %D
Forename Mddw Mo Surmarve wpgwn ks Adgren oo8 Age | Mentfer | Start Oate A
v v 7 v L] - EXI 7 -
n | = e 34 Bt Pk Embouna BC)  2ON/2000 81 SNMISO  nuD0er Bt
BOF, (it Sce)
Extenced/Confdental Hote Count Moot
-~ (- s L 1NN 4] BRI Weit
- =5F, (West Sfa)
ExtendedCondentad Hots Coundt | & - Mobes 3
- Do Smth 11 Dudk Par Exthoume B82 08/03/1955 ;. NI 127122000 West
- S, (Wt da)
Extended/Confiental Hote Count 0 « Motes ©
34 Bamads P, Exthoome 8O ]
4 om Smen ekl DNIYISEE 46 SMMINS  OUBIINL Bt
ExtandadiContdantal tiots Count 1 & - Mobes 1
a | Hmy Semen 10 Ficte! ComEmchooma B0 ONONZ00S 8 S00DT2  OUBAEOM  Saw
= SYY, (Souts Sde)
Extanded | Contéents Hotw Count : & - Mobes 2
< »
(UIFREY - |

1.1. Searching options

The panel at the top of this screen allows you to specify the search criteria for
finding people in the database:

Tchentifier

NHS
niumber

Search
texat

11 Reqistersd A1
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Reset criteriaicon

Click on this icon to remove all the filters that are currently set in the search
boxes, and reset any drop downs to their default entries.

Search button

|_ Search |

Click this each time you change one of the filtering option. Alternatively press
the Enter key on your keyboard.

1.1. Returned individuals

The search results are limited to 100 records when displayed on the screen
and if this happens you may need to be more specific with your search
criteria.

It is possible to tell the total amount of records available by looking at the text

shown at the top of the individual result grid. The following image illustrates
that we can only view 100 records out of a total of 307 records available:

People : 100 (100 max} of 310
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1.1.4 Individual icons

Each individual in the search results will be represented by an icon that will
vary according to their status:

= a female adult.

[ ]
20 0 a male adult.
.

= a female child.
]
e

= a male child.

= unknown gender.

1.1.4 Vviewing an individual’s full details
Clicking one of the people icons will launch their Individual Full Details screen.

See section 4 individual full details for further information.

1.1.4.Status Indicators

If an individual is the subject of a Referral or an Open Case an R or C
indicator will be displayed below the individual icon. Clicking on the C status
code will open the associated Case record.

Important Note — The Open Case indicator will only be displayed if the case
is assigned to the current site.

1.1. Individual based operations

Once a search has been undertaken you will be presented with a grid of
individuals who meet your search criteria. At the top of this result grid are a
number of icons that allow you to undertake a range of different operations
and the exact icons shown will depend upon your user rights and the number
of individuals selected.
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Note: The individual selections made are only relevant to the page of results
that are currently being viewed. Any selection made on other pages will have
been lost when you navigated away from that screen.

1.1.4 Field chooser

Eicon.

Clicking the’ Field Chooser’ icon opens a box showing the additional fields
that can be viewed in the search results:

Select Feids -

[ Lozal Indicatsr *i
[ Telghone !
] Mabke

O WK Nurber

Clear A1 Select Al

Tick the fields you want to include and un-tick the fields you don’t want. Once

you have made your selection click the icon located at the top right of
the box to return to the people search screen.
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The search grid will update accordingly.

Note: Any changes made to the layout of the search results will be lost when
you navigate away from the People Search page.

1.1.4.Exporting results

=
|

icon.
Once you have undertaken a search it is possible to export the search results

to a .csv file by clicking on this icon shown above. The contents of the .csv file
will match the columns shown on screen.

1.1.4.Delete individual

If you require an individual to be deleted from the database you should
contact CCM Support.

icon.

1.1.4.Merge duplicates

icon.
If you click this icon, you will see a tool for merging duplicate records.
Please note: only CCM superusers and CCM Support have permission to

merge duplicate records. If you require a duplicate record to be merged,
contact your local superuser.
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1. Add Family Wizard

The Add Family Wizard gives the user the ability to quickly add new
individuals into addresses that already exist in the system.

If address does not exist on the system, you need to contact CCM Support so
this can be added for you.

Please note: all Barnet addresses are already in the system.

5.1. Address selection page

— "
ChildView x
Vi Chislsbeess's Conbire Manayges Usar ke &
BAAIN il - &
Rk LY | add Family Wizard
& Famiy
0 Pucple
At Faemdy Wizaes
@ Adanced Seach
© Serece Prowdens | | reuse Sanber _‘
sl Ot
o Eu:“"?‘ 1 o Rarme _;
Lreet Rarte B
Aoarens Line = |
Torvem lamar =B
Commey Harme & |
..... e B
Area hama __i
* EScates Banastony Fekd
Cinaf oty Matching
address
section
Lt of Fovsitie Batcteng Aadreses
Vorkng dddrews Cumesd 4 O cupan| i
[
Mtatuy
Trpe Pending Mew or Duplicate Address
Comst
G £ Famiy View
Caaveork o
Fre—" i revous hoext Cancnl Craste Address Only
o . =
Soystem Admim 5| ¢ ¥

Enter the details of the family address or part details of an existing address
into the relevant text boxes.

The street, town and area text boxes respond to the data being typed by
providing a drop down list containing ‘best matches’ for the data currently
entered. The matches are existing entries in the database. The user is able to
select an entry from the list or continue to type and create a completely new
entry. The drop down list of ‘best matches’ will display a maximum of 25
items.
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Should you wish to delete a line entry from the address criteria then you can

press the relevant delete icon. " To clear all the inputted data, click on the
‘Clear Inputs’ button.

5.2 Matching address section

As data is entered or selected in the input section, a list of ‘matching’
addresses will appear in the possible matching addresses list. The addresses
listed are existing addresses in the system. The user is able to select and
work with one of the addresses listed.

The possible matching addresses list will only display a maximum of 25
existing addresses. The user may need to further refine the data in the input
section if the existing address they require does not appear in the list.

If the address that you are trying to input does not appear on the
\_, system, you will need to send the full address details to
ccm.support@barnet.qgov.uk to be inputted.

5.3. Working address section

The working address section displays summary details of the address with
which to proceed.

When an address has been selected in the possible matching addresses list,
the user will be working with an existing address and the details of the existing
address will be displayed in the working address pane.

The current occupants at the selected existing address will appear in the
current occupant’s panel.

You should only add new families to an address where there are no current
occupants.

If the current occupants at the address you require are different from
\ the new registrants, you will need to archive the current family and
contact CCM Support to create a duplicate record of the address.
Refer to Section 5: Archiving.

When an existing address is selected, the correspondee for the address will
be identified with a | and contact details will be displayed as illustrated below:
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Miss Lisa Gordon (C)

Ted: 02. «5:»&'5“6E S
Mobile:

Emaik:
Go to Famiy View

The ‘Go to Family View’ button will become active when an existing address is
selected. It provides the option to link directly to the Family Search window
with the address pre-selected.

Once you have selected the required address with no current occupants, click
next button to proceed.

5.4. Add family members
Working address section

The working address section displays the address at which new family
members will be added. If the new address is an existing address in the
system, the current occupants (if any) will be displayed in the ‘Currently
Existing Occupants’ pane.

It is possible to create new members based on the details of an already
existing family member. Select the existing family member the details of which
best match the pending new member. Click on the ‘Selection As Template’
button. The ‘Common’ details will be imported into the member input section.
Not all details will be imported, only shareable detail that has been set for the
template occupant will be imported.

It is not possible to edit details for an existing family member using the wizard.

ChildView e x

The Children's Centre Manager User Hame - User S Site 1

MAIN MENU L] =
@ Family
'@ People
e ||
'_Aaran:ed S;aT_

1@ Senice Providers Address Currently Existing Occugants
[No Existing Occupants]

Mail Merge/Data 11Rase Dive Polegaté BNS7 BKL
[® Extract
Working

#—— address
section

Selection As Templte

Collapse | Expand This Section |+

Indicates mandatory fields *

Tala | = Matchina individuals in the CCi : 0
Farenama B

Middle Name

Sumame | * DlHolg

DoB | B omat tdd mm yyyy] or [dd mmm sl

Attributes Registered B Correspondes [ Parent O chid 1
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Member Input Section
Enter the details and select the appropriate options for a new family member
using the relevant text boxes and drop down lists.

It is possible to retain much of the input detail for a new member and have it
applied to successive new family members. Member details that support this
functionality will have a ‘Hold’ check box. If the ‘Hold’ check box is ticked, the
contained data will not be cleared when the new member is added to the
pending new occupants list.

Registered Check box

This check box is shown in various locations, including some reports. The
purpose of this check box is to confirm that you have had a consent form from
the individual concerned in relation to the data stored about them.

It is essential for Data Protection purposes that you have received consent
from all parties concerned before you are permitted to keep any personal
information about them.

Child field

Assuming you have entered the Date of Birth on the record, the system will
know if the person is a child or adult. Entering the date of birth permits the
automatic selection of the Child field.

Note: The system will automatically tick the ‘Child’ indicator for Children who
are aged up-to-and-including 12 years. To record an individual aged 13 or
over as a child, the ‘Child’ Field would have to be manually selected. This will
not affect the reports, as they all use the date of birth to check the age of
children.

If you have not entered the individual's date of birth, the system assumes the
person is an adult, but not a parent. You will need to use the ‘Adult’ menu
option in the Individual Full Details screen to modify these details.

It is, however, very important that all children have their date of birth entered
on to the database. Without a date of birth the system has no way of knowing
how old a child is and will ignore them for most of the reports. Provided the
correct date of birth is entered, the system will maintain the record for you in
terms of keeping their age up to date.

Correspondee field

This indicator is very important. It is used by the ‘Correspondee mailing list for
the selection’ function (in the Attendance Review screen & Mail merge / Data
Extract screen Output options, where you can generate a mailing list) to
identify which person in each household you want to write to.

Decide who you would normally want to write to in each family.
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If you do not want a family included in a mailing list, then simply ensure that
nobody in the family has the ‘Main Correspondee for the family?’ indicator
ticked.

If you want to write to more than one person at an address, you can tick more
than one indicator. They will each be included in the mail list, and will
therefore have their own, individually-addressed correspondence/labels.

Duplication checking

Once details have been entered in the Forename and / or Surname fields the
duplication checker will check to see if there are any similar individuals in the
database. The matching process occurs on similar ‘sounding’ names so the
list of results won't always show exact matches.

Any possible matches will be shown in the matching individuals list box, and a
count of the possible matches will show to the right hand side of the
Forename / Surname fields:

Indicates mandatory felds *

5| Matchina individuals in the ccM: 10

|* Clweid

Gender | Unknavn =
8 Format tad mm yywl or tdd mmen viy)

Attributes Registered Cemaspondes [] Parent [ cnag [

Ist of Possible Matc
Matching Individuals [10]
Mr Alan Wilson - (Anyroad, ) Gender: Male - DOB: 12/08/68

Alan Wilson - [Ash Park, BNS 6TF) Gender: Male - DOB: 12/08/68
Ben Wilson - {Ash Park, BNS 6TF) Gender: Male - DOB: 01/03/05
Bobby Wilson - (Ash Park, BNS 6TF) Gender: Male - DOS: 12/06/02

David Wilson - (Ash Park, BNS 6TF) Gender: Male - DOB: 08/05/02
Oniy despiaying the first 25 possible matches. You may FOUT InpH

Once all the required data has been entered for the new family member press
the ‘Add Family Member’ button to add to the pending new occupants list.
Should any duplicates have been found you will need to tick the ‘Please
Confirm Individuals Reviewed to Proceed’ checkbox to enable the ‘Add Family
Member’ button.

You can quickly clear all input and reset the member input section to default

by clicking the ‘Clear All Input’ button. Be aware that using this button will
also reset all the ‘hold’ check boxes to the un-ticked state.
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Personal details section

The Personal detail section allows you to enter additional data for the
individual that you are adding to the database.

This section has been customised to match the registration form.
There are two different sections, one for adults and one for children.
Pending Members Section

The pending new occupants section displays all the newly created family
members that are due to be added to the working address.

You can edit the details of a pending new member by selecting the member
from the list and clicking the ‘Edit Selected’ button. The details of the selected
member will be imported back into the member input section for editing. When
editing a pending member, the buttons in the member input section will
change to the ‘Accept/Cancel’ arrangement. Make the necessary changes to
the member and click ‘Accept Edit’.

You can remove a pending new member by selecting the member and
clicking the ‘Remove Selected’ button.

You can remove all the pending new members by clicking the ‘Remove All’
button.
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The relationship page allows you to record the relationships between
individual family members. The address occupants section displays the
occupants at the previously specified address.

View

Address
—— Occupant
Section

Relationship
Creation
Section

o Pending
Relationshi)

& oy ST D) B s et

Address Occupants Section

The address occupants section displays the occupants at the previously
specified address. Existing occupants in the left pane and pending new

occupants in the right pane.

You can select pair combinations of occupants from either pane and then

create a relationship between them.

Note: It is not possible to create relationships between two existing

occupants.

Relationship Creation Section

With two occupants selected, you can define the relationship between them in

this section.

Clicking the ‘Relate’ button will make the two occupants appear in the
textboxes. A list of relation types will be populated in the dropdown next to the
first occupant. Once the relation type for the first occupant has been selected,
the corresponding relation types will be available for selection for the second

occupant.
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It is also possible to create a standard relationship set between all selected
occupants using the ‘Auto Relate’ feature.

Note: You must select the relation types for both occupants before the
relationship can be added to the pending list.

Auto relate

This button allows you to create a standard relationship set between all
selected occupants using the ‘Auto Relate’ feature.

This will allow the user to quickly produce a set of relationships for a single
new member of an existing family or even all members of a completely new
family.

The standard relationships are defined as:

‘First’ Generation Relationships Husband — Wife
Father — Son
Father — daughter
Mother — Son
Mother — Daughter

‘Second’ Generation relationships Brother — Brother
Brother — Sister
Sister — Sister

The Auto-Relate feature uses the ‘parent’ and ‘gender’ settings for the
selected members to select the appropriate relationship. This means that
selected members without a gender set (or set to ‘Unknown’) will not be auto-
related. Selected members with parent status will naturally be one side of a
first generation relationship. Those without parent status will always be one
side of a second generation relationship.

You can create auto-relationships between two or more selected occupants.
Auto-relationships can be created between each selected existing member to
each and every pending selected member. Auto-relationships can be created
between all possible pair combinations of the selected pending members.
Auto-relationships cannot be created between the selected existing members.

To create relationships automatically, select the occupants to relate and click
the ‘Auto Relate’ button.
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Daad Soames as Husband RELATED TO  Shedla Scames as Wile
Daad Soames as Father RELATED TO Matiida Soames as Daughter
Daad Soames as Father RELATED TQ Dave Soames as Son

Sheda Scames as Mather RELATED TO  Matilda Scames as Daughter
Sheila Scamas as Mother RELATED TQ Davie Soames as Son

Davie Soames as Brother RELATEDTO Matida Soames as Sister

Note: Hold the ‘CtrI’ key to make multiple selections.

Relationships for all possible combinations will be added to the pending
relationships list.

You can edit any auto-generated relationship in the same way as a manually
created one. Select the relationship to edit and click 'Edit Selected’ button.

Note: Only one relationship between the same two members will be
permitted.

Pending Relationships Section

The pending relationships section displays all the newly created relationships
that are due to be added to the pending occupants.

You can edit the details of a pending new relationship by selecting the
relationship from the list and clicking the ‘Edit Selected’ button. The details of
the selected relationship will be imported back into the relationship creation
section for editing. Make the necessary changes to the member and click
‘Accept Edit’.

You can remove a pending new relationship by selecting the member and
clicking the ‘Remove Selected’ button.

You can remove all the pending new relationships by clicking the ‘Remove All’
button.
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Relate — Manually setting relationships

Clicking this button will cause the names of the two occupants to appear in
the text boxes.

Wack Benny. DOB. 04 Fab 2000, Age 13 | Is The |
|Sharan Benny 7 15 he |

Select the relation type for the first occupant from the list of available
relations.

When the selection has been made, the relation type options for the second
occupant will be populated.

Select the relation type for the second occupant.

Hack Benny. DOB- 04 Fab 2000, Age 13| Is The |Brother

[Sharon Benny | 15 The [ sister
Add Relationship

Accept the new relationship by clicking the ‘Add Relationship’ button. The new
relationship will be added to the pending relationships list.

Using the same process, continue to create and add new relationships for
each occupant pairing as required.

Note: Only one relationship between the same two members will be
permitted.

Once all the relationships have been created, click the ‘Next’ button to move

to the Pending Additions Summary page where you can review the details
added previously.
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5.6. Creating professional relationships

The Add Family Wizard includes the functionality to enable one or more
professional relationships to be created for an individual. The illustration
below shows a Health Visitor (Sally Evans) being assigned to David George.

12 Collingwood Place BN10 9FF IS sallyesans@intemet com

Professional relationships can be added and removed in the same way as in
Family Relationships.

This Person Dawd Geoge
Rolation Tvpe |

[19pec 2013
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5.7. Pending additions summary and confirmation

A summary of information you have entered for your review. You can
also go back to alter data if required.

Add Family Wizard |

H

Warking with the existing address: 1 Crow Court Eastbourne BINS SUT, (Coles Estate)
Member Detail Summary
2 new family members wil be added summapnged ag.,
Mr Bill Walkar
Jana Walker
Relationship Detail Summary

All defined relationships will be created

Click next.
On the following screen click Finish to commit information to database. The

wizard will then go to the Family Search screen with the new address and
occupants displayed.
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5.8. Adding new registrations process

No

already on CCM
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5.9. Adding new birth data process
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Section 3; Attendance menu

1. Attendance overview

The attendance menu item located on the left hand side of the screen on
CCM.

The attendance menu contains the starting point for adding records of
attendance at the various activities your programme provides (the input
option).

It also provides you with a very flexible and powerful tool for reviewing and
analysing the overall attendance at those activities, through the review option.

Please note: the attendance review is not covered in the basic user training
guide.

1.1. Attendance summary
It is possible to gain summary information about activities / sessions.

From the Side Menu, click the Attendance button, then click the Input option.
You will see a screen similar to this:

MAIN MENU “
Searchi_.‘ Attendance Input

Attendance

Please selectan Activity

Alnpat |Adu\t Learning "‘ ‘MAR VHMH v‘

|© Review

@ Barcode Registers | Wiew Sessions ‘ ‘ Mew Activity |

Please select an Activity.

Max Capaciy Spaces Remaining
0

IMONTHLY Adult Learning MONTHLY

‘ Manage Bookings H Manage Attendances H Copy Sessi0n H New Session |‘ Edit Session H Delete Session ‘

Casework
Reports
System Admin
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Select an Activity type from the drop down box along with the month and year
the session is due to take place, and press the ‘View Sessions’ button.

You can now view information about the number of Attendees (not the
number of attendances), the number of Bookings (i.e. the number of people
who have expressed an interest to attend this session), Maximum Capacity of
the session and also the number of Spaces Remaining for the selected
activity type.

A negative number in the ‘Spaces Remaining’ column shows that the session
is over subscribed.

1.2. Activities

Activities are the pre-set over-arching theme for all sessions. They also have
the Tiers and Every Child Matter Outcome pre-allocated to them.

For example, a centre can create a Coffee Morning session can fall into a
‘stay and play’ activity.

Centres can name their sessions as they wish, but must categorise them

using the activity groups listed in the session relationship table. This allows for
effective performance reporting.
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Table 1: Activity relationship table

Activity

Description

Example of sessions

CCM session target

(only select those appropriate to

the session)

CCM session aims

(only select those
appropriate to the

session)

e Manicure & Pedicure Tier 1
e Complimentary Health ° EISe(r)L
e First Aid * .
Any course/workshop/ e Health & Safety * Adultlearning
Adult Learning training designed focussed | e IT courses Healthy living
on adult learning e Parenting Courses .
e Adult Numeracy/Literacy * (ESOLIs atargeted
« Parent Volunteering course, and would _need to
ESOL be recorded as a Tier 2)
[ ]
¢ Breastfeeding sessions Tier 1
o Tier
o : g:gg; :\(/I:;:age e Baby weighing Child development
cabyGroups | (YESINES SN | Baty weanin ¢ Breastesdngsuppont |+ Loa NS
e Baby Play/Group o Immunisations de\>//elopment
e Baby Makaton e Transitions to solids
e Baby Rhyme Time
o Tierl
e Health visitor appointments | * Lrar:frlltlonst.to solids
; ini . ealthy eating
Child Health cvents aimed al the health 1 » - Baby cline + Baby weihin Child development
Services and wellbeing of children 0- | ¢ Immunisations y . 9‘ g Healthy living
S years e Development checks ¢ Immunisations
e Healthy start vitamins e Oral health
¢ Breastfeeding support

Children’s Service

Version 2.0  April2014
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CCM session target

CCM session aims
(only select those

Activity Description Example of sessions (only selec;thghggses?gﬁ)ropriate to Spprapriate taithe
session)
Childminder Sessions aimed at e Childminder Droo-in e Tierl e Creativity
Groups registered childminders P e Holistic play
Activities in the community
aimed at promoting the
Children’s Centre that are
run at other community e Schools fetes
Community venues e Community festivals/events e Tier1 e Knowing your
Support Outreach e School open evenings community
This does not include all e Information stalls
sessions run at linked
venues i.e. stay and play
etc
Occasional childcare for
N children during particular R .
Créche events such as parenting * Creche ¢ Terl
programmes.
. . . DV Safer Famili .
Specialist service designed * Safer Families Parenting support
L ¢ DV Stay & Play .
Domestic Violence | to support vulnerable e« DVP i o Tier3 e Building
families. arenting confidence
e DV Counselling
e Citizen’s Advice e Tierl
Activities and advice from * }/r\]/feol:;r?]rztglr?hts Advice & * ACFFTSS to benefits /
Economic specialist and/or CC that e Emplovability courses training / employment / e Building
Wellbeing assist families in achieving ploy y legal advice / volunteering confidence

economic wellbeing.

Housing Support Advice &
Information
REED

opportunities / housing
support
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CCM session target

(only select those appropriate to

the session)

CCM session aims

(only select those

appropriate to the

session)

Any activity that supports a

Transition Support
Preparing for school
Meet the teacher
Preparing parents to
support children to go to
school

Child development

Early Learning & family in transitioning a child | ¢  Workshops/sessions on o Tierl Language
School Readiness | into pre-school/nursery or FEE or FEE2 development
school. e Speech and Language stay
and play (i.e. chatty
play/SPLAT) — This does
not include S&L drop in
e Toy Library
e Book club/library
Social
development
Extended Services | Activities held for children | * /'i;te?kfaﬁt CI'“:’Sb . Tiert Physical
outside of school hours. 4 (Ia'd s¢ 0?] clubs 1€ development
. oliday schemes Creativity
Holistic play
Aimed at families o CAFS (reviews/meetings) o Tier2
Family Support referred/self-referred, * (C:)ourtrI:SaC:nFc)iZ(r)lrg: calls and ¢ QQX géh:ééeelg\ézmetgé?ft Any appropriate
Outreach potentially at risk requiring P P 9 aims

additional family support.

Outreach in centre
Outreach out of centre

on what is covered in the
session
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www.barnet.gov.uk/wwecib/ccm-support

CCM session target
(only select those appropriate to

CCM session aims

(only select those
appropriate to the

Family Support

Aimed at families

the session)

Tier 2
Any other relevant target

session)

referred/self-referred, - > Any appropriate
\(/)il;;[trseach — Home potentially at risk requiring * Home visits can t;e ?_dded dep;?‘d;ﬂg aims
additional family support on what Is covered in the
session
Tier 1
Transitions to solids
Er\;eggi?c?:r?l?ld ﬁgalth or * Healthy cooking rlealthy eating ge? |th)_/ Ilvf!ngh
Health & Safety P 9 y e Fire safety Oral health arety in the home

safety either as an
individual or in the home.

Home safety

Immunisations
Smoking cessation

Baby weighing
Male Carers Sessions aimed at male e Fathers groups Tier 2 Parenting support
Groups carers. e U8's football g stpp
Tier 2
Baby weighing

Maternity Services

Events aimed at new or
expectant parents.

Ante Natal Classes
Post natal classes
Unity

Breastfeeding support
(Unity is a specialist
service, and would need to
be recorded as a Tier 3)

e Fundraising events
One off events run by the e Day trips :
One-off Events Children’s Centre. e Educational visits Tier1
e Fun-days
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CCM session target
(only select those appropriate to

CCM session aims

(only select those
appropriate to the

the session)

session)

e Strengthening families
Parenting Evidence based parenting e TripleP
Pro programmes these are ¢ Incredible Years Tier 2 Parenting support
grammes o _
specialist run courses. e Solihull
e Family Links
Parenting support
workshops can include
bespoke workshops/short Parenting support
courses of parenting e Child sleep workshops Child sleep
Parenting Support | support needs including e Toilet training workshops Tier 1 support
Workshops supporting parents with e Behaviour advice Adult learning Toilet training
routines, sleep, potty/toilet workshops support
training and can be run by Behaviour support
CC staff, Health Visitors or
partner organisations.
Sessions for parents where * Parent support groups
. e Parents forums : .
Parents Groups their children are not . Tier 2 Parenting support
present. o Coffee mornings
e Advisory Boards
Time spent giving
information and advice to e Breastfeeding advice
parents. This could be face- | ¢ Telephone surveys
Significant contact | to-face or a telephone e Follow-up phone calls e.g. Tier 1/ Tier 2

and advice

contact. Full details should
be recorded in the notes.
This is not to include mail-
shots of timetables.

new birth or requesting
additional information
against registration data

Breastfeeding support

Parenting support
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CCM session target

CCM session aims

(only select those

Activity Description Example of sessions (only select those appropriate to A
the session) apprgg::tioen)o &
e Open Doors Building
e Mencap confidence
Events aimed at families e Rainbow Trust Social
. with special education e Parents of Down - development
Special Needs needs (normally run by Syndrome Group Tier 3 Emotional
specialist services) e Any SEN support group development
e Speech and Language Language
(1:1) development
Creativity
e Stay & Play Holistic play
Events for all families e Messy Play Physical
Stay and Play focussed on play and e Creative Play Tier 1 development
development e Parent & Toddler Group Social
* Music Groups development
Tier 2

Young Parent
Groups

Sessions aimed at young
and teenage parents (aged
13-24 years)

Arts Depot Activity Run
Events
Teenage mother groups

(any other relevant target
can be added depending
on what is covered in the
session)

Parenting support

Page 50 of 102




1.3. Creating a new session
1. To create a session the Activity type must already be set up in the system.

2. From the Side Menu, click the Attendance button, then click the Input
option.

3. Select the appropriate entry in the drop down activity list.
4. Press the 'View Session' button. Any existing sessions are listed and

colour coded. A key can be displayed by clicking on 'Styles Key (Grid Row
Style Session Status - Click to Expand):'

Session Row Style

Monthly Session

Confirmed : Date in the Past with Attendances
UnConfirmed - Date in the Past with Mo Attendances
Booking (In the future) & Adhoc (Has attendances)

Row Select - Currently Selected Row

5. Click the 'New Session' button:
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You will then be presented with the following screen:

MAIN MENU «
Search -~
Attendance {
Input Activity Adult Learning 5
@ Review Location: %5
@ Date: 20 Mar 2013 E Format [ga 1M yy]
Time: (]
Session Name: ESOL
Comment: Level 39
Charge Rate £ [0.00
Charge Type: v
Max Capacity: 0
£8| Every Child Matters | Targets & Aims | Booking Pattern
Service Providers Key Workers
[J MEW SERVICE PROVIDER] ~
Bloyearsidocnans Default Key Workers
[Baby oga ¥
: [IBamet and Southgate college Mot oo
sl o [JBamet Library Senices
Reports L Ccap
System Admin - 1ok Maney Mlananemant 5

Please note: it is best practice to use a uniform naming convention for
sessions entered onto CCM to allow for simple reporting. Currently there is
not the functionality to run reports based on session hames; however there is
a query that can be used.

1.3.1. Fields and tabs

Time / date options

The activity and location drop downs provide information about the type of
session to be held and also where it is located.

When creating sessions, it is best practise to specify a start and end time of
the session. Clicking in the box to the right of the word ‘time’ will allow you to
specify the session time in the drop down boxes that become available.

For reference purposes you can specify the amount you will charge for the
session (charge rate) and also the charge type from the drop down box.
Charge type refers to the charging structure i.e. on a per adult basis, per
family basis etc.

Finally ensure the max capacity reflects the maximum number of people who
can attend the session.

Key Worker / Services / ECM / Targets/Aims/Resources/Booking Pattern
In this section you can select those Key Workers, Service Providers, Every

Child Matters outcomes, local Targets & Aims and Resources that you wish to
associate with the session.
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To add items to the session, tick one or more in the left hand pane and click
the 'Add Selected' button. The 'Add All' button will add all items irrespective of
whether or not they are ticked.

Items added will appear in the right hand pane and can be removed by using
the 'Remove Selected' or 'Remove All' buttons.

The default targets for the activity will be copied to a new session. You should
always review these and update where appropriate.

Please refer to Section 3: Attendance Overview, section 3.4.2 Targets and
Aims for further details.

You can either select the applicable tab or press the 'Next' button to move to
the relevant screen. The following example shows the Key Workers tab
during Add New Session with default settings from the Activity:
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Where there is a potential double booking situation (Date and Time) for either
a Key Worker or a Resource a warning will be displayed in the form of a
colour code as in the following example:

Booking Pattern

The booking pattern tab will allow you to create multiple sessions of the
activity type being created i.e. Food for life every week on a Saturday
morning.

Once you have entered all of the session details, press the 'Save' button to
set up the sessions in the database. You will be presented with the following
confirmation screen:

1 SR HG T

Sessions created successiully.

Add Adtendees [ Finish & Go Te M-enu—l

Message Users

Press 'Add Attendees' to go directly to the manage attendances screen or
'Finish & go To Menu' to return to the list of sessions for the selected activity.
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Table 2: fields and tabs quick reference guide

Activity* Prefilled with activity chosen in previous screen.
Location* The room/venue session will be held in.
Date* Course start date

. Tick the time box if the sessions are being held at the
Time*

same time whenever it reoccurs.

Session Name*

Name of the session being run.

Any additional comment i.e. what is covered in the

Comment )

session, level of the course etc.
Charge Any charge per session
Charge Type Per person, adult, child or family

Max Capacity

Capacity of the room or group

Services*

If sessions that have been run at the centre have been
provided by external organisations e.g. Welfare Rights,
Unity, REED etc. This must be recorded in the service
provider tab.

By recording this you are able to run reports to show
how many sessions have been run in conjunction with
specific service providers.

Please note: If a service provider is not listed, email
ccm.support@barnet.gov.uk to request for it to be
added to the system. Where possible provide the
contact details for this service.

Key Workers*

For every session that is run by the centre, the key
workers should be recorded. This can include anyone
that participated in the running of the session including
Children’s Centre workers, volunteers and key workers
from external agencies such as Health Visitors etc.

Please note: If a key worker is not listed, email the
name, job title, organisation and contact details to
ccm.support@barnet.qov.uk to request for them to be
added to the system.

Every Child
Matters Outcome

Pre-set but can be amended for a session as required.
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Targets are the 3 tiers of services, pre-set to activities
but can be amended for each session.

Targets * N
There are additional targets (please refer to the targets

and aims section below); that must be selected for
sessions with this focus.

Aims are similar to targets, and are used to record
outcomes of sessions (please refer to the targets and
aims section below).

Aims

If a group is recurring at regular intervals, set up the
Booking Pattern recurrence in this tab by choosing day, number of
occurrences and type of occurrence (daily, weekly, and
fortnightly).

*those with a star must be entered for every session inputted.
This information feeds into data used in performance reports.

1.3.2. Targets and Aims

All activity groups have pre-set targets; these are in the form of tiers. When
you enter the details of a new session, it will automatically set to the relevant
tier.

You must always check the targets and update where necessary.

Every Child Matter (ECM) Outcomes* are also pre-allocated to sessions.
*Please note that ECM outcomes are no longer used to report on as the
Government no longer requires Early Years to use them. This is a standard
tab within CCM and this is why it will still appear on the system.

Definitions of tiered services

Tier 1 services
Tier 1 services are universal services that all families can access.

Tier 2 services
Tier 2 services are aimed at targeted families.

Tier 3 services
Tier 3 services are only provided by external agencies / professionals.
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Access to benefits
Access to training
Access to
employment
Access to legal
advice

Access to
volunteering
opportunities

Child development
Physical
development
Emotional
development

Social development
Language
development

Targets that can be assigned to sessions

Access to housing
support

Smoking cessation
Transitions to solids
Healthy eating
Baby weighing

Aims that can be assigned to sessions

Building confidence
Creativity

Holistic play
Parenting support
Child sleep support
Healthy living

Immunisations
Oral health
Breastfeeding
support
ESOL

Adult learning

Toilet training
support
Behaviour support
Safety in the home
Knowing your
community
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1.4. Manage attendances

1. From the Side Menu, click the Attendance menu, then click the Input
option.

2. Select an Activity type from the drop down box along with the month and
year the session is due to take place, and press the ‘View Sessions’
button.

ChildView ? x|
Tl Chilibren's Contrn Manager ol SysAdmin o Site 1 i)
HOME oll
= Piaase select an Aty

|nod!am | |DEC v |20u_v!

I, ey

Fieaze select a seasion.
Seasion Hame Session Dot Anondaes Bookings | Max Capacity Spaces Remaining
MONTHLY Food for Life MONTHLY (]
Food for Lile (Clems Home) f2122013 L] L} 0 0
Food for Lde (Clhents Home) 06/12/2013 ] ] 0 ]

Ganerate Regater

3. Clicking on the Session of interest will enable the buttons at the bottom of
the screen. The buttons being enabled will depend upon whether an activity
or session was selected:

Generate Regater Meisage Key Workens Growp Key Worken
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So that you can register those people who are interested in attending a
session press the 'Manage Attendances' button. This will open a screen
similar to the following:

ChildView 7| x
e Chiddern’s Centee Manages Sysidmin Site 1 |
HOME " .
o ~ T
Ao ndad e Ly
| Food for Lide {Cherts Home) on 79 My 7013 Capachy 0 st Saweh : (= Fineah & G T Serus
Inpas
B Fiven
el - |
e Laarch |
——— : © | e e
: EEEEEEEE—
T s ] Age  Mestfe
< ¥
Incniah o e e adiran
i Dol Age  Ralalwenbp
alptnd naciugh B0t UOT 82 1he e Addem ! E
Hare bom L] Ll Beove A
Casawork @ e
Messaging £ -
Hemage Regeas | Grovn Regatrants ekl Reviverken [ | To Mans
vrg—y T | e feiman Ganecta tegate | | Frah G To

4. You now have a number of options to search for those people you would
like to register for the session. Selecting the applicable tab
(Individuals/Addresses/Previous Attendees) will allow you to enter search
criteria, and pressing the 'Search’ button will return those matching
records.

In each case the number of records returned will be limited by the value in
the 'Max Records Returned' box (default value 250).

The previous attendees tab will show those people who have attended a
similar session in the past 3 months.

Each Search Tab breaks down into 3 sections, as illustrated below. The
Main Section in each case will reflect the main search results (Individuals,
Addresses or Previous Attendees).

When an individual or address in the top section is clicked, the middle
section will display individuals who live at the same address. When an
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individual is clicked in the middle section, the bottom section will display
any other individuals who are related to the selected individual, but don't

live at the same address.

Each Search Tab breaks down into 3 sections. The Main Section in each
case will reflect the main search results (Individuals, Addresses or Previous

Attendees). When an individual or address in the

top section is clicked, the

middle section will display individuals who live at the same address.

e [ george ] Search
=

Max Recs Returned '_25“

Hame Doa Age  Tdentifier

Abn George 22 Oct 1996 | 16 | GEOODOD4

Andy Gearge 17 Sep 1995 | 17 | GECOOO3

Coln George 29 Dec 2003 |9 | GEODDOS

Main Section
(Individuals,Addresses
or Previous Attendees)

When an individual is clicked in the middle section, the bottom section will
display any other individuals who are related to the selected individual, but

don't live at the same address.

Age  Rebtionship
[0 | Ms Arranda Parrsh | 07 aug 1067 |45 |

O | Mr andy George | 17sep 1905 |17 |

[ | Mr Alan George 22 Oct 1996 | 16

0 | mr Coin George | 29Deczo03 |9 |

Individuals at same
address Section
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Rebted Individuals but NOT at the same Address

O | #r shaun Pamsh | 165ep 1969 | 23 | Chid

Related individuals not

12, King Square, Eastboume at same address Section

“l:i“g.;ﬂs_ﬁi:\r Jones | 14 May Z‘DEf.'" 13 :-Dm
14, Feldada Viaw, Easthoume

Dm Chess Smith p '“u Fab 1970 | 43 Trosoand
11, Duck Park, Easthourne

D:Mlmansrv:r, |112n 2000 |13 | O

11, Duck Park, Easthourne

5. Within all 3 sections, individuals are booked into the session by ticking the
selection box and pressing the Add button. If an individual appears in more
than one section, the Add button will only add them once. Double clicking
an individual will also book them into the session.

6. Should you make an error in your selection, select those names from the
right hand side of the screen that should not be in the Results section and
press the 'Remove’ button. The 'Remove All' button will remove all people
in the Results section.

7. Once all your people have been added to the Results section, pressing the

'Finish and go to menu' button will return you to the attendance input
screen for the current activity.

06712/2013
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8. Viewing individuals who have an attendance recorded on a
session

Should you wish to view the names of those people who are actually booked
on the session, select the session of interest from the summary page and
press the '‘Manage Bookings' button.

You will see a list of any individuals booked on the session on the right hand
side of the screen.

1.5. Copying sessions

Rather than create a new session and input all the necessary criteria again it
is possible to copy an existing session and specify the bits of information you
wish to copy.

1. From the Side Menu, click the Attendance menu, then click the Input
option. You will see a screen similar to this:

ChildView 2 x|
The Children's Contre Manoger User Hame Sits . Site 1 i
| i ci e sysadmin lutd
HOME “ | A
| .i';"""—,—il Attendance Input
|| Anendance o)
= .| Pteaseselact an Acity
i —m—— |F'I|ase Salect an -N:ﬁv'lyivi II:EC v |2013:v]
| © Review
| Barcode Regters Viei Sessors
| @ Session Analysis
Select Session
Please select a session.

2. Select an Activity type from the drop down box along with the month and
year the session is due to take place, and press the ‘View Sessions’
button.
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3. Clicking on the Session of that you wish to copy will enable the buttons at
the bottom of the screen:

Pressing the 'Copy Session' button will open the following screen:

T | [ S

Food for Lifa (Cliants Home)

|0212/203 |

Copy from seurce session:

[+ Seioct a7

[+ Sandce prodders [¥15ession asms
(A Ky workers Y] sk aterdances
[} Every Chitd Matiers: objecives [¥|Resources

[ Targats [iBackings

4. You can now specify a new date for the session as well as specify which
bits of information you wish to copy.

5. Once you have done this press the 'Copy Session' button to create your
new session.
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You will be warned if an existing session is already in the system for the new
session date specified:

ChildView

The Children's Centrs Manager

HOME

The Session Name is aLr‘aa being used at
this Location (Chents a}' and with a date
matcheng one or mon bomang pattam dates.

Dlem alter the Session Name to avoid
mbiguity.

[oe |
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1.6. Editing sessions
It is possible to edit the details of an existing session.

1. From the Side Menu, click the Attendance menu, then click the Input
option. You will see a screen similar to this:
g:}zlllllddmyil.etwﬂ

2l
Centre Manager User tiame - SysAdmin si=  Site 1 |

HOME | A

Anendance &)
.| Please selectan Actity

—h”‘f Please Select an Actity vg iDEG w2013 v]

@ Review

o Bacoa Regaas e
|

@ Session Analysis

Select Session
Please selecta session.

2. Select an Activity type from the drop down box along with the month and
year the session is due to take place, and press the ‘View Sessions’
button.

3. Clicking on the Session of that you wish to edit will enable the buttons at
the bottom of the screen:

Page | 65



You will be prompted with the following dialog:

Message from webpage . X

6 Thiz will change the sasting bookings and stbendances. Do you wish b
procesd?

.GI.F. Cancel

This informs you that any updates you make to the session details will filter
through to any bookings or attendances already set up in the system.

Press the 'OK' button if you wish to proceed.

You will now be presented with the session details which can be viewed or
modified as required.
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1.7. Cancelling sessions

It is possible to cancel an existing session provided that it has no associated
attendance records.

Note: you should record all planned sessions, and cancel them on the system
if there were no session attendees.

1. From the Side Menu, click the Attendance menu, then click the Input
option.

2. Select an Activity type from the drop down box along with the month &
year the session is due to take place, and press the ‘View Sessions’
button.

3. Clicking on the Session of you wish to edit will enable the buttons at the
bottom of the screen. Press the '‘Cancel Session' button.

4. A screen similar to the following will be displayed:

ChildView 2l i

_The Children's Centre Hanager Uzcc fizne . SysAdmin - i Site 1

HOME P - ] ;
Er—
L

@ Barcods Registers

© Session Analysic ) Cancel all in the pattern ® Cancel Selected sessions
[ | Do | From | To Bookings | Key Workers v

m] 02 Dec 2013 o a
i)

17 Dec 2013 L] 1

Reason for cancellation v Al skes

Cancellation Category

[ -

Notily Individuals C] Motity Key workers

Message: num chars remaining - 500
| Food for Lfe Canceled an: 17 Dec 2013; -

All session that have no associated attendances are listed and the selected
session is ticked.

5. If the Cancel button is pressed without selecting a specific session, all

sessions within the selected month that have no attendances will be
included in the Cancel screen.
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6. Select the session(s) that are to be cancelled, enter a new Reason for
Cancellation or select an existing reason from current site records or from
all sites, select a Cancellation Category from the drop down list and click
Cancel Sessions.

7. The cancellation will be confirmed and the Attendance Input screen will be
displayed with the cancelled sessions struck through.

If the cancelled session is selected, the Cancel Session button will change to
Activate Session.
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Section 4: Individual full details

1.1. Individual full details

The Individual Full Details screen (shown either via the Family Search or
People Search route) shows the majority of information held on that person.
Selecting one of the tabs across the top of the screen will present you with
information held about that person relevant to the selection made.

ChildView
| the chuldren's Contre ransger o sysadmin - site1 il
HOME
Snn:h
mn | Ful lis
QFamﬂy l-l'ld ual Full Detal
er Henry Marting
DATEoFEmIE 2770473010
.MdFurmeWizwﬂ TN 01/01/2010 e
o Adanced Search ‘ gﬂu:: rmswwmmnmmm.(mmsmm
® Senice Prowders | = < =
Mtail Me: | Requrements Attendances | Refemis | Meakh | Costom | Matomaky |
o i Mege I bt Bl Uil Uil i 28
‘m Persorial D622 | Notes | Cid | Adul | Relitonships | Barcodes | Messiges |
TR |Master =2 Forename Weary 1
Muddie | Surname Martn
Known As | Gender Male |
Date of Brth {27/08/2000 [} Age E 1
Status |actve [+] start Date lorjoa/2000 [~]
Teiephons Mablke | =
o s Frofeisen’l =1
Motes : num chars |
rermaining - 255
=
Anendance ]
Casework o
&
llnnnjng [
Z ¢

e |

General information

The panel at the top of the screen shows general information about the
individual and is displayed whichever tab has been selected:

MAME Master Henry Martin
DATE OF EIRTH:  27/04/2010
START DATES 01/04/2010

o MOD0S12
ADDRESS: 5 Parfield Close Eastbourne BNG 9YY. (South Side)
SFEN CASES: NOHE
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Bread crumb

The bread crumb allows for an easy way of navigating back to the page you
were previously viewing - in this case clicking the 'Search People' link would
reload the people search screen showing the filter criteria previously used
along with the list of matching individuals.

Tabs

It is possible to add custom data fields to the Individual Full Details screen by
using the windows version of the software. Please refer to your System
Administrator should you need to capture additional information about
individuals that is not catered for by default in the system. Such information
can be set up in CCM Windows as Custom Fields and will show up in an
'‘Extended Fields' area at the bottom of each Tab (see example below).

Page | 70



The tab options are:

e Individual - overview of personal details

o Personal Details - in depth information

e Notes - both confidential and non-confidential in nature

e Child

e Adult

« Relationships.

e Barcodes - We will start using this in Summer 2014

e Requirements - information about disabilities and special needs

e Attendances

e Referrals

e Health

o Custom - this tab will show any custom fields that are not configured to
show on the tabs mentioned

« Nationality

e Messages — We will start using this in Summer 2014

Depending upon your user rights you may or may not see all of these tabs.

Should you wish to edit any of the information held about that person, make
the necessary changes, and ensure you press the 'Save' button at the bottom
of the screen. The 'Save' button will save changes made in any of the tabs.

The 'Cancel’ button will remove any changes you made in any of the tabs,
provided you have not pressed the 'Save' button.

If you make changes, then move off of the Individual Full Details screen
without pressing 'Save', you'll be asked to confirm the action:

Windows Intenet Exploter [®
',T Bue poul s woul wank 1o navigats svwiay lom this paga?
L3

IF pous navagale svway tom thes page pou wall lose the changss pou have made. [ pou want to save the changes cick Cancel and save your changes
betfoie navigatng swsay nom e page.

Frezs DK bo conbinue, oo Cancel o slay on the cument page

[ ok ][ conca |

Clicking 'OK'" will take you to the selected screen, or 'Cancel’ will restore the
Individual Full Details screen so that you can save your changes.
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1.2. Individual

This tab shows core information about an individual:

e
|Saruels
|Farrale

Date of Bith |26/0201598 [~] L :
Status |Active |~] |oafo1f2001 [+}
Telzphone 123456789

Emai {|smuelBtest.com

Motes : num chars Samphe Hote
remaning - 244

Status

This field allows you to record the status of the individual in the Child's Centre.
An Active setting can be used to indicate that the individual is currently using
the centre's facilities. Should you need to classify somebody as deceased
then it is recommended that you use the mortality section in the health tab to
record this information as additional information can be captured at this time.

Notes

This field will allow you to stores notes up to 255 characters in length. Should
you need to store additional information (including confidential information)
please use the extended notes functionality as described in Section 4
Individual full details, section 7.5.

Message Preference

This field is used to store the preferred method of messaging if known (Email
or SMS).This feature will be available in Summer 2014.
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1.3. Personal details

This tab shows in depth personal information about the individual e.g.
registered status, consent information etc

Tdentdying Detals

HH Humber I Humber

Regstared = Ske Regatered At
Local Indicator 0 Man Comespondee [

Consent

Non CCMal Shots [ O Video Permisson [

Werification

Name Verified By [Mo Selection Made]
D08 Venfied By
Gender Verfied By | [No Selection Made]

Registered

This field refers to whether the individual has returned a signed registration
form.

Please note: This should not be ticked if you have received the family’s
details through the new birth data form. See Section 2: Search Menu, section
5.9 on adding new birth data.

Site Registered At

This field refers to the centre where the individual first registered at i.e. where
they physically handed in their registration form.

Local Indicator

We do not use this indicator in Barnet.

Non CC Mail shots

It is a requirement of the Data Protection Act that you seek permission from
the family before you or any other agency should contact them with

information not directly relevant to the Children's Centre operation. Any
individuals declining this permission must have this drop down set to no.
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Verification fields

If a verification field has not been set you will see the following screen:

Verification

Mame Verified By [Mo Selection Made] Rd verified On [~
DOB Verified By [Mao Selection Made] Rd verified On [~
Gender Verified By | [No Selection Made] Rd verified On [~

Click the applicable entry in the relevant drop down box as well as the date
the verification took place. If you do not select a date then 'today's' date will be
used.

Note: You are unable to delete a verification field once it has been entered on
the system. However should the entry have been made in error you can select
the 'None or Remote' option to indicate this.

Extended fields
The extended fields are local to the Barnet system.

Extended Fields: PersonalDetails

Permission to be New Birth Data?
contacted for
evaluations / surveys

Date new Birth Data Date contact made
receved: from new Birth Data:
Consent to take part

in EYFSP tracking

Please note: If you have received the family’s details through the new birth
data leaflet, the three new birth data fields should be completed. See Section
2: Search menu, section 6.9 on adding new birth data.

1.4. Notes

The Notes tab allows you to store information that exceeds the 255 character
limit in the Notes section on the Individual and Personal Details tabs.

Notes can also contain formatting, for example different fonts, bulleted lists,
URL Links etc.

It is also possible for you to make an extended note confidential in nature, and

you can assign specific confidential permission groups the rights to access the
confidential note.
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Any extended note for an individual will show on the screen along with an
indication in the Restrictions column as to the rights you have over that note:

Extended Notas for : Miss Yade Samuel

* | Toe [ created on

|0 Geneml informavon 30/05/2013 1720405

L = Locked by owner

R = Read
W = Write
A = Archive

Clicking on the column headers will undertake A-Z, Z-A order of the
information shown.

Adding a new extended note

To add a new extended note press the .icon which will display a screen
similar to the following:

add new Extended Nota &

HTML  Previaw
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When recording the note title you should use the following format:
Note type — note subject — Children’s Centre

For example:

Telephone call — Breastfeeding advice — Barnfield

This is to allow queries to be run on the reports.

Please note: Telephone calls and correspondence can be used to
demonstrate sustained contact with families.

Note: The Permission Groups tab will only show if your user profile has the
rights to create confidential notes.

You can now type in your text and format this as needed using the various
icons that are presented.

For reference pressing the enter key will start a new paragraph of text. If you
only wish to add a line break then press a combination of the shift key and
enter.

Note: any images copied will not be saved in the database - the extended
notes field is only relevant for textual information.

Should you wish to prevent other users from editing the text then set the
'Locked by Owner' drop down to Yes:

BEY B EEES eV
Hormal B Treshewromn Ba0e) BB 7 U S EE S mY.A.

History
Harry was referred to us by Ciizens Adwice and has taken an active role i the centre smce he joined
Main activity interests

+ Healthy Living

s Language and Play
o Adult Street Dance

—m HTML  Premaw
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Viewing a note

To view an existing note select the applicable entry in the extended notes grid
and then click on the view extended note icon that will become available:

View selected Extended Note

Harry was referred to us by Citizens Adwice and has takeen an actve role n the centre since he jomed

Main activity interests

a Haakhar T iansn

Note: If you wish to be able to click on the urls in the document then you need
to ensure that the 'Preview' button at the bottom of the extended note dialog
screen has been clicked.

Modifying a note
To modify an existing note select the applicable entry in the extended notes

grid and then click on the modify extended note icon that will become
available:

Eelt selaeted Extended Note S

History
Harry was referred to us by Citizens Adwnce and has taken an actve role in the centre snce he jomed

Main activity interests

FFralabenn T o

The note has not been locked by the owner the 'Save' button will be enabled
which will allow you to save any changes made to the note.
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Printing or saving a note

If you wish to print or save an extended note to your computer select the
applicable entry and click the report icon that will become available:

Prot Extended hote
v Y i page 1 [ of | & (e []

General information

History

Harry was referred to us by Cinzens Adwce and has taken an active role in the centre since he jomed.
Main actviry incereses
« Healthy Livmg

o Language and Flay
» Adult Street Dance

Once the Print Extended Note screen has shown press the relevant button in
the toolbar at the top of the screen.

Archiving an extended note

You are unable to delete an extended note from the database, instead
authorised users can archive an extended note.

If you wish to archive an extended note select the applicable entry and click
the red cross that will become available:

Arg you aEe you want to achive the selected
Extended Mote/s?

{Moba: Orily Mobes that you have Pesmission to archive
amaved. )

will be r

Once you have confirmed that you wish to archive the note nobody will be
able to view it.

Note: If the note has been locked by the owner you will not be able to archive
it.
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1.5. Child tab

This tab provides information about a child's status i.e. birth, breastfeeding
and childcare needs etc.

Caring For Sbingls) [

Hursary Manager i

Birth Details

The database stores birth weight in Metric units (kg) and as such you need to
ensure that the Kg field at the right of the screen has an entry.

If you only have English birth weight information then you can enter this in the

relevant fields and click on the converter icon A
in the Kg field.

to get an applicable entry

Extended fields

The extended fields are local to the Barnet system.

Extended Fields: Child

CAF | ] CAF No. | |
an | 4] cPP | [+]
Emergency Contack | | 1ICS Mo. | |
LAC | |

Please note: CIN, CPP and LAC information feeds into performance reports.

Page | 79



1.6. Adulttab

This menu option shows general information about the status of an adult e.g.
parent status, employment status etc. The fields shown will vary slightly
according to gender of the individual.

The image below shows details for an adult male:

=
Adult Details
Parent O¢ Carer Long Parent 3| Teenage Parent O
Smokar =
Employmant | [~] Unique Tax Raf [
Driving Licence
Electoral Role Ref |

The image below shows the details for an adult female:

Parent Or Carer = Lone Parant @] Teenage Parent 0

Pragnant O

Smoker =

Employment [ [+] Unue TaxRef |

Driing Licenca [ _

Electoral Role Ref

-

Pregnant

Setting the pregnant drop down box to yes will cause the Due Date field to
become visible:

You can either directly enter the due date in to the date field or use the
calendar widget which will show if you click on the drop down arrow.

Page | 80



Extended fields

The extended fields are local to the Barnet system.

Extended Fields: Adult

Benefits

How did you hear
about us?

Reqistered Child
Minder

[] Income Support (IS)

[] 1ab Seekers Allowance (J5A)

] Employment and Support Alloy

[] State Pension

Does anyone in your
household smoke?

Are you planning to
breast-feed?

Sexual Orientation
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1.7. Relationships

This tab details any family relationships that may have been set (see Section
6: Add family wizard, section 6.5 for information on how to set up family
relationships when individuals are entered in the database).

The screen shot below shows that no relationships have been set for the
selected individual:

Creating new relationships

For our example we wish to establish the relationship between Jade Samuels
(the individual whose full details we are viewing) and her father Ruben

Samuels. Click the .icon to open the Add relationship screen:

ChildView

The Children's Centre Hanager LS Nama s ticue SSith e Site L Lx_]

MAIN MENU L]

Search L
1@ Family

ami
- People

HAME: Miss Jat
DATE OF BIRTH: 26,02/
rrrrrrr a/nyy [omeAddres

@ Add Family Wizard | ;o S
® Advanced Search AR O el

1@ Semce Providers
Mail Merga/Dat
® Extract 2

136 elGsde Vaw/Gasthoune, BC21 212 Seacn —~

Add Rek

Requremants | Attand
Indnidual | Personal Dt

By default the address where the individual lives will populate the Address
field. If the person we are setting up a relationship with does not live at the
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same address you can enter alternative search criteria in the Name & / or
Address field.

Press the 'Search' button to undertake a search. A number of names will now
show on the screen if a match has been found:

Add Rebtionship for: Miss Jade Samuels *
Hame Address _ : o
136 Fiidsde View,Eastboume, BC21 2.2 | Search —=
Add Relationship
[ | Hame | Address | pate of Bith | Igentrier |
n Drew Samuel 36 Feldside View Eastbourne Outside SureStart BC21 202 Jan 31 1977  SAMDIGD
0 Jasmine Samuek 36 Feldsde View Easthourne Outsde SuneStart BC21 207 Jun 24 2000  SAMO163
a ! Louse Samuel 36 Feldside View Eastbourne Outside SureStart BC21 2172 Aug 91996  SAMGIEL
:"" Peter Smith 36 Feldsde View Easthoune Outside SureStart BC21 217 Jun 2 1973 500352
:: hlbeﬂ_ﬂh_'liek mmzmmememg_m Apr 20 1980 Sﬂlﬂiﬂ|

Note: Searching will operate on a wild card basis on any word entered in the
search box(es). For example searching for 'J Smith' will return a list of people
where somebody has the letter J in their name and has the word Smith in their
name

Select the individual you wish to establish a relationship with; in our case
Ruben; and an Add Relationship section will now show on the screen:

-
e Ruben Samuels 36 Feldsde View Easthoumne Outside SuraStart BCZ1 207 Apr 20 1980 -SAMDIS6S

Selact Reltionshp
Ruben Samuels & the | xhdu Samuels 5
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Select the applicable entry from the left drop down box (in our case father)
and the system will try and make a match in the second drop down box.
Select the applicable entry:

Select Reltionship
Ruben Samuels is the | Father [~] Mes Jade Samuels 8 Daughter

Pressing the 'Save' button confirms the relationship. You can then close the
'‘Add Relationship’ screen if no other relationships needs to be added and view
the relationships for the person:

 Hame [ Aot [1centher  Rebtonsho | ldwdualls | Acdress |
RS — i SRR

Editing relationships
If you wish to edit an existing relationship, click anywhere in the select area

(see below) and an edit icon (n) will become available.
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Clicking the Individual icon will open Individual Full Details for the selected
individual.

Hame Age | Identfier Rebionshp Indhadual 1s Address
-~ Mr Ruben Samuels 3 SAMOLE4 i Father Daughter 36 Fieldside Viaw, Easthourne
L

Open Individual
Full Details Select Area

Pressing the edit icon will then open a dialog screen where you can change
the existing relationship as required.

Deleting relationships

If you wish to delete an existing relationship then select the applicable entry

and a delete icon ( ) will become available:

Delete Relationship for; Mis lade Samuak

Are you sure you want to delete this rebtionship?

Click OK' to confirm that you wish to delete the relationship.
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1.8. Requirements

Clicking on the Requirements tab allows you to view / modify any
requirements for a person as shown below:

- Personal Detalls ‘ Notes ‘ Child | Adult | Relationships ‘ Professionals | Barcodes ‘ Messages

Requirements Attendances ‘ Referrals Health | Custom | Mationality

Disabilties

[1 Angelman's Syndrome
[1 Arthiritis

[1 Asperger Syndrome
[ Asthma

Spedial Needs

[1 Early Years Action o
[] Early Years Action Plus
[ Hone

[1 5chool Action

Cancel Save

To record a disability or special need against someone's record click on the
check box next to the relevant entry. Un-tick the entry to remove a disability or
special need.

1.9. Attendances

This tab details any activities that the individual has attended.

r | Adwty | Date Attendances Location | Attended at Ske Seswon Hame
01/10/2012 2 Ste 1

Clicking on the column headers will undertake A-Z, Z-A order of the
attendance information shown.
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1.10. Referrals

Clicking on the Referrals menu option will allow you to add referrals and
record outcomes against referrals. Please refer to section 6: Referrals System

for details on adding referrals.

Referrals for: Jade Sarmusls + &
[= | Date [ who | Raferred To | Referred By
10 a3 fEpiE
1.11. Health

This tab allows you to record health information e.g. are they a smoker, are
they deceased, height & weight information etc.

]

2] pastlc Ho [ [2] pulse Per Mrute

i

|_':;‘!
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Body Mass

The database will only accept Metric units for weight (Kg) and height (M) as
such you need to ensure that the fields at the right of the screen have an
entry. If you only have English weight / height information then you can enter
this in the relevant fields and click on the converter icon ™
applicable entry in the Kg / M fields.

to get an

Once the weight and height information have been entered you can click the

Body Mass Index (BMI) converter icon to get a BMI entry.

Note: Although Metric weight & height information is stored in the database
you will be able to view the English weight / height information in the
respective fields when you view a person's Individual Full Details.

Doctor

This functionality has now been superseded by the professionals tab. See
Section 4: Individual full details, section 1.14 for further information.

Mortality

Pressing the 'Set' button will change the deceased status to Yes. Some
additional fields will also be displayed where you can capture additional
information if needed:

Martalicy
Deceasad Sat a5 Deceased Cancel Set

Causa of Death Bate of Daath
Verifiad By (Mo Selection Made] Verfad On

Click the applicable entry in the relevant drop down box.

For the verified field you will also need to specify the date the verification
occurred. If you do not select a date then 'today's' date will be used.

Note: You are unable to delete a verification field once it has been entered on
the system. However should the entry have been made in error you can select
the 'None or Remote' option to indicate this.

Once a person is classified as deceased then their status in the Personal
Details tab will automatically change to deceased as well. Should the
deceased status have been set in error then setting the status field to Active
(or other suitable entry) will resurrect them.
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Extended fields

The extended fields are local to the Barnet system.

Extended Fields: Health

Last asked about | | Date of Last Dental | |
dentist: Check

MMR1 | [] MMR2 | [
Registered wtih | |

dentist?

1.12. Custom tab

This tab show any custom fields that have been configured on the Barnet

system. For example:

Individual | Personal Details | Notes | Child ‘ Adult ‘ Relationships | Professionals ‘ Barcodes | Messages
Reguirements | Attendances | Referrals ‘ Health Nationality

Custom Fields

Extended Fields: Misc

‘Would you be [ (001) A childcare place for you *
interested in any of
the following: [ (002) Breast-feeding support

[] (003) Help towards getting a j
[1 (004) Help with family issues af _

N\

1.13. Nationality

Cancel Save

This tab allows you to record a person's nationality, ethnicity, asylum status

Ethnicry Whie-Britsh || Relgion

Engish Spoken Unknown :*-I Country of Orgn

Language Spoken | Unknown [] Famiy Language Sat
Asyum Seeker Na || Asyium Status
Asyhim

Port of Entry [ [+] Date of Entry

etc.
Nationakty

B!

[~]

[=1

Pressing the 'Set' button will set the entry in the Language Spoken field to be
applicable to all people who live at the address. The change will only take

place once the 'Save' button has been pressed.
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1.14. Professionals
The Individual Full Details includes a tab for Professionals.
When the 'Professionals’ tab is selected a screen similar to the illustration

below is displayed. The functionality available here is exactly the same as
described in Section 2: Search menu, section 3.1.1 for further information.

Requrements Attandances | Referml | Heakh | Cumom | Matonakty
Indwdual | Personal Detads | Notas | Chid | Aduk | Relitionshios [Tl IERRiRE Bacodes
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Section 5: Archiving

1. Archiving introduction

Archiving is the method used within the database to 'de clutter' the records, so
that only relevant, active families stay on view to the users.

Important note: archiving is carried out on a 'whole family' basis.

The database uses its convention of assuming that a Group of people who
live at the same address are a ‘family'. So, if there is a family of, say, 5 people
at an address, and one child reaches an age that is too old to be caught in
your children's centre 'umbrella’, it is not possible to archive that child alone.
The whole family would have to be moved to the archives, or else, the family
needs to stay in the current records, despite the fact that one child no longer
fits the criteria for membership of the children's centre. This ensures that
users see the 'whole family picture'. There may still be children in the family
who can attend the children's centre activities, and therefore, it would be
useful for users to have as much information as possible to hand about that
family unit.

All the information that is visible in the current view is visible in the archives.
Families that have been archived can be moved back into the current records
easily. Therefore, if a new child is born in a family that has been archived, the
whole family unit can be reinstated in the current records and the new child
added.

Search filters work the same, regardless of whether archived or non-archived
options have been selected.

Please refer to section 5 in the CCM Framework for further information on
archiving records.

Page | 91



2. Selecting non-archived or archived records

2.1. Family Search screen

From the Search / Family route, click on the Archived drop down box:

This drop down box determine if the search is to take place on those
addresses that are archived (Archived = Yes), Un-archived (Archived = No) or
both (Archived = All).

2.2. People Search screen

From the Search / People route, click on the Archived drop down box:

This drop down box determine if the search is to take place on those
addresses that are archived (Archived = Yes) or un-archived (Archived = No).

A padlock icon will show in the search result grid indicating if the selected

person lives at an archived (H) or un-archived -) address.
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3. Moving families in and out of the archives
3.1. Using the family search screen
Archiving

1. Click on the 'Search' button in the Side Menu, then click the Family option.
2. Search for the address/family you would like to archive.
3. Click on the relevant address in the address result grid to select it.

4. Click on the open padlock icon ( - ) shown in the individual grid. The
address (and therefore, its associated family) will be moved into the
archived records, and the padlock icon will become closed.

Un-archiving

Should you need to reinstate the family in the active, current view of the
database (for example if the family has had a new baby) then do the following:

Click on the 'Search' button in the Side Menu, then click the Family option.
Ensure the 'Archived' option is selected.
Search for the address/family you would like to un-archive.
Click on the relevant address in the address result grid to select it.

- -
5. Click the closed padlock icon ( ) shown on the individual grid. The
address (and therefore, its associated family) will be moved into the
current active records, and the padlock icon will become open.

PwphPE

3.2. Using the People Search screen
Archiving
1. Click on the 'Search' button in the Side Menu, then click the People option.

2. Search for the individual who lives in the family you would like to archive.
3. Click on the relevant individual in the search result grid to select them.

4. Click on the open padlock icon ( - ) shown in the search result grid.
The address (and therefore, its associated family) will be moved into the
archived records.
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Un-archiving

Click on the 'Search' button in the Side Menu, then click the People option.

2. Search for the individual who lives in the family you would like to un-
archive.

3. Click on the relevant individual in the search result grid to select them.

i

4. Click on the open padlock icon ( ) shown in the search result grid.

The address (and therefore, its associated family) will be moved into

the current active records.

=
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Section 6: Referrals system

The Referrals System allows you to record and monitor information about
people who have been referred to Key Workers, Activities and other Services
(including services that are external to your Children's Centre Programme).

Please note: Referrals to FEE2, EYVF, Health Visitors for MMR1 & MMR2
and Smoking Cessation Clinic are all performance indicators and are used in
reporting.

1.0 Viewing referrals for an individual

You can view referrals for individuals by doing the following:

1. Bring up the Individuals Full Details screen (see Section 2: Search
menu and either the Family Search or People Search topics on how to
do this).

2. Select the Referrals tab option to be presented with the following:

Refemak for: Jade Samuel + 4

Data Wha Raferred To Reférrad By

Any referral(s) logged against the selected person will now be displayed.

2.0 Viewing referrals for a family

You can display a list of all of the referrals associated with a household by
doing the following:

2.1. Via Family Search
1. Click on the Search button in the Side Menu, then click the Family
option.

2. Search for the address/family for which you would like to see referrals.
3. Click on the relevant address in the address result grid to select it.

4. Click on the 'Family Referrals' icon (n) that will show in the
individual grid.
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2.2. Via People Search

1. Click on the Search button in the Side Menu, then click the People option.

2. Search for the address/family for which you would like to see referrals.

3. Click on the an individual who lives at the address you are interested in to
select it.

4. Click on the 'Family Referrals' icon (ﬂ) that will show in the individual
grid.

If referrals are in place for any person in that household, you will see a screen
similar to this:
ChildView ™3

The Children's Centre Manager User Mame ¢ ~ o sitet

HOME £l Referral

Referals for al at: 2 Ash Park, Eastboume,BNS 6TF, (South ...

= | Date | who | Referred To

| oaozoiz  wary store  Musc Casses.
Motes Referred Mary to Musc Cass 3 she seems to be musicaly gfted.

Dutcome 10/10/2012 - Saly Evans
Mary not interested in Music Chiss

3.0 Adding referrals

Referrals are always associated with a single individual and are therefore
added to the system within the Referrals tab of the Individuals Full Details
screen.

1. Navigate to the individual that you wish to add a referral against and view
their Full Individual details (see Section 2: Search menu and either the
Family Search or People Search topics on how to do this). Select the
Referral tab.

2. Click the .icon to open the Add new Referral screen.
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I': Add new Refarral

Refer To
Key Worker
| Gwenda Maughan
By

| Gwenda Maughan
314052003
Motes : num chas
remanng-

Refer To

Referrals can be made to either a Key Worker in the programme, a particular
Activity, or to a Service. Select the type of referral you wish to make and the
drop down list directly below is automatically refreshed with the appropriate
options. Select the appropriate item from the drop down list. In this example,
we have referred our individual (Reg Harris) to an Activity called Singing
Lessions.

By

Every referral must be made by someone. The list that appears in this drop
down arrow is the same list as the Key Workers list that will have been
created by your system administrator.

Date

Click in the calendar icon located at the right of the date input field, and a
calendar will show allowing you to specify the date that the referral was
created. This should be set to ‘todays’ date as it is the start date of the referral
and, once set, should not be amended by anyone editing the referral in the
future. You can also type in the date if you do not wish to use the calendar.

Notes

This section is intended for you to capture information about why the referral
Is taking place.

4. When you have completed all the fields mentioned above press the 'Save'
button.
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4.0 Editing referrals

You can update an existing referral at any time, up until the point that it has an
outcome logged against it. Once an outcome is confirmed, referrals are locked
(and cannot be further amended), so that any reports and statistics are safe.
Referrals can be edited either via the Family search screen, the People
search screen or via a persons Individuals Full Details.

To update a referral:

e Click on the 'Family Referrals' icon located in the individual grid of the
family search screen once an address has been selected, select a person
who lives at the address of interest in the People search screen, or
navigate to the referral tab in the person’'s Individual Full Details.

e Click on the check box located at the left of the referral item, to select it.

e Hover over the pencil icon that will now become visible and select the Edit
Referral option that shows in the pop up menu:

e You will then be presented with a screen similar to the following:
Edit Refesral )

Rifar To
| Aethity i)
Music Classes v
B
| Mary Peters ]|
Date
| 03f10/2012 B
Hotes : nism chars
Temaining -

EEI.el‘er'r-ed Mary to Music Clss as she
| seems to be musicaly gited.
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¢ In the Notes field, you can update the previous comments. Do not change
the entry in the Date field as that is the date the referral was first raised.
You could, instead, type a date in the notes area, as shown above:

e Once you have modified your notes press the 'Save' button to confirm your
changes.

5.0 Recording outcomes

When the reason for the referral has been resolved, you can allocate an
outcome to it. Once an outcome is confirmed, referrals are locked (and cannot
be further amended), so that any reports and statistics are safe.

Outcomes can be recorded via the Individuals Full Details screen, from the
Family search screen or from the People search screen.

5.1. Record an outcome

e Click on the 'Family Referrals' icon located in the individual grid of the
Family search screen once an address has been selected, select a person
who lives at the address of interest in the People search screen, or
navigate to the referral tab in the person's Individual Full Details.

o Click on the referral item, to select it.

o Hover over the pencil icon that will now become visible and select the
Record Outcome option that shows in the pop up menu:
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e You will then be presented with a screen similar to the following:
Record Oubooms L.

Confimad By

Saly Evans L=}
Motes : num chars remaining - 221

Mary not interestad in Music Class

Date ;
31/05/2013 A

Cancel Save

Confirmed By

Every outcome must be confirmed by someone. The list that appears in this
drop down arrow is the same list as the Key Workers list. This list will have
been created by your system administrator.

Notes
Type explanatory notes to explain the outcome.
Date

Choose the date of the outcome by clicking on the calendar icon or manually
typing in the date.

e Click the 'Save' button. You will be prompted to confirm that you wish to
record the outcome as Referral cannot be edited or removed once an
outcome has been added. Press the 'Save' button to confirm the outcome.

e The outcome will then appear in the referral summary table:

' =]
Rafermais for; Mary Stane + &
Date Wha Referred To Raferred By

03/10f2012  Mary Stone Husic Classes Mary Paters

Hotes Refarred Mary to Musc Clss as she seems to be musicaly gifted.
Outcome 31/05/2013 - Saly Evans
Mary not niterestad in Music
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6.0 Referral reports

On the individual grid in both the Family search and People search screens,
and also the referral tab of an Individuals Full Details is a referral report icon

|

If you click that icon, a printable list of those referrals will be displayed in a
separate window:

w | o % Page |1 B o 1 B Ol rf B 9
Referrals Report
Referred To Wihen By Hotes Sarvice External
lzny Stone 2 Ash Pask Eastbousne BN 6TF South Side False
Mfuweac Classes 02012 Alary Peters Referred Many to husic Class as she teems 1o

be musically gifted

Cutcome: True 310513 Sally Evans Mlany not
milérested n
Mlusic Class

Number aof refemals 1
Number auth an cutcome

Yumber of external refermals +]

The people included in the report will vary according to which screen you
created the report from. If you created the report from the Family Search or
People Search screen then all referrals for the family will be included. If you
created the report from an Individuals Full Details only their details will be
included.
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