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Maintaining Key Information

Prior to creating a contact on a child it is important that you update the information
recorded under personal details including Locality. Check that the Relationships are
up to date and that all Key Agencies involved are recorded.

Create a New Contact

In order to record a Contact for a child/young person, the child’s record must be
displayed. For more information on searching please refer to the eCAF General
manual and the section on Searching.

On the Basic Demographics screen of the child/young person’s record there is a link
to Create a New Contact under Actions on the right hand side.

NOTE: If an open contact exists for the child/young person then a further cgntact
cannot be created; the option to create a new contact will be disabled. In
instances the outstanding open contact would need to be completed or updated with
the new details before a new contact can be created.

-----

9 9-0ct-2009 (Cas ! @
. Jimmy Woods, 7 years 19-Oct-2009 (Case No: 1019411} -

® Name & Gender ® Addresses

Case Numbe 1019411 Primary Address 27 Jubilee Road None at this time.
= Title from 19-0ct-2009  Crosby, Liverpool

FEurther Details # No NHS Number re

4 Personal

VWoods i B No UPN recorded
Photos Jimmy » Address Histoky [ Update Addressas : o reco!
| hi Male Current Vulnerability Lefre
e atonshipe Start New Pre-Afsessment Form
Key Agencies @ Troubled Family
Contacts @ Age / Date of Birth [ 1s this a Troubled Family cohort? -Start
» Update for famil
Forms ;9-00:-2009 P Y
Age years _
Documents O Unbom Child @ Actions
General Notes b Update Personal Details ® Locality » Create a new Contact
» Send a message about this Person ocalib i » Mew Document
History Loca N Mid Sefton
Time Line
@ Other Names & Relationships
Chronology ® E-Mail
Costs + Add Other Nams -Mal limn:r Woods - 7 years
his Child
} Health Mary Woods - = 29 years
@ Telephones Jimmy's Mather
} Education P Jimn t

» Add Contact Number / View Historic Numbers...

® Disability

[ Is Disabled?
[0 Is on a Disability Register?

See Further Details for disability details

® SEN
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The following prompt will appear:

F ~
Message from webpage ﬁ

Click OK to confirm that a new contact will be created or Cancel to return to the
personal tab on the child’s record.

The new contact record screen is displayed:

LIRS R Contact - New Contact Record Received

Active Task: . Lynn Parsons (Reassign) Started: 23-1an-2017 Due: 25-1an-2017

New Contact Record .
Contact Record Task Details No Other Persons v

The Contact Record has not been started.

New CAF Episode
Start Contact

Family Pathways - You may use the following table of related persons to start 2 grouped contact.
Any selected persons will be included in the contact group and the cantact assessments will be edited as one.

Relationship = Name Age Info
Jimmy Woods

» Click Here to Update Relationships for Jimmy Woods...

Transfer to @hildren's
SocialfCare

Transéfr to Adults
sfcial Care

f Further Action

If there are/any siblings displayed select which children should be included in the
Contact the Click on Start Contact.
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If there are existing records then you will be asked to select which records to copy
forward; if there are no previous records then you will only be able to Start Blank

Liquidlogic EHM UAT

Jimmy Woods, 7 years 19-Oci-2009 (Ca=z No: 1019411) @ ey ‘0 Contact Record,
. P9 ﬁ ae \l:.} % E 23-]Jan-2017

il c

Information Copetlidation Revisions

( . ) Copy Forward _Ffiers are no previous Records for Jimmy Woods, 7 years, so you do not have the option to copy answers forward at this time.
Click "Start " to start the new Record.

The Contact Record screen will be displayed.

Ligaidiogic EHM UAT

Jimmy Woods, 7 years 19.0ct-2009 (Case No- 1019411) o ‘% Contact Record,
A A R o ROV Y| |

Information m Consclidation  Revisons
& Print ¥ Contact Record

‘Contact Record

« Basic contact infor...,
= Other invabsd ..
» Contact details & i...
& Outcome

W Attachments (1)

Basic Contact Information

Ligaidiogic EHM UAT

Jimmy Woods, 7 years 19.0ct-2009 (Case No- 1019411) o ‘% Contact Record,
A A R o ROV Y| |

Information m Consclidation  Revisons
& Print ¥ Contact Record

Contact Record
» Basic contact infor...

i Attachmedts (0)

To start entering data into the Contact Record click on the first section under the
Contact Record (Basic Contact Information):
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Information Consolidation

& Print ¥

Contact Record

» Other involved per...

o Contact details &i...
s Outcome

10 Attachments (0)

Liquidlogic EHM UAT

. Jimmy Woods, 7 years 19-0Oct-2009 (Case No: 1019411)

Contact Record,

[ ]
23-]an-2017

&ﬂ—‘(;’% E

Revisions

Basic contact information

23-Jan-2017 |

() Out of Hours - Evening

Date of Contact

Time of Contact () Normal working hours () Out of Hours - Morning

Contact Method

@ Details of person making contact

Who has made contact? | hd

Source Type | hd |

Contact email | |

Fields with Red Text are mandatory fields; if a mandatory question has not been
answered, a yellow alert will be displayed to notify the user of which fields have been
omitted or contain invalid information.

A form cannot be finalised until all the mandatory fields are completed correctly:-

Date of Contact

Time of Contact
Contact Method
Who has made the

contact

Source Type

Enter the actual date of the Contact (this can be backdated if
required) use the calendar to select the date OR type it in
using the format dd/mm/yyyy

Select from the three options by clicking the button next to
the relevant text

From the pull-down box select the method of contact

From the pull-down box select who made the contact —
depending on the selection made additional fields will
be displayed; please complete all information you have
for this contact.

From the pull-down box select the source type of the
contact
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Other Involved Persons

This screen is split into two sections:-

Family / household members and significant others
Other agencies

Liquidlogic EHM UAT

Jimmy Woods, 7 years 19-Oct-2009 (Case No” 1019411) @ o ‘% = Contact Record,
& c - ﬂ‘ \ma) E 23

ot Jan-2017

Information Consolidation Revisions

8 Print X Other involved persons details

Contact Record @ Family / household members and significant others

= Basic contact infor...

_ Relationships for Jimmy Woods, 7 years

@« Contact details &i...
« Outcome

0 Attachments (0) MC YC PR NK  EC Defined Relationships Name AgefGender  Address

» Search and Create - Search for related peopls or create a new person in this system
» Suggest - Suggest other relationships based on existing reltionships

Start/End Date

0Ooo < & Mary Woods | = 23 years 27 Jubilee Road, Crosby, Liverpool, 123 380 23-Jan-2017

® Other agencies

Other Agencies
No Other Agencies have been defined.
» #dd Other Agency

This information will pull through into each section from the Basic Demographic

information of the Person which has previously been set up.

It is important that all relationships and agencies are recorded in the Basic

Demographics screen of the child/young person.
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Contact details & information gathering

Please enter as much information into each of the fields on this screen.

Jimmy Woods, 7 years 19-0c1-2009 (Case No: 1019411) TRy B Contact Record,
- = S ROV ) |

Information Conschdation Revisins

@ Print »  Contact detalls & information gathering
Contact Record Detaly cf contact
= Basic contact infor...
« Cther invabad per... Chikd's current wheresbouts
Conbact dotaiks B i
& Cufrome Iritial infnrmation gathering

8 Attactments (D)

Briel detais of any relevant early
intervernion week prenided

Hetes,

& Threshold Level
According to LSCH Threshold Document

Theeshold Ll 1 002 0 3a (D 3b- Needs ot this bevel shoukd be refered b social care () 4 - Nesds ot His bevel shoukd b referred o social care
i detnrmining whether a referral is necessary tn Chidren's Sacial Care, full consideration shoukd be green a5 1o why the support nends rannos be met withoe sactal warker intrventian:

Wity 8 social worker?

il cuticme o yow anpeet fo achiee?
[scuss with your agency Child Pratecticn lead pricor to maling a refierral

& Community Adolescence Service

15 & refierrall £ the Community Adolescence Dves O ha
Service (o be considered? < 2

® Consent & information shanng

Is the child{young person aware of the O Yes No
contact

Is the parent/cares sware of the conlact? O ves Mo
Has the parentfrarer given corsert tnshare. (T v () Na
infarmation?

The Threshold Level field is Mandatory and must be completed to proceed.
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Outcome
Liquidlogic EHM UAT Home (1) ¥

Jimmy Woods, 7 years 19-Oct-2009 (Case No: 1019411) . ‘@ Contact Record,
: c L o I \aa) 2 B ey

Information m Consolidation Revisions

& Print X Outcome

Contact Record Contact Reason Code ]

» Basic contact infor... Additional information gathered

= Other involved per...

s Contact details & ... Contact Decision Date l:lﬂ
J— 1 osres o Epece
Il Attachments (0) Lirkete-Bxisting Spisade

[ Mo Further Action

Reason for Action Taken

Please complete all fields on this screen.

Saving the Contact

You can save the Contact Details at any point when entering the information by
clicking the Save button at the top right hand side of the Contact Form.

Finalise the Contact and Assign

Finalising the Contact Form will mean that you have entered all of the information
relating to the Contact; you will not be able to make any further amendments.

To finalise the Contact click on the Finalise Record at the top of the screen.

You will be prompted to confirm you wish to Finalise the form:-

Message from webpage M

| Please confirm you wish to Finalise?

| ok || Cancel

Click on OK and the following screen will be displayed:
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Contact - New Contact Record Received

Active Task: . Lynn Parsons (Reassion) Started: 23-Jan-2017 Due: 25-Jan-2017

Contact Record Task Details Mo Other Persons v

@ Please s&lgct a user to authorise this Contact Record:

() Triage Group Help Gateway

Comments:

You will be prompted to assign the Contact for A
option available — Triage Group.

orisation, there will only be one

Click in the button next to the Team and then click Assign at the top of the screen.
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Cancelling a Contact

If the contact has been created in error it can be cancelled using the Cancel Record button.
Once a Contact Form has been started it can be cancelled at any point prior to finalising it

At any point in the Contact Form click on the Cancel button at the top right hand of the
screen. The Cancellation Screen will be displayed:

Liquidliogic EHM UAT

. Charlie Parsons, 5 months 02-Aug-2016 (Case No: 1018942) @ ﬁ ?
e coF E C [~

Information Revisions
Cancel Record @ Cancellation Detai

Cancellation Date |23-Jan-2tl1? 13:49 |E

Cancellation Reason

The date field will default to the current date and you will need to provide a cancellation
reason in the text box.

Once the above fields have been completed click on the Confirm Cancellation button.
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