[image: image1.jpg]


GUIDE TO PRIORITY FAMILIES IT PLATFORM
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Registered Email Address
Cantinue

To use this site you need to have a Notingham City Council or an Approved Partner email address. You will be sent information by the system to this email address.

Ifyou have not already registered,

Ifyou have reached this page u  has been a period of inactivty in the system, and for sscurity rsasons the system has logged you out.





This Guide

Please read this guidance to give you an overview of the IT platform and how to use it. It should also give you information on other parts of the process that may not be included on the IT platform.

Top tips are highlighted in bold so please read these carefully
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To register for the Priority Familiss Assessment System you nesd to have a Nottingham City Councl or Approved Fartner Organisation email address. Automatic emails from the system will be sentto you at that email address
To register for this system please enter the details below

Your Full Name —
[T — T ——
YOUR Work Email Address - |

@ [nottinghameity gov.uk =l

he email address you enter is comect You will be sent a password for the system to complete the registration process
Onceyouhave reclved an email containing the password, please log backinto this system

Ifyour Nottingham City Council or Approved Partner Organisation email sewvice does not appear in the list above, please telephone the Children and Families Team.





1. Registration process
You will receive an email from the Priority Families team explaining how to complete the registration process once you have been allocated a Priority Family case.

This only needs to be done once

This email contains the link to the IT platform

https://secure.nottinghamcity.gov.uk/PriorityFamilies/login.aspx

It may be useful to save this link as a ‘favourite’in your browser.

It is essential that you complete the registration process as soon as you have received the email to avoid any delays when you want to start the assessment.

1.
On the login page click the ‘Register’ button.
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Priority Families Assessment Home Page

Welcome ta the Priority Farrilies Assessment System. As a Childten and Farmilies Officer you have the ability to view or amend all Priority Farrily 4
Assesstments in the system

To show ALL guidance notes for a page click on the larger £ symbol at the top of the page. To show the guidance notes for a section click on the smaller ¢
symbol at the fight hand side of a section
On starting a new assessment REGISTER THIS ASSESSMENT WITH CAF CENTRAL RECORDS
Tel: 0800 954 0476
Stating that it ity Family Assessment

and email Priority Family Identification: pfid@nottinghamcity.gov.uk with the family name, address, and assessment start date.
A completed copy of the assessment should be emailed to Priority Families Identifcation
To CREATE a Priority Family To show the list of your SUBMITTED To show the list of your
Assessment Assessments and to perform CLOSED Assessments
for a NEW family REASSESSMENTS please click: please click:
SR Show Submitted Assessments / Reassess Show Closed Assessments
Hew Priotity Family Assessment

[ASSESSMENTS BEING ~Click the Family or Individual name to UPDATE or VIEW an Assessment that is being

CREATED created.
- Click New Adult' to create anew Adult assessment
- Click ‘New Child’ to create anew Child assessment
- Click 'Family Plan’ to open the family plan / contract for the assessment
—





2. You will be presented with a new page requesting your full name and work email address – you must complete these and click ‘Continue’. Please make sure that you choose the correct email domain name for your organisation on the drop down menu.
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PRIOR A FS‘F’r“n”in@

FAMILY ASSESSMENT

* Indicates a mandatary field

Famity Name: * [

Assessor Name

: [Helen Bennett

Assessor Team: [Friorty Farniis
Assessor Address: [Lodey Fouse

Assessor Phone No:
Assessor Ema

158765150
[helen benneti@notinghamety.ov.uk

Date Assessment Started: * [

- Date Assessment =
Completed: *
|
Have any individual CAFs heen Please give the name of the
‘completed on children in this lead professional for each CAF
family? Please name the
children:

‘and whether the CAF is still
‘open (i known):

Re individual Common Assessment Framewarks please note:
Information process:

‘2 CAF s already in place for any child in this family please attach a copy to this assessment where possible. There is no need to double enter information from the CAF into this form if you
have attached a CAF, simply state ‘see CAF in boxes on this form as appropriate.





3. The system will generate an email to the supplied email address with a temporary password.

4. Return to the login page and entered your email address and click ‘Continue’

5. You will be presented with a page requesting your password – you must enter the temporary password that was sent in the email and click ‘Continue’.

6. You will then be required to enter a new password of your own choosing and click ‘Continue’.

7. You will then be presented with a page requesting some additional details – including your manager’s email address – this is the person who overseas your case management. You must complete this and press ‘Continue’. You will also be required to enter the following:

Area:
(drop-down list)

Worker Type:
(drop-down list)

Team name:
(free text)

Address:
(free text)

Phone number:
(free text)

8. The system will send an email to this person asking them to confirm that you should be authorised to have access to the system.

9. They must reply by email to the administrator of the system confirming that you should be authorised.

10. When the system administrator receives the email from the manager authorising the new user they will login to the system and ‘unlock’ the new user’s account, you will receive an email indicating your account is now active.

11. You will then be able to login using your email address and the password you chose at step 6.

2. Consent form
This form is available on the Priority Families website and does not form part of the documents on the IT platform.

3. New Assessment
Please note that the system will time out after 40 minutes and you will need to log back in. All unsaved information will be lost so please remember to save your data as you go along.

Completing the Assessment

Click on the “New Priority Family Assessment” tab to open a new assessment for the family
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Priority Families Assessment Home Page
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O starting 3 new assessment REGISTER THIS ASSESSMENT WITH CAF CENTRAL RECORDS
Tel: 0800 054 0476
Stting that t 5 > Prioity Family ssessment
St el riorty Faily dertficsions o s . ith ih family e, screes,sn asessmnent startcite.
W oompsted copy of i ssessmant shauld ba smala b Friorty Familes lsnitestion
To CREATE a Priority Family Assessment To show the list of your SUBMITTED To show the list of your
for a NEW famity Assessments and to perform CLOSED Assessments
please click: REASSESSMENTS please click: please click:
Nt Pty Farily Aesazment Show Subrmitad Assassmants | Faassess S Clgad Aesesamints
[ASSESSMENTS BEING CREATED - Ciick the Family or Individual niame to UPDATE or VIEW an Assessment that is being created. I

- Click "New Adult'to create a new Adult assessment
- Click "New Chile to create a new Child assessment
- Click TFamily Plan'ta open the family plan / contract for the assessment
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This will open the assessment with 13 tabs. This is the family element of the assessment

[image: image8.jpg](= Child Profile Start - Windows Internet Explorer 1%
Ele Edt UVew Favortes Tooks

e —

% & Nottingham Cty Councl Pri..

& Chid Profils stat | | %7 B v ) v pager Safetyr Teokv

Priority Families Assessment System o &

[teaten | Enicaton | entonst | wertty | oo | Seftcare | Submereor |

D0 NOT GIRGULATE - DISPOSE OF AS CONFIDENTIAL WASTE
CHILD ASSESSMENT
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Health i
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You should save each tab/section before moving away from the page or the work that you have done will be lost.

You only need to complete the family name before moving onto the next tab BUT you must complete all mandatory fields (marked with an *) before submitting the assessment.

Please note that if there is an adult/child with a different family name you will not be able to change this on the individual assessment form so you will need to have the combined names when you fill in the start tab

Guidance on how to complete each tab is available by clicking on the information icon at the top of each tab. A summary of the information is given below

Household Tab

Each table is completed in the same way. You should enter the required details in the blank boxes and click the save button on the right hand side. The details you have entered will be saved and a new blank line will appear immediately below. Please repeat this process for all additional entries that you need to make. To change an entry, amend the details and click “save”.

To delete an entry click “Remove”

Issues Tab

The “Current or previous agency involvement” table should be completed in the same way as the tables in the household tab.

Family assessment

The family assessment sections are the following tabs:

-history

· housing

· social

· community.

These sections should be completed for the family as a whole.

You must complete a level of need for all parts of this assessment.

Parenting assessment

The parenting assessment begins with the Parenting Tab.

You can complete this for each individual parent or as a family if there are not separate parenting issues. You can choose what to do at the parenting tab.

When completing the parenting assessment, if you assess the parents together, you will need to complete the following tabs, remembering to complete a level of need for each section:

· parenting

· guidance

· emotional

If you are completing the parenting assessment for each adult you will need to put in their names. Additional names can be added by clicking the save button and a further box will appear

You can then select one of the adults and complete the parenting assessment on each adult.

This can be done by either completing the whole assessment for one adult and then selecting another adult or you can switch between adults for each section of the assessment.

You will not be able to complete the analysis tab until you have completed the individual adult and child assessments so the family/parenting assessment should not be submitted until you have completed this analysis section.

Child assessment

To complete the child assessment you need to return to the HOME PAGE. This page will show all assessments that you have begun or completed by family name and you will need to click on “new child” to access the individual child assessment.
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O starting 3 new assessment REGISTER THIS ASSESSMENT WITH CAF CENTRAL RECORDS
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please click: REASSESSMENTS please click: please click:
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This assessment should be completed for each child. A new assessment can be accessed via the home page for each child.
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Parent/Carer/Adult assessment

- use this section to assess the needs of individual adults in the family. The parenting assessment included in the family
section should be done for individuals where considered appropriate.
* Indicates a mandatory field

Family Name: [Goodairly PFA Ref: PFADD0Z

Adults name: *

Date of Birth: *|

fFamily =
History

idence of ElEvidence of |
strengins: needs





Please note that if there is a child with a different family name you will not be able to change this on the individual assessment form so you will need to have the combined names when you fill in the start tab

Each child assessment MUST be submitted separately before the overall family assessment.

Adult assessment

To complete the adult assessment you need to return to the HOME PAGE. This page will show all assessments that you have begun or completed by family name and you will need to click on “new adult” to access the individual adult assessment.
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- Click "New Adult'to create a new Adult assessment
- Click "New Chile to create a new Child assessment
- Click TFamily Plan'ta open the family plan / contract for the assessment

O starting 3 new assessment REGISTER THIS ASSESSMENT WITH CAF CENTRAL RECORDS
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This assessment should be completed for each adult. A new assessment can be accessed via the home page for each adult
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[Dangers RisksNeeds —what are we worried about? Safety Factors - should directly address any identied risks and have been demonstrated over time to.
{(past, current & future horm) keep the childien safe

= |

] L]

‘What needs to happen next to address the risks and needs that have been identified and ensure that the
children are safe and well. This should include the child and family's views and other agency views.

] =

hat's going well - Strengths (ositive resources in the family)

= ]

|Please give the rationale behind your overall safety score Overall Safety Score 0 10





Each adult assessment MUST be submitted separately before the overall family assessment

Please note that if there is an adult with a different family name you will not be able to change this on the individual assessment form so you will need to have the combined names when you fill in the start tab

Analysis

This is the last part of the assessment and can be found within the family assessment. This can be located by going to the HOME PAGE and clicking on the family name on the left hand side of the table.
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VALIDATE/SUBMIT FAMILY ASSESSMENT

[Please click the Validate Assessment button below to validate this Family Assessment. Please note the following

All data for the Family Assessment will be verified when the Validate Assessment button is clicked.

Ifthe assessment has missing or invalid data a list o all the discrepancies will be displayed. You must access the appropriate page(s), cortect the
discrepancies and then retur to this page to validate/subrit the assessment

Once the assessment has been successfully submitted it will become read-only; you will not be able ta make any further changes

Assessments that you have submitted may be accessed and viewed from the horme page

Validate Assessment

CREATE A PDF-FORMAT VERSION OF THE ASSESSMENT (for printing)

|Please click the Create PDF button below to create a PDF version of this Family Assessment which can then be printed.
Creats FOF_|

Family Assessment - Submit/Create PDF

T




This is the signs of safety part of the assessment and should be completed when all other parts of the assessment have been finished.
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DO NOT CIRCULATE - DISPOSE OF AS CONFIDENTIAL WASTE

VALIDATE/SUBMIT FAMILY ASSESSMENT

[Please click the Validate Assessment button below to validate this Family Assessment. Please note the following

All data for the Farrily Assessment will be verified when the Validate Assessment button is clicked

Ifthe assessment has missing or invalid data a list o all the discrepancies will be displayed. You must access the appropriate page(s), cortect the
discrepancies and then retur to this page to validate/subrit the assessment

Once the assessment has been successfully submitted it will become read-only; you will not be able ta make any further changes

Assessments that you have submitted may be accessed and viewed from the horme page

|Assessment Sufcessfully validated - you need to comiflete the National Evaluation for this Assessment; please click the ‘National Evaluation’ button.
National Evaluation

CREATE A PDF-FORMAT VERSION OF THE ASSESSMENT (for printing)

Please click the Create PDF button below to create a PDF version of this Family Assessment which can then be printed
Create POF_|

Family Assessment - Submit/Create PDF




4. Where to put information
Detailed guidance on the types of issues that should be included within each domain can be found on the IT platform by clicking on the “information” icon which is found in the top right hand page of each tab.

You should also refer to the Family support strategy for additional guidance if necessary.

5. Approval and submission of assessments
Once you have completed all elements of the assessment including the analysis/SOS score you will be able to validate/submit your assessments.
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For the first assessment that you complete you will be required to complete a national evaluation document before you are able to submit your assessment for approval. Please see section 6 for more details about the national evaluation form.

[image: image16.jpg]Change Password - Windows Internet Explorer

=15
&5 [ rvtpssccre rttghanety.gov.d s est Confrmaron <o

Elo Edt Vew Favortes Took

R revrtos [l E]1oamrere ) B et rpage oeng

Priority Families Assessment System sty Perome

Gratiela Perescu
Home Search Reports

2 Login Page £ Nottingham City Councl Pri.. £ Regort Mansger
& Change passiord

\dministration
This assessment requires Manager Approval before it can be submitted

An ermail has been sent to your Manag

o request approval
Please click here to retur to the hdme page





Until you have completed the national evaluation form the status of the assessment will be “National Evaluation Incomplete”.
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Once this has been done the process for approval will differ for different areas.

YOT, FIP practitioners and Health practitioners

There is no requirement for your specialist or manager to approve the assessment and the status of the assessment will be updated to submitted as soon as you have completed the national evaluation.

All other workers
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Once you have completed the assessment and submitted for approval the status will be updated to “Pending Approval”.

An email will be sent to your manager stating that there is an assessment waiting to be approved.

Your manager will then be required to approve your assessment. Once they have completed this process you will receive an email:

Dear

A priority Families Assessment has been approved by your manager, but the Family Plan still needs to be completed, please login to the system by clicking the following link:

https://secure.nottinghamcity.gov.uk/PFASTEST/login.aspx

If you have a problem and need to contact the team please email:

Pfid2@nottinghamcity.gov.uk, or phone 0115 8763606
You can then access this assessment by clicking on the relevant name; the status will be updated to plan incomplete.
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6. National evaluation
As part of the government programme there is a requirement to collect data to enable effective analysis and monitoring.

There is detailed guidance on how to complete the national evaluation which can be found by clicking on the “i” icon at the top right hand corner of the page.

This form MUST be completed at the beginning of your work with the family and before you close the case. You will be unable to submit your assessment unless this has been completed.

For each subsequent reassessment you will be asked whether you want to complete a national evaluation form.

[image: image20.jpg]Home page
.

dows Internet Explorer

1]
) @[] hepsjsecure motinghamcty.gov.kiPFASTEST ssesement o, sep— =@ [[+]x
Fle Edt ew Favertes Todk
< Faverites | 5 £ LoginPage (2) 2| Intranet Homepage Motting,

£ LognPage & | Nottingham Ciy Councl Pri.. | Report Hanager

B bie nage | | BB 7 R ey Sy Ty
Welcome to the Priority Families Assessment System. As a Children and Families Officer you have the ability to view or amend all Priority Family 4
Assessments in the system

To shaw ALL guidance notes for a page click on the larger £

symbol at the top of the page. To show the guidance notes for a section click on the smaller ¢
symbol at the right hand side of a section

On starting a new assessment REGISTER THIS ASSESSMENT WITH CAF CENTRAL RECORDS
Tel: 0800 954 0476

Stating that it is a P

Family Assessment

To CREATE a Priority Family To show the list of your SUBMITTED

To show the list of your
Assessment Assessments and to perform CLOSED Assessments

for a NEW family please click:
please click:

Show Closed Assessments

New Priatity Farmily Assessment

|ASSESSMENTS BEING - Click the Family or Individual name to UPDATE or VIEW an Assessment that is being |
|CREATED created.

- Click 'New Adult’ to create a new Adult assessment

- Click ‘New Child' to create a new Child assessment

- Click 'Family Plan’ to open the family plan | contract for the assessment

PFADDIE 1 Family Richard Le
Blanc
Richard Le 1B08/2014

ame2 PFADDIE 1 jim Adul

= R e ey




You should do this at any stage when you consider there is a significant change in the family or at six monthly intervals.

Subsequent forms will be pre-populated from the previous form. This can be overwritten manually where there have been changes.

If you are unable to complete the national evaluation and return to the platform you can access the form by clicking on the family name and this will take you to the form. The status column will indicate “national evaluation incomplete”
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Once the national evaluation has been submitted the status of the assessment will change to Pending Approval.

7. Updating assessments
To update an assessment already on the system, click on ‘show submitted assessments/reassess’ button:
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Choose the family name you need to update and click on their name or on the PF reference number in the ‘Ref’’ column. Make sure hat you save before exiting the plan.

If there are significant changes to the family you should update the national evaluation. See part 6 to find out how to access this.

8. Creating and saving a family plan
The family plan can be accessed from the HOME PAGE by clicking on the word “plan” on the right hand side of the table.
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There should be one family plan which contains details of what needs to be changed, how it will be done, when it will be done, who will do it and how we measure the success of what has been done, together with the progress that is being made

The table is pre-populated with domains from the assessment where you have assessed the need as HIGH. For each of those domains you should enter the required details in the blank boxes and click the “save” button on the right hand side. The details that you have entered will be saved with your name and a date/time stamp.
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Please note that when you click save at the end of a line it greys out the whole plan and you will need to click “edit” on the right hand side of each Dimension line to add any further information.

If you have further actions that do not relate to the domains that have been pre-populated they should be added on the blank line at the bottom of the table. You should select the domain that the action relates to using the drop down box and then fill all relevant information in for that line.

To change an entry click “edit” and this will allow you to make changes in any of the boxes. You can add text either at the beginning or the end of the existing text and then press save. The new text will be saved with your name and a date/time stamp

8. Approval of family plan
Once you have completed the family plan you should click the submit button
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For all workers other than YOT,FIP and health practitioners an email will be sent to your manager requesting approval of the family plan.
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The status on the front page of the platform will be changed to “Pending plan approval”.

Once the plan has been approved by your manager it will move into the submitted box
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The email that currently get is incorrect

9. Printing off assessments and plans
To print off a plan, select ‘create PDF’ and then open to print or save in a location you require. If saving the document please note that this will not be a live working document as all plans need to be worked on in the platform.
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To print off an assessment, click on the tab at the top entitled Submit/PDF:
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On the next screen, click on ‘create PDF’ and opento print:
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10. Assessment and Family plan sign off
The PDF version of the assessment should be printed off and a copy signed by the family. The relevant sheet should then be attached to the assessment.

The PDF version of the plan should be printed and used in conjunction with the sign off form to ensure agreement between agencies and the family. The sign off form is currently available from your mentors.

Once completed this should be attached to the documentation on the IT platform.

11. Closure of Priority Family
When it is agreed that the family needs to be closed as a Priority Family, the closure form can be found in the “Show submitted assessments/reassess” box. Click on closure to access the document
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Once the form has been completed click on validate button and you will then need to fill in the final evaluation form.
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Once this is complete an email will be sent to your manager requesting authorisation to close the family and the status will be updated to “pending closure approval”
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Once your manager has approved the closure of the family it will move into “closed assessments ” tab and can be accessed for read only purposes.
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12. Uploading documents that are not on the IT platform
You should ensure that any existing assessments are uploaded onto the IT platform as they can be used to support the family assessment and can avoid cutting and pasting into the family assessment document.

You should also ensure that the following documents are always uploaded onto the platform:

· family plan sign off document

· signed part of the assessment

Documents are attached using the “tab page” in the family assessment part of the document package.
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13. Additional case information not held on IT platform
Please be aware that you MUST continue to use any existing systems for recording information about the case such as home visits, telephone calls etc The IT platform is currently a location to hold the assessment and family plan. During the next phase it will hold the closure documents but it is vital that you continue to record on your existing systems.

14. Reports
It is possible to run a report for individual families that shows the level of each presenting need for each part of the assessment. Click on the ‘show submitted assessments’ button on the right hand side of the page then on to the ‘Needs’ link:
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Each time an assessment is completed with a change to the level of assessed need the report can be run off and this will highlight those changes.


This can be shared with the family to show progress and can also be used between yourself and your manager to look at how things have changed over time.

From the Home Page, it is also possible to run a number of reports from the system.


The following team performance reports can be run off the system:

Number of assessments begun

Number of assessments completed within 35 days

Average duration of open cases

Number of cases closed

Percentage of reviews where level of needs have improved Percentage of reviews where signs of safety score has improved

It will also be possible to run of a report of presenting needs by area and/or worker

It is also possible to run a housing report that identifies the number of families who reside in NCH properties, together with the number who are in either rent arrears or involved in ASB.

The following closure reports can also be run off:

Number of cases closed due to each different reason

Number of cases closed where there has been either escalation to social care or de-escalation to a CAF

Number of cases closed where there is an unmet need

Number of cases closed where there has been an ESF (economic social fund) referral

15. Who can access the assessments
You are only able to see your own assessments. These will be current and historical cases.

Your manager and early support specialist (if applicable) will be able to access assessments for all their staff.

16. Who to contact if there is a problem
If you have a technical problem with the system please contact the IT help desk on 0115 8763333 and they will be able to resolve the issue.

If you have problems understanding how to use the system or where to put information please contact your mentor in the first place and then kate.thurman@nottinghamcity.gov.uk
