GUIDANCE FOR MANAGERS/SPECIALISTS FOR PRIORITY FAMILIES IT PLATFORM

1. Registration process
As soon as a member of your team is allocated a Priority Family you will need to register to access the IT platform in order to view their assessments, plans and closure documentation.

This only needs to be done once

Please follow the link below.

https://secure.nottinghamcity.gov.uk/PriorityFamilies/login.aspx
It may be useful to save this link as a ‘favourite’ in your browser.

Any issues with this link contact kate.thurman@nottinghamcity.gov.uk
It is essential that you complete the registration process as soon as you can to avoid any delays if your staff have assessments that require authorisation.

1.
On the login page click the ‘Register’ button.
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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, [Reaeer]

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





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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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.





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. Approval process
When a worker has completed an assessment and plan, there is a requirement for this to be approved by their manager or specialist.

Assessment

Once a worker submits the assessment for approval their manager will receive an email

Dear

A priority Families Assessment requires your approval, please login to the system by clicking the link below.

The name of the family concerned is test 1

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

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

Pfid2@nottinghamcity.gov.uk, or phone 0115 8763606 

You will then need to log onto the platform and click on the relevant family name. It will be clear which family needs approval from the status.
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Go to the submit/pdf tab and click on validate assessment
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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
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The worker will receive an email stating that their assessment has been approved, it will move into the submitted box and it will be possible for the worker to complete a re-assessment when necessary

Plan

Once a worker submits the plan for approval their manager will receive an email

Dear

The Family Plan for a priority Families Assessment requires your approval; 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 will need to log onto the platform and click on the plan
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You then need to click on the approve button and the plan can then be successfully updated by the worker at the next review point.
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Closure

Once a worker has submitted the closure document for approval their manager will receive an email

You will need to click on the “submitted assessments” button where you need to click on closure
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Once you are in the closure document click on the “authorised by manager” box and then close case button
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All assessments, plans and national evaluation documentation will then move into the “closed assessments” and can be viewed by clicking on that button

