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PURPOSE 

Local authorities have a statutory responsibility to ensure that all Looked After children 
(LAC) have initial and review health assessments and an effective health action plan 
in place. Every looked after child is expected to be provided with an opportunity for a 
health assessment (see DH guidance on promoting the Health of LAC 2002). The 
expectation within the Care Planning and Case Review Guidance 2010 is that a health 
assessment should be completed and available for the first Looked after review i.e. 
within 20 working days.  
 
Research has shown that Looked After children are more vulnerable to having chronic 
conditions overlooked when compared to children living at home. 
 
The joint Ofsted and CQC inspection have recommended that all health assessments 
will be completed within statutory timeframes i.e. initial health assessment will be 
completed within 20 working days, and review health assessment on an annual basis 
for children aged 6 to 18 yrs and twice yearly for children aged 0 to 5yrs. 
 
This user guide documents the process and screens that LAC Nurses who sit within 
the Virtual School Kent (VSK) will use to add Health Chronology exemplars to the ICS 
system following a health assessment.  The administrative support team and/or the 
nurse will be responsible for inputting the data following a health assessment and 
update the system when new health information is made known to them. 

This process will ensure accurate recording of health assessment data by having up to 
date information added on to ICS in a timely manner. It will feed into other ICS 
exemplars i.e. LAC review and it will ensure: 

1.  That the statutory health assessment has been undertaken within timescale 

2.  Allow improved performance monitoring of the health assessment process by both 
the NHS and KCC. 

3.  Capture necessary information relating to qualitative information. 

 

For any support in using ICS please either check the ICS Support pages on Kent Trust 
Web:  

http://www.kenttrustweb.org.uk/Finance-Assessment/i cs.cfm  

Or log a call with the ISG Helpdesk by following this link on Knet: 

http://knet2/kcc-directory/services-and-support/it- service-desk/supportworks  

Please note the screen shots covered in this guide contain training data 

 
 
 
 



ICS User Guide 
 
 

 
© KCC FSC MIU Page 3 of 14 May 2011 v1 
 

CONTENTS 

 

Set up your ICS Home Page       Page 4 

Search for child/young person’s ICS record     Page 6 

Open up the child/young person’s ICS Chronology    Page 8 

Open, complete and save the Health Chronology exemplar   Page 9 

Sign off the exemplar        Page 12 

Workflow the exemplar to the manager for counter sign off   Page 12 

Manager actions the workflow message and counter-signs the exemplar  Page 14 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ICS User Guide 
 

 
© KCC FSC MIU Page 4 of 14 May 2011 v1 
 

 
Set up your ICS Home Page 
 
To make viewing of ICS as easy as possible, firstly set up your ICS Home Page  to 
remove panels that will not be used.  VSK staff will only need to use a few of the 
available panels.  Your settings will be retained each time you log on. 
 
Use the Show/Hide  menu to hide panels that will not be used, leaving just My 
Workflow Messages , Links  and Quick Reports : 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your ICS Home Page  may 
well look something like this, 

with many panels open 

1. 
Use the Show/Hide  
menu to hide panels 
that will not be used.  
Click on the panel 
name and it will be 
hidden. 

2. 
Repeat as required 
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3. 
Once complete, your screen should look like this, 

with the My Workflow Messages , Links  and Quick 
Reports  panels left open 

4. 
As ICS Person  search will 
be a regularly used feature, 
set this up as a shortcut. 
 
Select Focus  > People , 
then click and hold  your 
mouse pointer on the ICS 
Person  menu option, and 
drag to the toolbar.  
Release your mouse when 
you see this symbol: 
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Search for the child/young person’s ICS record (the y will already be on ICS) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
Click Focus  > People  > ICS Person  

Or use the ICS Person  
shortcut on your toolbar 

2. 
Add search criteria, and then 
click Search . 
Use Family Name , Given 
Name and if required, 
Postcode  and Date of Birth  
but remember  – less is 
more!  Keep the searching 
simple – the more complex 
the search, the less likely the 
correct person will be found. 

Hint  
Use % as a wildcard where spelling unknown e.g. 
 
%ath would search for Catherine and Katherine 
 
Findl%y would search for Findlay and Findley 
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Search results are 
displayed here 

The child’s record should 
have an ‘L’ and ‘O’ flag  
showing. 
L=Looked After 
O=Open Case 
 
Other flags include: 
H=Hazard recorded 
C= Closed case 
P=Child Protection 

To view core child 
information, including 
Hazards (if recorded), 
select the child’s 
record, then click  
ICS Person Details 
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Open up the child/young person’s ICS Chronology 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
Select the child’s record 
then click Chronology  

The Chronology  
is displayed here 

To expand the 
view, use this tool 

The default view is to display only the 
most recent year’s activity – delete out the 
first date, then click Search  to display a 
full chronology (as needed) 
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Open, complete and save the Health Chronology exemp lar (following an initial 
or review health assessment) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
To open a new Health Chronology 
exemplar, click  
New > New Appropriate 
Exemplar > Health Chronology  

2. 
Ensure the Event Date  
is the same as the date 
the health assessment 
took place 
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Please note:  Some questions in this exemplar are shared with the LAC Review  
exemplar.  Therefore when completing the first ever Health Chronology  exemplar 
on a child, if that child has had a LAC Review  exemplar completed, some of the 
questions will appear already answered and highlighted in green.  This is called pre-
population.  Check the data is still correct, then simply leave or update as required. 
 
When completing a subsequent Health Chronology exem plar , all the questions 
answered in the first one will pull through to the new one.  Update as required, with a 
particular focus on checking that dates are correct.  Or, use the Clear All  button to 
delete out all pre-populated data and start with a blank exemplar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 
Scroll through and 
complete the exemplar in 
full , saving regularly 
 
Please note that fields 
highlighted in green  have 
pulled through from either 
the LAC review exemplar or 
from a previous Health 
Chronology – update as 
necessary (see note below) 

4. 
When saving, you may see this message – this means some pre-
populated questions have not been updated.  Click Ok if you’re sure 
these answers are correct, or click Cancel  to review the exemplar 
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If further health information comes to light, then update the latest Health 
Chronology exemplar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. 
Once saved, click Search  on the Chronology  
and the exemplar will display below 

6. 
To update an existing Health 
Chronology exemplar, find it in 
the child’s ICS chronology and 
click the Date link 
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Sign Off the exemplar (this step is still to be con firmed) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Workflow the exemplar to the manager for counter-si gn off (to be confirmed) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
Once the exemplar is fully complete, scroll to the last panel and click 
Sign Now . 
 
This records your digital signature  against the exemplar and locks it 
down against any further change – therefore only use this once you 
are sure the exemplar is correct and complete 

2. 
Then click Save 

1. 
Once the exemplar is saved, and signed-off, 
click Workflow  
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2. 
Add a message then click the 
magnifier  icon here 

3. 
Search for the 
manager’s username, 
select, then click Ok 

4. 
Change the Due Date to today, 
then click Ok and the message 
will be sent 
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Manager actions the workflow message and counter-si gns the exemplar (to be 
confirmed) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. 
From the ICS Home Page , click on the 
workflow message  that requires action 

2. 
Manager reviews and checks exemplar, 
then clicks the second sign off 

3. 
Click Save 


