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Capita One ICS Fostering User Guide

PURPOSE

The purpose of this user guide is to document the process and screens that
(Fostering) Panel Chairs & Decision Makers will use to maintain aspects of Foster
Carer Applications on the ICS system.

This guide also contains the ICS Fostering Business Model/Flowchart

PROCESS

In accordance with the ICS Fostering Business Model the Panel Chair is responsible
for the following process:

Complete Panel Recommendations exemplar

In accordance with the ICS Fostering Business Model the Decision Maker is
responsible for the following processes:

Complete Agency Decision Maker’'s Decision on Panel Recommendations
Exemplar

Add new Fostering Registration Status of Approved

Enter Approved Completed Date on Application form

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 updates.cfm

Or log a call with the 1ISG Helpdesk by following this link on Knet:

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

Please note the exemplars covered in this guide are still under development
and may change slightly, but the principles of comp leting them remain the
same.
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Panel Chair
Complete Panel Recommendations exemplar

Access the Foster Carer’s ICS Chronology in order to complete the Panel
Recommendations exemplar

i
1 Focus M irreh Hetpr 1

Adoption ICS Person Drag and drop menu ikems b OI’lCe |Ogged IntO ICS, CI|Ck FOCUS menu |a_,_“" -

Analysis Reporting

Bases
Contact Record

[rata Management

Faostering Fostering Application

Fostering Adoption Enguiry Foster Register . %]

Assigned By

IC5 Forms

L Manage Cases

st A
Feople

Lb

2.
o I Then select Fostering > Foster (P
cha e End Date Reg |Ster ed by

B 16:40.23 1
Exit B 16:36:51 Fostering: Justine Killett, Matthe... 05M5/2009 16:37:18 LAURIDOY
2009500 028381 050872009 16:24:59 Fostering: Karen Whittingham, ... 0508/2009 16:25:25 LAURIDOM
2009500 028379 05ME/2009 15:46:34 Fostering: Sandra Constart, Pa...  05M8/2009 15:47:06 LAURIDOM

@
3
*
Aspecks Managemenk 3
>
»
3
>
3
*
3
3
Feesults Management [3
3

This will open up the Foster Register. By default this will display all currently
registered carers. Use the filter to search for the Carer’s record being worked on.

NETE

| Focus :"é’ Tools % window @Help
& Back - Forward - <‘.t_:}Show,iHlde - | P 3 C a_| |-a

]

23

Change Date Range to All

Mew = (5 Refresh

Tpplication Regipter Fiter
'Da1& Range Al K - Application Ref Mo 4
F: Iy I d : . . .
amiy Name gauld < Enter Carer name in Family/Given
Given Mame phil N ame
Application Status Under Assessment '\ -

(%

5.
Carer(s) Stat Placement . . b
e s "1 Change Application Status to i

6. Under Assessment
Click Refresh

Applics Registered 2 2 Ediit
First A
Matme: Sam Smith, Age: 44 years 4 months,

Gendet: Male

Current Status | Registered

Application Ref Mo : 007354 Registered 2 2 Eciit
First Applicarnt
Mame: Suzan Peall, Age: 46 vears S months, N . B .
Zender: Female . .
Curreni Status  Registered If carer is not found, search again
Application Ref Mo : 007356 Registered . . . Eciit
First Appicant with the Application Status as

Mame: Jane Jennings, Sge: 44 yesrs B months,

Gender. Female b | an k
Current Status : Registered
Second Applicant
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Complete Panel Recommendations exemplar - continued

R

.| Focus t}% Tools % Window @ Help
@ Back - Forward = % ShaowfHide + | Person Drag and drop menu ikems here. € X : -
Mew = ) Refresh 7.
. . y
‘Application Register Filer Click Edit to open the Carer’s
Dite Range Al - Bpplication Ref Mo ':I Foste r| n g C h ro nology
Family Mame gould
Given Mame phil
Application Status Under Assessment =
B
Caret(s) Status Placements Placemert Limit acancies ‘Open |
Under Azssessment a Ediit

From the Carer's Fostering Chronology, start a new Panel Recommendations
exemplar

® Capita One 4.0 _|=] x]

.| Focus t}% Tools % Window @ Help
@ Back = Forward = EShOWJHIdE + | Person Drag a 8 -f_'-t : =
R Fe Click New

T m

Exemptions Fostering o
Application | Registration Status Pane ommendations
Registration Appeals (Fostering) I
Case Note Reviews (Fostering) | § o
Applicant Status Exemptions 9 .
Carer 1 IS Click Exemplars > Panel
Surnafe; Gould Allegations (Against Persan) Recommendatlons
Forename Phil Application to be approved as an Adopter or Foster Carer- Form
e-Mail &ddress hilg (& hatmai .con Agency Information (Adopter/Foster Carer Application) I
Principal Address 15 Albert Road, Ashiord, Kent, TH24 8NY
Primary Contact Number Mokile
Gender hiale Date of Birth o2 Hass
Carer 2
Surname & Details
Forename
e-Mail Address
Principal &ddress

Date | Description Cpen I;
Application f Registration Status Edlit

Status: Under Aszessment

Start Date: 0471172008

End Date:

Motes:

m
=N
=

031172008 Application f Registration Status
Status: Prozpective Application
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Complete Panel Recommendations exemplar - continued
~ie1x]

. Focus ‘)@ Tools IE Window @ Help
@ Back - Forward - % Shaw/Hide ~ | Person Crag and drop menu ikems here. Q 3 &

[ save |2 save OFfine (o) SetACL [JDataPanels ¥ Alerts 9 Delete Create New Add More &5, Exemplar Assistant Unlock.

Wb SRR R 002, Application)... | 003, Agency Dedision Maker | 004, Panel Details | 005, Recommendati,.. 006, Agency Decis... | Status 001 . Subject Details = 9‘7
(001. Subject Details ™y
Subject Reference Humber Current Status  Under Assessment B Select
Carer 1
Surname ould E;. Dretails
Forename Phil
e-hail Address hila & hotmail . com
Principal Address 15 Albert Road , Ashford, Kert, Thiz4 GNY
Primary Contact Mumber A Makile -
Gendet Male Drate of Birth 0102 1955
Carer 2
Surname . . & Details
. The Carer details will
OrEname .
e automatically pull through to
Principal &ddress Panel 1
Primary Contact Mumber Tiohle
Gender Date of Birth
(002, Applicati megistritiun Details .|
Applications
Registration Mumker
Applications -
Registration Date

RED

| Focus ‘)@ Toals IE Window @ Help |
@ Back - Forward - % Shaw/Hide ~ | Person Crag and drop menu ikems here. Q 3 &

[ save |2 save OFfine (o) SetACL [JDataPanels ¥ Alerts 9 Delete Create New Add More &5, Exemplar Assistant Unlock.

01, Subject Details 002, Application/... 003, Agency Decision Maker  [ESGERERRE (5 005, Recommendati,.. 006, Agency Decis...  Status 004 Panel Details - 9‘7
(004, Phnet Details h 5
Name o Panel | 10.
e = <4+—— Scroll down to Panel 4 and add Name of
Panel and Panel Date
o= \ — = —"—
Panel
Recommen
11.
< Add Panel Recommendations
Hint - Text can be ‘copied’ and ‘pasted’ from
MS Word into ICS text fields
Makars Dacisin Look out for the character count at the
bottom right of the screen which confirms the
character limit for a field
12.
Click Save
06. Agency Decision ﬁnker's Overall Decision \\
F;varal\ Decision = Decision Date - ‘ } =
'\':l_:‘ Feady Version 4.1,3110,31182 htkp: /fKENTSEEW S/ CCSEnterpriseApplicationService_upg ‘ 0 of 25 chars

3 = 3 3 TiF——— B
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Complete Panel Recommendations exemplar - continued

pEIF
. Focus % Tools % Window @ Help

@ Back - Forward = % Shaw/Hide « Person Drag and drop menu items here. .. \'_‘{_ ‘at -

E Save @Save Offine % Workflow (5) Set ACL []DataPanels W Alerts §€ Delete | | Create Mew Add Maore 4%, Exemplar Assistant Urlock,

IEIEIL Subject Details 002, Application/... 003, Agency Decision Maker  [LEEEEE = £ 005, Recommendati... 006, Agency Decis...  Skatus 004 . Panel Detg - ;}’_
(004, Panel Details / =
Mame of Panel |Training Panel
Panel Date 03411 /2008 -
. Recommendations and Decisions / |
Fanel Carer appraved for Registration
Recommendations

13. 14,
seneyoee]  CNECK foOr Saved confirmation Form can be closed down
meersDecis) - message at the bottom left of
the screen
o\farapz{siun = Decision Date = % =
| i saved. Wersion 4.1.3110,31182 http: fKENTSE8WS/CCSEnterpriseApplicationService_Upg ‘ 14 of 25 chars

EE
. Focus % Tools % Window @ Help

@ Back - Forward = % Shaw/Hide « Person Drag and drop menu items here. .. \'_‘{_ ‘at -

| Mew = e_‘;,‘ReFresh

iter N\ N
Events Within - All \ Event Type All -
pplication / Regi on Suminm; N
Reference Humber 007427 Current Status  Under Assessment
Carer 1 1 5
Surname H H Detailz
Click Refresh and the Panel exemplar will
Forename H ) 5
appear in the Carer’s Fostering Chronology
e-Mail Address
Frincipal Address 15 Alert Road , Adhiord, Kent, TH24 SNY
Pritnary Cortact Mumber Mobile
Gender Male Date of Birth 0121955
Carer 2
Surname & Details
Forename
e-hiail Address
Principal Address

M

Date v| Description * ‘ Open I;
051152008 Panel Recommendations Eddit
041172008 Application f Registration Status Edit

Status: Under Azsessment

Panel Chair process now complete
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Decision Maker

Complete Agency Decision Maker’'s Decision in the Pa  nel Recommendations
exemplar

Follow steps 1 — 7 as above in order to open the Carer’s Fostering Chronology being
worked on

EI
.| Focus % Tools % Window @ Help

@ Back - Forward = % Shaw/Hide « Person Drag and drop menu items here. .. 'f_‘{_ ‘at -

: | Mew - @Refresh

ilter -
Events Within - All - Event Type All -

{ Application / Registration v

Reference Humber 0 Current Status  Under Assessment

Carer 1

Surname Gould 1

RN Phi From the Fostering Chronology
=Ml Aekiress hilg® hoimal con click Edit to open the Panel

Principsl Address 15 Albert Road , Ashiond, Kert, 7] Recommendations exem plar

Primary Cortact Mumber

Gender hiale

Carer 2

Surname 8 Details
Forename

e-Mail Address

Principal Address

AN
Date vl Description \‘ Open

05/172008 Panel Recommendations Edit
041172008 Application f Registration Status Edit
Status: Under Azsessment
Start Date: 04/11/2008
End Date:
hlotes:

[ )|

151
.| Focus % Tools % Window @ Help

@ Back - Forward = % Shaw/Hide « Person Drag and drop menu items here. .. 'f_‘{_ ‘at -

[ save |2 Save OFfine ¥ WorkFlow (5 Set ACL [|DataPanels W alerts 3¢ Delete . .
g el - This field can be left blank as ICS R
iDDl‘ Subject Details  [EEESH ==l 003, Agency Dedsion Maker 004, Panel Detail niReg - 7
generates a reference number
(002, Application/Registration Details ﬁ
Applications
Registration Mumber
Applications - « 2
< . .
Feaistation Dete Add the Carer Registration date
(003, !gem:y Decision Maker ™
gavr!e_ui Agency Family Mame g Match =
Ecizion hiaker
Given Mame ¢ Urmatched
Gender Mot Specitied - e-Mail
Pritnary Cortact number Wark contact number
Mokile Date of Birth
Estimated Due Date Guessed DOB
Principal Address 2 Makch -
¢ Urmatched o
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Complete Agency Decision Maker's Decision in the Panel Recommendations
exemplar - continued
3.
Don't enter free text here but rather click
Match > Match Person to search for your
‘professional’ record on ICS
Please note Match > Match Person is an ICS system
term where a ‘person’ is searched for and matched to an
exemplar (form) and not to be confused with the Foster
Carer/Child ‘matching’ process
il BEIE
| Forus 7 Tools (Y win 84 search el n 3
@ Bad.( - F.U.rwa.“?'. '. % %h (Person Enquiry 4 ) . [, : |3 E
Family Name a0 +—— 1 Enter ‘yOUf’ Famlly /Given |
[ 5ave 29 Save Offine §9Wc | civen Hame fiana Name and click Search
e 001 Subject Detalls  » 7
{003. Agency Decision Maker | Gender Mot Specified - Dete of Birth - ;‘
Mame of Agency Family | Postcode
Drecision Maker
Givent | o 5
Gandt Highlight ‘your’ record and
Primaryfl DTyne o click Select
Mokile L/
Estimat 4 Select Open Open In Mew Window GNEXE ﬁPrevimus
Princig: Flags | Family Mame | Given Name | Chozen Family Mame | Chosen Given Mame | Given Mampe 2 | Gender | Dite of Birth | Postocode | 4
Gilbert Fiona Gilkbert Fiona V Female TM25 4PD
Gilbert Fiona Gilert Fiona Anin Female 30M2M882 CT201JE ©
Fiona Fiona Female 01M0151950 N
Gilbert ok Fiona Giloert Qoh Fiona Female
- Please note ‘your’ professional worker record on ICS will - )
(@ipmneinemis el have an ‘anonymous’ DoB (01/01/1950) and address = ™
Raneliiarel nanin . | (County Hall). Your details may also be on ICS as a
Rarep et 0311, parent so be sure to select the correct record 2
005 i and 1l e —
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Complete Agency Decision Maker's Decision in the Panel Recommendations
exemplar - continued

Your details will be pulled through to Panel 3

6.
Add Decision Maker’s Decision

Hint - Text can be ‘copied’ and ‘pasted’ from
MS Word into ICS text fields

Look out for the character count at the bottom
right of the screen which confirms the
character limit for a field

7.
Add Overall Decision , Decision
Date & Decision Details

A
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Complete Agency Decision Maker's Decision in the Panel Recommendations
exemplar - continued

9.
Click Save

10.
Check for ‘Saved’

message (bottom left) and
then close exemplar down

8.

Click Sign Now to apply your ‘digital
signature’ and lock the form against
further change
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Add new Fostering Registration Status of Approved

1.

From the Carer’s Fostering Chronology
click New > Application/Registration
Status

3.
Click Save

2.
<«—— Add Status of Approved
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Add new Fostering Registration Status of Approved - continued

N

The Carer Status now shows as
Approved
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Enter Approved Completed Date on Application form

Close any open ICS screens/forms to return to ‘My Home Page’ (opening screen of
ICS)

A

1.
Click Focus menu

ENE

Click Fostering >
Fostering Application

A

3.
Enter Carer name details and
click Search

4.
Highlight correct Carer record

/ and click Open in New Window
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Enter Approved Completed Date on Application form - continued

5.
Scroll down to Panel 6 and add Approval
Completed date

6.
Click Save

7

down

Check for Saved confirmation
message and then close form

Decision Maker’s processes now complete
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