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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) Social Workers 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 Social Workers are
responsible for the following processes once an application has been passed from
Gateway:

Complete Case Note when Home Visit is arranged

Complete Case Note when Home Visit completed

Complete Fostering Report on Initial Visit to Applicant exemplar

Complete Case Note of Carer Agency Check

Complete Reviews exemplar (Annual Review)

Complete Fostering Supervision Record of Visit as required (Carer Supervision)
Complete Fostering Detailed Record exemplar

Use Fostering Placements link to place a child

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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Complete Case Note when Home Visit is arranged

Access the Foster Carer’s ICS Chronology in order to add a Case Note

[ Capita One 4.0 EIES
:-.;_ Focus 2@ Tools % Window @ Help
Back - Forward % ShawfHide = | 105 Persan Drag and drop menu items here. .. 'f‘{‘ a -
@,Refresh
1. N.B.
[¥] From the ICS Home Page select If the Carer’s record is not in ‘My p
| the Carer’s record by clicking on Cases’ it may need allocating by your
the Case Reference No in ‘My Assignedon | Team Leader
Cases’ Follow the steps on Page 25 to access
the Carer’s record
b | =
Case Referenc Start Date End Date Subject(s) Assigned on Assigned by
2009500 025557 130852009 10:55:53 Fostering Steve Gadd 13M08/2009 10:56:44 LAURIDOY
2009500 028533 05/08/2009 16:40: 23 Fostering: Adam Smith 05/08/2009 16:40:59 LALRIDOY
2009500 025532 0508552009 16:36:51 Fostering: Justing Kilett, Matthe... 050872009 16:37:18 LAURIDOT
2009500 025331 050852009 16:24:59 Fostering: Karen YWhittingham, D... 05/08/2009 16:25:25 LAURIDOY
2009500 025579 05108,/2009 15:46:34 Fostering: Ssndra Constant, Pa...  05/08/2009 154706 LALRIDOY
IR

28 Tools (B Window

@ Help

. Focus

[ | Mew - @Refresh

@ Back - Farward = % Show/Hide ~ | Person Dragand drop menu items here. ..

pplication

2.
Click Edit to open the Carer’s

Date Range Al . Application Ref Mo
Family Narme s Fostering Chronology
Given Mame steve
Application Status Under Assessment -
Caret(s) Status | Placements ‘ Placemert Limit | “acancies ‘Open |
Under Azssessment Ediit
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Complete Case Note when Home Visit is arranged - continued

From the Fostering Chronology open a new Case Note

® Capita One 4.0

( Focus 4 Tools (Y Window

&9 Back -

@ Help

Forward - % Shaw/Hide ~ | Person Crag and drop menu ikems here.

=18l x|

&

3

B Fost &
New ~ rrefrest

Exemplars

Application § Registration Status

Registration

Click New then Case Note

Event Type Al

Applicant Status | Current Status  Under Assessment

Principal Sddress

Carer 1

Surname Gadd

Forename Steve

e-Mail Address stevieq Ehotmail .com

Primary Cortact Mumber 01233 123456 hiokile

Gender hiale Date of Birth 15101965
Carer 2

Surname

Forename

7 STONE BRIDGE , APPLEDORE ROAD WOODCHURCH |, ASHFORD , TN26 3TG

& Details

Date | Description

Open

Application § Registration Status
Status: Under Assessment
Start Date: 1311172008

End Date:

hlotes:

0111052008 Application f Registration Status
Status: Prospective Spplication
Start Date: 01 11002005

Edit

m
=
=

. Focus >€ T E e

@ Back - For
[

o‘ Capita One 4. -
L Fostering Case Note [D00025] )

2, Attached Documents

3. Sign OFf

1. Case Mote

=18 x|

&

(1. Case Hote

; oy .
Mew (55 Ref| [ holication Reference

Mo

Date

Events 'Within £

People Present

Application / Re

Reference Hui
Carer1 Case Mote Description
Surname

Forename

e-Mail Address

Principal Addre

0o0o02s

064 0/2008 -

Event Type

Time:

Home: Visit

10:30

s B

AN

Hotme wisit arranged for 14th October 2008

T

Add suitable text (max

4,
Add an Event Type

Add a Date

Add a Time (format HH:MM)

of Home Visit

e Sale 2000 characters)
Gender
Carer 2
Surname hd
Forename m:hed Di .y
[ Hew Delste open 5 Refresh ﬁ
File Mame
I
N.B. Panel 2 — Attached Documents is not
to be used
1A02008 Applic
Statusz
Start [
Endl D: =
NgteS: A — n -
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Complete Case Note when Home Visit is arranged - continued

® Capita One 4. &=
—ox| =
) Focus % T
& B Save
. ) ~
@ pack B JEi=8 2. Atkached Documents 3. Sign OFf 1. Case Note - 7 b
2 Dat 06402008 - Time 1030 [
[ Mew ~ &) Ref Peopld Present Iz‘
itter
Events Within £ Iz‘
Case Mote\Description  Home vistt arranged for 14th October 2008 E| _
"Application Re i
Reference Hun
Carer 1
Surname
Forename
6.
e-Mail Address . . .
— Click Sign Now to sign off and
— lock the record then click Save &=
Gender . Attach -
Carer 2 D Mew
Surname File Mame
Forename
cesr | | Once Sign Now has been =
R A popolic: H H
i clicked, the record is locked
>+'| | and cannot be changed
Motes:
011072008 Appic) D O =~
fajallle)
Status | Digital Signature o \
Start € .
e L Sigr Mow _ |
Motes: |5 -
JRET

. Focus % Tools IE Window @ Help
@ Back - Forward - % Shaw/Hide ~ | Person Crag and drop menu ikems here.
= e
[EEl

New ~ (5) Refresh

ilter -
Events Within - All - Event Type Al -
( Application / Registration v A
Reference Humber 000025 Current Status  Under Assessment
Carer 1
sumane = The Case Note will now appear in the
IS ok Carer's Fostering Chronology
e-hail Address stevieqEhotmail .com

Principal Address 7 STONE BRIDGE , APPLEDORE ROAD ‘\WOODCHURCH | ASHFORD |, TN2E 3TG

Primary Cortact Mumber 01233 123456 Mokile
Gender Male Date of Birth
Carer 2

Date « | Description

06072008 Case MNote
Event Type: Home Visit
Date: 0611072005
Time: 10:30
People Present:
Description: Home visit arranged for 14th October 2005
Attached Documents:
Sign Off: Yes By: MNigel Gibert (TRAINS)

/

Application f Registration Status
Status: Prospective Application
Start Date: 0171072008

End Date: 13M1/2008

Hint

Case Notes can be recorded =
against a Carer’s record for other
events such as a general case
summary, telephone calls, emails,

letters and ‘Potential Placement
Disruption’ and ‘Placement
Disruption’.
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Complete Case Note when Home Visit completed

Follow steps 1 — 6 (pages 4 — 6) to add another Case Note confirming the home visit
is completed.

Complete Fostering Report on Initial Visit to Appli cant exemplar
This exemplar should be completed once the Initial Visit has been completed.

Access the Carer’s Fostering Chronology as described previously.

® Capita One 4.0 =8| x|
. Fotus "73 Tools % Window @ Help
@ Back - Forward = % ShaowfHide + | Person Drag and drop menu ikems here. C ;_| |$} &

New + &5 Refresh

Fostering Supervision Recard af Yisit -
application | Registration Status Fostering Report on Initial isit ko Applicant
Reqistration Faostering Detailed Record
Case Note Panel Recommendations Y
Applicant Staus Appeals (Fostering)
o Reviews (Fastering) 2 .
1 — Click Fostering Report on
" 11a At (Fosteing) Initial Visit to Applicant
CI'Ck NeW > Resignation or Retiremant
Exem plars Bil .c Application to be approved as an Adopter or Foster Carer- Form F1 (Part 1E)
ISE Agency Information {(Adopter/Foster Carer Application)
Primary Contact Mumber 01233 123456 Makile
Gender Male Date of Birth 15M0M9E5
Carer 2

Date | Description Cpen =
OB/10/2008 Case Mote Edit

Ewent Type: Home Visit

Diate: 06/ 0r2008

Time: 10:30

People Presert:

Description: Home visit arranged for 14th October 2006

Attached Documents:

Sign Off: Yes By: MNigel Gibert (TRAINSW)

m
=
=

Application § Registration Status
Status: Prospective Spplication
Start Date: 011002005

End Date: 131172008

Motes:
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued

# Capita One 4.0 18] x|
.| Focus 3;% Tools % Window @ Help
@ Back - Forward - % showjHide + | Person Orag and drop menu tems here, . Q ‘,_t -
[ save |2 Save OFfine (5 Set ACL [CIDataPanels W alerts 3¢ Delete Create New Add More 4, Exemplar Assistant Unlack.
eSS 002, Further Information 003, Applicant's ... 004, Description of house ekc 005, Types of fos... 006, Please comme.. . 001. Subject Details - ;_-77
(001, Subject Details ™y
Subject Reference Humber 00025 Current Status  Under Assessment B select
Carer 1 -
Surname Gadd f_«, Dretails
Forename Steve
&-Mail Address stevieq Ehotmail . com
Principal Address 7 STONE BRIDGE , APPLEDORE ROAD ,WOODCHURCH | ASHFORD | TN2G 3TG
Primary Contact Number 01233 123456 okile
Gendet Male Date of Birth 151 0M 965
Carer 2
Surname & Details
Forename
e-Mail Address ) . .
Carer’s details automatically feed
Principal Address
through to Panel 1
Pritmaty Cortact Mumber
Gender Trale of Girth
‘“Z. Further Information -
Fostering Social
Warker i fasistant
undertaking visit
Addresz ﬁ]‘ Match -
WP 1 inmarchad
# Capita One 4.0 18] x|
.| Focus 3;% Tools % Window @ Help
@ Back - Forward - % showjHide + | Person Orag and drop menu tems here, . Q ‘,_t -
Create New Add More Exemplar Assistant Liolnele

(] | 0L, Subject Details

[ save |2 Save OFfine (5 Set ACL [CDataPanels W alerts 3¢ Delete

003, Applicant's ... 004, Description of house etc

ws | 3

Add name of Worker (free text)

'FIIIZ. Further Information
e | < undertaking visit
undertaking “isit
Address ) Match - —]
%2 Unmatched
4,
o Fost cese Add professional address of Worker either
by clicking Match > Match Address and
e searching for office address or type in as ™
Applicant's Family free teXt
Composition
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued
JREDY
. Focus % Tools IE Window @ Help
@ Back - Farward - % Show/Hide - | Person Dragand drop menu items here. .. Q : <
] save [ Save OFfine (5 get ACL [ClDataPanels ¥ alerts $€ Delete | | Create New Add Mare d5), Exemplar Assistant Unlack.
0 003, Applicant's ... 004, Descripkion of house etc 005, Tvpes of Fos... 006, Please comme. .. . Further Information = 1_-97
N =
1
undertaking Wisit 5 .
Add a Date of Visit and Completed
Address .
on date (date this exemplar b
completed)
Post code Telephone number l
Date of Visit - Completed on cate -
Mﬂn ",
6. =
Click Save
R
.| Focus 3;% Tools % Window @ Help
@ Bark - Forward - % ShowjHide = | Person Orag and drop menu items here. Q ‘3 -
E Save @Save OFfline: \\'E‘j Set ACL [[]DataPanels ¥ dlerts € Delete | | Create New Add Mare d%, Exemplar Assistant Urilack,
Q‘é}l 001, Subject Details 002, Further Information 003, Applicant's ... (EERS I ey J 50 20 Qne Tunae of B One Ol coc, crintion of hopse etc - )_-97
Iﬁlll-lh Description of house etc 7 . ;‘
= E‘S‘L?io:;d”f““' MRS Complete remaining Panels 3 -14 with
gorden loosl amenitis, appropriate information
spage etc
The panels will contain a mixture of free
text boxes and/or ‘tick’ boxes
I/ =
(905 Types of fostering applicants are interested in: / ™)
Long Term L4 Short Term 4 ‘
Mather and Baky x Short term break »
Bridping to Adoption x Disabilty Respite x = Yes
Scheme
Day|Care Mumber of children 2 E = N O
Conpidered age range 0.2
Gerpler Iale & Fetmale
1 8. ﬂ
Click Save after =
completing each panel
tamily members and
lifect x
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Complete Fostering Report on Initial Visit to Applicant exemplar - continued

R
| Focus "é’ Tools IEWindDw @Help
@ Back - Forward - <‘.{i&ShowiHide + | Person Crag and drop menu items here. .. (t| |$‘ -
Esave [ 25 save Offine §5) Workflow (5 SetAcCl [JDataPanels ¥ Alerts 3¢ Delete Create Mew Add More d%, Exemplar Assistant Urlock
3 B -\_JL-i:?rE sl 002, Further Information 003, Applicants ... 004, Description of house etc 005, Types of fos... | D06. Please comme... 001, Subject Dglails = _;,'_'
If not, for what reason? |z| =
11.
Close exemplar
down once
saved
™
Iz it recommended that It yez, have the couple's 10
applicants be invited to names been given to .
th ot T Fast Co-ardinat .
for the next course. Click Save
9.
) O.nce exemplar is compl_ete a_nd correct, click
Sign Now to apply a digital signature and lock
—
———— therecord .
Status
Digital Signature ) )
system samiistraior 4— 1 eam Leaders will complete the second Sign > sign Now
Distel Signature Now — send a Workflow message to alert
them to this action (see page 24) ] 5ign o
Comment
|T|
12.
Click Refresh and the exemplar will display
in the Carer’s Fostering Chronology
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Complete Case Note of Carer Agency Check

Follow steps 1 — 6 (pages 4 — 6) to add another Case Note confirming the Carer
Agency Check.

Complete Reviews Exemplar (Annual Review)
This exemplar would be completed as and when required.

Access the Carer’s Fostering Chronology as described previously.

2.
Click Reviews (Fostering)

/

1.
Click New >
Exemplars
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Complete Reviews Exemplar (Annual Review) — continued

As before Carer’s details automatically
feed through to Panel 1

3.
Don't enter free text here but rather click

Match > Match Person to search for your (or
name of Reviewer) ‘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

© KCC CFE
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Complete Reviews Exemplar (Annual Review) — continued

6

Add Name of Team carrying out Review

—
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Complete Reviews Exemplar (Annual Review) — continued

]

7

Add Review Due Date , Scheduled Date
and Actual Date

8.
Complete remainder of Panel 3

9. 10.
Complete Panel 4 Click Save
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Complete Reviews Exemplar (Annual Review) — continued

11.
Once exemplar is complete and correct, click Sign
Now to apply a digital signature and lock the record

Team Leaders will complete the second Sign Now -
send a Workflow message to alert them to this action
(see page 24)

12.
Once saved, close the exemplar down

The exemplar will appear on the Fostering Chronology once Refresh has been

clicked
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Complete Fostering Supervision Record of Visit
This exemplar would be completed as and when required.
Access the Carer’s Fostering Chronology as described previously.

Complete the exemplar in the same way as previously described. Some panels in
this exemplar are ‘repeatable’.

Where a panel has a (1) in the title, this
indicates it is repeatable so additional data can
be added

<«—— Use Add More to create additional panels —
this button becomes ‘active’ when the panel is

selected
3.
Complete, save, sign off and Workflow the exemplar as
before.
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Complete Fostering Detailed Record Exemplar

This exemplar would be completed as and when required.

Access the Carer’s Fostering Chronology as described previously.

3.
Complete, save, sign off and Workflow the exemplar
as before
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Using the Fostering Placements link to place a chil d

When C&F and Fostering Teams liaise to set up a child in a foster placement, a
Placement Information Record exemplar should be completed on the child's ICS
record. This is a shared exemplar between C&F and Fostering, and guidance is
available on Kent Trust Web as to who is responsible for which panels.

In addition, when a child is placed, the Fostering team should use the Fostering
Placements link on ICS to ‘place’ the child on the system, in order to update the
Carer's placement history and vacancy level. This is displayed on the Foster
Register

To assign a new placement:

1.
From ‘My Home Page’ (opening ICS screen)
click Focus > ICS Person in order to search

/ for the child’s record

2.

Enter child’'s Family /Given
Name (using % if needed)
<4— and click Search

A

3.

Click to highlight correct

record
4,
Click ICS Person
Details link

(If the Links panel is
hidden, use Show/Hide
menu to restore it)
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Using the Fostering Placements link to place a child - continued

5.
Click Fostering Placements link

A

To view any existing
placements for the child,
click Search

6

To assign a new placement
‘  click New
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Using the Fostering Placements link to place a child - continued

Child’s details will appear in Panel 1

l

7.
Add a Placement Type , Start Date
and Placement Start Reason

| l

; /"

To search for the Carer click Select
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Using the Fostering Placements link to place a child - continued

11.
Click Search

9.
To search for a specific carer, enter criteria into
Panel 2 — leave blank to search for all carers

l

10.
Use Panel 3 to specify Child Detail criteria— please note that

these criteria will affect the potential Carer search results. If
a particular search yields limited or no results, consider
searching again with different/less specific criteria

12.
Click to highlight correct Carer
record, and click Select

© KCC CFE
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Using the Fostering Placements link to place a child - continued

Carer details will feed through to Panel 3

13.

Complete Panel 4 by ticking if Main
Placement , add any Notes if
appropriate, then click Save

\

= Yes

X =No
14.
Check for successful save, and then close form
down
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Using the Fostering Placements link
To end an existing Placement:

Follow steps 1 — 5 (above) to navigate to the Placements Enquiry screen

A

1.
Click Search to view placements for
the child

2.
Click to highlight the correct placement

record, then click Open in New
/ Window

4,
Close form down
once saved

3.
Add End Date and a Placement End
Reason then click Save

<
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Workflow Messages

In order to alert the Team Leader/Practice Supervisor that an exemplar is ready to
be read/counter signed off, send a Workflow message from the exemplar needing
action. This can be done at the point the exemplar is saved, or later by opening the

exemplar from the Carer’s Fostering Chronology

1

after exemplar is saved)

Have open the exemplar in question, and
click Workflow (This button only appears

2

System User

Aad a brief Note then click

IIIIIII*

\

3.

Search for TL or PS
name, select, then click
Ok

~

4,
Amend Due Date if
needed, then click Ok

The message will then
be sent to the recipient
for action

\
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How to access a Carer record when not on ‘My Cases’

Access the Foster Carer’s ICS Chronology in order to add a Case Note

1.
Once logged into ICS, click Focus menu

A

INF

Then select Fostering > Foster
Register

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.

3.
Change Date Range to All

4.
Enter Carer name in Family/Given
Name

\5

Change Application Status to the
6. current status of the Carer e.g.
Click Refresh Under Assessment, Registered etc

A

If this is not known leave this field
blank by clicking into it and
pressing the Delete key
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