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PURPOSE

The purpose of this user guide is to document the process and screens that
(Fostering) Team Leaders / Practice Supervisors 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 Team Leaders /Practice
Supervisors are responsible for the following processes once an application has
been passed from Gateway:

Counter Sign Initial Visit to Applicant exemplar

Enter ‘Request to Proceed’ date on Application form

Enter ‘Checks Completed’ date on Application form

Enter ‘Training Completed’ date on Application form

Add Status of Registered and complete Registration form

Counter Sign Reviews (Fostering) exemplar

Counter Sign Fostering Supervision Record of Visit exemplar

Counter Sign Fostering Detailed Record exemplar

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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Assigning Cases (Manage Cases)

When the Gateway Team pass a case to a Fostering Team, they will transfer the
Foster Carer case to the Team Leader of the receiving team. The case will appear
in the Team Leader’s ‘My Cases’ panel on the ICS Home Page.

) Capita Dne 4.0 N
4_ Focus % Tools IE Window @ Help
Back - Forward = % ShowfHide » | ICS Person Drag and drop menu items here. . Q, g."
53 Refresh
=
&5 Refresh Deactivate 34 Search -
— ook Due assioeany | C@ses from Gateway Team will
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appear in the Team Leader’'s
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Case Reference No Start Date Endl Dat. Subject{s) Assigned on Assigned by
200950c 025887 130872009 10:55:53 Fostering: Steve Gadd 13082008 10:56:44 LAURIDOT
200950c 028883 050272000 16:40:23 Fostering: Adam Smith 05082009 16:40:59 LAURIDOY
200930c 028682 051052008 16:536:51 Fostering: Justine Killett, Matthe 05082009 16:57:18 LALRIDO1
2009%0c 025531 050872009 16:24:59 Fostering: Karen VWhittingham, D... 05/08/2009 16:25:25 LAURIDOT
200850c 028878 050872009 15:46:33 Fostering: Sandra Constant, Pa... 050872009 154708 LAURIDOT

To transfer a case to a Social Worker (or other Practitioner)
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H Data Management 3 W
Fostering 3 1
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Manage Cases

4 | Manage Cases l —

I People 4 ﬂ_
Results Management 3 L=
End Date Subject(s) Assigned on Assigned by
SErvices 3
1c5p 1003553 Fostering Steve Gadd 13ME/2009 10056:44 LAURIDOT
ersan
164023 Fostering: Adam Smith 03M08/2009 16:40:59 LAURIDOY
Exit 16:36:51 Fostering: Justine Killett, Matthe...  05/08/2009 16:37:18 LAURIDOY
200550c DeaaaT 05ME52009 16:24:59 Fostering: Karen Whittingham, D... 050872009 16:25:25 LAURIDOT
2009500 028879 05ME/2009 1:5:46:34 Fostering: Sandra Constart, Pa...  05/08/2008 15:47:06 LAURIDOY




To transfer a case to a Social Worker (continued)

One 4.0 |7 X
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B8 Soc worker Midkent Fostering TM (Cases - 5) Click the + sign against your

2[5 Darren Laurie <
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name to see cases against

[O% | 200950 028883 {Fastering: &dam Smith}
D\‘ 200950 0288582 {Fostering: Justine Killett, Matthew Purnell} your name
| 2008500 028887 {Fostering: Steve Gadd}
§]
| 200950c 028851 {Fostering: Karen Whittingham, David Whittingham}
&l

2.
Click the + sign against
your team name
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@ Back - Forward = % ShowfHide » | ICS Person Drag and drop menu items here. ..

44 Action ~ @Re-opan Case
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=-[]é5 Darren Laurie

D%‘ 200950 025579 {Fostering: Sandra Constant, Paul Constant}

----|:|_%‘ 200950 025383 {Fostering: Adam Smith}

- D 7 200950c D26852 {Fostering: Justine Killett, Matthew Purnell}
i

\ 2009500 026851 {Fostering: Karen Whittingham, David Whittingham;

4.
Click to place a tick against the
case to be transferred

s ——————————
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{ ing
T | 200930c 026661 {Fostering: Karen Whittingham, David Whittingham;




To transfer a case to a Social Worker (continued)
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8 . & ﬂ Darren Laurie . . . J
. &3 Detwn Blackweel place a tick against their
Click Save & KimPoyrtr name
feond Weronica Smith <
Soc Work Asst Mident Fostering Th
Acdmin Off Mickent Fostering Th
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Tick the box ‘Assign the case owner
, as a professional involved’ P
Assign e Owner as Professional Involved
v Aszsign the case ovwner a5 a professional inmobed
Select the role:  |Lead Professional j Select the involvement: Key Wiorker j
'1_i_:' Looking up selected owner details

To transfer a case from one worker to
process as above, except look for the
against the Team Leader name.

To End a Case

another within the same team, use the same
case against the current worker, rather than

Follow steps 1-5 above, but instead of clicking Action > Change Owner, click

Action > Edit Case
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Counter Signing exemplars — General Guidance and Na  vigation

This guide makes reference to several exemplars that require a counter signature by
Team Leaders or Practice Supervisors. Once an exemplar has been completed by a
Social Worker it should be signed off by them, and a Workflow message should be
sent to the Team Leader asking them to check and counter sign the exemplar.

Therefore counter sign off can be done by either acting on the Workflow message,
or if this step has been inadvertently missed by the Social Worker, opening the
exemplar in question from the Carer’s Fostering Chronology

To Counter Sign an Exemplar via a Workflow Message:

Workflow Messages will appear on the ICS ‘My Home Page’ — this is the opening
screen of ICS

REE
| Focus ':"g Tools % Window @Help
Back - é)} Forward = % Shaw/Hide won Drag and dr ] - : |‘}“ -
=~ Workflow Me ssages will appear in the panel of
&) Refresh the same name
If this panel is hidden, use the Show/Hide menu
to restore this
< o =N
55 Refresh 3¢ Delete
Subject Due Assigned By igned On Il
Overdue
[ # Emiy Branson 2772008 System Administ...  20/07/2008 Please read details in Case Record
Hot Due
D ¥ 000025 27112005 Migel Gibert 201172008 Please check and counter sign Review (Steve Gadd)
=181 X]
| Focus ':"g Tools % Window @Help
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1.
Click on the Workflow message in
guestion, which will open up the exemplar
needing sign off
= g sig Bl
5 Refresh 52 Delete
Subject Due 19! By gl on T
Overdue
D # Emily Branzan 27072008 System Administ... 200752008 Please read details in Jase Recard
Hot Due
v
D # 000025 271142008 Miggel Gilbetrt 20M1/2008 Pleaze check and courter sign Review (Steve Gadd)




To Counter Sign an Exemplar via a Workflow Message - continued

® Capita One 4.0 =] x|
( Focus 4 Tools (Y Window @ Help
@ Back - Forward - % Shaw/Hide ~ | Person Crag and drop menu ikems here. Q 3 -
E Save @ Save Offine B3 Workflow (51 Set ACL [C]Data Panels ¥ Alerts 3¢ Delete Create Mew Add More d%, Exemplar Assistant Urlock
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2.
Review the contents of the
exemplar by scrolling through it
To navigate the exemplar use the
scroll arrows (to the right) or use
e the Question Groups (at the top)
the next course?
far the next course
Health and Safety
Check completed?
(Status The first ‘Sign Now’ will have been )
Digitel Signat.re _ completed by the Social Worker
System Adminiztrator < : Sign Now
Digital Sigriature
| Sign Now
Comment Iz‘
= |
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.| Focus ?*& Tools % Window @ Help
@ Back - Forward = % ShaowfHide + | Person Drag and drop menu ikems here.
Create Mew Add Mare %, Exemplar Assistant Urlock
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006, Please comme. ..

If mat, for whet reason?

Iz it recommended that
applicarts be invited to
the next course?

& 002, Further Information 003, Applicant's ...

004, Description of house etc | 005, Types of Fos...

=

If yes, hawve the couple's
names been given to
Fostering Co-ordinstor
for the next course

4,

Click Save and then
close the exemplar
down
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Check cor 3
Add a Manager's Comment and
(saws | then click Sign Now
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System Administrator
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17112008 15:59:54
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To Counter Sign an Exemplar via the Carer’s Fosteri

ng Chronology:

Access the Foster Carer’s ICS Chronology in order to open the exemplar

10 capita one 4.0
Fromt

— ek

1 Focus

Adaption

Analysis Reparting
#Aspects Management
Bases

Contack Record

Data Management

e

ICS Person  Drag and drop menu items h

1

Once logged into ICS, click Focus menu

Foskering

Fostering Application

Fostering Adoption Enquiry
15 Forms

| | Manage Cases

Peaple

Results Management
Services

IC5 Persan

Exit

Foster Regisker

Assigned By

st

LE

*+ vy *r v vy rv|lw|lwv v or v v ¥

e End Date

B16:40:23
B 16:36.31

200950c 025531
2003500 028879

05M0&2009 16:24:59
050872009 15:46:34

2.
Then select Fostering > Foster
Register

L

ed by
il

Fostering: Justine Killett, Matthe... 03/M08/20098 16:37:16
Fostering Karen Whittingham, D... 05/08/2008 16:25:25

Fostering: Sandra Constart, Pa...  09/08/2009 15:47:06

LAURIDOT
LAURIDOT
LAURIDOY

BN

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.

% Capita One 4.0

|, Focus

I window

"‘g Tools

@Back - Forward - <.‘_5‘5Show,iH|de - | H 3

@ Hel

Mew = 55 Refresh

/|

Change Date Range to All

JETES

Q]

Application Register Filter

[ Date Range Al

Family Mame gadd
Given Name steve

Application Status]

- Application Ref Mo

Under Assessment '\ -

4.
Enter Carer name in Family/Given
Name

V) 3

Carer(s)

6.
Click Refresh

Status Placements

Registered

5.

Change Application Status to the
status of the Carer e.g. Under
Assessment, Registered

If this is not known leave this field
blank by clicking into it and
pressing ‘Delete’

&

Edt

[open




To Counter Sign an Exemplar via the Carer’s Fostering Chronology - continued

® Capita One 4.0
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| | Mew - 5 Refresh

7.
Click Edit to open the Carer’s

pplication

Date Range &l - Application Retf No
Family Mame gadd FOSterIng Chronology
Given Mame steve
Application Status Under Assessment -
Carer(s) Status | Placements ‘ Placement Limit

Uncler Azsessment

| Yacancies ‘Open |
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® Capita One 4.0
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|} Focus 3@ Tools % Window @ Help
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Forward = % Shaw/Hide « Person Drag and drop menu items here. ..
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Events Within &Il - Event Type Al -
(Application I Registration Summary ™

Reference Humber 000025 Current Status  Under Assessment

Carer1

Surname Gadd 5 Drtails:

Forename Steve

e-Mail Address stevieq Ehotmail .com 8

élick Edit to open up the
exemplar to be viewed and

Principsl Address 7 STOME BRIDGE , APPLEDORE ROAD WOODCHURCH |, ASHFORD | TH2E 3TG

Primary Cortact Mumber 01233 123456 hiokile

Gender Wale Dt of Birth 15104965 Slg ned off
Carer 2

Surname 8 Detsils

Description ‘ Open‘ I;
Reviews (Fostering) Edit

1711172008 Fostering Report on Intial Yist to Applicant Edit

Date of Wisit : 10/2452005 -
Completed on date ; 10/25/2005

131172008 Application § Registration Status
Status: Under Azsessment
Start Date: 1311172008
End Date:
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m
=N
=

FAMOIMNG_Cawe binte Felit =

The Exemplar will open up and can be viewed and signed off as described
previously.




Counter Sign Initial Visit to Applicant exemplar

Navigate to the Initial Visit to Applicant exemplar either via Workflow or Carer’s
Fostering Chronology as described previously.
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Click Save
&
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for the next course
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Digital Signature on
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Digital Signature on
| Sign Mo
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Enter ‘Request to Proceed’ date on Application form

Return to the ICS ‘My Home Page’

) Capita One 4.0 == x|
| L), Focus x Feet % ipreh —Hep 1
Adoption » | 1CSPerson Drag and drop menu items here ! - Q -
| - )
e , Click Focus menu
Aspecks Managemenk 3
1 Bases 3
Contack Record 3
[rata Management 3
‘ Faostering > Fostering Application ||
q Faostering Adoption Enquiry 3 Foster Register M
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15 Forms 3
| | Manage Cases » = 16y == e 2 I k
ssigned o s5ig) C H F t H >
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Results Management v Fostering Application
G » 15:36:44  Sharron Giffard Wes 110802 onference Rewiew for Joshua Pye by [question ZL..
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srson 1122433 Valerie Miler Yes  0SME/2009 TODDM3S, has to complete an Core Assessment far Kyle Hil within 35 days.
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Window

1
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Enter ‘Request to Proceed’ date on Application form - continued

# Capita One 4.0 18] x|
.| Focus >€ Tools % Window @ Help
@ Back - Forward - % ShowfHide ~ | Person Drag and drop menu ikems here. Q ‘3 -
% T
[ save [ New ¥ Alerts
Initial Enquiry Details 2. Personal Details 3. Recruitment Method 4, Placement Information 5. Fostering Resource Offered |3 =l 2=
e-Mail Address
sendsr Mot Specified Date of Birth -
S
- Recruitment Methot, 7 )
Recruitment Method \ -
6 =
(4. Placement Information \ ! ™
—
Age Range Lowwer Age Range Upper Once saved: Close form
Mo Of Children Gender of Children - down
(6. Fostering Resource Offered AN N
ST Fostering Ig‘
LT Fostering Iz‘
Kinship Care = 5 .
Relist £ Add Request to Proceed date
Dizahility [ .
. and click Save
Unaccomparied ... [3]
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Enter ‘Checks Completed’ date on Application form

Navigate to the Carer’'s Application form and add the Checks Completed date as
described above.

Enter ‘Training Completed’ date on Application form

Navigate to the Carer’s Application form and add the Training Completed date as
described above.




Add Status of Registered and complete Registration form

Once Panel have approved the Carer, the Team Leader should add a new status of
Registered to the Carer’s Fostering Chronology

Navigate to the Carer’s Fostering Chronology as described previously.

1.
Click New >

/ Application/Registration Status

2

/ Add a Status of Registered

Start Date cannot be
amended on this form so
leave unchanged

3.
Click Save

Once the Status form is saved, the Fostering Registration form will open




Add Status of Registered and complete Registration form - continued

4.

IMPORTANT — Change the

/ Registration Date to the actual
date of registration

5.
Add Placement Information to Panel 4

6. -
) Specify Placement Types =Yes
X =No

7.
Click Save




Add Status of Registered and complete Registration form - continued

A

8.
The Status of the Carer will now
show as Registered

A




Counter Sign Reviews (Fostering) exemplar

Navigate to the Reviews (Fostering) exemplar either via Workflow or Carer’s
Fostering Chronology as described previously.

3.

Once saved,
2 close exemplar
Click Save down

1.
Review content, add a Comment , then

click Sign Now

Counter Sign Fostering Supervision Record of Visit exemplar
Navigate to the Fostering Supervision Record of Visit exemplar either via

Workflow or Carer’s Fostering Chronology as described previously and sign off as
shown above.

Counter Sign Fostering Detailed Record exemplar

Navigate to the Fostering Detailed Record exemplar either via Workflow or Carer’s
Fostering Chronology as described previously and sign off as shown above.
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