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1 About ARC

Advice, Referrals and Caseuvhigemen (ARC) is the system developied Family Participation
Program(FPP services tananagetheir work in supporting Aboriginal and Tor@gait Islander
families participate in child protéion decisions that affect therg empowering families in decisien
making processes and activating appropriate support networks for the safety and wellbeing of
Aboriginal and Torres Strait Islander chilasgithin family, community and cultureARC streamlirse
the capture of reliable datto generate reports for operational management and performance
evaluation.

Throughout this manual, those data fields which are critical for reporting purposes
are marked with*.

To access ARC you will need:

I Internet connection

1 Internet browser: Infoxchange supports the three most recent versions of Internet
Explorer, as well abe latest stable versions of Chrome and Firefox.

1.1 Logging into ARC

1. Type the URLtips://srs-gld-families.infoxchangeapps.net.anto the browser

2. Login usingour uniqueusername and password. For first timecessrefersectionLogging
In for the first time

1 You have 4 attempts to enter the correct username and password
1 On a % unsuccessful attempt you will be blocked from logging in for a period of 1 hour
TheNews sectionwill keep you informed bany software updates or system outages

Details of support opons arelistedin the Need help usindARQ Section.

supporting

=)
families . Infoxchange

Advice Referrals and Case Management

This database contains private and confidential information. Access to this information is
subject to State privacy legislation. Only authorised persons should access this database.

Login to your account

Username

‘You should not give your usemame and password to any other person. Please keep your e

password secret. All access to this application is logged and is subject to regular audits_

Forgot your password?

About ARC

Advice, Referrals and Case Management (ARC) is an online client
management system developed in partnership with, and funded by the
Department of Child Safety, Youth and Women (DCSYW), to support
service delivery for Family and Child Connect, Intensive Family Support
and Aboriginal and Torres Strait Islander Family Wellbeing services in

News

What's new for you - December news
Get the low-down on new features and recent changes here

Need help using ARC?

Detailed 'how to' guidance is available in the User Manual. Simply click
here to access:

* User Manual for FaCC

= User Manual for IFS

= User Manual for A&TSI Family Wellbeing

SPECIAL ALERT : Referrals now attach to all Person records!
IMPORTANT NOTICE about Contact Report and group activities

Queensland.

ARG improves the efficiency and effectiveness of service delivery by
helping organisations manage information and activities for vulnerable
children and families.

Access to ARC is managed through Infoxchange with DCSYW receiving
reports containing prescribed de-identified and limited identified data. The
latter is used only for fracking program performance and is reviewed by a
small number of staff subject to tight controls and is destroyed after use

The Contact Report, a standard SRS report, does not accurately reflect
worker time recorded via Group Notes or Activity Records. Adjustments
are required to reconcile recorded worker time using this report. >> Read
more

Are you up-to-date with...
« Mastering the Cases Page - using the Associated Records feature
+ Using the Groups features — for IFS services and for A&TSI Family
Wellbeing services
+ Understanding your Reports — providing insights for managing your
service and streamlining reporting requirements -
« for FaCC and IFS services
= for A&TSI Family Wellbeing services

For your reference:
+ FaCC Program Guidelines
* IFS Program Guidelines
+ A&TSI Family Wellbeing Program Guidelines

* User Manual for ASC

If you experience any problems with ARG, please contact Infoxchange
Helpline on 1300 366 516 or (03) 9418 7487 or email srs-
support@infoxchange.org. If you contact the Helpline, please quote the|
web address you use fo access ARC and the workgroup you belong to.

Support for practics related queries is available from Stronger Familics

and Family and Child Gonnect.

For any queries relating to practice matters, please email
faccandifssupport@communities gid gov.au or
familywellbeing@communities.qgld.gov.au
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1.2 Logging in for the first time

When you log in for the first time, yawill be asked to change your password. We recommend that
you change your password to something easy to remember.

1 Username must be unique withllRC Recommend Firsthame.Surname (e.g.
John.Dough)

1 Passwords needs to be a minimuml@fcharacters, containg 1 numeric characterl
specialcharacterand mix of upper and lower case.

Do not write down your password.

When logging in the first time, you will also be asked to update your security questions and email
address, this will help identify you within the system and allow you to reset your password if
required.You will be prompted to update these preferences datime you login until you complete
these items.Refer toUser Preferencefor an outline otthe security preferences available.

1.3 Navigating ARC

supporting  FPP Training 1
families Advice, Referral and Case Management (ARC

Home [WA8td Team List My Actions Team Actions Referrals

Persons - -
Open Between: Start date| 09/01/2019 | # End date| 09/01/2019 | % Hid&Ngam Managed: [ ] Profile Status: | Please select...

Days
Cases W natches to your criteria. TabS

Reports

Admin

Once you have logged into ARC, the Home page displays as the default view.
Each screen within ARC comprises 3 areas :

1 Pageg; 6 options on the lefthand side
1 Tabsg appear across the top for each Page
1 Workspace areg the central area.

Pagesare grouped acording to theme :

Homepage: Range of worker tools Enquiryform

Persongpage: Search for clients anthanageclient records

Dayspage: Enter or view data related to a particular day/date
Casegage View and accesSase Summaries

Reportspage Define and run various reports

Adminpage User preferencesjocumentsand coordinator functions

Each Bge has multiple Tabs. Tabs allow the user to carry out partituiations within the selected
Page.

| 51
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The diagram below is a useful reference for understanding the pracesRGstart to finish for

managing your work supporting Aboriginal and Torres Strait Islander families participate in child
protection decisions that affect them

Receive referral from Child Safety

: email f via familvchildconnect online

Create Person records

MNotes must be recorded throug Add Relationships
to capture time spent on activities

Create

when Type of referral =

- |&A — CINOP decision

- Develop case plan

- Develop support plan (unborn)
- Review case plan

Create
when Type of referral =
- Identify independent person

Select Profile type
- Identify independent
person

- Participate as
independent person

Response to FPP Referral

S

Complete Family consent to engage with FPP service —
independent record date on FPP Case Summary
person
services
¢, Deliver FPP services

Close Profile —

Record End Date Make Referral to another service

Close upon completion of FPP service:

» (Case Summary - Closure subtab
» Key Worker (on Person record) - End date

| 61
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1.4 Viewing Prior Records

Data in ARC should not be deletadess it was incorrectly enteredf nformation is no longer
current or work has been completedecordl y WS y RompBlétdiidat@. This will close the

record W F A £ BewPiioQThénasnply create anew record toreflectthe current / newdata or

activity.

ThisView Priorfeature occurs throughout ARGhe screeshots below provide an example of how it

appears.

In Screenshot 1, you can see tiew Priorbutton appears againstases Case Summarythis

indicates that this Persotioes not have current Case Summatyut does have previous Cage.

To view the previous records, simply click Wiew Priorbuttonci KS WwWOf 2aSRQ NB O2 NR

shown in Screenshot 2.

To hide the closed records, simply click tfiew Priorbutton again.

Screenshot 1

supporting
families

Persons
Days

Cases

Reports

Admin

B & Recent List
Margerie Mandarin

FPP Training 1
Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)
Search PMEENEY Notes Supports Alerts Referrals Plans Tasks Documy

View Primary Details

Person / Alias:

Create new alias

Name Primary/Alias Comments

Margerie Mandarin Primary Name

Relationships: Create new relationship
Person Relationship DOB Comments
Mark Mandarin Son 20/01/2010

Profiles: Create new profile

No profiles exist

No current Cases exist

Address: Create new address

Street Locality Type Comments Last Update
«” 45 Pelican Drive BOWEN QLD 4805 Home 14/01/2019 9
Phone & other contacts: e T SEanEE
Contact Type Comments Last Update
0410667667 Mobile 14/01/2019

Screenshot 2

supporting
families

Home
Persons
Days
Cases
Reports

Admin

B & Recent List
Margerie Mandarin

FPP Training 1
Margerie Mandarin remale, DOB: 21/04/1980 (Age 38 yrs)

Search [DEENS Notes Supports Alerts Referrals Plans Tasks Docu

View Primary Details

Person / Alias:

Create new alias

Name Primary/Alias Ccomments
Margerie Mandarin Primary Name

Relationships: Create new relationship

Person Relationship DOB Comments
Mark Mandarin Son 20/01/2010
Profiles:

Create new profile
No profiles exist

No current Cases exist
Prior Case

Description Role workgroup Start End

FPP Case Summary
Mandarin Primary Carer FPP Training 1 10/12/2018 21/12/2018

" 45 Pelican Drive BOWEN QLD 4805 Home
Phone & other contacts:

Contact Type Comments
0410667667 Mobile

Address: Create new address
Street Locality Type Comments Last Update

14/01/2019 9

Create new econtact

Last Update
14/01/2019

| 71



ARC User Manu&dr Family Participation Program

1.5 Toggle for access to Person records
On the lefthand side of your screen, undeath the Pages, there are 3 toggle options to display
recent Person records :

- Recent List displays the 10 most recent Person records you have accessed
- My List: displays the Persons for which you are listed as a Key Worker

- Team Managed displays the Persons whefeam Managedhas been selected as Key
Worker.

{[AYLE & X

- clickthe toggle icol © to select your required display

- clickon the bluename to open that Person record

- click the bo> = 'to expand ot S to hide recorddisplayed

supporting

supporting supporting i)
amiues

families families

supporting
families

Persons Persons Persons

Days Days

Reports

Reports

B8 My List
Margerie Mandarin B & Team Managed

' Recent List

B & Recent List
Margerie Mandarin
Beverley Banana
Mark Mandarin

1.6 Logging off

Log off via the log out icc.C"' on the top at the far right of the screen. Simply click to log out.
Users should log out as soon as theydaompleted their work within ARC

VN
supporting FPP Training 1 A Coordinator (Coordinfftor)
families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs) G4
Search P&l Notes Supports Alerts Referrals Plans Tasks Documents et
View Primary Details Edit Primary Details Be
Days -
B e tven e (Wargere
Name Primary/Alias Comments i
Margerie Mandarin Primary Name Qticiian =
Relationships: Family Name | Mandarin (=]

| 8]



ARC User Manu&dr Family Participation Program

1.7 Access to more than one workgroup

In ARC, each service is-sptas a separate workgroup. In some areas,relstaff work across a
number of services, access is required for more than one workgroup. Each User only has one log in to
ARC.

Simply click th&€€hange Workgroujcon, as shown below, in the top right of your screen to select the
workgroup you require P

supporting  FPP Training 1 Acof
families Advice, Referral and Case Management (ARC

LAREd Team List My Actions Team Actions Referrals Change
Workgroup

m Open Between: Start date‘ 12/12/2018 ‘ End date‘ 12/12/2018 ‘ Hide Team Managed: [] Profile Status: | Please select...

No matches to your criteria.

The workgroup options you have available will display. Simply select the radio button for the required
workgroup and click OK.

My Workgroups x

Select to change to another workgroup
(O ASC Training 1

OEBM Training 1 ()
O FaCC Training 1
® FPP Training 1
O FW Training 1
v

Training 1
[1SHpw this window after every login

N

It is recommended youdk the checkbox on this screen to display your workgroups optioresaohn
log in. If not checked, you will be logged in to the workgroup you last exited. Access to your other
workgroups isavailablevia theChange Workgrougcon.

1.8 Concurrent edit warning

Should two workers be concurrently editing / updating a record, the following message will appear:

This record has been updated by another user while you were

editing it.

Updated by on 16/02/2016 09:40:31.661835 AEST

Please choose one of the following action to proceed:

@® Apply my changes anyway (the other user's changes will
be overwritten)

O Discard my changes and redisplay (load changes made by
the other user)

Select the required option an@ontinue

| 9]
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1.9 Forgotten password

After you have logged in for the firsme and have completed youré&ferencegonthe Admin page)
0KS WC2NH2G @€2dzNJ LI 4ag2NRKQ fAy]l 2y GKS I yRAY
b3

LT &2dz KF@Sy Qi aSd dzJ €2dzNJ } aSNJ t NEFSNBy OSa
service or call the Infoxchange Support Team to reset yolsvparsl.

1. ClickForgot your passwordh the login section on the ARC landing page.

Login to your account

Usemame |

Password

I :orgot your pass-.«-'cr:? I
2. Enter your username and the email address registered with your user profile and select
Submit Step 1
supporting -
families ¢, Infoxchange

To reset your password you have to follow 3 simple steps.

Step 1 of 3 - Please fill the form below
Enter your usemame and the registered email address recorded in your SRS/SHIP user preferences

At the completion of Step 1 a reset key will be sent to your registered email address.

Username firstname lastname

Email address adrian@email com

€ Infoxchange

An email containing a reset key is sent to the registered email address.

3. Copy theresetkey from your email and paste it into theset Keyield,
answer the security questioand
selectSubmit Step 2as shown below

| 10]
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To reset your password you have to follow 3 simple steps.

Step 2 of 3 - Please fill the form below

An email was sent to you with your reset key. If you do not receive the email, check the junk / spam folder in your email
program.

Enter the reset key in the form below and enter your response to the security question. This must match the response
you entered in your user preferences.

Note: If there is no security question below you have not completed your preferences and will not be able to use this
password reset function. Please contact your administrator or contact SRS Support.

I Reset Key 1304bb16ac I

— -
Security Question What are the last five(5) characters of my drivers license?

Security Rsspon{ | 98765 ’

[Soone s | G|

4. Enteryour new username and password

Note: Your password must:
9 be at least 8 characters long
9 contain 1 upper case letter
T 1 lower case letter
T 1 number
1 bedifferent to your current password

SelectSubmit Step 3

To reset your password you have to follow 3 simple steps.

Step 3 of 3 - Enter your new password

Your reset key and securiy question have been validated. You may now reset yOur password
Please select a secure password. You should not disclose your password to other people.

Passwords need to comply with the following rules:
Must contain at least 8 characters.
Must contain at least 1 uppercase letter, 1 lower-case jetier and 1 number
1 €annot De the SAME IS yOUr CurTent password

New password ssseansnned
Confirm password assnsnsanne
St S0 3
5. SelectLogin Pagand enter your new password

supporting ¢ Infoxchange
families

To reset your password you have to follow 3 simple steps.

Your o was changed

L P

| 11]
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2 Home Page

2.1 My List

TheMy Listtab is used to view the list fersons/ou have been allocated akay Worker.

TheCases/ Case Summaty which you have been assigned aSase workeis displayed on the
Casedage. (Simply use the Apply Filter button to refine the search for your Cases).

From theHomepage select theMy Listtab :

supporlimz FPP Training 1 A Coordinator (Coordinator)
families Advjce, Referral and Case Management (ARC g o

D —
My (IE4 eam List My Actions Team Actions Referrals

Open Between: Start date | 12/12/2018 | End date | 12/12/2018 | tide Team Managed: [] Profile Status: | Please select... e

Given Name  Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current

) Name Role Started Ended Contact* Contact® Contacts™ Contact* Plan
Peter Potato 12/12/2018 0 No
1to 1 of 1 results

~ .
[S)7) Rzt e * Includes all recorded contacts with FPP Training 1 (does not include file notes).
Bev Banana

Peter Potate

The following options can be used to customise your view:

Clickthe calendar icorand alterthe Start dateand End dateto filter data by date.

You can exclude those clients managed by thiire Workgroup by clicking thidide Team
Managedbox.

Profile Statugif used by your servic#jill be displayedf selected- clickGa.

To sort tre list of persons, click on thi@iven Namer Family Namdlue column headings.
ClickExport Listo exportthe data currently displayed to a Microsoft Excel spreadsheet.
Clicking on the ® N& 2 y Quill opeh thieSerson record.

= =4

=A =4 =4 =4

2.2 Team List

TheTeam Listabon the Homepageis used to view the list of Persoalocatedwithin your
Workgroupconly able to be viewed by those with Coordinator access.

NOTE TheCase workersllocaedto Cases / Case Summanmyust be viewed from th€asefage.

A Coordinator (Coordinator)

&

supporting FPP Training 1
families Advice Referral and Case Management (ARC

Home My List My Actions Team Actions Referrals

Open Between | 12/12/2018 [T and [ 12/12/2018 |7 Key Worker | please sele[v]| Show Last worker [] Alerts [] Profile Status | please select... (2]

Days

Cases
Key Worker ~ Given Family Worker Key Worker Key Worker First Most Recent Number of Time Since Last Current

* * + *
Reports Name Name Role Started Ended Contact Contact Contacts Contact Plan

. A Peter Potato 12/12/2018 0 No
Admin Coordinator

G User Bev Banana 12/12/2018 0 No

B & Recent List

Bev Banana DM
1 to 2 of 2 results
Peter Potato

* Includes all recorded contacts with FPP Training 1 (does not include file notes).

The following options can be used to customise your view:

By clicking the calendar icoméaltering the displayed date range you can filter data by date.
You can show additional details suchLast Worker existingAlerts and Profile Statusby

clicking the options at the top of the form.

9 To sort thdist of Rersons, click on th&Vorker Name Given Nameor Family Nameblue

column headings.

ClickExport Listo export the data currently displayed to a Microsoft Excel spreadsheet.
Clicking on the ® N& 2 y Qvill ogeh tiieSPersonecord.

= =4

= =4
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2.3 My Actions

TheMy Actionstab provides a quick way for you to check on any tasks, alerts, plans, document
reviews and any other actions that have been allocated to you.
From theHomepage select theMy Actionstab.

My Actionslists all of your actions and tasks that are due slyast those that are overdue. Overdue
tasks are highlighted with a pink background.

Suppﬂl’ti"lg FPP Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) g 4 &

My List Team List eam Actions Referrals

Due Date Between: Start date | 15/11/2018 |78 End date | 07/02/2019 [T

Calendar View e

O Due Date | Time Action Type Workgroup Person Description Details

O 01/02/2019 Task FPP Training 1 Carissa Carrot Go to Task

O 25/01/2019 Task FPP Training 1 Bev Banana Go to Task
] 20/12/2018 Task FPP Training 1 Bev Banana Go to Task

B & Recent List
Carissa Carrot
Peter Potato
Bev Banana 1 to 3 of 3 results

NOTE: This list shows all actions you are responsible for. This may include actions associated with your work for another workgroup (other than the one for which
you are currently logged on). To view the details of these actions you will need to change to that workgroup.

The following options can be used to customise your view:

1 By default, the system displays actions that are due in the next four weeks or were due in
the past sixveeks that are yet to be completed or closed. To alter the period you are
viewing, enter dates into th&tart dateand/or End datdfields, or use the calendar icon to
specify a period. ClicRa

To sort the list of tasks, click on tbeie Dateor Action Tye blue column headings.
Clicking on the ® NE& 2 y Quill opeh tHeSRrson record.

Go to Tasldirects you to the individual action.

2.4 Team Actions

TheTeam Actiondab is used to view the list of actiomsthin your Workgroupg viewed only by
users with Coordinator access
From theHomepage select theTeam Actiongab.

supporting FPP Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) g & &

My List Team List My Actions Referrals
Due Date Between: Start date | 15/11/2018 |[# End date | 07/02/2019 9

Due Date | Time Action Type Worker Person Description Details

01/02/2019 Task A Coordinator Carissa Carrot Go to Task
K User

25/01/2019 Task A Coordinator Bev Banana Go to Task

B & Recent List 15/01/2019 Task D User Peter Potato Go to Task

Carissa Carrot 20/12/2018 Task A Coordinator Bev Banana Go to Task
Peter Potato
Bev Banana 1 to 4 of 4 results

The same featres for navigating and custonmg My Actionscan be applied to this tab.
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3 Person Details

3.1 Searching for a Person

To maintain theaccuracy of your data by ensuring duplicate records for Persons are not created, y
can only add newerson recordafter you havecompleteda search

There are 2 ways you can search for a Person :

1. via thePersongpage using theSearchab; or

2. using tre Family ramesearch box otthe bottom left of the screen.

supporting  FPP Training 1
families Advice, Referral and Case Management (ARC

A Coordinator (Coordinator)

= & &

Persons

Search By: @ Name O Identifier O Address O Phone O DOB

Given name |:| Family name I:IO Male O Female O Intersex O Unknown Fuzzy
Clear
el
B © Recent List

Bev Banana
Margerie Mandarin

Familf name search

A quick way to access existing Person recgadshave recently accesséedto select them from your
Recent Liston the lefthand side of your screen.

Fuzzy searchingllowsyou to search for clients with names that are a close match, or sound similar,
to the one you typed. It is highly recommended to always do Fuzzy searching becau“se of the variety
Ay (GKS gl@& LIS2LX S aLlStt yIYSad dzlC 2UNa 2SdE KL S |
The system isapable ofwildcardsearching The%character can be used as a substitute for

characters in a search, which greatly increases efficiendyflaxibility. For example, %sam
the Family namdield willreturn a listof all pesnsg K2 &S { dzZNy I YS Sy R&a Ay

Some example wildcard searches include:
1282y gAff aSIENODK F2NI yIYSa SYyRAYy3a Ay dazy
1 Willeg Aff &SFENOK F2N yFyYSa adlNIAYy3 gAGK @2 A
T20Ay: gAff &ASENODK F2NI yIFYSa gA0GK alGAye az
beginning o end
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3.2 Add aPerson

1. On thePersongpage Searchab, enter the criteriafor the personyou are searching for
You are strongly encouraged to shorten the name and use the wildcard (% or *) when
searching. ClickSearch

supporting FPP Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) E & &

Search By: @® Name O 1dentifier O Address O Phone O DOB o

Days
Given name Family name | Car% b Male O Female O Intersex O Unknown Fuzzy
|
Search § Clear
()

— ) Given Name Family Name Sex DOB Alias? Match 1
B & Recent List
Bev Banana Thomas Carter Male 11/09/1991 3
Margerie Mandarin
1 to 1 of 1 results @

e\
‘Add new Person )

For this example, the search is foarissa Carrag simply shorten the name and add the
wildcard.
The Search Results do not display an existing records for Carissa Carrot.

Alternatively, you could include the initial for the Given name, as below

suppol’ﬁ!‘lg FPP Training 1 A Coordinator (Coo|
families Advice, Referral and Case Management (ARC) =

Search By: @ Name O Identifier O Address O Phone O DOB

Days

= Given nhame Family name | Car% k ) Male O Female O Intersex O Unknown Fuzzy
Cases

Admin r —
No matches to your search.
B < Recent List

Bev Banana ‘

Margerie Mandarin

Asthere wereno recorcsfoundz Wh2 YIF GOKSa (2 @2dzNJ aSI NDKQ

Tip: If you are not sure about the spelling try using the % symbol as a wildcard.
For example, johns% would return both johnstone and johnson.

ClickAdd newPersonto create a record.

3. TheAdd New Persoffiorm is displayed.
Completeas much information as possible.
SexandIndigenous statuare mandatory field$*).
If the exact date of birth is unknowrselecta year only andick the year estimated
checkbox.
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Add New Person Be
Given Name  Carissa
Middle Name
Family Name  Carrot =
*5ex () Male ® Female O Intersex () Unknown

Date of Birth 21 4 1990

[ year estimated

=Identifies as @ Aboriginal
O Torres Strait Islander
O Both
QO Neither
O unknown

O unspecified
Identifies as [ | Australian South Sea Islander
Country of birth
Preferred Language

[ culturally and Linguistically Diverse

Comments

Primary diagnosed ﬂ
disability

Secondary diagnosed [v|
disability

Person Identifier

ICMS ID
Date of Death | DD/MM/YYYY B (dd/mm/yyyy)

Last Updated

Save

For recordinddentifies as
Unknowng the person does not know their status
Unspecified; the person does not wish to specify their status.

4, Select theSavebutton or select th iconin the top right of the form.

5. ThePersonrecord is created the Detailstab is the default view.
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supporting
families

Sex Detai Notes Supports Alerts
View Primary Details
Days
BTN ... ) sios:
Name

No relationship exists

FPP Training 1

Primary/Alias
Primary Name

B & Recent List
Carissa Carrot
Bev Banana
Margerie Mandarin

Profiles:

No profiles exist

Cases

No Cases exist

Address:

No address exists

Phone & other contacts:
No contacts exist

Key Workers:

This person has no assigned key workers

Family name search
— |

Referrals

Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Plans Tasks Documents

Edit Primary Details

Create new alias

Comments

Given Name
Middle Name

Create new relationship (el 2

*sex

Date of Birth

*Identifies as

Identifies as
Country of birth

Preferred Language

Comments
Primary diagnosed
disability

Secondary
diagnosed disabili

Person Identifier

Date of Death

Last Updated A Coordinator, FPP Training 1

A Coordinator (Coordinator)

ER
E
B

Carissa

Carrot &

O Male @ Female O Intersex O Unknown
21 | 04 1990

[ year estimated

@ Aboriginal

O Torres Strait Islander
O Both

O Neither

O Unknown

O Unspecified

[ Australian South Sea Islander

[J culturally and Linguistically Diverse

6378
DD/MMAYYYY B (dd/mmiyyyy)

14/01/2019 08:48:46 AEST

Person Identifier / Person ID :

The systerrgeneratedPerson ldentifiercan be foundn the Edit Primary Detailform, as shown
above, oy hovering over the Person name on tbetailstab, as shown below.

supporting
families

Cases

FPP Training 1
Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

“ Search [PEENE Notes Supports Alerts Referrals Plans Tasks Doy
View Primary Details

Primary/Alias

Primary Name

Create new alias

Comments

Create new relationship
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The following sections step though completing the segments oetailstab.

3.3 Create Alias

1. From thePersonpage,Detailstab, selectCreate new alias

FPP Training 1
Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

=Ele ) Details

supporting
families

Notes Supports Alerts Referrals Plans Tasks Documents

View Primary Details

A Coordinator (Coordinator)
E & &

Add New Alias Be
Days P i
erson / Alias: P
Cases . .
Name Primary/Alias -
Reports Carissa Carrot Primary Name Blcasiiame
Relationships: Family Name

No relationship exists Preferred Name

< Recent List

Create new relationship

Carissa Carrot Profiles: Create new profile
Bev Banana . *Sex
Malfterie Mandarin No profiles exist
Cases Date of Birth
No Cases exist
Address: Create new address
Comments

No address exists

Phone & other contacts:

Create new econtact
Create new key worker
This person has no assigned key workers

Last Updated
No contacts exist

Key Workers:

O

O Male O Female O Intersex O Unknown

dd
[ year estimated

mnj | yyyy

Save

N

w

right hand side.

»

Update the details and sele8ave

Record relevant details in thedd New Aliadorm. SelectSave.

To modify the Aliaslick on the Alias name and tialit Alias Detail$orm will disday on the

FPP Training 1
Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

=Cle ) Details

supporting
families

Notes Supports Alerts Referrals Plans Tasks Documents

View Primary Details

Person / Alias:

Create new alias

Given Name

Name Primary/Alias Comments )
Reports = - Middle Name
Alias (Pr@ Family Name

Relationships:

Create new relationship

Preferred Name

< Recent List

No relationship exists

Carissa Carrot
Bev Banana Profiles: e *Sex
Margerie Mandarin Cleateinev]piciie
No profiles exist Date of Birth
No Cases exist
Address: Colinenis

No address exists

Phone & other contacts: Last Updated
No contacts exist
Key Workers:

This person has no assigned key workers

Edit Alias Details

A Coordinator (Coordinator)

& ®

Be

Carrie

]

O Male ® Female O Intersex O Unknown

dd
[ year estimated

mn; | yyyy

A Coordinator, FPP Training 1
14/01/2019 08:57:34 AEST

Save
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3.4 Create Relationships

1. From thePersonpage,Detailstab, selectCreate new relationship

supporting FPP Training 1
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

A Coordinats

Search [pEENEY Notes Supports Alerts Referrals Plans Tasks Documents

View Primary Details

Search for related person: L
Days

Person / Alias: gvenname[ |
~

Name Primary/Alias Comments Familiy BT I:l
Carissa Carrot Primary Name

. Carrie Alias (Preferred) Sex O MaleO Female O Intersex
Admin

. . O Unknown
Relationships:
(fﬁ;zcg:iit No relationship exists htz2yj
e Profiles:
Cases
No Cases exist
2. Search for the related persanenter details (use of wildcard is recommended}lickGo.

If no records aréound, selectAdd new person

FPP Training 1
Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

Search eECHEY Notes Supports Alerts Referrals Plans Tasks Documents

supporting
families

A Coordinatol

View Primary Details Search for related person: @

Name Primary/Alias Comments Femily e
Carissa Carrot Primary Name
Carrie Alias (Preferred) Sex @) Male O Female O Intersex

- - O Unknown
Q2R t List Relationships: Create new relationship
ecent Lisl
(‘:r'lssa St No relationship exists Fuzzy
Bev Banana . Go il Clear
profes @ e
Margerie Mandarin Create new profile
No profils exist Resutes |

No match to your search.

No Cases exist

Tip:If you are not sure about the spelling try using the %

. symbol as a wildcard.
Address: Create new address For example, johns% would return both johnstone and johnson.
No address exists

Phone & other contacts: [ —
3. Complete record as outlined the preceding sectiom\dd a Person ClickKsave

4. TheEdit Relationshigorm will display.

supporting FPP Training 1

A Coordinatd
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)
m Search eEENE] Notes Supports Alerts Referrals Plans Tasks Documents
_ View Primary Details Edit Relationship aY?)

_ Person / Alias: Related person Charles Carrot

Cases A . 0
_ Name Primary/Alias Comments is Carissa Carrot's ‘ ‘
Carissa Carrot Primary Name

Start Date | 14/01/2019
Admin Carrie Alias (Preferred)

. N End Date | dd/mm/yyy!
Relationships: Create new relationship
< Recent List

Carissa Carrot No relationship exists Comments ‘ ‘

Bev Banana

Profles:
Margerie Mandarin Create new profile Last update

No profiles exist

No Cases exist

Save
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5. From thedrop-down list, select the requiretklationship type
In this exampleCharles Carras/ | NR& & & | HugbandiNE G Q a
SelectSave

Note: the start date forarelationshipR S ¥ I dzf G & { @thisican®eé 1&ft@siisor I (G S
modified to reflectDate ofBirth or it could be the start date of care (e.g. foster care)

Edit Relationship 0e

Rallied] passm Charles Carrot

Brother ~
Start Date | Brother in Law
Child

End Date | Colleague
Counsellor

Comments | Cousin
Co-worker
Ex-partner

Last update | Family Day Carer
Family Day Child
Father

o . Father in Law
Flat mate
Foster Carer
Foster Child
Friend
Friend - care recipient
Friend - volunteer carer
Grandchild
Grandparent
Great Nephew
Great Uncle
Guardian
Half Brother
House mate
Husband
Kinship Carer
Kinship Child v
Kith

6. Therelationshipis now shown on th@ersof2 Betails tab.

supporting  FPP Training 1
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

Search [eEEHE) Notes Supports Alerts Referrals Plans Tasks

m View Primary Details
.
Person / Alias:
_—
Name Primary/Alias Comments
Carissa Carrot Primary Name

Carrie Alias (Preferred)

Relationships: Create new relationship
B & Recent List
Carissa Carrot
Charles Carrot

Bev Banana

Margerie Mandarin Profiles:

Person Relationship DOB
Charles Carrot Husband 02/06/1984

Comments

Create new profile
No profiles exist

You can accegs K | NI S aPersdnrisdutd ki @ligking on his name.
Carissas displayed in th®elationshipson his record. .

supporting  FPP Training 1
families Charles Carrot Male, DOB: 02/06/1984 (Age 34 yrs)

“ Search [REIEHEN Notes Supports Alerts Referrals Plans Tasks
Persons : : i
_ View Primary Details
-
Person / Alias:
-
Name Primary/Alias Comments
Charles Carrot Primary Name
m Relationships: Create new relationship

B £ Recent List Person Relationship DOB Comments

Charles Carrot Carissa Carrot Wife 21/04/1990
i ot

If you click the relationship valudisplayed the Edit Relationshipscreen opens if you need to
edit / update.
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Note : ThePersonrecord you have opeis the name showim the top section of your screen, above
the tabs. ThePrimary Dedilsfor that Person displays on the right of your screen.

supporting
families

A Coordinator (Coordinator)|

& C

g, DOB: 21/04/1990 (Age 28 yrs)

Search eEE]E] Notes Supports Alerts Referrals Plans Tasks Documents

View Primary Details Edit Primary Details B0
Person / Alias: Given Name  Carissa

Name Primary/Alias Comments

Carissa Carrot Primary Name Rlddieiane
Carrie Alias (Preferred) Family Name | Carrot =2
Relationshipe:
© & Recent List P Create new relationship *sex (O Male ® Female O Intersex O Unknown
Carissa Carrot Person Relationship poB Comments
Charles Carrot Charles Carrot Husband 02/06/1084 Date of Birth 21 04 | 1990
Bev Banana = N o

| 21]



ARC User Manu&dr Family Participation Program

3.5 Create Profile

There are two Profiles availableclick the dropdown arrow
- Child Profile and
- independent person

Days

View primary Details

supporting  FPP Training 1 A Coordina
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)
m Search [PDEIENEN Notes Supports Alerts Referrals Plans Tasks Documents
Create new profile 2o

Person / Alias: Profile type
Name Primary/Alias Comments independent person
Reports Carissa Carrot Primary Name
[ Ew ] e
Relationships: Create new relationship
B & Recent List

Carissa Carrot Person Relationship DOB Comments

Charles Carrot Charles Carrot Husband 02/06/1984

Bev Banana

Margerie Mandarin Profiles: Create new profile

No profiles exist

3.5.1 Child Profile
The use oChild Profileis entirely at the discretion of service providerplease refer to procedures
required by your service.

These records aneot included in any departmental reporting.

@ Child Profile [2]>)

Education / Care || Child Protection | Issues
Level
O childcare / Kindergarten
O Prep
O Primary school
O Secondary school
(O Not enrolled in childcare/kindergarten
O Not enrolled in Prep/School

Details

*Start Date | 12/12/2018 |F&

Last update

REI

3.5.2 independent person

Theindependent persorProfile is used when:

a) your service receivgea request/referral from Child Safetyidentify an independent person
(in relation to a family matterand
b) when your service/staff membes engaged as the independent person

For details about using this Profile, referSection4 of this Manual.
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3.6 Record Address

Multiple current addresse&uch as home, postal or respjtean be recorded for a Person. However,
at any one time, a€tson can only have ongifary address.

A single address can be associated with multiple related persons.

1. SelectCreate New AddressThe New Address Detailorm will appear to the right of screen.
supporting FPP Training 1 A Coordinatd
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)
Search [DIACIER Notes Supports Alerts Referrals Plans Tasks Documents
View Primary Details New Address Details: Be
Days ~
Cases
Name Primary/Alias Comments l:l
Reports Carissa Carrot Primary Name
Carrie Alias (Preferred)
. I Stat
B & Recent List
Carissa Carrot Person Relationship DOB Comments Postcode l:l
gzsr‘;e;(a::;mt Charles Carrot Husband 02/06/1984 Country
e e AT Crystal Carrot Daughter 08/08/2008
Comments
profiles: |
No profiles exist Safety Issues []
dress type | iome
No Cases exist ® o
e — Primary Address? Yes() No
Address: ‘ Create new address D
No address exists —_— Current Address? @ Yes(O) No
Phone & other contacts: _ Others who live at this address(tick):
EiEatelnenjecontach Person Relationship Current Address Primary
No contacts exist Address Type Address
Key Workers: Charlels Carrot Hush?]nd g
This person has no assigned key workers CiystaliCanol JEDavghiey
Last update
’

2. Record the addressncludingStreet, Suburband Postcode

3. Select theAddress type

4. Update thePrimaryand Currentaddress status (Yes/Na} relevant for that Address type

5. The address can be recorded, where relevant, to related persons by ttbkiripeckboxin
the Others who live at this addresisox.

6. SelectSave ThePrimaryaddress is indicated by thgeentick.
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supporting FPP Training 1

families

Persons View Primary Details
Days -

Person / Alias:
Name Primary/Alias

Reports Carissa Carrot Primary Name

Carrie Alias (Preferred)

Relationships:

B 2 Recent List
Carissa Carrot
Charles Carrot
Bev Banana
Margerie Mandarin

Person Relationship
Husband

Daughter

Charles Carrot
Crystal Carrot

Profiles:

No profiles exist
Cases

No Cases exist

Address:

Phone & other conta
No contacts exist
Key Workers:

This person has no assigned key workers

Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Create new alias

Comments

Create new relationship

Doe Comments

02/06/1984
08/08/2008

Create new profile
Create new address

Seree Locality pe_Comments Last Updat
" 24 Second Avenue TOWNSVILLE QLD 4810 Home 14/01/2019@

Create new econtact
Create new key worker

A Coordij

Search [PE<Ell) Notes Supports Alerts Referrals Plans Tasks Documents

Edit Address Details:

Street [ 24 Second Avenue =}
TOWNSVILLE

State | QLD

Postcode | 4810
counry

Comments

be

|

Suburb

Safety Issues []
Address type | Home
Primary Address? @ YesQO No
Current Address? @ YesO No

Others who live at this address(tick):
Person Relationship Current Address
Address Type

Primary
Address

)
&)

Charles Carrot Husband
Home

Crystal Carrot Daughter

Home

Last update A Coordinator, FPP Training 1
14/01/2019 09:14:54 AEST

Save

7.

To edit the addresselect the addresblue text- the Edit Address Detaifsagewill open
To view address inddgle mapsselect the@ icon.

Additional Notes:

1 When you start typing th&uburh a list of possible options will appear.

1 When you select th&tate the Postcodewill be populated automatically, assuming the

Suburbis recognisedlIn the case where a suburb has multiple postcodes, the post code

will need to be manually entered.

Whena Primary Addresias beernrecorded(it displays with a green tick besideat)d
you click orCreate new addresto record additional address typges warning will show

on the New Address Details form, as below.

New Address Details:

Please confirm whether or not this is the new primary

S

Suburb
state | QLD

Postcode l:l
couny

|

Another address is currently registered as the primary address.

B2e

address.

Comments

Safety Issues []

Address type | Home

Primary Address? () Yes(@®) No

Current Address? @ YesO No

Others who live at this address(tick):

Person Relationship Current Address
Address Type

m}
O

Charles Carrot  Husband
Crystal Carrot  Daughter

Last update

Save

Primary
Address

Simply record the requirethformation, noting that th
that Person.ClickSave

is will not be the Primary Address for
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TheDetailstab will display as follows :

supporting FPP Training 1

families

Search [pIECIEN Notes Supports Alerts

I View Primary Details
Days .
Person / Alias:

Name Primary/Alias

Reports Carissa Carrot

Carrie

Primary Name
Alias (Preferred)

Relationships:
B & Recent List

Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Referrals Plans Tasks

Comments

Create new relationship

Documents

Edit Address Details:

Street | 45 Greenslopes Terrace ()
Suburb | MAGNETIC ISLAND
State | QLD

Create new alias

Terrace ISLAND QLD 4819 most weekends

No contacts exist

Key Workers:

This person has no assigned key workers

Carissa Carrot Person Relationship DOB Comments Postcode
Charles Carrot Charles Carrot Husband 02/06/1984 Country
Sle" Ba.”a:,la P Crystal Carrot Daughter 08/08/2008
argerie Flandarin Comments | For Carissa's Mum - most weekends
Profiles: Create new profile
No profiles exist Safety Issues []
No Cases exist
Primary Address? () Yes@® No
Address:
Current Address? @ Yes O No
Street Locality Type Comments Last
Update Others who live at this address(tick):
+ 24 Second TOWNSVILLE QLD Home 14/01/2019 Q | Person Relationship Current Address Primary
Avenue Address Type Address
45 Greenslopes MAGNETIC Alternative For Carissa's Mum - 14/01/2019 @ | Charles Carrot Husband O

Create new econtact

Create new key worker

Crystal Carrot Daughter

Alternative o

Last update A Coordinator, FPP Training 1
14/01/2019 09:17:03 AEST

Save

When a family moves, simply mark that addres€asent Address? No and clickSave

It will be retained and display via th&ew Priotbutton,

under the headingrior addresses

FPP Training 1
Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Sea

supporting
families
SN Notes Supports Alerts Referrals Plans Tasks

Persons View Primary Details

Days

Person / Alias:

Name Primary/Alias

Reports

Carissa Carrot Primary Name

Carrie Alias (Preferred)

Create new alias

Comments

A Coord

Documents

Edit Address Details:

street [ 115 Frangipani Drive [~}
Suburb | TOWNSVILLE

«” 115 Frangipani
Drive
45 Greenslopes MAGNETIC
Terrace ISLAND QLD 4819

TOWNSVILLE QLD Home
4810

Prior addresses

Street Locality

24 Second Avenue TOWNSVILLE QLD 4810 Home

- — State
Relationships: Create new relationship Qb
B 2 Recent List
Carissa Carrot Person Relationship DOB Comments Postcode
Charles Carrot Charles Carrot Husband 02/06/1984 Country
5y EaIEmD Crystal Carrot Daughter 08/08/2008
Margerie Mandarin Comments
Profiles: Create new profile
No profiles exist Safety Issues []
Mo "
Primary Address? @ Yes () No
Address:
= " | current Address? ® YesO No
Street Locality Type Comments Last
Update Others who live at this address(tick):

14/01/2019 9

Alternative For Carissa's Mum - 14/01/2019 Q

most weekends

Type Comments Last Update
14/01/2019

9

Phone & other contacts:

eate new econtact

Person Relationship Current Address Primary
Address Type Address

Charles Carrot Husband Home O

Crystal Carrot Daughter Home O

Last update A Coordinator, FPP Training 1
14/01/2019 09:19:30 AEST

Save
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3.7 Create Phone & other contacts

A Person can have multiple electronic contact records such as phone, email, fax and mobile. Other
contacts such as aamergency contact or workers at external agencies can also be associated with
the person record.

1. ClickCreate new eontact. The Edit Contact Detailsorm will appear orthe right of screen.
supporting  FPP Training 1 A Coord
families Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Search [blEclSl Notes Supports Alerts Referrals Plans Tasks Documents

Persons

View Primary Details Edit Contact Details: Be
Days _
Person / Alias: e
Name Primary/Alias Comments *Contact type
Reports Carissa Carrot Primary Name
Carrie Alias (Preferred) Safety Issues []
- - Comments
—~ Relationships: Create new relationship ‘
B & Recent List
Carissa Carrot Person Relationship DOB Comments Start Date | 14/01/2019 |F&
Charles Carrot Charles Carrot Husband 02/06/1984
sy [EEEIT Crystal Carrot Daughter 08/08/2008 Epdipate l:lE
Margerie Mandarin
- Current econtact? @) Yes(O No
ore
No profiles exist Last update
Create new Case
No Cases exist
Address:
Street Locality Type Comments Last
Update
«” 115 Frangipani TOWNSVILLE QLD Home 14/01/2019 9
Drive 4810
45 Greenslopes MAGNETIC Alternative For Carissa's Mum - 14/01/2019 9
Terrace ISLAND QLD 4819 most weekends
Phone & other contacts: e
No contacts exist
Key Workers: Create new key worker

Inthe Contactfield, record thetelephone number, email addss etc.

3. Select &Contact typefrom the drop down menu.
Selectingemergency Contagtill display a yellow alert icon against that contact.

4, If there are safety issues regarding use of a contact, by tickin§adfety Issuelsox, an
orange alert icon willlsow against that contact.

AddCommentsasrelevant and useful
Enter theStart Dateby using the calendar icon.

If this is the current contact for the client seurrent econtact?o Yes

© N o o

SelectSave

To modify the Contact detajlslick on the Contact and the edit screen will display on the
right hand side. Update the details and selBeatve

To cease a contaanter an end datend Save This will display in the View Prior view.

Phone & other contacts: Create new econtact ‘ View Prior '
—

Contact Type Comments Last Update
0412 223 223 Mobile 14/01/2019
5656 9876 Emergency Contact For Carissa's Mum - Charlene 14/01/2019

A 5523 6987 Phone (Hm) Don't leave messages 14/01/2019

Prior contacts

Contact Type Comments Last Update
A 5489 1234 Phone (Hm) Don't leave messages 14/01/2019

Additional Notes:

T A user with Coordinator access level is able to delete a Contact record
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3.8 Assign Key Workers

A Person can have one or more Key Workers associated with tkegnworkers can be members of
your serviceWorkgroup and/or peoplefrom external organisationassising the familye.g. adoctor,

a counsellor Note: Personsexternal to your workgroup, recorded as Key Workdrsnot have

access tARC- their name issimplyentered for information purposes onlyWhen you create aew

Key Wrker, you have the option to record useful comments about the role of the key worker and his

or her responsibilities.
1.

2. Select theKey Workerfrom the drop downlist.

SelectCreate new key wrker. The Edit Key Workeform will appear orthe right of screen.

supporting  FPP Training 1
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

Persons View Primary Details

Days -
Person / Alias:

Create new alias

Name Primary/Alias Comments

Reports

Carissa Carrot Primary Name

Carrie Alias (Preferred)

Relationships:

Create new relationship

B & Recent List

Carissa Carrot Person Relationship DOB Comments
ghaféﬂs Carrot Charles Carrot Husband 02/06/1984
ev Banana
Crystal C t D: ht 08/08/2008
Margerie Mandarin rystal Carro aughter /08/:
Profiles: Create new profile
No profiles exist
No Cases exist
Address:
Street Locality Type Comments Last
Update

+ 115 Frangipani

Edit Key Wa

TOWNSVILLE QLD Home
Drive 4810

45 Greenslopes MAGNETIC
Terrace ISLAND QLD 4819

Phone & other contacts:

Key Workers:

This person has no assigned key workers

14/01/2019 Q

Alternative For Carissa's Mum - 14/01/2019 @

most weekends

Creste new econtact

Contact Type Comments Last Update
0412 223 223 Mobile 14/01/2019
5656 9876 Emergency Contact For Carissa's Mum - Charlene 14/01/2019

A 5523 6987 Phone (Hm) Don't leave messages 14/01/2019

=————
q Create new key worker ’
————

A Coord

Search PEEIS Notes Supports Alerts Referrals Plans Tasks Documents

or: Be
Key Worker | A Coordinator

Workgroup FPP Training 1

Comments

May be viewed by O Workgroup® Cluster

Start Date | 14/01/2019 (7

Current Key @ Yes() No
Worker?

Last update

Save

Torecorda key worker externab your servic&

asSt Soi

WhiKSNE Keyt SI &85

Worker list. Thenenter theirName, for Workgroupg record the name of their organization
andRole It can be helpful to record tlirephone number in th&€€ommentsection,role and

organization details

Edit Key Worker:
Key Worker

2O

Comments

May be viewed by O Workgroup ®) Cluster

Start Date | 14/01/2019 | T

Current Key @ YesO No
Worker?

Last update

Save
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AddRoleand Commentsas required.

In May be viewed byselectWorkgroup

(In the current configuration oARCWorkgroup and Cluster are one and the same

Enter theStart Dateby using the calendar icon.
St Current Key Worker?o Yes

SelectSave To modify thedetails click on the Key Workerame(in the Details tab) the

edit screen will display on the right hand side. Update the details and et

supporting  FPP Training 1
families Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Persons

Reports Carissa Carrot Primary Name

B & Recent List

Family name search

View Primary Details Edit Key Worker:

Days ~
Person / Alias: Key Worker | Other, please specify:[v|
Name Primary/Alias Comments Name | Trevor Turtle

Carrie Alias (Preferred) Workgroup | Townsville CSSC
i ips: Role | CSO
Relationships: Create new relationship

A Coordir|

Search [eEclE] Notes Supports Alerts Referrals Plans Tasks Documents

Be

Carissa Carrot Person Relationship DOB Comments Comments | 4568 2323 ‘
Charles Carrot Charles Carrot Husband 02/06/1984
3::95;":;; . Crystal Carrot Daughter 08/08/2008 May be viewed by O Workgroup® Cluster

Profiles: Create new profile Start Date | 14/01/2019 |78

No profiles exist EntlDa) l:lm

No Cases exist Worker?
Last update A Coordinator

Address: oo 3538 09:31:45 AT
Street Locality Type Comments Last

Update
+ 115 Frangipani TOWNSVILLE QLD Home 14/01/2019 Q
Drive 4810
45 Greenslopes MAGNETIC Alternative For Carissa's Mum - 14/01/2019 Q
Terrace ISLAND QLD 4819 most weekends
Phone & other contacts:
Contact Type Comments Last Update
0412 223 223 Mobile 14/01/2019
5656 9876 Emergency Contact For Carissa's Mum - Charlene 14/01/2019
A\ 55236987 Phone (Hm) Don't leave messages 14/01/2019
Key Workers:
Worker Workgroup Role Comments
Trevor Turtle Townsville CSSC CsO 4568 2323
A Coordinator FPP Training 1 Lead facilitator

Restriction | Export Details | Refresh

To close a&y Worker click on the record to open the Edit Key Worker form, then

(@) SelectNofor Current Key Worker?

(b)  ClickSave TheEnd Dateauto-populatesti 2 (2 Rl @ Qa RIS

dzLl2y { |

&

TIP

Key worker(allocated onPersors > Detaildab) will display on théMly Listand Team List

tabs on theHomePage.

Case worke(allocated ora Case Summary) displays on @esesage.

Simply click on th&how Filtersbutton to choose the worker you wish to display Case

for. You can use the othertél options to refine the displayed results.

Please refer to Sectionfér more information.
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4 Using independent person profile

Theindependent persorprofile is used when:

a) your service receives a request/referral from Child Safety to identify an independent person
(in relation to a family matter) and

b) when your service/staff member is engaged as the independent person.

To create and manage amdependent person pofile :

1. OnPersonrecords,Detailstab, clickCreate new profile
Select theProfile typeof independent persoand clickCreate

Create new profile 2?]

Profile type
Child Profile
independent person

2. Theindependent persorfiorm will display :

O independent person R
*Start Date "n
*Type | Please select...
Comments

Actions Taken

Last update

Save

3. Select the Type dhdependent person activity

® independent person Be
*Start Date | 12/12/2018 |F#
alh7:d Please select...

Tdentify independent person
Comments | Participate as independent person

Actions Taken

Last update

Save

End Date I:l—“
ER
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4.1

1. Whenldentify independent persoris selected, the following form will display :

Identify independent person

O independent person

*Start Date | 12/12/2018 |FE

*Type ' Identify independent person

Be

Comments

Actions Taken

Closure Reason | please select...

Last update

Save

Complete Comments, cliG&ave

supporting
families

Persons

Days

Reports

B & Recent List
Carissa Carrot
Charles Carrot
Bev Banana
Margerie Mandari

FPP Training 1

Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

View Primary Details
Person / Alias:

Name Primary/Alias

Carissa Carrot Primary Name

Carrie Alias (Preferred)

Relationships:

Person Relationship DOB
Charles Carrot Husband 02/06/1984
" Crystal Carrot Daughter 08/08/2008
Profiles:
Profile Type Workgroup Start
independent person FPP Training 1 12/12/2018
Cases

No Cases exist

Search [pEICIEN Notes Supports Alerts Referrals Plans Tasks Documents

@ independent person

Create new alias

Comments

Create new relationship

Comments

Create new profile

Last Update
14/01/2019

Create new Case

Actions Taken

*Start Date | 12/12/2018 |

*Type | Identify independent person

A Coord

B

Comments

Closure Reason | please select...

Last update A Coordinator, FPP Training 1
14/01/2019 09:39:24 AEST

The Profile record is displayed in tBbetailstab of the Person record.

2.  This form is used teecognise the key components associated with this activity.
Notesfor the Person, using th&ctivity Typeof independent persoq identify, must be used to
capture details and time of worker activity.

Edit Note Details

Activity Date | 12/12/2018

* Worker/s & A Coordinator, FPP Training 1 %

0e

* Activity Type

Child Safety consultation
Correspondence

Develop Case Plan

Notes

Develop Case Plan
Develop Case Plan
Develop Case Plan

- cultural support plan
- goal reunification
- transition to adulthood

This note is also al
Charles Carrot

* Activity Length

Develop family plan

Family mapping / Genogram
File note

FLDM preparation (family)
Gain consent

Referral to support agencies
Review Case Plan

Run a FLDM meeting

P
independent person - identify
independent person - participate

May be edited tor
Last update

S712] 2010

Save || Save Final

Refer Section 6 for guidance dlotes
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3. When the in@pendent person activity has been completed, completeEmel Dateand select
the appropriateClosure Reasan

(@ N =RCEE LY | Please select...
Advised independent person to Child Safety
Last update Unable to identify independent person

12/12/2018 09:52:43 AEST

The closed Profile record is available by clicking otvthes Priorbutton, on theDetailstab.

supporting  FPP Training 1 A Coord
families Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Search [BSECIE) Notes Supports Alerts Referrals Plans Tasks Documents

persons View Primary Details

person / Alias:

independent person

*Start Date | 12/12/2018 |7

Name Primary/Alias Comments *Type | Identify independent person
Reports Carissa Carrot Primary Name
Carrie Alias (Preferred) Comments | Request received 11/Dec A

refer Documents

. _—— ; v
Relationships: Create new relationship Family moved to area about 12mths

B & Recent List

Carissa Carrot Person Relationship DOB Comments Actions Taken | Met with family 7 ~
Charles Carrot Made necessary enquiries
Charles Carrot Husband 02/06/1984 Obtained agreement from all parties ¥

Bev Banana

N - Crystal Carrot Daughter 08/08/2008
Margerie Mandarin ~| End Date | 21/12/2018 |
profile: -
profile | View Prior
- Closure Reason | Advised independent person to Child ‘

No current profiles exist
Prior profiles

_ Last update A Coordinator, FPP Training 1
Profile Type Workgroup Start End 14/01/2019 09:45:25 AEST

independent person FPP Training 1 12/12/2018 21/12/2018 p

No Cases exist
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4.2

=

Participate as independent person

O independent person

*Start Date | 03/12/2018 |FH

*Type | Pparticipate as independent person

Be

Comments

Actions Taken

Last update

Save

WhenParticipate asndependent persors selected, the following form will display :

Complete Comments, clidave

supporting
families

Persons

Days

Reports

B & Recent List
Margerie Mandarin
Carissa Carrot
Charles Carrot
Bev Banana

FPP Training 1 A Coord
Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)

Search eECIE) Notes Supports Alerts Referrals Plans Tasks Documents

View Primary Details O independent person 20

Person / Alias:

Margerie Mandarin

Relationships:

Person Relationship
Mark Mandarin Son
Profiles:
Profile Type Workgroup
independent person FPP Training 1
Cases

No current Cases exist

A

Name Primary/Alias

Create new alias

Comments

Primary Name

Create new relationship

DOB Comments
20/01/2010

Create new profile

Start Last Update
03/12/2018 14/01/2019

Create new Case | View Prior

*Start Date | 03/12/2018 |78

*Type | Participate as independent person

Comments | Request and approval - refer Documents

Actions Taken

Last update A Coordinator, FPP Training 1
14/01/2019 09:50:01 AEST

N

The Profile record is displayed in tbetailstab of the Person record.

to capture details and time of worker activity.

Edit Note Details

Re

Activity Date | 03/12/2018 [T8

* Worker/s @ A Coordinator, FPP Training 1 x

* Activity Type

Notes

This note is also asso

Name T
Mark Mandarin

Child Safety consultation
Correspondence

Develop Case Plan

Develop Case Plan - cultural support plan
Develop Case Plan - goal reunification
Develop Case Plan - transition to adulthood
Develop family plan

Family mapping / Genogram

File note

FLDM preparation (family)

Gain consent

Referral to support agencies

Review Case Plan

Run a FLDM meeting
o L

* Activity LenEth

indrependent person - identify
independent person - participate

This form is used to regnise the key components associated with this activity.
Notesfor the Person, using thactivity Typeof independent persoq particpate must be used

Refer Section 6 for guidance dlotes
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3. When the independent person activity has been completedprdthe End Date
ClickSave

The closed Profile record is available by clicking orviees Priorbutton, on theDetailstab.

supporting  FPP Training 1 A Coord
families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)

Search BSCIE] Notes Supports Alerts Referrals Plans Tasks Documents

Persons

View Primary Details @ independent person B2e
Days .
person / Alas: wsore ot [ 272010 [
Name Primary/Alias Comments *Type | Participate as independent person
Reports Margerie Mandarin Primary Name
R . Comments | Request and approval - refer Documents
B £ Recent List Person Relationship pos Comments .

Margerie Mandarin Mark Mandarin Son 20/01/2010 Actions Taken Iio;ieglls of meetings refer Notes : A
Carissa Carrot - 8th D: v
Charles Carrot Profiles: Create new profil.:
Bev Banana

No current profiles exist

Prior profiles

Profile Type Workgroup Start End
independent person FPP Training 1 03/12/2018 20/12/2018

No current Cases exist

End Date | 20/12/2018 |T&

Last update A Coordinator, FPP Training 1
14/01/2019 09:54:55 AEST

| 33]



ARC User Manu&dr Family Participation Program

5

Cases / Case Summary

TheFPRCase Summarsepresents theco-response referral from Child Safety

A Person can only be associated withe active Case Summary at any one time.

Case Summaries can be created in two ways

1 from the Persongpage RECOMMENDEDutlinedin Section 51 below
1 from the Casegpagec outlinedin Sectiorb.2 below.

5.1 Create a Case/ Case Summary from Persons page

1.
2.

From thePersors page,Detailstab, select theCreate newCasebutton.

SelectF-PPCase Summarfrom the Case ypelist. ClickCreate
The form will open in the righhand side of your screen.
Complete as outlined in Section®below

supporting  FPP Training 1
families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs)

Search [PEENE] Notes Supports Alerts Referrals Plans Tasks Documents

(RIS View Primary Details

Person / Alias: Create new Case

Cases . :
Name Primary/Alias Comments Case type >
Reports Carissa Carrot Primary Name FPP Case Summary
Lieale
Admin Relationships:

Create new relationship

Days

B £ Recent List Person Relationship DOB Comments
Carissa Carrot Charles Carrot Husband 02/06/1984
Crystal Carrot Daughter 08/08/2008

Profiles: Create new profile
No profiles exist

No Cases exist

Address: Create new address

Create Case / Case Summary from the Cases page

Fromthe Casegage, select th€reate NewFPPCaseSummarybutton.
TheFPRCase Summarform will open in the rightand side of your screen.
Complete as outlined in Section®belowg particularly Stef8, add Persons.

g
ORI Show Filters ( Create New FPP Case Summary JQ Jislelgretr Summary 2O
B

- Case engage
_ Case Type of Referral Creation  with the Closure FPP Referral Date

supporting  FPP Training 1
families Advice, Referral and Case Management (ARC)

FPP Case Summary

Navs

S \

Cases
Date of Summary of details For Case closure
consent

B £ Recent List Description Worker Status | referral Date Date service Date ~case Worker | A Coordinator
Bev Banana —
Carissa Carrot A = *Case Start Date | 14/01/2019
Margerle Mandarin Banana Coordinator Open CINOP 09/01/2019 14/01/2019 =

Charles Carrot gection *Type of referral | please select...
I8A -
Mandarin  E User Closed CINOP  07/12/2018 10/12/2018 21/12/2018 = Response to FPP | please select...
i referral
Ll
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5.3 Complete FPP Case Summary details

TheFPPCase Summargomprise subtabs :

- Summaryof details captures mandatory data about the referral

- For Cas€losure captures mandatory data upon completion of your work with the family.

The mandatory fielden each sudiab are marked with an asterisk * .

O FPP Case Summary

* Description

Summary of details I

*Source of referral | please select...
I&A Event ID
FPP Referral Date
*Case Worker | Worker Two
*Case Start Date 22/03/2019
*Type of referral | please select...
Response to FPP referral | please select...
Status | Open
Date of consent to
engage FPP
Child safety Officer

Child Safety Service | please select...
Centre

Child Safety Priority | please select...

independent person

it

For Case closure

Documents |

Please save before attaching any documents.

Lock after G

Last update

Save

A2
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On theSummaryof detailssubtab, there are mandatoryfieldsto be completed in order to save
create theFPPCase Summary

1.

O FPP Case Summary ne

* Description

Summary of details For Case closure

*Source of referral | please select...

I&A Event ID

FPP Referral Date B

*Case Worker | worker Two

*Case Start Date 22/03/2019 |8 |

I *Type of referral | please select... I

Response to FPP referral | please select...

Status | Open

Date of consent to H
engage FPP

Child Safety Officer

Child Safety Service | please select...
Centre
Child Safety Priority | please select...

independent person

Documents | Please save before attaching any documents. |

Lock after G

Last update

Save

Complete the following fields :
*Description: title for the Case Summarythis protocol is determined by your service

*Source of referral selectChild Safetpr Selfreferral

® FPP Case Summary e

* Description Carrot

Summary of details For Case closure

*Source of referral EEEEE L a0
Child Safety
I&A Event ID Self-referral

FPPReferral Date the date the referral was received by your service

*Case Worker the worker assigned to leading tlveork for this referral This autepopulates to
the worker creating the record. Simply use the digigwvn arrow to select another worker within
your service

*Case Start Dateis the date thd=PPCase Summarig created this field autepopulates to
i 2 RI & c@n bR badkGated)
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- *Type of referral: select the type of referral from the dregown list

*Type of referral |EEEERE o

I&A - CINOP decision

Develop case plan

Develop support plan (unborn)
Review case plan

When theSource of referrals Child &fety, the following mandatory fields will appear:

- *1&A Event ID the reference number on the referral received from Child Safety
ForSelf referralsthis field is to be left blank.

- *Child Safety Service Centreselect the value from the dregown list
2. SelectSave

3. Attach the relevanPersongo the CaseéSummaryby clickingthe .=l iconat the top of the

form.
O FPP Case Summary DO
* Description Carrot
Person Role Start Date End Date @
Carissa Carrot 22/03/2019 &
Summary of details For Case closure
*Source of referral | child safety

*I&A Event ID 45672145

4. This will open thé®erson 8arch and Seldgop up box
Select theSearchradio button, enter the client name in the white box, cl8k.
Note: If youCreate new Case Summénym the Personpage,Detailstab, you can use the
Related button to identify relevant family members participating in the Case.

Select Persons to attach to ti*RCase Summary by ticking their checklbox clickSave

O FPP Case Summary =[] @ FPP Case Summary Be

* Description | Carrot ‘

* Description | Carrot |

Person Role Start Date End Date 4

Person Search and Select
Omy ust  OTeam List
e (O Related

< @ search Fuzzy

[Carrat]
=

Person Role Start Date End Date +

@mme Eme
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All relevant Persons are naattached to theFPRCase Summary

@ FPP Case Summary Y2}
* Description Carrot
Person Role Start Date End Date o+
Carissa Carrot 22/03/2019 ,
Charles Carrot 22/03/2019 V4
Crystal Carrot 22/03/2019 V4
Summary of details For Case closure
*Source of referral | Child Safety
5. Click on theed crayon to assign Rolefor each Person. CliSave
Complete for all Persons in the Case.
@ FPP Case Summary =
* Description  Carrot
Person Role Start Date End Date
Carissa Carrot 22/03/2019 ,
Charles Carrot dit association deta
Crystal Carrot Person Carissa Carrot

Summary of detail: Role | m—r—
Carer

*Source of referral | Cl *Start Date | Primary Carer
Parent

Kinship carer
A Bk D Gl End Date Referrgd child

FPP Referral Date 21 Other

*Case Worker |
Last update Worker Two, FPP - UAT Service

22/03/2019 15:56:30 AEST

*Case Start Date 22

AT, (Zc® 1

TheStart Datereflected inthePersorda SOG A2y RSTFl dz Ga G2 G2RI&Qa
It can be manually changed to align with {Base Creation Datéf this is set to a date other
0Ky G2RlIFI&Qa RIFIGSO o6& dzaAy3d GKS NBR ONlIez2y
ThePersonsection will display as follows :

©® FPP Case Summary 56

* Description  Carrot

Person Role Start Date End Date +

Carissa Carrot Primary Carer 22/03/2019 f

Charles Carrot Parent 22/03/2019 /

Crystal Carrot Referred child 22/03/2019 /
Summary of details For Case closure
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6. Complete theResponse td-PPReferralfield, in accordance with the procedures for your
service.

@ FPP Case Summary 217

* Description Carrot

Person Role Start Date End Date +
Carissa Carrot Primary Carer 22/03/2019 f
Charles Carrot Parent 22/03/2019 &
Crystal Carrot Referred child 22/03/2019 &
Summary of details For Case closure
*Source of referral | Child Safety

*I&A Event ID 45672145
FPP Referral Date 21/03/2019 i

*Case Worker | Worker Two
*Case Start Date 22/03/2019 {

*Type of referral | 18A - CINOP decision

Response to FPP | prrrgpe
referral Accepted
Status Not Accepted

7. Complete theChild Safety Priorityfield of detailsas advised on the received referral.

Child Safety Priority [ e
24 hour
independent person | 5 day
10 day

8. In accordance with the procedures of your service, relevactdtents can be uploaded to

Select & Upload

by clicking
File Name Uploaded
Carrot family history.docx 22/03/2019 16:02:07 AEST x
Lock after @

Last update Worker Two, FPP - UAT Service
22/03/201% 16:03:59 AEST

[sove [ soue i i

..as an example

TheSummaryof detailssubtab of theFPRCase Summaris now completa with the available
information.

9. When the family has been contacted and consent to engage with your service,
complete theDate of consent to engagEPField.
This is reflected in the reporting for your service.

A copy of the consent form can also be attached to the Case Summary.
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@ FPP Case Summary e
* Description  Carrot
Person Role Start Date End Date +
Carissa Carrot Primary Carer 22/03/2019 &
Charles Carrot Parent 22/03/2019 &
Crystal Carrot Referred child 22/03/2019 s
Summary of details For Case closure
*Source of referral | Child Safety
*I&A Event ID | 45672145
FPP Referral Date 21/03/2019
*Case Worker | Worker Two
*Case Start Date 22/03/2019
*Type of referral | 18, - CINOP dedsion
Response to FPP referral | Accepted
Status | Open
[ Date of consent to engage FPP  27/03/2019 ]
Child Safety Officer
*Child Safety Service Centre | Charleville CSSC
Child Safety Priority | Please select...
independent person
Documents S Ee S QT ET]
File Name Uploaded
[ Family consent.docx 22/03/2019 16:04:27 AEST o
Carrot family history.doox 22/03/2019 16:02:07 AEST o
Lock after @
Last update Worker Two, FPP - UAT Service
22/03/2019 16:04:28 AEST
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5.4 Close an FPP Case Summary

The accurate closure of tHePPCase Summarig very important for reportindor your service
Closing a Case Summary means you have finished working with the family.

Complete the following steps to closa BPPCase Summary

1. Openthe FPRCase Summarpy :
a) selectingt from the Detailstab (on thePersongage or
b) from the listdisplayedon the Casegage.

2. Openthe For Caselosuresub-tab.

O FPP Case Summary me

* Description ‘ Carrot |

Person Role Start Date End Date <
Carissa Carrot  Primary Carer 05/12/2018

Charles Carrot  Parent 05/12/2018

%% N,

Crystal Carrot Referred child  05/12/2018

Summary of details

I&A Completion |:|""

Date
*Case End Date |:|-“

*Case closure | please select... v
reason

Closure Checklist
Procedure Review
[] Active Engagement procedure followed

["]Referrals sent and uploaded (if appropriate)
[[]Case review for non-engaged families
[]Approval to close

Data Collection
["]Case notes completed

[JRelevant documents uploaded
[]key worker ended
[ ] outstanding tasks completed

Lock after im

Last update A Coordinator, FPP Training 1
12/12/2018 13:03:09 AEST

The options available here depend on tResponse td-PFPreferral recorded on theSummarysub-
tab.

3. If the Response i&ccepted
- record thel&A Completion Dateif it is known
- record theCase End Date
This updates th&nd Datdor each Person in the Case Summary.
Thisend Datedisplays against th€Ease Summargn their Persongpage,Detailstab.
NOTE If the End Date is changed after the initial Save, you will need to manually change the
End Date (in the Person display at the top of the form) by clickingetherayon.

4. Select the appropriatef Case closure reason

*Case closure e
réason | FLDM process completed
Family did not consent to service involvement
Family withdrew consent from FLDM process
Child Safety notified FPP no longer appropriate
Unable to locate family
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5. Complete theClosure checklist it is anticipated this will be integrated with practices

established within your service.

Closure Checklist
Procedure Review

[] Approval to close

Data Collection
[[] case notes completed

[[JRelevant documents uploaded
[[Jkey worker ended
[J outstanding tasks completed

[[] Active Engagement procedure followed
[[]referrals sent and uploaded (if appropriate)
[[] case review for non-engaged families

0. SelectSave.

Where theType of referral= 1&A ¢ CINOP decisiaand theCase closure reasonFLDM
process completeddditional mandatory fields amisplayed to provide for the capture of

relevant data.

reason
*Provided: (O family plan
O Case Plan

*Case closure | FLDM process completed

QeRCEIEA please select...
Decision: | cNINOP
CINOP

Decision not known

Where aCase Plahas been provided, the following fields will display:

reason
*Provided: O family plan

(® Case Plan
*Includes:

[11PA

*Case closure | FLDM process completed

[ cultural support plan

[] Reunification

[JTransition to adulthood
*Child Safety decision advised:

[1Referral to DCPL

Decision: | cNINOP
CINOP

*Child Safety [T o

Closure Checklist Decision not known

Procedure Review
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7. If the Response té-PPreferral (on theSummaryof detailssubtab) is Not Accepted

- record theCase En@ate
- completethe * mandatory fields displayed.

Summary of details For Case closure

I&A Completion l:l““

Date

*Case End Date | 12/12/2018 =

This date will be set as the end date for all persons currently
associated with this document

@eason for not | please select... ]

accepting

@tionale for not
accepting

To promote data integrity, there areraimber of validation messages which may appear :

Message from webpage

Message from webpage
RECORD MOT SAVED.
! The following fields are incomplete:

This record cannot be saved until the following issues are resolved: * Response to FPP referral

*|&A Event |D is missing.

*Type of referral is missing. These fields must be complete before the record is saved.

The following tasks aralso required to be completed upon Closure
i Close Key Workegrefer to the sectiorClose Key Worker
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5.5 Managing Cases from the Cases Page

TheCasedage displays key information for managamgl monitoring Cases within your service.
There are a number of features which may enhaoperationalefficiencies

supporting
families

B £ Recent List
Barbie Banana
Peter Potato
Carissa Carrot
Charles Carrot

FPP Training 1

Advice, Referral and Case Management (ARC)

FPP Case List

Records Show Filters | Create New FPP Case Summary

Date of

consent to
Case engage
Case Status TYPe of Referral Creation with the Closure
Description Worker 1 referral Date Date service Date
A I&A -
—
Banana - Open CINVOVP 03/12/2018 04/12/2018 =
decision
A I8A -
f—
Carrot Coordinator Open CIN_O_P 03/12/2018 05/12/2018 10/12/2018 =
decision
A IRA -
—
Potato Coordinator Open CC[N_O_P 10/12/2018 12/12/2018 =
decision

1 to 3 of 3 results

a) Order by column

The display of Cases can be actiofredh each columrg simply clickhe column to activatéwill

show the little blue arrow) and click again to change the direction of the display.

supporting
families

Home

Persons

Days

Reports
Admin

B £ Recent List
Barbie Banana
Peter Potato
Carissa Carrot
Charles Carrot

FPP Training 1

Advice, Referral and Case Management (ARC)

FPP Case Summary

Show Filters | Create New FPP Case Summary

FPP Case List

Date of

consent to
Case engage

Case tatus TYpe of Referral Creation with the Closure
Description Worker ( 1 ) referral Date Date service Date

A I8A -

—
Banana Coordinator Open C]N,O,P 03/12/2018 04/12/2018 1=
decision

A I8A -

Carrot Open CINOP 03/12/2018 05/12/2018 10/12/2018 EE

Coordinator

A
— Coordinator Ses

decision

I&A -
CINOP 10/12/2018 12/12/2018
decision

1 to 3 of 3 results
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b) Apply filters

Specific tailoring of displayadformation can be achieved through the use of Bleow Filters

feature.

FPP Training 1

Advice, Referral and Case Management (ARC

FPP Case Summary
m Show Filters I Create New FPP Case Summary
e

supportin
fgr'::iliesg

Date of

consent to
Case engage
m Case Type of Referral Creation with the Closure
Description  Worker Status | referral Date Date service Date
~ N
e =
S — Banana F User Open SIN.D.P 03/12/2018 04/12/2018 =
Carissa Carrot ecision
Charles Carrot I&A -
A —
Carrot Coordinator Open CIN.O.P 03/12/2018 05/12/2018 10/12/2018 =
decision
" IRA -
Potato Coordinator Open CIN.D.P 10/12/2018 12/12/2018 g
decision

Select your desired parameters for one or a number of colymlickApply Filters
supporting  FPP Training 1

families Advice, Referral and Case Management (ARC
“ FPP Case Summary

HERETTS Records | 20 Apply Filters | Clear Filters | Hide Filters | Create New FPP Case Summary
oo Cose Lt
pate ofconst
Reparts Case Type of Case Creation to engage with
Description Warker Status |  referral Referral Date Date the service
B & Recent List ‘ | FuM| EEM | © | = | = | =
Barbie Banana
Peter Potato I8A -
Carissa Carrot Banana F User Open CINOP 03/12/2018 04/12/2018
Charles Carrot decision
A I8A -
Carrot Coordinator 0PN cinop 03/12/2018 05/12/2018 10/12/2018
decision
A I&A -
Potato Coordinator Open CIN.D.P 10/12/2018 12/12/2018
decision

Clear Filters; will clear the previous values and enable you to tailor a new search.

Hide Filtersg returns you to the List view.

supporting  FPP Training 1
families Advice, Referral and Case Management (ARC

Persons

rs eate New FPP Case Summary

Days FPP Case List

Cases

Date of consent

Reports Case Type of Case Creation to engage with
Description  Worker Status | referral Referral Date Date the service t

= = =

£ Recent List ‘ | | F USE” | ODEIE” ‘ IE” = = =

Barbie Banana

Peter Potato 184 -

Carissa Carrot Banana F User Open CINOP 03/12/2018 04/12/2018

Charles Carrot decision

1to 1 of 1 results
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c) Create new FPP Case Summary
You can create a neRPPCase Summarglirectly from the Cases page.

ClickCreate NewFPRCaseSummaryand the form will open on the right of the screen.

supporting
families

FPP Training 1
Advice, Referral and Case Management (ARC

FPP Case Summary

HEETIE SERBAINA] Show Filte, < | Create New FPP Case Summary P
Days

FPP Case Summary Be

* Description ‘ |

Cases
(Peiia e Summary of details [ @r=a Tame
p— consent to
Case Typeof Referral  Creation  withthe  Closure
Description Worker ~ Status | referral  Date Date service Date (R (o) B l:lm
a Baﬂbl_lei;enl List 184 - *Case Worker | A Coordinator
rbie Banana =
Banana F User open cINoP 03/12/2018 04/12/2018 =
Peter Potato. decision *Case Start Date | 12/12/2018 | T8
Carissa Carrot
Charles Carrot R 18A - *Type of referral | please select...
Carrot Soordinatoy PN CINOP  03/12/2018 05/12/2018 10/12/2018 =
decision Response to FPP | please select...
referral
18A -
A . Status | open v
Potato . Open  CINOP  10/12/2018 12/12/2018 = s
Coordinator o
decision Date of consent to l:l HH
engage FPP
1103 of 3 results Child Safety Officer | ]

Service Centre
Child Safety Priority | please select...

= Child Safety | please select...

independent person | |

Documents

Please save before attaching any
documents.

Lock after &
Last update

Save

GComplete the6 mandatory(*) data fields and clickave

%
MPORT It is CRITICAL to attach Person records to A/ Case Summary.

O FPP Case Summary Be

* Description | Honeydew |

Person Role Start Date End Date @

Summary of details For Case closure

*I&A Event ID | 44568807 |

<

Clickthe icon to attach the relevant Person recorfds this Case

Refer to Section 5.3 of this Manual for additional guidance in completing the FPP Case Summatry.
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d) View Associated Records

The icon on theright-hand side of tk Cased?age opens a shedut to displaydocuments
associated with thé&PPCase Summary

NOTE Plansmust still be accessed from thigersongpage

The individuatecordscan be opened by clicking on thete link.

supporting  FPP Training 1 A Coordinator (Coordinator)
families Advice, Referral and Case Management (ARC) E 4 &

PEISOns OB Show Filters | Create New FPP Case Summary. Associated Records
Days - 1
Associated Records

Cases

F— consent to y
Case engage Date Record Type Notes Actions

Admin

_ Case Status TYPE Of Referral Creation  withthe  Closure @ 11/12/2018 Note  FLDM preparation (family)  prepare and collate Information f...
Description Worker 1 referral Date Date service Date
13/12/2018 Note  Run a FLDM meetin Excellent presentation of family...
B & Recent List I8A - (i} J = %
Bev Banana A . ;
10/12/2018 Note ‘Gain consent Attended the family home - very...
Doter otate carrot coordinator OPEN E‘N.O.P 03/12/2018 05/12/2018 10/12/2018 @ o ly Ty,
° ecision
(e (it @ 07/12/2018 MNote  Gain consent Contacted Carissa to arrange for...
A N —
Potato . Open CINOP 07/12/2018 10/12/2018 = Child Safety consultation Telephoned CSO to discuss
Coordinator o
decision
. - @ 05/12/2018 Note  File note Received referral and set-up in A...
Banana o Closed CINOP 03/12/2018 03/12/2018 10/12/2018 =
o LnL decision 1t 6 of 6 results
1to 3 of 3 results
Plans do not display in this table - you must view / action these from the Persons page. Referrals
must be actioned from the Parsons page.

supporting  FPP Training 1
families Advice, Referral and Case Management (ARC)

FPP Case Summary

Records 20 Show Filters | Create New FPP Case Summary Associated Records. Note
Note Details e
= & This record can only be edited from the Persons page
consent to
Case engage Activity Date 07/12/2018
Case Type of Referral  Creation  withthe  Closure
Status i
Description Worker 1 referral Date Date service Date o tkec/s A CrrEE, fRP T 1
& Recent List T - Waork group FPP Training 1
Bev Banana A —  Activity T i i
= ype Child Safety consultation
e Carrot coordinator OPE" EIN'O'P 03/12/2018 05/12/2018 10/12/2018 =
Carissa Carrot ecision Case Summary  Carrot
a 18A - Notes
Potato Open CINOP 07/12/2018 10/12/2018 i= i
coordinator P of 112/ 12/ i= Telephoned CSO to discuss
decision
Lan - Also associated  carissa Carrot, Indirect association
A | WiIth:
Banana . Closed CINOP 03/12/2018 03/12/2018 10/12/2018 =
Coordinator . Activity Length
decision Contact  Case Work ~ Travel
45 mins.
1to 3 of 3 results [
Edit locked 13/01/2019 G
Last update A Coordinator, FPP Training 1
10/01/2019 17:24:36 AEST

Click on theAssociated Record the top of the screen to return to the list of Associated Records.
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The i) button (on the list of Associated Records) shows the worker/s and any external people
associated with the record.

Associated Records

Date Record Type Notes

Actions
0 11/12/2018 Note FLDM preparation (family) prepare and collate information f...
0 13/12/2018 Note Run a FLDM meeting Excellent presentation of family...
0 10/12/2018 Note ‘Gain consent Attended the family home - very...

07/12/2018 MNote  Gain consent Contacted Carissa to arrange for...

Workers / Workgroups

Trevor Tomato, DCSYW. [CS50]
0 A Coordinator, FPP Training 1

Telephoned CSO to discuss issue...

Received referral and set-up in A...

1 to 6 of 6 results

Plans do not display in this table - you must view / action these from the Persons page. Referrals
must be actioned from the Persons page.

The display of records cdr ordered by clicking each colungrwith the blue arrow indicator
appearing Simply click again to reverse the order.

Associated Records

Associated Records

@ Record Type Notes Actions

0 018 Note Run a FLDM meeting Excellent presentation of family...

0 11/12/2018 Note FLDM preparation (family) prepare and collate information f...
0 10/12/2018 Note Gain consent Attended the family home - very...
0 07/12/2018 Note Child safety consultation Telephoned CSO to discuss issue...
0 07/12/2018 Note Gain consent Contacted Carissa to arrange for...
0 05/12/2018 Note File note Received referral and set-up in A...

1 to 6 of 6 results

Plans do not display in this table - you must view / action these from the Persons page. Referrals
must be actioned from the Persons page.
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ThekFilter button enables you to define the parameters of your search.

Associated Records

Associated Records -

From:  03/12/2018 ) Record:  Note
Date Record Type Notes Actions
0 07/12/2018 Note Gain consent Contacted Carissa to arrange for i...
0 07/12/2018 Note Child safety consultation Telephoned CSO to discuss issues...
o 05/12/2018 Note File note Received referral and set-up in ARC
1to 2 of 2 results |—xh

Plans do not display in this table - you must view / action these from the Persons page. Referrals
must be actioned from the Persons page.

TheCreate Newbutton enables youo select a record fye to create a new record.

Associated Records

Associated Records Filter

Note

Date Record Type Notes Support
0 11/01/2019 Task Appointment Initial meeting with the fa Alert
Task
0 18/12/2018 Note Gain consent Telephoned Fred - introdud Document

0 17/12/2018 MNote Child Safety consultation Contacted Trev to discuss referral

The Persons attached to tiPPCase Summargre automatically included in eachcord

If the particular record only pertains to one Person, simply uncheck the box for the other Person
listed.

This note is associated with (tick):
Carissa Carrot

Crystal Carrot

Charles Carrot

R & Rl
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6

Record Notes

Notes(locatedin the Persongpage,Notestab) are important forrecording the activities undertaken
with your families andapturingthe associatedime spent by the workes.

2.

From thePersonpage select theNotestab.

ClickCreate New Note

FPP Training 1

supporting
families

Persons
Notes
Days

Reports

B & Recent List
Margerie Mandarin
Carissa Carrot
Bev Banana
Charles Carrot

Margerie Mandarin remale, DOB: 21/04/1980 (Age 38 yrs)
Search Details Supports Alerts Referrals Plans Tasks Documents

No Notes to display

—— T
0 Edit Note Details

Activity Date | 14/01/2019

* Worker/s @ A Coordinator, FPP Training 1 x

* Activity Type

Case Summary | Mandarin (08/01/2019 - current) V]

Notes

This note is also associated with (tick):

Name f
Mark Mandarin

Relationship
Son

* Activity Length  Contact  Case Work

Associate record with:

2e

VA

O

Travel

| mins

May be edited to 17/01/2019

Last update

There are 3*) mandatory fields required to save a Note.

-{céh Re badRdatedRd réfléct actual date of the activity

3.

Activity Datedefad  Q &
being recorded.

g2

Add * Worker/s. The Wrker will default to the user entering the data. Additional workers

can be added by selecting tl2] icon. External workers catsobe added to the notéo
record their attendance. @sons external to your service do not have access to ARC.)

Use thedrop-down arrows to selectlickAdd, thenClose

Edit Note Details

Activity Date | 14/01/2019

* Warker/s g A Coordinator, FPP Training 1 %

Edit Note Details

Activity Date | 14/01/2019

* Worker/s @ A Coordinator, FPP Training 1 X

2[2)

0o

Additional workers

Additinnal wnrbare
FPP Trai

Workgroup: =
External Organisation...
Work: : .
Orkgroup: | gpp Training 1 o
N Organisation: | Child Safety ‘
N Worker: K User v
Worker: |Trevor Turtle ‘

Role: |

| Role: | SO
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5.

10.

Select the* Activity Typefor the Note being recorded :

* Activity Type

Child Safety consultation
Correspendence

Develop Case Plan

Develop Case Plan - cultural support plan
Develop Case Plan - goal reunification
Develop Case Plan - transition to adulthood
Develop family plan

Family mapping / Genogram

File note

FLDM preparation (family)

Gain consent

Referral to support agencies

Review Case Plan

Run a FLDM meeting

Supervision

independent person - identify
independent person - participate

The Case Summarireld will display theapenFPRCase Summarfor this Person.This is
auto-populated.

Recordyourrelevant comments in thélotesbox

If the note is associated with other persons that are associated/related to the dieleict
the person(tick the box)from the This note is also associated witiection

This note is also associated with (tick):
Mark Mandarin Son ]

Refersection Create Relationshifer more information on creating relationships

Enter the time spenbn this activityin the Activity Length* field/s.
The definitiondor each category odActivity length* are:
1 Contact direct time spent with the client

I Case Worktime spent on behalf of thelient

1 Travel: other travel undertaken with or on behalf of a client (including travel to
meetings with clients, without thermmithe car)

Entertime in minutes.

SelectSaveto save a draft of the note all notes willautomaticallypecome locked/un
editable after3 daysof saving as shown by May be edited to dd/mm/yyyy

SelectSave Finaif you wantto lock the notenow.
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Additional Notes:

1 Only usersvith Coordinator accesare able to delete a Note that is not locked.

1 Only usersvith Coordinator access asble to unlock a locked Note.

Edit Note Details B2

Activity Date | 14/01/2019

* Worker/s @ A Coordinator, FPP Training 1 %
Trevor Turtle, Child Safety [CS0] %

* Activity Type = Child Safety consultation

Case Summary | Mandarin (08/01/2019 - current)|¥]

Notes W A

Discussed current circumstances and recent history of the
Mandarin family.

This note is also associated with (tick):

Name T Relationship Associate record with:
Mark Mandarin Son ¥

* Activity Length  Contact Case Work  Travel
L1 [s | L_Jmm

May be edited to 17/01/2019

Last update A Coordinator, FPP Training 1
14/01/2019 11:13:44 AEST

AlockedNote will look like this :

Note Details (7]
Activity Date 14/01/2019
Worker/s A Coordinator, FPP Training 1
Work group FPP Training 1
Activity Type Gain consent

Case Summary Carrot
Notes

Met with the family and discussed the current sitatuion and the
assistance our service can provide. Very positive - consent
obtained

Also associated  Charles Carrot, Husband
with: Crystal Carrot, Daughter

Activity Length
B = Contact  Case Work  Travel

60 30 mins
Edit locked 14/0 1/20
Last update A Coordinator, FPP Training 1

14/01/2019 11:14:48 AEST
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A user with Coordinator access within your servicewanckthe Note (and enable edits to be made)
by smply cliclingthe blue unlock icon, then..

Note Details @
Activity Date 14/01/2019
Worker/s A Coordinator, FPP Training 1
Work group FPP Training 1
Activity Type Gain consent

Case Summary Carrot
Notes

Met with the family and discussed the current sitatuion and the
assistance our service can provide. Very positive - consent
obtained

Also associated  Charles Carrot, Husband
with: Crystal Carrot, Daughter

Activity L th
SOy LS Contact Case Work  Travel

60 30 mins

Edit locked

14/01/2019 G
ﬁ]nlock for Days \

Unlock reason Please select

Remove record from incorrect person

Remove record from incorrect workgroup

Edit inappropriate or incorrect information in text fields
Edit incorrect dates

Edit to other non-text fields

Other
\ Prine View | 4

Last update

1. IntheUnlock forfield, enter the number of days you wish the record to be open for
(it will autmatically relock after this time).

2. Select arUnlock reason

3. ClickSave.The note is now able to be edited.
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7 Plans

A Plan is a structured programf activitiesyou are ableto createand maintainfor a familyyou are
working withfrom the Planstab.

7.1 Create Plan

1. Onthe PersonsPage select thePlanstab.
2. ClickCreate New PlanThe Edit Plan Detailform will appear.

supporting  FPP Training 1
families Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Search Details Notes Supports Alerts Referrals

Persons
Filte. } Create New Plan ’
-

Days

No Plans to display

Reports Edit Plan Details B
Date | 14/01/2019 This plan is also associated with (tick): Prsie dhle l:l
Name f Relationship Associate record
B & Recent List * Oversight & & CDDrdmatxor, (2 with: Close date l:l
i Training 1
Canssar Carrot ) q Charles Husband O 4
Margerie Mandarin . c Last update
Description arrot
Bev Banana Crystal Daught 0
Charles Carrot CWS a aughter
arrot

3. Complete the details as below:
- the Date(auto-LJ2 LJdzf I G Sa (i &ndRedidwIdaie( #equRdd)bBusing the
calendar icon
- in the Descriptionfield, record the name of your plan in line with the procedures of your
service
- the Oversightfield will default to the user entering th@lan If additional workersare
involved in thePlan select thel®| iconto add the relevant worker/s from the drop down list
To delete workersselect thel®! icon
- inthe This plan is also associated witlection select thefamily members involved in this
Phn (as for theFPPRCase Summaijy

4. ClickSave Once the plan is savegou are able to addctions
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7.2 Create new Action within a Plan

1. Onthe Edit Plan [tailsform, selectCreate New Action

supporting FPP Training 1
families Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Search Details Notes Supports Alerts Referrals J4EWE] Tasks Documents

Plans Create New Plan

Date | Review Date Worker Work Group Description
14/01/2019 A Coordinater Carrot FLDM

ttolofi
Export Plans

Days

Reports

Z : : \
S& Recent List Edit Plan Details (7}
Carissa Carrot
Margerie Mandarin i k)
o oy Date | 14/01/2019 |78 This plan is also associated with (tick): Review date l:lﬁ
Charles Carrot A Coordinator, FPP Name T Relationship Associate record
~ Oversigh & Coorintar o ot |
~ Ehaﬂts usband & Last update A Coordinator, FPP
Description | Carrot FLDM EANTON Training 1
Crystal Daughter 4 14/01/2019 11:19:24
Carrot AEST

No Actions to display

2. TheEdit Action Detaileemplate will appear.

supporting FPP Training 1
families Carissa Carrot rFemale, DOB: 21/04/1990 (Age 28 yrs)

Search Details Notes Supports Alerts Referrals JgEGE] Tasks Documents

Persons
Plans Create New Plan
Days
Date T Review Date Worker Work Group Description
14/01/2019 A Coordinator Carrot FLDM
Reports
1tolofil
~ - . . o
S Rt Iy Edit Plan Details Be
Carissa Carrot
Margerie Mandarin q . R
o Date | 14/01/2010 |T& This plan is also associated with (tick): Review date l:lﬁ
Charles Carrot Name T Relationship Associate record
arles Carrof * oversight & CuDrdmatxor, FeP R Close date l:l@
Training 1
Clares Elusband ™ Last update A Coordinator, FPP
CrystalpDatobtey 5] 14/01/2019 11:19:24
Carrot AEST

Actions

No Actions to display

fdit Action Details \
Date Concerns and Worries VA

w 4 Goal W . Actions
14/01/2019 |78
Review date
i
Strengths and Resources a
Closed date
Outcome ¥ Comments on Outcome VA
- . Goal not Goal fully
Oversight & Service & achieved achieved  N/A
A Coordinator, FPP 1000 5
Training 1 x
Last update
Order: El
\ /

3. Complete the detailg refer guidancebelow:

-enter theDate (auto-LJ2 LJdzf | (1 Sa (i @ndReddwIdaie(f applRdbla)xShis will

create a task iMy Actions(on the Home page) for those workers

- for Oversight select thel®l iconto add the relevant worker/s from the drop down list. This
auto-populates with the worker recordintipe Action To delete workerselect thel*] icon
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- recorddetails forthe Concerns and Worrie$Strengths and Resource§oaland Actions

as appropriatéd required.

4, SelectSave
To record another Action, clickreate New Actiorg the details screen will display. Complete
as above an&ave

6. To pint the plan selectPrint Viewand print. The template includes signature blocks for

your family and your service for use in accordance with the procedures of your service.

An example of #@lan withActionsis shown below
The highlighted Action is the one which displays in the bottom of theesy enabling you to edit as

required

Edit Plan Details

Date | 14/01/20190 |72

This plan is also associated with (tick):

: Name f Relationship Associate record —
* Qversight & A Cc.Jo.rd\nator, Fep with: Close date |:| i
Training 1 % p— r—
. Charles Husban ™ Last update A Coordinator, FPP
Description | Carrot FLDM Plan Carrot Tt &
Crystal Daughter ¥ 04/04/2019 13:28:00
Carrot AEST

2e

Review date I:I_“

Actions Create New Action
Date/Worker Strengths, Goals Actions Review /Close
Concerns/Worries
14/01/20192  Concerns and Worries: Contact CS0 and discuss significant considerations from Review: Not
inator Strengths: rral Set

< M= Closed: Not Set
19 | Concerns and Worries: Obtain consent from the family Review: Not
A Coordinator |Strengths: Set
'J‘EJ E= Closed: Mot Set
14/01/2019 Concerns and Worries: Document family relationships / genogram Review: Mot
A Coordinator |Strengths: Set
CENE— Closed: Not Set
Edit Action Details =
Date Concerns and Worries w _a Goal w _a Actions v a
14/01/2019 |FE Contact CSO and discuss
significant considerations from
Review date referral
Strengths and Resources v A
Closed date
Outcoma X Comments on OQutcome v a
= i Goal not Goal fully
Oversight & Service & achisved i

A Coordinator, FPP

_ achieved N/A
Training 1 %

10 O O O Os

Last update

A Coordinator,
FPP Training 1
04/04/2019
13:26:44 AEST

14/01/2019
A Coordinator

Within an Actionthe icon with the yellow cross provides a shott to record a
Note, Supportand/or Taskdirectly from the Plan.

| New Note ¢tKS WR2Ga |y'|§ RIakSa é.[fl|'élQ ACD(E)/ 3]
o support associated with this Action.

' New Task

This is a particuarly useful, tinegficient feature.
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Associated Records x
Date | Record Type Notes

16/01/2019 Note Child Safety From review of documents
consultation provided form CS, emailed
Felicity to request
clarification on the following :

14/01/2019 Note Child Safety Contacted CSO Felicity -
consultation discussed referral to
understand specific concerns
and challenges

1 to 2 of 2 results

Order: 0 2 KSy SIFOK ! O0A2y 6AGKAY | cdidplaygd inthe
bottom right of your screen. You can change the order in which your Actions

arranged in your Plato incorporate new Actions or refté changed prioritieshy
using thisbox to assign the order you want for each Action.

Additional Notes:

1 When using plans for the first time, it is recommended to keep the plan relatively simple
createa new action for each different issue.

1 You camecordan external workeagainst an Actionthis is for information purposes
onlyas they do not havaccess to ARC

.3 Close an Action within a Plan

From thePersonsPage select thePlanstab.
SelectrelevantPlan from the Plans list to open tiilit Plan Detailsorm.
SelectrelevantAction against the plan to open thedit Action Detailsform.

Indicatethe Outcomeachieved based on the scale of 1 taridrecordanynotesin the
Commentson Outcomebox provided

Enter aClosed dateand selecSave(update any comments as applicable).

Note : A closed action can be viewed by clickifigw Prior Action This is required if you wish
to print all actions associated with a plan.
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7.4 Close Plan

1. Fromthe Persongage select thePlanstab.
2. SelectrelevantPlan from the Plans list to open tlit Plan Detailpage
3. Enter aClose Dateand selecSave

As shown below, a Clos&an and Closed Actiomsll showunderthe respectiveView Priorbuttons.

FPP Training 1
Carissa Carrot remale, DOB: 21/04/1990 (Age 28 yrs)

Search Details Notes Supports Alerts Referrals JYENE Tasks Documents

Plans Create New Plan ‘ View Prior '

l

No current Plans to display

(Prior Plans

Date | Review Date Worker Work Group Description
14/01/2019 A Coordinator Carrot FLDM Plan
L

1tolofl
Edit Plan Details 2] 2]

Date | 14/01/2019 |TE This plan is also associated with (tick): Rt Cshm r_;‘
: Name T Relationship Associate record ~
* Oversight & . Coordinator, FPP e Tlose date | 15/02/2019 |0

Training 1 %

SIELS - M Last update A Coordinator, FPP
Description | Carrot FLDM Plan Carrot Training 1

Crystal Daughter ™ 04/04/2018 13:42:37

Carrot e

Actions
—

Mo current Actions to display

/ﬁ]r Actions \
Date/Worker Strengths, Goals Actions Review/Close
Concerns/Worries
14/01/2019 Concerns and Worries: Contact CSO and discuss significant Review: Not Set
A Coordinator Strengths: considerations from referral Closed:18/01/2019
o7 1= Solid understanding obtained
= from CSO
14/01/2019 Concerns and Worries: Obtain consent from the family Review: Not Set
A Coordinator Strengths: Closed:21/01/2019
@"j = Filed on Case Summary
14/01/2019  Concerns and Worries: Document family relationships / genogram Review: Not Set
A Coordinator Strengths: Closed:24/01/2019
&= /

Save

7.5 Delete an Action within a Plan

Deleting an Actiomvithin a Plan should only occur in the circumstance wtibeeaction is a duptate
or was incorrectly entered.

Note: This action is irreversible therefore should be completed with caution.

1. From thePersongage select thePlanstab.

2 Select appropriate Plan from the Plans list to openHEdt Plan Detail$orm.
3. Select appropriate Action against the plan to open Hui Action Detailsform.
4 SelectDelete. The Action will now be deleted
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8 Tasks & Alerts

8.1 Create a Task

Tasks and Alerts display on thly Actionsand Team Actiongab on the Home Page.
1. Onthe Persongpage select theTaskgab .
2. ClickCreate New Task

supporting  FPP Training 1
families Crystal Carrot remale, DOB: 08/08/2008 (Age 10 yrs)

Search Details Notes Supports Alerts Referrals Plans BFEH<] Documents

Calendar Vie: - | P R © Edit Task Details (2]

Persons

Tasks Filter

Days =

&

No Tasks to display a=Rda l:l
Cases
Start time @
Reports
= worker/s & A Coordinator, FPP Training 1 %
B £ Recent List * Task type

Crystal Carrot Follow Up

Bev Banana Notes Appointment va
Carissa Carrot Planning

Margerie Mandarin Review

Mark Mandarin

Charles Carrot

Send to calendar O Yes@® No
This task is also associated with (tick):

Name T Relationship Associate record with:

Carissa Carrot Mother O
Charles Carrot Father O
Created 14/01/2019
Completed/Closed l:l-"
Last update
EnterTask dateandtimes.
4, TheWorker/s field will default to the user entering th&ask details

To add more workerselect thel#l icon. To delete workerselect thel®! icon.
5. SeleciTask typeand add anyNotes.

0. Select 'Yes' t®end to calendaif the task is to be sent as a Microsoft Outloook calendar
invitation. All workers associated with the task will receive a Microsoft Outlook calendar
invitation if their email addres has been supplied via their User Preferences detalils.

7. Include relateddmily members as relevant by checking the tickbox inTthis task is also
associated with (tick) section

8. SlectSave

NOTE :

>If Send to calenddras been selected, a message will be displayed at the top &ditel'ask Details
form: either a confmation that the invitation was sent or an error message that the calendar
invitation was not able to be sent.

>When the Task has been completed, tG@mpleted/Goseddate fieldmustbe recorded; if not,
the Task will continue to display on tMy Actionsand Team Actiondabs on the Home page.

To modify the Task, click on the Task and the edit screen will display on the right hand side. Update
the details and sele®ave.
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Tasks caalso be created and viewed in a Calendar View which gives users a visual representation of
scheduled tasks by Day, Week or Monthly views.

9. From theTaskdab, select theCalendar Viewbutton.

supporting FPP Training 1
families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)
Search Details Notes Supports Alerts Referrals Plans REES] Do
P
S T\ o 00

Days

Action Date T Start/End Worker Task
17/01/2019 10:00 am A Coordinator Appointment
Reports (i) Meeting with Trevor (CSO)
> 16/01/2019 A Coordinator Review
Admin o Internal review with team

10. A schedule of tasks can be viewed by selecting the Day, Wddknth buttons (highlighted
below).

supporling FPP Training 1 A Coordinator (Coordinator)

families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs) g & &

Menu

Search Details Notes Supports Alerts Referrals Plans BEEE] Documents

Tasks Filter | List View I Create New
Today < > January 2019 C  Dpay Week  Month
m Sun Mon Tue Wed Thu Fri Sat

: :

o

& Recent List
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

Tasks display on thdy Actionsand Team Actiongabs on theHomepage.

Overdue Tasks are highlighted in pg&s below.

supporting FPP Training 1 A Coordinator (Coordinator)

families Advice, Referral and Case Management (ARC 2 o &

Home My List Team List JUi'@Neilid Team Actions Referrals Menu

Due Date Between: Start date‘ 19/11/2018 ‘@ End date‘ 11/02/2019 ‘@ Calendar View [2J
Days
Due Date | Time Action Type Workgroup Person Description Details
Reports 17/01/2019 10:00 AM Task FPP Training 1 Margerie Mandarin Meeting with Trevor (CSO) Go to Task

Mark Mandarin

17/01/2019 Task FPP Training 1 Carissa Carrot Initial family meeting Go to Task
Charles Carrot

O O OO

B £ Recent List

16/01/2019 Task FPP Training 1 Margerie Mandarin Internal review with team Go to Task
Bev Banana

Margerie Mandarin Mark Mandarin

Carissa Carrot 04/12/2018 Task FPP Training 1 Bev Banana Review for practice learnings Go to Task

Charles Carrot
Mark Complete

Wherel y W2 @SNRdAzSQ (| 41 hpletedChgdaténzedd tth b ieoRIed toll K S
stop them from displaying.
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Additional Notes:

I Once a Task has been completed, enter the date irCivapleted/Closedield using the
calendar icon.

1 To export tasks to RDF fileclickExport Taskand theExport Task to PO&rm will
appear to the right of screen.

1 From the Person recordaskdab, you can filter the tasks liet by clickingilter and
selecting thedesireddate range, type or workethen clickGo.

FPP Training 1

Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)

Search Details Notes Supports Alerts Referrals Plans QEER Documents
(@ ] oo view [ crote o ook [

supporting
families

Persons

Tasks

Days
Action Date | Start/End Worker Task
17/01/2019 10:00 am A Coordinator Appointment

Reports Meeting with Trevor (CSO)

Review
Internal review with team

16/01/2019 A Coordinator

Export Tasks

1to2of 2

B & Recent List
Margerie Mandarin
Bev Banana
Carissa Carrot
Charles Carrot

supporting  FPP Training 1
families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)

“ Search Details Notes Supports Alerts Referrals Plans QEEEN Documents

Tasks

calendar View | create New Task [2]

Filter: From: I:lm Type:

v CBD

To: l:lﬁ Worker:
Workgroup:
B & Recent List Action Date T Start/End Worker Task
Margerie Mandarin 17/01/2019 10:00 am A Coordinator  Appointment
Bev Banana i} Meeting with Trevor (CSO)
Canesa ano! 16/01/2019 A Coordinator ~ Review
EEs (Sl o Internal review with team

Export Tasks

1to20f 2

T A user with a Coordinator access level is able to delete a task record.




ARC User Manu&dr Family Participation Program

8.2 Create an Alert

TheAlertstab is used to create and manage alerts to record safety risks, health risks or other issues

of concern in relation to a particul@erson.

1. From thePersonsPage select theAlertstab.
2. ClickCreate New Alert; the Edit Alert Detailform will open on the righhand side.
supporting FPP Training 1 A Coordinal

Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs)

Search Details Notes Supports Al Referrals Plans Tasks Documents

N [N PO  Edit Alert Details
Days ——
No Alerts to display Date | 14/01/2019 [T

* Worker/s & A Coordinator, FPP Training 1 x

* Alert type |
Safety

Notes Violence against worker
Family violence

At risk of violence
Aggressive Behaviour
Bev Banana Security issue

Carissa Carrot Self Harm

Charles Carrot Health

Chronic Medical Condition
Medication

Mental health issue

families

Cases

Reports

B & Recent List
Margerie Mandarin

This note is also ass

Name T Financial
o Debts owing
HatiHandarin Financial support provided
Legal

May be viewed by | Warrant Pending

Legal advice recommended

Review date | DVO / probation / parole conditions
Other

Expiry date Alias must be spoken

Interpreter

Last update Other

3. Complete details, as guidance below:
-the Dateauto-LJ2 LJdzt | G S& { Zhisicah Bd backdatedR | (i S @
- Worker/s will defaultto the user entering the l&rt record
To add more workerselect the®licon. To delete workerselect thel! icon.
- select theAlert type from the dropdown list
- recorddetailsabout the dert issuein the Notesbox.
- tick the checkbox against related Persons, as relevanthe Alertto display on their
record.

4. SelectSave
I 6l NYyAy3a A02y gAff FLIWISIFN ySEG G2 GKS
display, cliclaway from theAlertstab (eg. click on th®etailstab)).
Aredicon relates to a safety risk andaueiconfor all other alerts. Once thelért expires,

A Coordinator (Coordinator)

the warning icon will no longer be visible in the banner.
supporting FPP Training 1
milies . Ma 2 4 »

families rgerie Mandarin Female, DOB: 21/04/1980 (Age 38 y m

“ Search [PEEIEN Notes Supports Alerts Referrals Plans Tasks Documents
View Primary Details Edit Primary Details Be
berson / Alias:
Cases
Name Primary/Alias Comments .
Margerie Mandarin Primary Name R B RETS

5. Enter aReview date(the task will appear in th&ly Actions/ Team Actiongabs on the
Homepage).TheReview Datand ExpiryDate auto-populatec these can be manually
adjusted, as requiredWhen an Alert is no longer relevant / required, open the Alert and
record anExpily date.

6. ClickSave

Additional Notes:
1 To modify the Alertopenthe Alertrecord,update as requiregthen selectSave
9 A user with a Coordinator access level is able to delete an alert record.
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©

Supports and Brokerage payments

9.1 Create Support / Brokerage Payment

1. From thePersongage selectSupportstab.
2. ClickCreate New Support / Brokerage
supporling FPP Training 1 A Coordinator (Coordinator)

tTTe
B & Recent List
Margerie Mandarin Amount $

Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs) ) 2 o4 »

Search Details Notes EJisJ:lLlgsl Alerts Referrals Plans Tasks Documents

families

Persons B a o
Support/Brokerage  [Fig L A e ‘) Edit Support/Brokerage Details 2
Days
No Support / Brokerages to display Date

Cases
* & imekeamilD Training 1 %

* Support type
019 - current)[¥]

Reports

Bev Banana
Carissa Carrot
Charles Carrot

Details v a

Payment  Approval

Provider Name ‘ ‘

*Service type | please select...

Expenditure type O GoodsO) Services

Method of payment | please select...

Payment date |:|

Last update

Save

»

o

© N o

©

EnterDate* for recording Support requestThis can be backdated

TheWorker/s field will default to the user entering th8upport details
Toadd more workersselect the®l icon. To delete workers select tI* icon.

SelectSupport type : Brokerage- for specialist goods and/or services that contribute to the
overall needs and wellbeing of the child and family as part of their Support Plan
(Emergency Relié$ not provided for within the Family Participation Program Guidelines).

Enterthe financial/dollarAmount* for the support provided.
Record description in thBetailsbox. egnature of and reason for support.

In the Paymentssub-tab, complete theProvider NameService Type, Expendituretype
(goods or servicesBrokerage codeMethod of paymentand Rayment date*.
The use of these fields is as prescribed by the procedures of your service.

SelectSave The Support record will appedn a list on the lefhand side of the screen.
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supporting FPP Training 1 A Coordinato
families Margerie Mandarin Female, DOB: 21/04/1980 (Age 38 yrs) 4l

Search Details Notes EVsJ:llg&l Alerts Referrals Plans Tasks Documents

Persons . .
Support/Brokerage ey @©  Edit Support/Brokerage Details Be
Days -
— Date T Worker / Type Details Amount Date| 14/01/2019
14/01/2019 A Coordinator Bus travel to attend meeting on 17th  $40.00 * Worker/s ‘ A Coordinator, FPP Training 1 %
Reports (i) Brokerage | e
Total: $40.00 upport type | Brokerage
Export Support/Brokerage Trolof 1 Case Summary | Mandarin (08/01/2019 - current) ]
B & Recent List
Margerie Mandarin Amount $ | 40.00
Bev Banana ~
Carissa Carrot Details v a
Charles Carrot Bus travel to attend meeting on 17th

Payment | Approval

Provider Name ‘ ABC BusLines ‘

*Service type ' Community transport
Expenditure type O Goods O Services

Method of payment | please select. .

Payment date I:l

Last update A Coordinator, FPP Training 1
14/01/2019 11:58:19 AEST

Additional Notes:
1 A user with Coordinator access level is able to delete a Payment record

1 Support record€an be printed by selecting Print Viefavailable in the bottom left of the
Edit Support/BrokeragPetails form once the record has been saved)

9.2 Approve Support/Brokerage Payment
The use of these fields is as prescribed by the procedures of your service.
1. Onthe Persongage selectSupportstab.

2. Select the appropriate record from tt&upport/Brokeragdist to open theEdit
Support/Brokerage Detail$orm.

3. Navigateto the Approvalsub-tab.
e ———

7~
< Payment | Approval

Approved @ Yes(O No

Reason not
approved

Authorised by‘ Mary Mushroom |

Position ‘ FPP Manager |

Authorised date ﬁ

Last update A Coordinator, FPP Training 1
14/01/2019 11:58:19 AEST

4. EnterApproval(Yes or No), if No is selected entdReason not approved

Enter theAuthorised by Positionand Authorised Date
6. SlectSave
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10 Managing Referrals

Thissection outlines the important functionality fenakingreferralsto another service

All Referrals are made / recordetbin the Referralstab on the Persongpage

Clickthe Create newReferralbutton to open theReferralform.

SUF?O"E!’Ig FPP Training 1 A Coordinator (Coordinator)

families Carissa Carrot Female, DOB: 21/04/1990 (Age 28 yrs) 2 & &

Search Details Notes Supports Alerts REEWEI Plans Tasks Documents

Referrals Create new Referral
e —
This person has no history of referrals on record Osearch O Favourites (O Manual ® Family Services
Send |Enter Service, Organisation or Suburb
referral to

B & Recent List
Carissa Carrot

Referral (2]

There aregwo options formaking a referral to anotheservice- theseare:

1 Send a Referral to another service within AREamily Services Thissendsa referral to
another service pviderusingARC The referral form is set to this option as the default.

1 Recorda Referral Manual: Thisrecordsreferrals to external providersservices not
using ARC

U IMPORTANT NOTEhe actuahaotification and documentatioffior the referralmust
be sent via channeBxternal toARC.

The following sections step througihaking a referral using both of the above methods.

TheSearchand Favouritegadio buttons relate to the Service Seeker database (maintained by
Infoxchange), the use of whidé not recommended foFPPservices.Forassistance in identifying
appropriatelocal servicgoroviders, pleaseefer to oneplace
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10.1 Send a Referral to another service within ARC i Family Services

1.

a M 0D

On thePersongage, Referralstab, clickCreate new Referral

You will notice theReferral type oFamily Servicess already selected

EnterFW, to bring up the list oA&TSI Family Wellbeirsgrvices within ARC.

Selectthe requiredservice from thedropdownlist which appears
SelectSubmit

TheReferraform appears.
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