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General Information

Technical Support

Email: performance.support@cumbria.gov.uk

Information Security

Cumbria County Council Children Data Quality Policy

All eStart Users must sign a Code of Connection form to confirm they have undertaken training
before access is provided

All applicants must sign to say they have read and will adhere to Cumbria County Council
Documentation and policies such as;

e Data Protection for Employees

e Cumbria County Council Information and Computer Security Handbook

e  Cumbria County Council ICT Corporate Acceptable Use Policy Statement of Agreement- to
be signed at training session

e Cumbria County Council ICT Corporate Acceptable Use Policy
e Cumbria County Council Corporate Data Quality Statement

e Cumbria Children’s Centre eStart Web User Manual

Use of Information Systems & Data Protection: What the law says about personal information:
It belongs to the individual it identifies

We are required to keep only accurate data and only for as long as we need to

Data must never be disclosed inappropriately

Data must be held securely in all formats (paper, electronic etc)

The Local Authority and YOU can be prosecuted

Use of Information Systems

It must only be used for the purposes you are instructed
Browsing is not permitted and can be illegal

Never share or disclose your username or password details

Lock your computer when you are away from your desk even if it is for a minute
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Ensure your desk is clear at the end of each day/break time ensure all data is locked away

Data Extracts and printing

Only extract or export from the system when authorized to do so

Any extracted or printed data is governed by the same laws as when it is on the system
Remember to delete any data spread sheets you have exported to your PC

Ensure that all personal data is shredded when you are disposing of it

Remember even printouts need to be held securely

Portable media and email

Never put person identifiable or sensitive data on:

USB Sticks

Mobile Phones (including PDA’s)

Portable Hard drives

Laptops and local desktop PC’s

Remember even if you are victim of a burglary and lose your PC, you are still responsible for
what you have put onto it!!

Do not email personal data outside your organization without it being suitably encrypted

Data Quality Principles

ACCURATE:

Data should be accurate to ensure that a good overall picture can be obtained

The registration form should be completed in full by the parent/carer wherever possible

Centre staff can complete it in consultation with the parent/carer.

COMPLETE:

Data should be complete and not contain invalid records or missing data

Children’s Centre Managers are accountable for good quality data gathering within their
Children’s Centre

Errors and missing data once identified will be referred back to the Children’s Centre inputter

who will be responsible for ensuring the data is completed and updated.

RELEVANT:
The data collected should be relevant to the purpose of Children’s Centre monitoring and

reporting. An annual review of reporting requirements will take place.

RELIABLE:
All Children’s Centres are to use the same Registration form. This will ensure consistent collection

of data across the County
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Children’s Centres are responsible for updating data as soon as they become aware of it e.g.
change of address, new birth, name of baby etc
Children’s Centres will undertake a review of data on file with families, either by issuing new

forms or checking data with families.

TIMELY:
Data should be captured quickly after the event or activity and must be available for the
intended use within a reasonable amount of time. Data must be available to support

information needs and enable informed decisions around service provision.

Frequency Task Responsible for ensuring completion of
task
Daily Entering of Children’s Centre Children’s Centres

registration forms

Within 5 days of service | Entering of service attendance Children’s Centres
taking place register
VALID:

Data should be recorded and used in compliance with relevant requirements, rules and definitions

eStart System Users

Staff who are no longer working at a Children’s Centre for periods exceeding 3 months e.g. long
term leave, maternity leave, suspension, resignation, secondment or any other reason, are to be
made inactive users on the software. If pre-planned this should be done by the Children’s Centre
on or before their last date of work. If unplanned this should be done as soon as it becomes known.
The responsibility rests with Children’s Centre Manager to contact the
performance.support@cumbria.gov.uk

Staff members who wish to use the eStart system should also contact the
performance.support@cumbria.gov.uk

eStart Registration form

A registration form has been developed for Cumbria’s Children’s Centres to use.

-

CC Registration Form Generic privacy
20.8.12 notice 30.1.12
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When a parent/ carer register with a Children’s Centre they must also receive a ‘Privacy Notice’.
This will inform them about what we do with the data we gather according to the Data Protection
Act 1998.

Using the Form

e Atemplate of the Sure Start Children’s Centre registration form will be made available for Children’s
Centres in this guidance. It is the responsibility of Children’s Centres to make copies and distribute
forms to centre staff as appropriate.

® |tis essential prior to any new registration form being completed and entered on the system, to search
the eStart database, to ensure that the family has not already been registered. This avoids duplication
of families in the database and it is essential that all centres search both active and inactive families
before entering data into the system.

e The form has been developed to obtain the minimum data set required for reporting and planning
purposes. Use of the forms ensures consistency of data collection and enhances accuracy of data
recording.

Storing Hard Copies of the Form

e Children’s Centre Managers need to ensure that the original hard copies of the registration forms are
securely stored in their Children’s Centre. All paper records are to be stored by the Children’s Centre for
audit purposes.

Registering Families

e The Sure Start Children’s Centre Registration Form is to be completed with the mother / father / carer,
with assistance from the Children’s Centre where appropriate. This form collects the minimum amount
of information required.

e When information from the registration form is entered in eStart a family ID number is generated by the
software and this needs to be written onto each Sure Start registration form before being filed at the
Children’s Centre.

Mother / Father / Carer Details

e Address- All Cumbria addresses have been pre-populated through a post-code lookup system in eStart.
Regular system updates will occur at intervals throughout the year to incorporate new Royal Mail data.

e There may be an occasion when a family does not have a recognised Royal Mail address. Should this be

the case please email performance.support@cumbria.gov.uk and we will put this postcode onto
eStart for you.

e Postcode - It is important to enter the postcode on each registration. Children’s Centres and the Local
Authority will also need this information for reporting and analysis. It will also enable mapping software
to be used to evaluate the data.

e Date of Birth - This information is important for reporting purposes; for example to create a report on
teenage parents.

e Relationship to children - An extensive list has been included in the database and it is essential that the
data be entered correctly as the relationship will have implications for the services provided.

Cumbria Children’s Services General Information
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e  Ethnicity - The information will be needed by Children’s Centres and the Local Authority for reporting
purposes. Standard Government Ethnicity classifications have been pre-populated in a drop down list in
eStart.

® Language - Determining the main language spoken and the degree of fluency in English will assist
Children’s Centres in monitoring needs for interpreters and facilitating appropriate methods of

communication.

e Disability — Children’s Centres will be required to report on the numbers of mother / father / carers and
children who access their services who have a disability.

The Disability Discrimination Act 1995 defines a person as having a disability if s/he

‘has a long term physical or mental impairment which has substantial and long term adverse effect on
his / her ability to carry out normal day to day activities’.

® Lone Parent - Centres will be able to report on the amount of lone parents that have registered and
accessed their services

eGP Surgery- Lists of Cumbria’s GP’s surgeries have been pre-populated in a drop down list in eStart.

e NHS number- This data will assist in the reporting of any duplicate records in the system and also help
partners work in an integrated way

e Dental Surgery- This data will determine whether we should encourage dental care in the area

e Smoking- this data can be reported on to show the level of smoking households within the registered
children’s centre users.

e Pregnancy due date - This information will assist Children’s Centres in reaching new born children and
their families.

e Employment Status - Standard government employment classifications have been pre-populated in a
drop down list in eStart.

Child 1 and 2

e Disability - This section allows you to record if a child has a disability. Where multiple disabilities are
present, the Primary disability should be recorded. This section is NOT used for recording Special
Educational Needs — this is stored specifically under SEN

e Special Educational Needs SEN — This will enable the Children’s Centre to plan services appropriate for
the child.

Cumbria Children’s Services General Information
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Logging into eStart

To log in, open up Internet Explorer and go to https://emsonline.cumbria.gov.uk/estart/ and you
will be taken to the login screen.

Before you log in it is a good idea to save this page to your favourite sites, so go to “Favourites” on
the top menu of Internet Explorer and select “Add to Favourites”. The next time you want to log in
you can then just go to the favourites menu and select eStart Web without having to type the
whole address in again.

@Zﬁczﬁ

Twmbris Caunty Couscil Childres Centres

[
Passivord

Emad: Cns Supaort wargiarc 140
Servion Diesk Tel; P70 Sdiddia EMSE 18 - emvpardines, pgmberiy, gore . pk
& 3011 Cepits Childran's Senioes Opte Aeleased: 26082002

Figure 1 eStart Web login page

Enter the username and password provided by your Administrator and you will be taken to the
Home Screen.

Cumbria Children’s Services General Information
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Colours and Indicators

In order to highlight important information, certain colours are used throughout eStart.

Where text appears in red, this indicates that more information needs to be added, or that

something is incomplete.
Fields in yellow are required fields and the system cannot continue until the field is completed.

To view more details for an individual, click on the Go button E|

People Icons

When looking at the results of a search, the individuals will be displayed with different colours and

icons:
) /=)
P 5 o
oW w0
Baby Girl Baby Boy
Girl Boy
Female Carer Male éarer
o 1
F -
j PN
AR 1
L e
Relationship to Gender Not Set
Child Not Set
Cumbria Children’s Services General Information
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Find People

The People Search Facility

The Search option on eStart allows you to find any individuals that have been entered onto the
system.

& itis very important to avoid duplication of records so you must always search
for a person or family before you add them onto the system.

Click on Find People on the main menu or Search in the left hand menu to open the Search.

Fomilly Welcome to eStart = Main Menu
{4, sewen ) )
5 s Ay B2 Add a Family

P ] B
. %4 Find People '

Furats ¢ ' T

[r— «% Manage Events
| View Reports

e lﬂ p

Figure 2 Search for a Person

Using the search facility is a very simple process; you will have to enter in some information and
then select the results which match your criteria.

You have many search options to obtain the data that you require; you can search for First Name,
Surname, Address, Postcode, Family Status, Member ID, Family ID, Member Status, Type (child,
carer or both), the Setting they are registered in and their Date of Birth.

First Hama | fnimum of 2 Sharscfers | Surnane el

Address f 2 el Pasboode
Family dacive () Inactive (& Baoth MemberID

Wember  {Dacive Clhactive (5 Bath ramilyiw

satting | &I Vv Saltings - Type & Bath O Corrs I Childran
IR V:;:] Order By Surname w | a2 A
All Members of Family ul Results 10+

Male Jon Coe| Femala lare Dos Ijnknnwﬂ::v Dos | Membar Inactive jaksSes
Figure 3 Search for a Person | Search Criteria
You can search using part or all of a name, postcode, family ID number etc. It is better not to make

your search too specific, e.g. type in “Jon” instead of “Jones” and “SL4” instead of “SL4 5AA” but
you must enter at least two characters in any field when you are searching.

You can use the % symbol as a wildcard in eStart searches. This means that if you enter % instead of
a character the search will act as if the % is any character, including an apostrophe or space e.g.

Cumbria Children’s Services Find People
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using D% in the surname field would result in all the surnames starting with D (Davies, D’Angelo
etc). The wildcard is particularly useful when searching for a name such as O'Connor that might
have been entered either as O' Connor, O Connor or Oconnor. By entering 0% the search will find
all of these versions. Entering just %% (i.e. the required minimum two characters) will return all
results that meet the other search criteria.

You can also choose whether you wish to see all the members of the family, and whether you
would prefer 10, 50, 100 or even 500 results displayed.

Once you have the results if you would like them to be displayed in a certain format you can select
the Order by function.

By default the list will be displayed by Surname, however this can be changed to Name, Address,
Postcode, Family ID or Age.

The default search criteria are set to show the Status of the Family and Individual Member as Both.

If you enter a postcode, clicking on the Details button displays the full address information for that
area. It also shows the nearest Children’s Centre / Setting.

If you need to begin the search again, click on the Reset button to clear all the fields.

The search can be designed to suit the number of results you want to be displayed; a very basic
search will produce a large number of results:

Search

First Name |/

Address | \inimum of 2 CF Postcode
Family O active O tnactive & Bath FamilyID

Member O active O Inactive &) Bath Type ® Both O carers C Children

Setting :AII My Settings v Order By | Sumame ¥ @Az Oz-A

DOB Not Set v| Results |10 v

All Members of Family []

§ records - You may have to refine your search

! A~
Male  Active AP006741 Albert Smith Chi‘ld 4 53 Pigott Street Z14 7DW Settingll
None Active  AP0OD0956 Alex Smith Child 4 10 West India Dock House Z14 8HB Settingll
Mone  Active  AP0O00D956 Alex Smith Child 9 10 West India Dock House Z14 BHB Setting11
Male  Active 15000873 Allan Smith Carer 48 51 Bridgen House Z1 2dt Settingl6
Female Active LB001228 Amanda Smith  Child 4 85 Swaton Road Z3 4E5 Setting13
Female Active AP000741 Amy Smith Child 11 98 Pigott Street Z14 7DW  Settingll
— v
Male [Jon Doe | F leflane Doe| Unknown[lay Doe | Member Inactive fskee2|
Figure 4 Search results using a single criterion
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To get the most from your results it is always best to perform a search with more criteria. This will

save time having to trawl through all the results.

First Na

Address
Family
Member
Setting
DOB

All Members

O active O Inactive & Both

O active O Inactive & Both

| All My Settings
_. Not Set

of Family [

BADDOOS0

Male Yes

Male Yes BAODOO119

Male Yes BADOO133

None Yes BADDO156
Male Yes AADD1384

v

v

Surnam

Postcode

FamilyID '_

Type

Order By | Sumname

Results Displayed |10 ¥

| o |

® Both O carers O Children

v| ®az Oza

4 records - You may have to refine your search

john smith
john smith
John Smith
John Smith

John SMITH

Child

Carer
Child
Carer

Carer

10 Hawley Street

10 Hawley Street SL4 5AA
13 Hawley Street SL4 5AA
15 Hawley Street SL4 5AA
21 Hawley Street S5L4 5AA

SL4 SAA

Lettering
Lettering
Lettering
Lettering

Meredith

Figure 5 Search results using additional criteria

To go to the details for an individual, click the Go button =] against their name and their Family
screen will be displayed.

If you are now accessing other areas of eStart, you can always go back to the results of the search
by clicking on Search then Results in the left-hand menu.

~ First Name |john

O Active O Inactive (2 Both

O active O 1nactive & Both
All My Settings |

Not Set

All Members of Family [

Family
= 4, Search
54 Results Address
s Add Family
= = Current Family Family
B 8 Carers
1 A Chidran ~/Member
Setting
Events
DOB
Reports
Messages
Admin
Manage Lists

Male Yes BADDOOS0

~

s

14 records

john smith

Surname |smith

Postcode
FamilyID |

Type ®Both O carers O Children

Order By | Surnamg v ®az Oz-a

Results Displayed 10 |+

- You may have to refine your search

Child x 10 Hawley Street

SL4 S5AA Lettering

Figure 6 Returning to the search results via the menu

This will display the results of the search that was carried out previously.

If you click only on Search, this will give the criteria that were entered, without the results.

You can also select members of the current family and view various details about them using the
tree view on the left hand side of the screen.

'ﬂT

@ Add Famiy
= s Curment Family
= G Carers

¥ [ Heakh
“& Addr & bng
e
& Hard to Reach
o Activities
& Referrals
= Tcp

H "/ Carer UNA

imothy Abbot

Custom Fields

# Carer Notes

Audit Log

Figure 7 Current Family tree view

Cumbria Children’s Services
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Add a Family

Add a New Family

Select Add a Family from the Main Page or from the left hand menu.

Famiy Welcome to eStart - Main Menu
B Zaach e e T ﬂ_—.__\‘\
% Rets 53 Add a Family
o8 Famky > P —

ﬁ Find People

Figure 8 Add a New Family

Address Details

Complete the fields below. All fields in yellow are mandatory (must be completed).

S Add Famil
%, Search House Number |

Address L |
Town |

Ewvents [
County [ _ |

Reports Postcode _.

Messages Home Phone !

-

Manage Lists

My Settings Details

SEF Builder

L |

Figure 9 Add a Family screen

Enter the postcode you require in the Postcode field and click Lookup
to display a list of known addresses for that postcode.
If you are unsure of the postcode, yOoU can enter a house number and click

Lookup. Please note that this will produce a long list of all addresses which may include that
particular house number.

Never add an address manually. If you can’t find an address through lookup contact
performance.support@cumbria.gov.uk for advice

Cumbria Children’s Services Add a Family
11



Cumbria eStart 2012

Select the correct address from the list and click Next.

House Number

Address

Town

County

Postcode Q

Home Phone Matching addresses(hide)
109 White Horse Road ™
Demoville 21 ONL

111 White Horse Road
Demoville 71 ONL

113 White Horse Road
Demoville 21 ONL

115 White Horse Road
Demoville 21 ONL

117 White Horse Road
Demnville 71 0N1

.

Figure 10 Add a Family | Matching addresses for a postcode
Add the home phone number

Select SAVE

Date Joined (§ February 2012
Registration Registered

Setting North Eden v

Affiliations

| Update Affilistions I

.
IPrewous| ﬂ MNext |) | Cancel |

Do not change or enter anything on this screen.

Select Next
Add Famil
GP E JAMES COCHRANE PRACTICE- ADDRESS:MAUDE STREET.KENDAL.LAQ@
Centre Health Visitor | (no selection) v
Family Health Visitor | (no selection) hd

] (o)
Previous MNext
N

Find the GP from the selection. Then select Next

Cumbria Children’s Services Add a Family
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Add Children and Carers

Next you can either enter details for a Carer or Child.

Add Children and Carers

Mew Family at Mill Grove, ZZ11 9YY

Figure 11 Add a Family | Add Children & Carers

Add a Carer

If you select Add Carer you will need to enter the following information:

Add Carer
‘ iavE carer's consent to store information about this c;EE T

Title e {) Mobile Phone (7785833909

e i ®
First Name Fred Status Active ) ~
Middle Name Email Addres: ﬁed@andrew_._cum 3 )
Surname ( Jones ) Date of Birth |11/05/1972 @
Country of Birth (r]o selection) b ContactPoint Stop Notice [ |
Marital Status (no selection) v Post-natal depression []

Relationship to Child Father @ Send correspondence
Baby Due Lone Parent

Figure 12 Add a Family | Carer Information (1)

Carers consent: By default this will be ticked. Change if necessary
Title: Select title

First name: Enter name using capital for the first letter of name
Middle Name: Enter name using capital for the first letter of name
Surname: Enter name using capital for the first letter of name
Country of birth: Not used

Marital Status: Not used

Relationship to child: Select from list.

Baby due: Fill in if appropriate. If not please ignore

Mobile Phone: Mobile phones numbers have 11 digits and should be entered without spaces. If
this is entered incorrectly eStart will tell you to amend it.

Status: Leave as active
Email Address: Type in email address
Date of birth: select the calendar icon and select date. Always use the calendars

ContactPoint Stop Notice: Not used

Cumbria Children’s Services Add a Family
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Post-natal depression: Not used
Send correspondence: By default this will be ticked. Change if necessary
Lone Parent: Tick if appropriate

Select Next

Add Carer
Datc Jodned fonzecz 5|
Employment | ZFT Employed 2l ime (moes tan 30 @

Waorking Howrs. | {nc seleclizn} !
ELhmicity ! @
Sufr Frhndcity | (nc selecion) #
Religinn (e sRksetion) !
Brnedils
Uizzaze Tavaln

Spacial Hasds

Uzcats Spaosl Hemds
Dlzabllitics Adil- s

7 .

e —
Wamings

Uzanis Mamirggt

Peeriina | Cacial
e

Figure 13 Add a Family | Carer Information (2)

Date Joined: Do not change

Employment: Select appropriate

Working Hours: Not used

Ethnicity: Select appropriate

Sub Ethnicity: If you have this information please use

Religion: not used

Benefits: Not used

Special Needs: Not used (for child only)

Disabilities: Select ‘adult yes’ if there is a disability. Otherwise leave blank

Warnings: Not used

Click on Next when you have finished

Carer’s Address and Languages

Sometimes a carer’s address may be different to the child’s. In such a case these details can also be
added here. You do not need to enter an address here if it is the same as the family address you

Cumbria Children’s Services Add a Family
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have already entered. You will also need to select Language ‘Spoken and English’ details from
dropdown lists. You do not need to use the Read and Written dropdowns. Please see below:

Add Carer

Address (If different from Family's)
House Number
Address
Town
County
postcode
Housing Status | no salectan) -
Languages
Spoken [no salection) b
Read [no galection) b
written [no galection) »
English [ne galectan) b
(] [cone]

Figure 14 Add a Family | Carer Address & Language Details

Carer’s Smoking History

You can now enter any smoking data under ‘description’ to indicate whether the carer is a smoker
or not. Click on Finish when ready.

Emoking History

Date of Change  |25:p:2000 i |
Reason for Change g calachion) Wi
Description (o g=lection) b
Notes

Click the "Add' butten to add any smoking history

| Prewous | [Finish | [ Canced ]

Figure 15 Add a Family | Carer Smoking History

If you are entering smoking details you need to enter both a Reason for Change and a Description.
The information will not be saved without these entries. Once this data is complete click on Add;
the details will be saved and displayed below. Once you have added in the Smoking History, click on

Finish and select OK when the ‘New Carer added’ box appears.
Add Carer

Smoking History

Date of Change 0710212012 |
Reason for Change | (ng selection) v
Description (na selection) b

Notes

(Maximum 255 characters)

Click the 'Add' button te add any smoking history

07/02/2012 'Started Smoking' 'Currently Smoking'

=] () =

Figure 16 Add a Family | Added Carer Smoking History

Cumbria Children’s Services Add a Family
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Next you can enter details for a Child. Alternatively you can click on Finish to create the record (if
you do this you will need to enter Child Details at a later time).

Add Children and Carers

Kew Family at Mill Grove, 2211 9%

Carers

& Timothy Abbot

Children

Father

Figure 17 Add a Family - new family with Carer details added

If you select Add Child you will now need to enter the following information:

Add Child

First Name

Middle Name

Surname {Jones )

Fred Andrew Jones

Primary Carer

Looked After Child

ContactPoint
Stop Notice

Date of Birth
NH Number
Country of Birth
School
Ethnicity
Sub-Ethnicity

Carers With Parental
Responsibility

Other Carers For
This Child

ave carer's consent to store information about this child

O
O

04 January 2012

3435456789

{no selection)
(no selection)

White British

(no selection)

@)
®
©

Edit Garers With Parental Respansibility

Edit Carers For This Child

Cancel

Figure 18 Add a Family | Child Information (1)

Carer’s consent: By default this will be ticked. Change if necessary

First name: Enter name using capital for the first letter of name

Middle Name: Enter name using capital for the first letter of name

Surname: Enter name using capital for the first letter of name

Looked After Child: Do not use

Contactpoint stop notice: Do not use

Cumbria Children’s Services

Add a Family
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Date of Birth:

School: Not used

Ethnicity: Select appropriate

Sub-Ethnicity: Please fill in if you have this information
Carers with parental responsibility: Do not use

Other Carers for this child: Do not use

Select Next

Add Child

Date Joined _16 May 2012 v
Status Active i
Gender Male @
Religion .(no selection) v

Special Needs | (5) Statement of SEN

I @pdate Special Needs§ |
e ———

Disabilities Child only- Sensory: Sight

o ——
| { Update Disabilities )
e —

Warnings

I Update Warnings "

Previous || Cancel |

Figure 19 Add a Family | Child Information (2)

Date Joined: Do not change

Status: Leave as active

Gender: Select appropriate

Religion: Not used

Special Needs: Select appropriate (guidance below)
Disabilities: Select appropriate

Warnings: Not used

Select Next

School Action and School Action Plus

The SEN Code of Practice refers to the different types of educational support available for children
with SEN. Although many people think of support in terms of Statements of SEN or being placed in
a special school most children with SEN have their needs met with existing support already
available in a mainstream school. This support is provided at two levels: School Action (SA) and
School Action Plus (SA+).

Cumbria Children’s Services Add a Family
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WHAT IS SCHOOL ACTION? (Known as Early Years Action in Early Years Settings)

School Action ("SA") is used when there is evidence that a child is not making progress at school
and there is a need for action to be taken to meet learning difficulties. SA can include the
involvement of extra teachers and may also require the use of different learning materials, special
equipment or a different teaching strategy.

Teachers may become aware of the need for intervention at SA where there is little progress in the
child's ability despite targeted teaching, where there are difficulties in core areas, where there are
persistent Emotional and Behavioural Difficulties or where there are sensory or physical problems.

WHAT DOES THE SCHOOL ACTION STAGE INVOLVE?

At the SA stage the child’s teacher will be looking for ways to support them in class and will work
with the SENCO to find ways to support the child’s learning. Parents must be informed that their
child is considered to have SEN and has been placed at SA and will receive copies of the schools
plans. Progress should be reviewed at least twice a year. In addition, an IEP should be written to
assist the child.

WHAT IS SCHOOL ACTION PLUS?(Known as Early Years Action Plus in Early Years Settings)

School Action Plus ("SA+") is used where SA has not been able to help the child make adequate
progress. At SA+ the school will seek external advice from the LEA’s support services, the local
Health Authority or from Social Services. For example, this may be advice from a Speech and
Language Therapist (SaLT), an Occupational Therapist (OT) or Specialist Advisory Services dealing
with Autism, Behavioural Needs etc. SA+ may also include one-to-one support and the involvement
of an Educational Psychologist. As well as the use of external services, SA+ requires more detailed
planning of interventions for children whose progress has been limited. A child's progress at SA+
stage should also be reviewed regularly (i.e. at least twice a year) and an IEP should also be written
to assist the child.

WHEN TO MOVE FROM SCHOOL ACTION TO SCHOOL ACTION PLUS?

The test for whether there is a need for a child to move from SA to SA+ is whether the child is
making "adequate progress". This is a broad term which can be defined in a number of different
ways. It essentially depends on what the child’s starting point is and what the expectations are of
that child. It is usually down to the teacher’s professional judgment.

Some ways of defining adequate progress include; progress that matches or betters the child’s
previous rate of progress, progress that is satisfactory to the child and the parents or progress
which closes the gap between the child and the child’s peers. Where a child is still not making
adequate progress at the SA+ stage then the child's school or parents can request a Statutory
Assessment, which may lead to them receiving a Statement of SEN .

Child’s Address and Languages

If a child’s address is different to the Carers stated on the registration form i.e. Childminder/
grandparents then the Child should added onto eStart with the person who has parental
responsibility for them.

We do not collect language information for children on the eStart registration form

Cumbria Children’s Services Add a Family
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Child’s Health Details- not currently used

We do not record this information on eStart in Cumbria as it’s collected elsewhere.

Add Child
Breast Feeding Books for Babies Speech & Language
[CIBirth [J16 weeks [J2 Year measure
[J6 Weeks []7-8 Months
[]3 Months (118 Months
[J6 Months 13 years
[J1 Year
Tbstozs
Weight Kgs

Olbs Qozs % Ibs + ozs
Gestation weeks and days

Location | (no selection) B Message from webpage @

ﬂ hew child added. | Previous | @I Cancel |

Figure 20 Add a Family | Child Health Details

Clicking on Finish will take you back to the Add Children and Carers screen.

Add Children and Carers

MNew Family at Park Lane, CA9 3AB

carers

: Fred Andrew Jones Father

Children
Billy Ray Jones 0

If you wish to add another carer or child then you can do so by either selecting Add Carer or Add
Child. This can also be carried out at a later stage.

Click Finish on this screen to go to the family record you have created.

Family

Family Screen

This screen will be displayed when you have selected a member on the search screen or when you
click on Current Family in the left hand menu.

The Family screen shows all the main information about a family. You will see all the basic details
such as Address, Telephone Number, Date Joined, GP information and the Setting in which they
live.

You will also see the Status of the family and all carers and children that are included in this family.

Family - PR002647

House No. |9 Carers
Address |Park Lane - : tion & ;

y ; Fred Andrew Jones Father x X o '_
Town Alston Children
County "

| .= Billy Ray Jones 0 A B
Outside England =

Postcode CAS 3AB I Chenge Address

—_— OO IR CLATALS Lm] 1o RACRIA Al ~Ee 0 ARPOECo. 4 OO RICLANAL OTOEET ™A e
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Figure 21 Family screen

To add a carer or child to the current family, select the buttons situated at the top right hand side.
To view the current carer or child record, click on the Go button [zl next to their name.

You can perform amendments on a family record by simply selecting from the relevant dropdown
and then clicking on Save.

Q Please note that in order to make a family completely inactive you need to make all the
members of the family inactive as well. Simply changing the Family Status to Inactive will not make
all the members of that family inactive.

Family Icons

On the Family screen there are many different icons which represent different details about a
family. If an icon is greyed out then it does not apply to the family, however if it is highlighted than
it is applicable.

i A & &
& &£ & ot

Figure 22 Icons not applicable for a family

3 A~ B o
® » [ @

Figure 23 Icons applicable for a family

E This icon represents Families that are Out of Area, have no children within the age range for
attending a children's centre and have no pregnant carer. - not currently used

| This icon represents Carers who have warnings against them.
QB This icon represents pregnant carers and will be highlighted if any carers are pregnant.

@ This icon represents children with a low birth weight within the family- not currently used

Cumbria Children’s Services Family
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This icon represents children who are on the Child Protection Register.

This icon represents families that have carers who smoke.

N®

|m", This icon represents a Notes History for the family and it will be highlighted if there are any
= notes stored against the family. - not currently used
@ This icon represents Families that have Open referrals - not currently used

Hovering your mouse above any of these icons will display further details pertaining to that icon.

g & 4 &
& 24 4 &
Farmily has sm(%g

carers:
Andi Jones

Figure 24 Hovering over family icon

Change an Address

If you have been notified by the family that the address has changed, then click on Change Address.

House No. 22a

Address Forber House
Comwall Avenue

Town Demaoville

County

Postcode 72 0EY

T —

The following screen will now be displayed:

Address History
e

Current Address Enter New Address

Date Mowed In: Date Moved In: 24022005 o
House Moz House Mo

Address: Address:

Town Tuswen

County County

Dutside England Dut=ide England

Past Coda: Post Code:

Figure 25 Changing a family address

You can enter the new address here using the postcode Iookup tool. select the date they
moved in and click Save. The family address will now be updated.

Where is this?

Cumbria Children’s Services Family
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The ‘Where is this?’ button allows you to view an area on a map. The area is usually where the
family address is located.

To view an area simply click on the Where is this? button on the Family screen This will open up a
new window and take you to a website which will show a map of where the area is located.

Additional Details for a Family

Using the left hand menu there are various extra details that can be added to the family.

Family
@ & Actiities 2 The optlo'ns are: Activities, Notes, Service Requests,
® ¥ Notes Custom Fields, Hard to Reach, Items and Family
i@ Service Requests UNA.

i Custom Fields

@ Hard to Reach

i Ttems w
L4 >

Figure 26 Additional Family Menu Options

Cumbria Children’s Services Family
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Activities- adding a family to an event

When you click on Activities, the screen will display a list of all Events attended by this member. All
of these Events and Activities are known as Contacts.

To add an Activity for the family, expand the Activities section, and select New Contact. If you wish
to view current activities attended by the family then select Existing Contact.

Family
Sl
= Add Family
= = Current Family
B Carers
B A
¢ Existing Contact
@ New Contact
F = Nntag

Figure 27 Family | Activities

To add a family contact, first select the Setting (by which it is held) from the Settings dropdown list.

Events:( TCP Events not included) Family members to include:

Settings: [EEEEEN Carers
{___[Gender __IName ____|RelationTaChild
[] Femals Judy Smith Mather
[0 Male Jerry Srnith Father
Children
-E!E_EE_
I~ | Male Eugene Smith

Care Workers

-I
[ Amanda Grant

[ andrea Shaw

[ Angela Thompson

[] &nnReid

[l Ann Rose v
Health Visitors

-I
[] Amanda Green

[ Amanda Seunders
[ Andrea Callins
[ Andrea Layd

[ ann Hil

£

Figure 28 Activities (New Contact) screen

This will then make the Home visit check box and Event Type dropdown list available:

Add Family Contact

Events:{ TCP Events not included) Family members to include:

Settings: | Setting 5 Childrens Centre v/ Carers

Home Visit: 0 [ Toender IName |RelationTochild

E £ T ‘ ‘ ‘ [ Female Judy Srith Mother

8 t -
ven Ype (HU bl ‘Uﬂ) "] Male Jerry Smith Father

Children
-@EE—E_EE_
" Male Eugene Smith

Care Workers
-I

[] Amanda Grant

[] Andrea Shaw

[] Angela Thompsen

[] &nn Reid

[l AnnRose v
Health Visitors
-I

[] Amanda Grasn
[] Amanda Saunders
[] andrea Collins

[] Andrea Lioyd

[T Ann Hill

£

Figure 29 Activities (New Contact) screen with Setting selected
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Tick the Home Visit box if appropriate and then select the Event Type. This, in turn, will make

available the Date Range (from / to) selectors.

Add Family Contact

Events;{ TCP Events not included)

Settings:
Home Visit:
Event Type:
Date Range:
Events:

Setting & Childrens Centre -
O
Ant Warkshop v
B Elem

Family members to include:

Carers

[] Female Judy Smith Maother

[1 male Jerry Smith Father
Children

l Male Eugene Smith 4

Care Workers

[ Amanda Grant
Andrea Shaw

O
[ Angela Thompson
[] Ann Reid

il

Ann Rose o

Health Visitors

Amanda Green
Amanda Saunders
Andrea Caollins

Andrea Lloyd

| ] |

Ann Hill )

Figure 30 Activities screen with setting and event type selected

Enter the dates from and to, or click on the calendar icons to the left of the text box and select the
date from the calendar that is displayed. Once this is done, click search.

A list of event dates will then be displayed along with a tick box to the left hand side of each event

date.

The screen will then look like the example below:

Add Family Contact

Events:{TCP
Settings:
Home Visit:
Event Type:

Events:

Events not included)

Setting 5 Childrens Centre v
O

Art Workshop

hd
Date Range: 01/an2006 |55 1o [01/an/2008 | 58 [[Seamn |

23/10/2007
2z/10/2007
09/10/2007
0871042007
04/10/2007
0371042007

1 ) |

25/08/2006

Family members to include:

Carers

[ Femals Judy Smith Mother

[0 male Jerry Smith Father
Children

O Male Eugene Smith 4

Care Workers

[] Amanda Grant
Andrea Shaw

@
[ angels Thampson
[ Ann Reid

]

Ann Rose bt

Health Visitors

Arnanda Green
Amanda Saunders
Andrea Callins

Andrea Lioyd

| )

Ann Hill b

Figure 31 Activities screen with date range selected

To add a family, care worker or health visitor (or multiple family members, care workers or health
visitors) to an event instance (or multiple event instances) simply click on the tick boxes of the
individuals you wish to add and the event dates to which you wish to add them and click save.

Cumbria Children’s Services
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Notes- not currently used

eStart allows you to keep two sorts of notes on carers, children and families.

These are General Notes (Notes History) and Confidential Notes (which are not viewable by
general users and have a higher permission level).

Your ability to view / create a Notes History and Confidential Notes will depend on your level of
permissions

Family

=, Search
oy Results
= Add Family
(=] = Current Farnily .
® B Carers Notes for the current family and for the

= g Children children and carers in that family are
£ ‘5’; iﬁ‘;g'es accessible via the tree view.
@@ Service Requests
% Custom Fields
@® Hard to Reach
aw Items
* " Family LMA

Figure 32 Current Family node

Family notes appear under the Current Family node.

To view notes for a carer or child within the family, however, you must expand the child or carer
node (click the plus symbol to the left) and expand the node again for the carer/child in question.

Family

H 4, Search
&5 Rests
=g Add Famiy
= = Currieet Family
o 8 Caers
= @ dady Soith
¥ 8 Heath
& aodr & g
¥ Custam Fslds
@ Hard to Reach
& Brtiilies
= fefarak
=
# Carer Motes
® S Carer LINA

Figure 33 Carer notes

On clicking Notes you will be taken to a screen with three tabs. The first, which is highlighted, is
Notes History.

Cumbria Children’s Services Family
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Notes History Tab- not currently used

Notes History ConfidentialNotes  Summary

are

Miew 28/01/2009 Admin User  Test note
Miew 28/01/2008 Lori Allen Admin User  Test note 2

Figure 34 Notes History tab
This gives details of any general notes and allows you to add new notes via the Add Button.
When you click the Add button a text editor opens to allow you to add your notes:

Carer: Judy Smith - ID012329

Notes History ConfidentialMotes ~ Summary

:

Wiew 28/01/2009 Adrnin User  Test note

View 28/01/2008 Lori Allen Admin User  Test note 2
Add]

Note Date 28/01/2009 |
Care Workers |ino selection) v @

Health Visitors o cle

ction)

O

B 7 U % < 4 @y o =
A7 OO LY @ & o= 0Ly

| Font v" Size vH Formatting v“ Style v“ Insert v
|
ISave I Cancel

Figure 35 Individual Note History

When adding a General Note in the Notes History you can select the date and relevant Careworker
or Health visitor, before clicking Save to complete.

You can also view existing notes by clicking the view option to the left of the note date. This will
present you with a similar screen detailing the full text of the note selected.

Carer: Judy Smith - ID012329

NotesHistory  ConfidentialNotes  Summary

View 28/01/2009 Adrnin User  Test note

Miew 28/01/2008 Lori Allen Admin User  Test note 2
[Add]

Note Date 280142008 =
Care Workers |Allen Lori vl ®
Health Visitors (o selection) o)

B 7 U & % ¥ 4 @ 9o =
A2 Q.30 8 ¥ B 8 4abe Gy

[ Fant || siee | Formatting || style v
Test note 2
Figure 36 Entering Note Details
Cumbria Children’s Services Family
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Confidential Notes Tab- not currently used

This tab presents you with exactly the same options as the Notes History tab but is intended for
notes of a private nature. Only users who have a suitably high level of permission will be able to

view Confidential Notes.

Summary Tab

This is a printable list of notes. You can check the Only Notes History or Only Confidential Notes
checkboxes to display one or the other or leave both boxes empty to display both types (if you have

the correct permission level to view Confidential Notes).

Carer: Judy Smith - ID012329

Notes History Confidential Notes| Summary

28/01/2009 Test note
258/01/2008 Lori Allen Ma Test note 2

28/01/2009 Yes Test Confidential note

Add

Care . -
i PR i tﬂ
Mo

Print|

Conly notes History [Jonly Canfidential Motes

Figure 37 Notes Summary tab

Service Requests

Service Requests can be added to a family’s account; this is for families that have been referred to

external agencies, and eStart can then record assessments on the family.
Click on Service Requests, and then choose New Service Request.

You should now complete all fields with a dropdown list and click the Save button.

Anmmynment Do

Tamity Service Requests
Ssasch
= fats
& A Farndy
& Cuest Famly
i Carers
2 Crien
& AT
? Mobs AddfEde Sarvice Reqessl
z Eﬁm"__‘“ RAmquest Brason .0 ppeien »  Outine of Reguees:
@ vond b Raach Dpanad By Ina wdscher o
- Een
B4 Farsdy UHA Aegrnay jaa ssechon -
assiqned T |ra seschen) v
Qpen Date =
Aasignad To Data T addalonsl motes:
Rmviom Dabs i |

Choan Dnte

Figure 38 Family | Service Requests

Administrators can add items to all the dropdowns through the Admin section.
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Custom Fields- not currently used

These reports are for families only. Many more Reports are available through the Reports menu.
Custom Fields allows you to generate reports on statistical data. If one of the fields has been
ticked, a report can be run to produce a list of all families who had this option ticked.

Famiby
e L. Criteria Tn Gromp  Value [optinnal}

fig Servce Reguosts
) Curoom Reks
B Hard Ly Baaid
i e

W Fa T

4. ALk Lag
%3 Acoess Log -

Hascanes
Admin

Manags Lists

Hy sastings Datails

SEF Buskdur

Lancel

Figure 39 Family | Custom Fields

Hard to Reach- not currently used

The Hard to Reach section works similarly to Custom Fields. It records information about a family to
highlight if they meet certain criteria for reporting. When a report is generated it will pick up all
families who have had one of these fields ticked on their record.

Click on a box to select a criterion. You can choose more than one. When you have chosen a
criterion you will then be able to type into the Value field if you wish. You will then need to click on
the Save button.

Administrators can add in more fields through the Admin section.

Figure 40 Family | Hard to Reach
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[tems

The Items section is used for to record whether any material has been borrowed by the family; to
add new items, please select Add New. When you have chosen an item and added dates if
required, click on Insert to add it to the family's record. You can later click on Edit to change any of
the details for this item, then click Update to save the changes.

Family Items for Family at 12, SL4 5DH

# = Notes ~
i@ Service Reguests
¥ Custom Fields

Edit E)\I’D“ ] 2‘;#..081'2007 I EﬂfﬂﬁfZGﬂ?“ )
i ll II io Reach
= ar NA v

< >

Figure 41 Family | Items

Audit Log and Access Log

If you have been given permission to access these areas, the Access and Audit Logs within eStart
allow you to see who has viewed or made changes to a particular Carer, Child or Family record
within a selected date range and also to see exactly which items within a record were changed.

For a more detailed explanation of these areas please see the chapter Monitoring eStart Use on
page 42.

Carer Record

Cumbria Children’s Services
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When you have accessed the family screen, click on Go next to the Carer’s name to open their

record.
Family
%, Search r Have consent to store information about this carer V’
- ;"" CAL?r?an?:";i:fmiw Title | Mr 7 Lone parent Send correspondence
= [ & Carers First Name ’Fretﬁi Left England (ol
e d" Children Middle Name  |Andrew Country of Birth (no selection) v:
= (,‘;; ':chté\;?es s |J|:mes |NEmeHislm, Ethnicity :‘n"\.u'h!t_e .E!rigis_h. v
E (S:Ezi;;iicll::—'m Housing Status | (no selection) ¥ S"t."Fth"'C'tV | (no Sglemf“”) |
@ Hard to Reach Marital Status .(nu selection) v Religion | (no selection) [l
G Ttems Email Address |fred@andrew com Employment EFT Employed full time (mare than 30 | b
& ) :\um-t_ I\__!|g: Mobila Phone f[_]9_8T6545:67§ Working Hours | (no selection) |
" Access Log Date of Birth 11 May 1972 v [ Snoking Histony
Relation to Child| Father «| Benefits
Status Active b
Date Of Death | Not Set v
Date Joined 08 F.eBruary_ 2012 v| [ rerEr— ]

Comments Special Needs

| Updste Special Nesds

Disabilities Adult- Yes
Events
Reports Update Disabilities
e Warnings
Admin
Manage Lists

Update Wamings

Cost Effectiveness

Figure 42 Family | Carer screen

On this screen are the basic details: ID, Title, First Name, Surname, Carer Status, Date Joined, Email
Address, Mobile Phone Number, Date of Birth, Employment Information, Ethnicity and Disabilities.

You can also see the relationship of this carer to the child.

Name History

If the carer’s name has been incorrectly entered or has changed since registration, then click on
Name History.

Change Name (hide

This carer has no name history - click on change Name to
create one

i I Change name... )

Figure 43 Family | Carer screen

E vou wil only be able to access Name History if you have the correct permission levels set for
your account.

The following screen will now be displayed. Please complete all the necessary fields. A Reason for
Change must be chosen otherwise it will not save.

Add to name history for Fred Andrew Jones

Family -
) Date of Change: 8 v |May w2012 »
“, Search g | d | |
__ =n Add Family New First Name: (Freddy '
C’—'= s Current Famity . r .
E G Carers New Middle Name: Andrew
+ d; il;i.dr.;n New Surname: |J0nes
B¢ vities :
2 Notes New Alias:

@ Service Requests _ 2 = = =
#& Custom Fields Reason for change: | pdated registration form information
P~ VLo

R T o

O



Figure 44 Name Change Details

Administrators can add in more reasons through the Admin section.

Performance.support@cumbria.gov.uk

Smoking History

Cumbria eStart 2012

To add or update a Smoking History for the carer, click on the Smoking History button, and then

click on Change Smoking History.

Smoking History: (hide

History to create one

I Change smoking histony...

This carer has no smoking history - click on Change Smoking

Figure 45 Smoking History | Change Smoking History

Please update all requested information. A reason must also be added in otherwise this information

will not be saved. Click Add to save and display the changes, then Finish.

Family Add to Smoking history for Freddy Andrew Jones
A Search Name: Freddy Jones
=s Add Family Date of Change: _15 May 2012 w
= ClnEnstanly Reason for change:| quit Sm.nl-iing .(H;aal.t.ﬁ Concerns)
- @ Carers k2 b ok e :
- g8 Children Description: | Nt Smoking
- Activities . — —
S Notes:

i@ Service Requests
i Ccustom Fields
@ Hard to Reach
i@ Items
&% Family UNA
<, Audit Log
O Access Log

Figure 46 Smoking History Change Details

Administrators can add in more reasons through the Admin. section.

Benefits- not currently used

To add information about any benefits this carer is receiving (for example any Jobseekers
Allowances or Disability Benefits), click on the Update Benefits button to display a list of benefits in

the lower box.

Cumbria Children’s Services
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Benefits

|Incapacity Benafit ~
Income Support

Job Seekers Allowance

| Other »

[ Update Barsatits !

Figure 47 Update Benefits Information

Select a Benefit from the list in the lower box by clicking on it.

Your selection will now appear in the Benefits box above. You can remove a Benefit from the upper
box in the same way, by clicking on it to move it back to the lower box. To finish simply click on
Save in the bottom left hand corner.

Administrators can add in more Benefits if needed, through the Admin section.

Special Needs- Child only

To update this information please click on the Update Special Needs button.

You will now have a list of Special Needs to choose from.

Special Needs

(M} Mo Special Educational Need s
(ND) Mo diagnosis

(P} School Action Plus or Early Years — |
(S) Statement of SEN v/

| Updste Special Nesds |

Figure 48 Update Special Needs

Select a Special Need from the list in the lower box by clicking on it.

Your selection will now appear in the Special Needs box above. You can remove a Special Need
from the upper box in the same way, by clicking on it to move it back to the lower box. To finish
simply click on Save in the bottom left hand corner.

Administrators can add in more Special Needs if needed, through the Admin section.

Disabilities- Child and Carer

Cumbria Childre

To update this information please click on the Update Disabilities button.
You will now have a list of Disability descriptions to choose from.

Disabilities

Carer Record

Adult- Yes ”
Child - Other
Child anly- Cognitive
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Figure 49 Update Disabilities

Select a Disability description from the list in the lower box by clicking on it.

Your selection will now appear in the warning box above. You can remove a description from the
upper box in the same way, by clicking on it to move it back to the lower box. To finish simply click
on Save in the bottom left hand corner.

Administrators can add in more Disability descriptions if needed, through the Admin section.

Warnings- not currently used

This is used for Care Workers who may visit certain sites which may have restrictions or other
aspects they need to be aware of. Clicking on Update Warnings will allow users to add a warning
against the family record.

Warnings

Beware of Dog
Visit in Pairs

I Update Wamings I

Figure 50 Update Warnings
Select a Warning description from the list in the lower box by clicking on it.

Your selection will now appear in the warning box above. You can remove a Warning from the
upper box in the same way, by clicking on it to move it back to the lower box. To finish simply click
on Save in the bottom left hand corner.

Warnings [Visit in Pairs

|Beware of Dog

| Updata WWarnings |

Figure 51 Add Warnings

Administrators can add in more Warning descriptions if needed, through the Admin section.

Delete a Carer

It is not recommended to delete carers from the system as this information may be required for
reporting purposes. However if a carer has requested a deletion of their account, then it can be
removed.

Firstly the status of the individual will be set to active; this will need to be changed to inactive. Click
on Save and a Delete button will appear; this allows you to remove the person from the system.

Cumbria Children’s Services Carer Record
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If a person has activity history then this person can not be deleted.

Status i_l-rEtive - Reason unknown ~|
Date Joined ‘01 December 2001 v!
Warnings ‘(nu selection) v|
<

Figure 52 Delete a Carer

Administrators can add in more Status options through the Admin section.

Carer’s Record - Additional Details

Family

1= &b Iracey Gllespie A~

® (B Health 7 .
 Addr & lang There are more extra details that can be added to a
g Custom Fields Carer’s record. These are displayed in the left hand

Hard to Reach - . .

& Activities men.u and many of these have been explained in the
#* Referrals Family section.

# * Carer Notes 3]

< b4

Figure 53 Additional Details available for a Carer record

Health- not currently used

If you expand this section, you are presented with a history option. This section records all health
information about the carer; if you press the Add Contact a new screen will be displayed.

Update health details:Tracey Gillespie

Weight/Kg: | | Height/m: [ |BME:| |
Activity Level:|[r10 selection) V|Alcohol: |[r10 selection) V|
Cholesterok | | Blood pressu re:l |over| |

Notes:

Activity List

R s W EOit
S

o clect
e

e e s R

R 1 rt 02/2008
8 Bumps and babies 11/02/2008
A  baby yoga Sure Start 05/02/2008
48 Leaming - Cooking Sure Start 04/05/2006
b

Figure 54 Health History | Add Contact | Update Health Details

Once all fields are completed this will be recorded against the individual’s record.
Address and Languages

This option allows you to change just one individual’s address; this would be used if the member is
living elsewhere but has been registered with the family.

Using the left hand menu, choose the relevant member and then click on Address & Languages.

Cumbria Children’s Services
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Family Carer: Freddy Andrew Jones - PR002648
Address (if different from family’s) Languages
4, Search
«5 Add Family House Number: () (ENG) English
= & Current Family Address: Read: |{) (ENG)English
= 8 Carers

Written: | () (ENG) English

TR Fluent

County:

= @ Freddy Andrew Jones
Er (8 Health
[ =TS
@® Hard to Reach
& Activities Outside England: []
# Referrals
& e
# Carer Notes
@3 Carer UNA
4, Audit Log
+- g Children
7 Activities
# MNotes
i@ Service Requests
i Custom Fields
@ Hard to Reach
i@ Items
B Famity UNA
%, Audit Log
0 Access Log

Postcode: Ledkup

Figure 55 Changing the address for an individual

Enter the person’s address details. You will now have added an address for the carer which is
different to the family’s address.

You can also add in any different languages used by the carer on the right hand side.

Pregnancy

This is only available for female carers and is also displayed as part of the Add Carer screen.

Carer: Tracey Gillespie

Baby Due: | Not Set v [ post-natal depression
D . it

I Remove selected ||

Figure 56 Pregnancy Details 1

Select the date when the baby is due. This will be highlighted on the family screen of a pregnant
carer.

When you click Save a new button labelled Baby Born will now appear.

Carer: Donna Smith - IDO00G48

Baby Due: (26112008 | [ estvoen | [ regrancerce | Ceast-natal depragmon

pregnancy Histoey |
Reros 2ekcied Add Histony

Figure 57 Pregnancy Details 2

When the carer has had the child, click this button to display a Child Details screen to add in the
new child information.

Cumbria Children’s Services Carer Record
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If you wish to add details of this and previous pregnancies to the carer's record, click the Add
History button and enter the details on the screen displayed:

Add to pregnancy history for Donna Smith

Date: RAzDE | BE
Descriplion: Eitth w
Professional Contacted: | Haqyh visin: o
Hotes: Biby by
=T o]

Figure 58 Add Pregnancy History

The information will then be added to the Pregnancy Details screen.

Carer: Donna Smith - IDO0064E

Babiy ez FRA1EN0S | TH [ Rese i |[ Fegroncs Freo [ Poce-natal depression

] 181132008 Bk Srth Baby bay. F‘
[ Famom siecied_|

Figure 59 Pregnancy Details with history

Alternatively you can record the ending of a pregnancy by clicking the Pregnancy Ended button:

End Pregnancy for Donna Smith

Dt s |
Desiriplinn: Whatzanimgs b
Frofessional Contacted: |- - dacbon e
Hotes:
| Sem | Cancel

Figure 60 Pregnancy Ended Details
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Child Details
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On the Child Details screen are displayed the child’s basic details: ID, First name, Surname, Date of
Birth, Primary Carer, Gender, Date Joined, Status, National Health Number and Ethnicity.

You can also see any other Carers and a complete list of all Carers with Parental Responsibility for

this child.
Family Child: Billy Ray Jones - PR002649
- =)
4, Search ,I{:T"_?',’-, []Have carer's consent to store information about this child
=& Add Family L ; -
== Current Family First Name Billy School :_(nu selection)
& @ Carers Middle Name |Ray Ethnicity

= g8 Children

- & Bily Ray Jones Surname |J0nes Mame History
& Activities Date of Birth 04 January 2012 v
' Notes ;

i@ Service Requests Looked After []

¥ Custom Fields

@ Hard to Reach Stop Notice L
i Items Primary Carer Freddy Andrew Jones v
& & Famiy UNA Gender I i 1
4, Audit Log |Male v
O Access Log Date Joined |16 May 2012 ¥
Status Active A
Date of Death| Mot Set v
NH Number [3435456789 '

Comments

Events
Reports
Messages
Admin
Manage Lists

Cost Effectiveness

ContactPoint

Figure 61 Child details screen

Sub-Ethnicity | (n0 sslection)
Country of Birth | (no selection)

Religion (no Sél_ec!i_o_n_.}

<

K3 EF|

Special Needs | (g) Statement of SEN

Update Special Nesds

Disabilities Child only- Sensory: Sight
Update Disabilities
Warnings
| Update Warmings
Carers With
Parental

Responsibility

| Edit Casers With Parents| Respansibility

Other Carers For
This child

Edit Carers For This Child

If the entry you need to choose is not in the lists of Special Needs and Disabilities you will need to
speak to an eStart Administrator who will advise you performance.support@cumbriacc.gov.uk

Left England- not used

Date of Death

You cannot save a Date of Death for a person unless their status has been set to inactive.

CPR History- not currently used

Cumbria Children’s Services
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This is an abbreviation of the Child Protection Register. If you click on the CPR History button you

will see the following:

Cpr History: [hide

This child has no cpr history - click on Change Cpr History to|
create one

| Change CPR...

Figure 62 Child | Change CPR History

When you select Change CPR the following screen will be displayed:

Add to Cpr history For Aleena Arif

Name : Aleena Arif

e eofChange |peason IDnRegister
Edit 09/03/2009 Emotional Abuse True

OnRegister ]

Date of Change 09/03/2009 ]

Reason {no selection) 2

Notes

Figure 63 CPR History Details

The On Register tick box controls whether or not this information is visible on the Family screen.
You can use this to indicate when a child is put on or taken off the register, including the date of the
change, adding notes if necessary. A reason must be specified to ensure this is saved correctly.

Administrators can add in any additional reasons through the Admin section.

Child’s Record - Additional Details

Figure 64 Children Menu Options

Birth and Development- not currently used

Family
= &8 Current Family ~ The menu on the left hand side can be used to

® [ Carers add in more information on the child.

= d; Cah"%r;”m"espie Many of the options have already been

= (B Health explained previously in the Family section.
g History
Wt

< >

This monitors the child’s development process from birth. In this section you can record
Breastfeeding information, Speech & Language and Birth Details. Administrators can add in more
Development Plans (and their associated details) and Birth Locations through the Admin section.

Cumbria Children’s Services
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Breast Feeding

Books for Babies

[ irth [J16 weeks
[le weeks [17-8 Months
[]2 Months []18 mMonths
[J6 Months 03 vears
[J1 vear

nge_!opment_ ?_Ial_!s

Speech & Language
[]2 Year measure

Birth Details

Cumbria eStart 2012

Child: Vic Gillespie

weight (0 Kas

| Olbs Oozs  |%| Ibs + ozs
Gestatiun:p | weeks and |0 |days
Location :Hospital v

Child Su‘ppur‘t‘ Plan [ —
Contact 3 | || Add Plan
Development Plan | || Add Flan
Foundation Stage Profile|  View Milestones ||

FSP | View Milestones | |

Maths and Knowledge | || Add Plan
Plan 1 - Birth Visit [ view ntilestones ]|

Plan 2 - 4 Month Visit | || ada ian
Support for Families | ||_Ads Pian

Save

Figure 65 Child Development screen

Referrals- This section is only used by East Cumbria Family Support Association for particular

contracts.

In this section, a carer or child can be referred to a certain event or agency.

Family

= “4, Search
oy Results
& Add Famnily
= = Current Farnily
+ s Carers
= @& Chidren
= & Debra Jones
® [ Health
B Birth & Dev
& addr & lang
& Customn Fields
® Hard to Reach
& Activities
@ Referrals
# Child Motes
F 7 Child UMA

Figure 66 Referral node

Referrals are accessed in the tree view under
the node for the relevant child or carer within
the current family.

Clicking on Referrals will bring up a screen which lets you view or edit existing referrals or create

new ones.

Child: Debra Jones

Referrals

29 January 2009 COpen
26 January 2009 Open

Referral Details
Date:
Referred to:
Referred by:
Reason;

29 January 2009
Baby Hockey

Lori Allen

Child Safety Project

Action taken: Appointment made for 1A
Appointment date: 13 lanuary 2009

Who: Amina Begum

Consent: Werbal

CAF Completed By:
Lead Professional:

Deborah Anderson
Helen Anderson

Figure 67 Referrals screen
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A summary of the highlighted referral appears on the left. To highlight a different referral, simply click on the
relevant referral’s date in the date column.

When adding a new family to eStart after the initial visit you will need to record that this family has been
referred to East Cumbria Family Support Association (ECFSA). This should be done on the referral
screen for each family member. On the left hand side of the screenshot below I've chosen Fluffy Grey
Mouse and recorded the referral against her details.

Referral and Case Management

# Relarel ~ | Referral for: Fluffy Mouse
] F
E:TC - Date of Referral: | 051272012 &1 Reason: Alchahcl! substarce misuse h |
Carar Hotes
B " Carar LIK Referred to: {no selection) #  Action taken: Chilcrer's serices - Early Imenvetio ¥ |
L Aude Lag = = 5 e e e T
& & Twaer Malfy Cal Cwent: *  Appointment date: iz}
: ;I';ir::s Referrad boy: {nn selectinn) w  Appointment with: | TOT5A-F5 W |
# Hotes b
¥
CAF completed by: ino zeleclion| o Date CAF closed: _E
Lead professional: (a0 selection) w  Consent: CAT in place with consart gained  |#
5
Status: | Opan o
= Hnotas: Hew Herera
& Lists
Lings D Lasibs
Ider

Screenshot of the referral section

Date of Referral- enter the date the referral was received by ECFSA
Referred to- do not use

Event — do not use

Referred by- do not use

Reason- Select appropriate reason from the dropdown

Action Taken- Select which organisation the referral came from
Appointment Date- do not use

Appointment with — Select the correct contract

CAF completed by — do not use

Lead professional — do not use

Status — Select ‘open’

Notes — State ‘New referral’

Date CAF closed — do not use

Consent — Select appropriate

Save the referral

Cumbria Children’s Services Child Record
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Once the referral is saved the screenshot below is displayed

Famiy Carer: Flu grey Mouse - SK0D2622
Relerrals Relerral Details
e T et 08 Feoruary 2012
¥ ThF DO rabruac 2017 Open Remgon; Bichohol! substanoe misuse
& Carer Motes fuction taker: Children's services - tarly Lntervention Team
' Carer UNA ‘Whao; ECFSA- FS
L, Ruckt Log Consant: CAF in alass with consert gainad
B B Tigeer fully Cat Pokes: Hew Reterra
8 chidren [Ea]
i Artratas

+ Nuoles

fiad Somira Rennacke e
< »
Events
Reports
Messages
Admin
Manage Lets
My Sattnos/ Details
SEF Bullder

When a family has completed their family support intervention or parenting intervention with ECFSA the
case should be closed.

Choose to ‘edit’ the existing referral and select ‘Closed’ on the Status field dropdown on the referral and
case management screen for the family. Also enter a date in the Date CAF Closed field. This will allow a
a report to be generated on closed cases and the date on which this happened. See screenshot below.

Referral and Case Management

# Referrals ~ | Referral for: Fluffy Mouse
= TCP | (0802 | T - -
> Date of Referral: | 08/02/2012 # Reason: | Alchohol/ substance misuse b
Carer Notes L !
&7 53"31' UNA Referred to: | (no selection) v| Action taken: | Children's senices - Early Intarventio
“, Audit Log ; el
& Tigger fluffy Cat Event: | VI Appointment date: | | HH
;';ii{;zs Referred by: i[no selection) Vi Appointment with: |ECFSA- ES v
Notes v
|8 r
CAF completed by: | (no selection) VI Date CAF closed:| I1-1.-"03-"2012
Lead professional: i[no selection) Vi Consent: |CAF in place with consent gained  »
Status: ‘ |Closed Vi
| Notes: Mew Referral
_ists
1gs/ Details
er
Undate [Cancel
Cumbria Children’s Services Child Record
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Monitoring eStart Use

Monitoring eStart Use- Access available for Super
Admin users only

The Access and Audit Logs within eStart allow you to see who has viewed or made changes to a
particular person or family record within a selected date range and also to see exactly which items
within a record were changed.

You will only be able to view these screens if you have been given the correct permissions to do so.
By default only Console Managers will have access to the Audit and Access Logs, but they can give
permission for other users to view them through the usual permissions route.

TAN In order for the logs to display the correct information it is important that the web server date
and time are accurate as these will be used for the date and time of the log records.

Audit Log

The Audit Log tracks all changes made to a record i.e. Carer and Child basic details, health data,
custom fields, hard to reach, activities, referrals, and TCP attendance. For Family records, it also
logs changes made to activities, service requests, custom fields, hard to reach and items.

= ms Current Farmiy
= B Carers
3 @ Trmothy Abbot
+ [ Heath
= Addr & Bng
£ Custom Fieids

@ Hard to Reach To view the Audit Log for a family (if you have the
¥ Actiibes . o

&= Rafersk correct permissions), click on the + next to Current
® e Family to open the menu, then click on Audit Log.

& Carer Notes
H W Carer UNA

) \, WA Similarly for a person (Carer or Child), click the +
= & L next to their name to open the menu, then click
& . .
# MNotas on Audit Log.
i Sanvice Raguasts
¢ Custom Fields
@ Hard to Reach
e tems
| " Family UNA
4. Audk Log
" Access Lag -
£ *

*

When you click on Audit Log, a screen similar to that shown below is displayed:

Carer: Timothy Abbot - MLOOD0001

User 4 o Diate Range From = [ snow Last 20 only
o 2 [l

Date of Change|Time of Change Changed Ttem|Previous Value [New Value  User Name)

1E/10,/200% 2:28PM Working Hours 18 - 30 Hours 31 - 37 Hours cafrs

1610/200% 2:14PM Carer Benefits NEW VALUES Income Suppart cafrs

1E/10/200% 2:13PM ‘Warking Hours 16 - 30 Hours cafrs

16/10/200% Z:13PM Housging Status Housing Association cpfre

a8y10/200% B2:21PM add Carsr Mew Carsr Added MULO0000L cafrs

Figure 68 Audit Log (Carer)

There is a line for every piece of information that has been added or changed. For each line the
following information is recorded:

1. The date and time of the change (based on your web server's date and time)

2. The actual item (field) that was changed

Cumbria Children’s Services Child Record
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3. The previous value (if one existed)
4. The new value
5. The user name of the person who made the change

The oldest line of information will be when the person was added to eStart (if this was after the
implementation of the Audit Log - see warning note below).

TAN It is important to note that only information that has been added or changed since the Audit
Log functionality was implemented in eStart v3.37 will be listed. No earlier information will be
included in the Audit Log.

You can limit the results to list only those changes made within a certain date range and you can
also choose to only show the last twenty records. If you choose or change either of these filter
options then you will need to click the Search button to display the list of results.

The To CSV button allows you to download the list to Excel and either open it or save it e.g. as an
Excel spreadsheet. Make sure you give the file a suitably descriptive filename when you save it.

File Download X]

Do you want to open or gave this file?

E:‘ Mame: eStart_data.csv
~a,

Type: Microsoft Office Excel Comma Separated Yalues Fil...

Fram: e, estartsecure, com

Dp2s ][ Save ] | Cancel |

harm pour computer. |f you do not trust the source, do not open ar

F '2“] “while files from the Internet can be useful, same files can potentially
k.
= save this file. What's the rigk?

Figure 69 Export Audit Log to CSV
Changes are listed in the same way in the Child Audit Log:
Child: Katie Abbot

User | ) w Date Range From 28 [ show Last 20 anly

nge Time of e P 0L ie(New Value _|User Nan
2:22PM D3 Deaf / Hearing Impairment cpfrs

16/10/2009 2:22PM childcarersidindax MLOOGODL cpfrs

081072009 12:22FM Add Child New Child Added MLOOOOOZ cpfrs

i T

Figure 70 Audit Log (Child)
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And the Family Audit Log:

User a bt Date Range from j [] show Last 20 Only

[ [ , .Famil\; .Family living in poverty-—- .Family living in poverty-—-
B I HardTeReach False True
08/10/2009% 12:20FPM Add Family Mew Family Added MLOO0001 cpfrs

cpfrs

Figure 71 Audit Log (Family)

Access Log

The Access Log displays a log of all attempts made to access a Family record (not an individual
record).

Family
Searnch
o Resulls

! 331'-1;1';:};- To view the Access Log for a family, click on the +

s Carscs next to Current Family to open the menu, then
i o N click on Access Log.
# Hotes

W Sanine ReguesTs
% Cugtomn Fiekis
& Hard o Reach
- e
# " Famiy UNA
Audt Log
" Agoass Log

When you click on Access Log, a screen similar to that shown below is displayed:

=er) Al Jii Pat=Range Bom E [show Last 20 only
" =

19/10/2009 11:16AM cpfrs MLODODOL

19/10/2009 S:16AM cpfrs MLOOOOO L

16/10/2009 2:05PM cpfrs MLODODO L

There is a line of information for each access attempt. For each line the following information is
recorded:

1. The date and time of the access (based on your web server's date and time)
2. The user name of the person who accessed the record

3. The ID of the family whose record was accessed

TAN It is important to note that only access attempts made after the Access Log functionality was
implemented in eStart v3.37 will be listed. No earlier information will be included in the Access Log.

You can limit the results to list only those access attempts made within a certain date range and
you can also choose to only show the last twenty records. If you choose or change either of these
then you will need to click the Search button to create the list of results.

The To CSV button allows you to download the list to Excel and either open it or save it e.g. as an
Excel spreadsheet. Make sure you give the file a suitably descriptive filename when you save it.

Cumbria Children’s Services Child Record
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Merging and Moving

Merging and Moving

If a whole family moves house:

On the families main page select Change Address and when this is completed also change the
setting. The setting (Children’s Centre) will correspond to the postcode of the new address.

If you identify any duplicate child/ carer records

Email performance.support@cumbria.gov.uk stating the family and individual ID numbers and which
information is correct and which information should be removed/merged. Please then check this
family record and amend any details with are incorrect such as the GP, mobile number, date of
birth, ethnicity etc. All the event history from both duplicate records will remain with the family.

Further examples

Children move into foster care

Children/ carers move in with other relatives

Children and one of the carers move house leaving other members of the family at the old address
Carer moves out of the family address with no forwarding address

If a child on eStart becomes a parent and stays at the family address

If a child on eStart becomes a parent and moves address

For any of these examples please email performance.support@cumbia.gov.uk

Use the merge function to merge Families, Carers, Children, Event Types, Users, Care workers or
Doctors, or to move carers and children from one family to another.

Repurls
Messages
Admin___ Select Admin in the left hand menu and
3 !!.rgr_gér.r:m A click the Merge option.

8 carors

S Chidren

8 Evenl Types

& Usens
W Careworkers »

Figure 72 Admin | Merge

Now select what you wish to merge. If, for example, you wish to merge Families, select this from
the left hand side menu by clicking on it. You will now see the screen below:

Cumbria Children’s Services Merging and Moving
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Merge Families

From{Merging) Famlby ID:
Surmarm=
Famibrlx
Srest

Fostoode

Cortinue || Cancel

Sumam=
Famibyl D
Sreet

Frostoode

To{Master) Famlly ID:

Figure 73 Merge Families screen

Now select the family you wish to merge from by searching for it. You can search using Surname,

Family ID, Street, or Postcode.

Cumbria Children’s Services
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Click Find to display the results:

Merge Families

From(Merging) Family ID: To(Master) Family ID:

5urname|5milh

|
est | | P
— | S —

B e e e
Caron

Church

Select AADO0DS4 Elizabeth %" SL46LR
Smith
Caron
Select AADODDS4 Elizabeth U siaeik
Street
Smith
Carol
Church
Select AADO0DS4 Elizabeth o2 514 6LR

Smith b

Figure 74 From (Merging) Family search results displayed

Select a record from the list of results displayed, by clicking on it. You will notice the record’s Family
ID is now displayed in the yellow box below.

Merge Families

From{Mergieg) Family [0- To{Master) Family [0
Sermaree drmith Sumane

FaminlD FamisD

Srreat Gureat

Furstonde Furnonde

ol T T
eleca i

Bekers Aanaprrg AE o 4 549
Salac AADICTTE wnm?ﬂ”:"‘ B4 4G
Salact BADIDTAD Wicols Sraith Hawley Sast 5Ld S48
Hebait BADIDTAZ Arie sreith Hawkey Sreel L3 543
Salact BADILTE] ;m“ Hawlay Srust 54 AR

Ganings || Cangel
Figure 75 Selected Merging Family's ID displayed

You will now need to repeat the same process for the family you wish to merge to.

Merge Families

From(Merging) Family ID: To(Master) Family ID:

Surname | Smith Surname |Smith

| |
FamilyID | | FamilyID | \
Strest | | Street | ‘
Postcode | | Postcode | ‘

e S
D =
Caron Caraon

Church Church

Select AADDDD94 E\:’Z‘;:eth Street SL4 6LR Select AAODDO94 E::“Et:eth Street SL4 6LR
Caron Caron
Select AAOD00S4 Elizabeth  SMUTN g4 gim Select AAG000S4 Elizabeth  SMUN  giugiR
Smith et Smith Skt
Caron Caron
Select AADDDD94 E-\ri’Z‘gEeth gt"‘{:reih 5L4 6LR v Select AADDDO94 Elj:aberh ggﬁh SL4 6LR v
|AAGO0094 |~a000094
Figure 76 Merging and Master Families both selected
Now select Continue.
Cumbria Children’s Services Merging and Moving

47



Cumbria eStart 2012

The next screen will confirm the merge and ask who you wish to transfer from one family in to the
other.

Family AA000094, that you are merging from has Children and Carers associated with it. Please use the links below to transfer
these Children or carers to Family: AADDO265

=]

The merging Family has 1 Child. Transfer to Family: AAD0D2657 4 Merge Child b

The merging Family has 1 Carer. Transfer to Family: AA0002657 <I_Merge Carer_[>
T —1

= 2 . r = "’
Go directly to the Merge Family Screen and delete the Children and Carers from the Database <] Merge Famil

Figure 77 Merge Menu - Select People to transfer

To avid duplicates, you are advised to choose Merge Carer and then Merge Children before
Merging this Family. This is so that all essential data can be passed across first.

You can click and drag a carer from the left to the right; this moves the carer to the new Family ID.

By placing the individuals in the box below (middle) this will merge the members together. You are
asked to choose which items of data you wish to keep or remove.

Merge Child
To Family:1$000375

Add Al
£} vichelle Gill

Ll i
Bruce Gill
. Claad ‘
Newmill House Z3 3NT Garnet Street Z1W 3QT
Bemave All

Drag and drop items between lists or
merge individuals by placing them in the
box below

1:__ Merge Members __D
<[_Continue | >

Figure 78 Merge Menu - Select Data Items

Select the fields you wish to merge by ticking the checkboxes (under the Select menu).

Now choose a reason for the merge and select Merge (see below).

] 020 7719 8275 Tel 0207 538 2034
il Unknown Town London

O False Welcomepackreceived True

O True Wishtoregister True

Shared Accomodation
Registered Mare than once on system | T DR i s

Figure 79 Selecting a reason for the family merge

The final merge to perform is the Merge Family option; this removes the old Family ID and keeps
the new ID on the system.

If the merge completes successfully the following message is displayed. Click on Done.

Successfully updated database

Figure 73 Merge successfully completed and database updated
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Events Section
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The Events section of eStart allows you to enter the details of a new Event and add Attendees or
Registrants to an event. To access Events you can click on either Events from the left-hand menu or

click on Manage Events from the Home page.

Family

Events

& Wiew Bvant Tyoas A
54 Add Ewenk Typa
= 7 Caindar
T Dy Mew
(T tinak Sew
(T Menth Viaw v

Reports
Messages
Admin

b Add a Family
Q Find People

-

P : T "--._\_\
‘ﬁ Manage Events .-

lﬂ View Reports

Welcome to eStart - Main Menu

Figure 80 Manage Events

To create a new event, click Add Event Type. You are now presented with a blank form to complete

with all the data for this event.

Famity

Evenls

Add New Event Type

ACEASS GRAIR | (70 =

looemes Iwef-:'r. ==ledon

o Waw Feent Tynes Home Wisit
Satting [Caniza =0 Hida
- Priject Leader|eiy-fors Candhers @ Start Tirma
Pruvidirs Bama-dos Duraticn {min
Capadty
e Family Points
[ { uzzan Frzen ) ] Alrms
e
| oratinm | Hema vist- Family Acitress @
I regecy -
Group -
Theme crbancalbwanss (% )
-
-
-

[rianE
=

To handheld
TCR

Riparts
Messmages.
Sudrain
Manags Lisls
Figure 81 Add New Event Type

Description- Type in the name of the activity

9

[T E= Hesithy

L |mtay meim

[C Enjoy o Achicee

[ |Acrsave Ezonomis #el-2eing

| Hutks = #ombum Camn butian

Setting- Select which Children’s Centre footprint the event is taking place in.

Project Leader- Select Lead worker at event- ECFSA Officer

Cumbria Children’s Services
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Provider- Select a provider

Location- Select location. If a new location is required email
performance.support@cumbria.gov.uk

Frequency- do not use

Group — do not use

Theme- Select the theme relevant to this event
Access Group- do not use

Outcome Type- select appropriate

To handheld- do not use

TCP- do not use

Home Visit- tick if this event is at a home address
Hide- do not use

Start time- Specify the start time

Duration- State number of minutes

Capacity- do not use

Family Points- do not use

Aims- do not use

Save the event

The screenshot below will appear. You will notice that the event you’ve just created has no dates.
Select the ‘Add date’ on the left hand side.

Family Event Type List
Fvants [ show Hidden on\y|Actwe VHAII My Settings hd ‘ F\Itar| Favourites V|

(=& View Event Types papeicni s Provider Setting lo. of
¢ Family o o - =

noort KA
T Add Date - Family Suppo

o (2.1) KFDC- PEIP  No E::‘:rﬁe‘ West Children’s Kendal West 15 Satistestion || Outcame Summar
o A | = I i
=™ Calendar ECFSA -FS Initial No ECFSA Event Carlisle South - Petteril 3 Saticiaction ” PT————
[ Day View wisit | |Bank L |
% Week View ECPSA-FS Inital  ng  Home Visit- Family Address North Eden s Satislaction || Outoome Summar
" Month View . i
[ Calendar Filcer ECFSA-FS initial visit No ECFSA Event g:;z‘j'a SOl [Estt] [_satistastion ] [ outome summar
ECFSA-FS Initial visit No  Home Visit- Family Address North Eden 0 | Satistaction ][ Outcome Summar
[viesdFamily Support KA Yo Home Visit- Family Address  Barnardos|Carlisle North @ Edit][_satistaction |[  outcome summar
testing No testing |East South Lakeland 0 | Edit | Satisfaction | Outcome Summar
testing eventl Mo testing 3 Barnardos Carlisle North 2 | satistsction || Outzome Summar

Once the data has been entered and saved, select Add Date from the left-hand menu.
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Add date for: Famil

Family
Date
Events

5 Start Time
EF @ View Event Types

igh Family Support KA End Time 15:30

@ Add Date - Family Support r
&g Add Event Type Outcome Type! (no selgt

=7 Calendar
Sa
[ Day View
[0 Week View

[0 Manth View
"1 Calendar Fitter

Figure 82 Adding a date for an event

You can input a date in the future; this will allow you to register members for the event.

If this is a date in the past, this screen will be displayed:

Family Past events for Family Support KA

Events

o ¢ View Event T [ show Archived Only Re.sults|2u "} FROM | |§ TO ‘ |:‘§ Red coloured rows are over capacity.

@ View Event Types

PRl .. stort imeDuraton (mins) Owtcome typeat |
i Add Date - Famiy Support 16/02/12/14:30 60 0 (0 Reg) (0 Anon) Duplicste Delete utcomes | [ oW Dursti

= E éfﬂi‘a":”t S 14/02/12(14:30 60 0 (0 Reg) (0 Anon) [Exit] [_Dupticste || otes | petete | [Print] [_outcomes ||__cw puratic
(™ Day View
7 week View
(™ Month View

(™ Calendar Fiter

Figure 83 Past Events screen

The Duplicate option allows you to repeat the same event if this occurs frequently, this will save
time by not having to add a new event each time. See Event Recurrence for further details.

The results and From/To options let you narrow down the event dates displayed to only those
between specific dates and / or the top number of results.

Event Register

The Print button opens the Event Register. This is a Crystal report listing all the registrants for the
event including their Family ID, Type, Age (children) and Postcode, and indicating whether or not
they actually attended. Use the Crystal toolbar to export, print, change page or search the results.
See Report Toolbar on page 91.

Event Attendees

Click on Attendees to add in all members for the event. A Search screen with three tabs is
displayed:

Cumbria Children’s Services Events
51



Cumbria eStart 2012

[ saemters  cars s | soompmnn

Family 10 | Member 10

Family Status Eladive Crinagies CScth Member Status = agive O Inactive O Scth
T | = nge From Amy -
First Hame Age To | sy -
Surname |A=ba Type Al -
Address ALt in past {months)  [Hot Seleced -
Postcoidle | Fl=heew first 100 matches only [ 21 *amily Hemzem
Sotting | 201 roy Bamings - [awn ] [iam]

Search Results 0 Registrant]s) with 0 Attendee{s] =

lazcis b A = ;‘H““"' 5"‘"E| O .

Tames &bot - 1 e &

o bt 0 Bimdear ]

nn ba; s ! e &

presmpren § 14 et Shaaf ]

Figure 84 Search for Attendees to add to an Event

Enter your search criteria and click the Search button. When you obtain the relevant results, select

the attendee(s) by clicking the El button. You can then use the tick boxes against the names in the
right hand box to select them for the event. Ticking the box in the header bar will select all the

names.

Now select a Care worker for this event; they are selected in the same way as above by clicking on

the E button next to the Care Worker’s name.

Please Note: Only Care Workers associated with the selected setting will appear in the list.

..
Care Workers
Setting: |Moat House Centre ~

Available Care Workers Care Workers Present

Dale Keitle

Paul Mabuzane

Figure 85 Search for Care Workers to add to an Event
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Click on Save and the confirmation will be displayed:

Windows Internet Explorer |Z|
' Event Saved.
. 1 mermbers seen by 1 carewarkers,

Figure 86 Save confirmation

You can also add in Anonymous Members (who don’t wish their name to be disclosed or who
aren’t registered at a Children’s Centre). Enter the numbers of anonymous members for each
category and click Save.

[ venbers Jcareworiers ] aroryrioe |

Anonymous

Male Children [0 |
Female Children[o |
Male Carers o]
Female Carers [0 |
Total o]

Figure 87 Search for Anonymous Members to add to an Event

If you click on the event name in the left hand menu, you will see this has been updated to reflect
the number of attendees.

Logged in at 13:55

e Past events for Wiggles and Giggles

Events

» [Jshow Archived oOnly Resu\ts|20 *’| FROM ‘ ﬁ TO ‘ |% Red coloured rows are over caps
3 ¢ View Event Types

S 8 tion|Outcome

B ek w S0 ks Sl_arl "E-IN’- ﬂ.---.--l
# ITi T

&g Add Date - Wiggles and G Luitie) S 2y

Personal,

£ Add Event Type Socialand 0
3 M Calendar 25,!07{11 10:0045 Emational ‘ROEQ) I Duplicate ‘| Delete ‘| utcomes || o Dusations | E
[™ Day View Development )
[ Week View (PSED)
[ Month View Fersonal,

(0
Socialand 4

(7 Calendar Fier 28/07/11 10:00 45 Emotional [Esit][_oupicate ] [Hotes] [ipetete | [Frin] [ outeomes ] [ ow Dussiions_| [

Development

(PSED) i

;ersulnal,‘:| 00
. — 27/07/11 10:00 45 Flionl ‘Roeg] [Esit][Lseicate | [sotes] [1metete | [Frine ] [_outeomss ] [ ow Busiions ] [
= £ Development el

(PSED)
foports Personal, 0o
fiessaoes 26/07/11 10:00 45 E;C;iluig? ‘Roag) | Duplicate \| Deletz \| utcomes || o usations | E
Admin &?géﬁpme”tnﬂnun)

Personal,

Manage Lists Social and

0(0
26/07/11 10:00 45 emotional 9" [ea] [Louptcste | [otes ][ mette | [ rint] [ outzomes | [ cw dwatons
E;,?";é)c;pme”tmun)

C

Figure 88 Attendees, Outcomes, and CW Durations

CW Durations will display a breakdown of the length of time spent by the Care Worker for each
stage of the event.
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Family Time breakdowns for careworkers present
Save

Events
| Kay Wh\teTHaIey Green -TBaker, Janine -]

= & View Event Types

b Quick Cricket Tiree (i)
4 Add Date - Quick Cricket
g Add Event Type Travel 0

Prep. and Planning |0

Setup 0
Delivery G0
Clear-away ]
Misc, i]
Total

Figure 89 Care Worker duration breakdown

Cumbria Children’s Services Events
54



Cumbria eStart 2012

Event Outcomes- Not currently used

You can also select Outcomes for this event. Click the Outcomes button against the event then
select the relevant outcome and outcome type and apply to the attendee.

If there is more than one outcome applicable then this can be done by selecting the Edit button
under Multiple Outcomes

Family Individual Outcomes for Cookery Class on 08 January 2008

Events |(no selection) v|

= & View Event Tyses 0 ntcome (no selection] .' pliio 5eleded
o Cookery Chss

Multiple
(@ n v ey e [l u_m
g Acd Event T&-'IJE teven Taylor (Carer 36 1 Caine House, Acton, London, W3 8RE

Figure 90 Outcomes Screen

View Event Types

Now click on View Event Types from the left hand menu. You will see all events at the Children's
Centre; the event will have one date stored on the system.

Event Satisfaction Ratings- not currently used

You can add Satisfaction Ratings for the events - click the Satisfaction button:

[J'show Hidden only [Moal House Centre ¥ Fitter | All v

[ loescription_[retacation brovider (SO > 20 I I I
I |1 1 | |

aby Bounce No g:::r:"““ 1 | Satistaction ” Outeome Summary. || | O
Messing about  No Café Recannect mﬁir':"q‘%’emrs“ LT L [Eait] [_satistaction | [_outeome summany__] [ostete ] [
:’:;;ﬁ:g;’ Ho gﬁ:ﬁ;‘f;;ﬁe;a" Art Burst g:::rg“““‘ 2 | Satstaction | [ outcome summan;__| [ | O
Figure 91 Event Type List
The Satisfaction Rating descriptions and order can be changed by an Administrator.
You will need to select the Feedback Rating the user has given to this event and apply it to the
satisfaction rating.
Family Satisfaction Ratings for Cookery Class
D members polled Satisfaction with ewen: (10 is most satisfied; 1 is l=ast satisfied)
Events Dwerall Rating: 0/0 q:NglE_olled _43’_,].
= ¢ View Event Types

) Cookery Class Percentage Rating: NfA :F_ %ﬁy to selected mem%;q
&y Add Date - Cookery Class Past Attendees:
@ e I S T T
@Steven Taylor Carer 36 1 Caine House, Actor, London, W3 BRE

Figure 92 Satisfaction Ratings Screen

Outcomes Summary- not currently used

The Outcomes Summary will provide the overall view of the event:

Family
Events -
1 dates
B &F View Event Types 1 attendances

i} Cookery Class
¢ Add Date - Cookery Class
4 Add Event Type

1 individual outcomes, of which:

Accessing Basic Skills Training 1|

Figure 93 Outcome Summary for an Event

You have now successfully added an event.
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Favourites

When viewing the Event Type List you can filter by the letters that the event starts with or by
Favourites. The screen will automatically default to Favourites. You can add or remove any event
from your favourites by checking or un-checking the Add to Fav. checkbox on the right hand side
and clicking the Save Favourites button.

[Jshow Hidden only | Moat House Centre ~ | Filtar

Description TCP|Location A-B
C-D i
iew] Baby Bounce Ho E; !2:::;”“ 1 | Satistaction || outeoms summary ||:| O
- ’ 7 Bron]| - hith Moat House -
iew | Messing about No Café Reconnect e LJL W Hoat 1 o | Satistaction || outeoms summary | O
Painting far British Street i Muat House
i o B - Satistacti Oute ]
2] meditation MO cornmunity Hall i 'g g Centre i [Eat][Csatstaston ][ auteome summay ][] [
a-r
S-T
u-
Wy - 3
Y-I
All

Save Favourites

Figure 94 Events Favourites

Events Calendar

Events

& View Event Types ~
&4 Add Event Type
[ Day View
[ Week View L9
"0 Month View v

Figure 95 Events Calendar Options

The Events Calendar displays all events that are scheduled for a particular Day, Week or Month.
When accessing each view you can click on the word Key at the top left on the screen, which will
display a list identifying at which Children’s Centre / Setting each event is scheduled to run.

Famiby L Ewent (Seitng Code | I
Future event June 2009
Events ASANNNAAAARAEESEEREE [AE)
o View Event Typas 25
~ Sebting 12 Childrens Certre (000
S e e i _ | o e 501
™) Cay Viaw |Zettingie (swh =
[T Week Vew Setingll(aF)
[ Menth View Setingll (EE)
[T Calender Fiter Sektingll (L)
Sotingld (0N % al
Setinals (W] (i w—
Zoningie G3) e
23| Setingd (Cw) [E R —
Satiings (5]
Sebtirgh (OV)
Satting? (T0] -
Sektirgl (MF) 3 10
Satting® (L] Jern 58 (10 008 Peartra (M) |
LT TR 1
2 Hidg
15| 16 17|
%00 Jusa 0% {0} | OBi00 Jane 08 (10) %00 Juse 0% (0} 'Hmmwl’j
25

Figure 96 Events Setting Codes

Cumbria Children’s Services Events
56



Cumbria eStart 2012

There is also a Help link at the top right of the screen, which describes an option to make any

amendments to the current display:

1.
2.

3.
4,

Close

To change the settings displayed, go to My Settings.

To change the colour which events at each setting are
displayed, go to Settings.

Right-click an event to edit the list of attendees/registrants
Double-click an event to edit its details (date, time, etc.)

This page shows all events in settings to which you have
access, displayed in an Outlook style calendar.

Figure 97 Help Option

Day View

This displays all events which are schedule to run for the current day. You can select different days
by using the arrows on the left and right of the screen or the Change Date option at the top.

v| 2008 v | =

< |Ila'_v
M T W T F s
28 29 30 2
5 &6 7 8 9 10
12 13 14 15 16 17
13 20 21 22 23 24
26 27 28 29 30 31
2 3 4 5 6 7
Hide

11
18
25

1
8

Figure 98 Calendar
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Figure 99 Events Day View
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This will display all the events with Monday being the start of each week

28 April - 4 May

28 April

01May

08:00 - 09:00 Baby Yoga @WWC (SW)

15:00 - 16:00 Salsa for Zyr olds (WF)

08:00 - 09:00 Ante Natal/Post Natal (SW)

30 April

03 May

13:00 - 15:00 Ante Natal/Post Natal (SW)

04 May

=

Figure 100 Events Week View

Month View

This displays all events scheduled for the Children’s Centre for the month.

May 2008

23
17 17:00 Baby Yoga @WW(J 08:00 Baby Yoga
28 29 30
15 |08:00 Baby Yoga @ BI0D MEIGORIPOIIN | 13:00 Ante Natal/Post Natl 08:00 Ante Natal/Post Natl
15:00 Saksa for Zyr olds 4
5 6 7 8 9 10
19
11|15
12 13 14 15 16 i7
20 08:00 Ante Natal/
18
19 20 21 22 23 24
21
25
26 27 28 29 30 31
22 08:00 Cooking Class (
1 Jun
b
Figure 101 Events Month View
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To create a recurring event click the Duplicate button against the event.

Past events for Kung Fu Pandas

Shew Archived Only  Aesults 20 _I

T o

JE Fed coloured rows are gwar CapaCity.

-Mﬁﬁ’iﬁﬁgﬂl-----_-

19/11/08 09:00 120
18/11/08 09:00 120

17/11/08 09:00 120

- am e
e (0 ° el -l =]
Snaking R

c"éi.';.'é’nca“’ [ [ | ]
G ‘lt ]

excerces m" -| oupsca | [

| [Frins] [_osteemas | [ cwmusssons ] [ Timvss coan]

| [Frim] [ 2utsemas | [ cw mumsens ] [ zewvas coan]

|| ousems || cwousens | | 6N Toem Conn |

Figure 102 Past events view screen

You will now be in the edit event (Duplicate Date) screen - see Figure 103 below. Click on the

Recurrence button.

Note: The details of start time, end time and outcome type, will be carried over for all the events

created.

Duplicate date for: Kung Fu Pandas

Drarke I21 1 .'2I]ﬂS
Start Time
End Time : [IB_{IEI | %

x|

'39 ﬂtl ._I | All day event

Dutcome Type | Get some axcercise ¥

ISa'!ml | Rm:mnncu_l

Figure 103 Duplicate events screen

The screen will now change to this:

start Date
Frequency
No of Days
Wweekends
Reglstrants

Duplicate date for: Kung Fu Pandas

Event Dates

= Movember 1008 >
27 28 20 2031 1 2
scAdd 3 % 5 8738 3
(Gopeee ) @ 4 12 121215 18
17 18 19 021223
24 25 26 272820 30
11 3 {88 7

Figure 104 Duplicate Event Dates
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There are numerous options here to set up recurrences of this event; the page will generate a list of
event dates for you, based on the start date and number of days that you select.

Duplicate date fFor: Kung Fu Pandas

StartDate | 01/12/2008 i |
Frequency |Daly |v|

No of Days |3 ﬂ
Weekends [

Registrants

Event Dates [\onday.01/1212003

Tuesday.0212/20038 = November 2008 =

g i
Thursday.04/12/2008 "" F d “’ "“’"
Friday.05/12/2008 27 28 20 a1 2

S 4 s 52

pu i e

1Z 18 19 20 21 2 23

22 2t 36 27 28 320 30

P S b e a i i

|| Cancel

Figure 105 Duplicate Event Dates Populated

You have the option to include weekends (not selected by default), but can also then manually add
or remove dates. When adding a new date, simply select the date in the calendar and click the
‘Add’ button.

Here, we have removed ‘Wednesday, 03/12/2008’ and added ‘Monday, 08/12/2008’ using the Add
and Delete buttons and the calendar control.

Duplicate date for: Kung Fu Pandas

Start Date | 01/12/2008 |

Frequency |Daiy |v|

No of Days |
weekends []

Reglstrants [v]

Event Dstes [Monday. 011212006

|| Tuesday, 02112/2008 = December 2008 s
T, 0412200
Friday,06/13/2008 "" " w‘] " l '

Mondan 0822008
N2 R AR
| R
15 16 17 18 19 20 21
231991 04 DEi96 ¥4 oe
293031 01203 %

Figure 106 Adding and Deleting Duplicate Event Dates

You can also choose whether to duplicate the registrants for these events or not. The Registrants
check box (ticked by default) can be used for changing this.
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Short Breaks- Children’s Centre contract

The following guidance details how Short Breaks should be entered into eStart.

Family Add New Event Type
Events
& View Event Types Description |Shun Breaks Time to Play Home ¥isit il
g Add Event Type Setting [Utverstan | Hide il
= [T Calendar - - ]
[ Day View Project Leader| David Morrison | Start Time [](11:00
(17 Wk View Providers Acti : . ]
ction for Children Duration {mins}|45
[T Morith Wisw ( )lr——‘
[ Calendar Fiter Capacity ta}
Family Points l:l
| Update Providars | Aims n
- [] Be Healthy
Location |Ul\rerst0n Children's Centre V|
Reports | [] stay safe
Frequency |(n0 selection) | ey = i
Messages G | ecti V|
s (no selection) [[] Achieve Economic Well-being
Admin Theme |(A.5.1) Children with Digabilities & VI [] Make a Positive Contribution
Manage Lists Access Group |Chi|dren with Disability V|
Cost Effectiveness Outcome Type | {ho selection) v
To handheld | NONE v|
TCP O
My Settings/Details
SEF Builder

Screenshot to show a Short Breaks event being entered into eStart

Description- Type in Short Breaks and the name of the activity
Setting- Children’s Centre footprint where the activity is taking place
Project Leader- Lead worker at event

Provider- Select chosen provider

Location- Select location. If a new location is required email performance.support@cumbria.gov.uk

Frequency- not used

Group - not used

Theme- Select (A.5.1) Children with disabilities/ Additional Needs/ Short Breaks
Access Group- Select Children with disability

Outcome Type- select appropriate

To handheld- not used

TCP- not used

Home Visit- tick if this event is at a home address

Hide- not used
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Start time- Specify the start time

Duration- State number of minutes

Capacity- Specify number able to attend this Short Break event
Family Points- not used

Aims- Choose an aim

Save the event

Cumbria Children’s Services Events
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Manage Lists
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Manage Lists allows users to conduct searches on family data and so generate lists of names. These
can then be used to send emails or text messages, to create mail shots etc. or can be exported, e.g.
to an Excel spreadsheet or XML file.
Manage Lists
[ Create Mew Lat
H [0 My Lists

# 1% Other Lists
[ List Admin

Figure 107 Manage Lists
There are two ways of sending messages (Emails and Text Messages) from eStart.

e |fyou wish to contact non-eStart users (for example parents) or a pre-defined list of eStart
users then you need to use the Export function within Manage Lists

e |f you wish to contact eStart users (e.g. Careworkers), the Messages function allows you to
create and send emails and SMS/Text messages through the eStart database without
creating a list first - see page 73 onwards.

The Manage Lists functions are described below.

Create New List

Click on Manage Lists, then Create New List.

Family

o [ oo, TEEE
First Name| To An
Reports | | 7o Any
Surname Tvpe AL
) Address Setting | Setting 7 Childrens Centre
Admn Postcode s0A no selection)
Manage Lists Famlly @ Active O Inactive O Both Member @adive Olnactive Both
5 il 0 Matches o selected
@ [ Othar Lists
[ List Admin b - .
Electronic Registrations
My Settings/Details Dynamic Lists static Lists
RELE - S—

Figure 108 Create New List screen

You need to enter some criteria on which your list will be based. Once you have entered the criteria
and searched, a list of all names recorded on the system that meet those criteria will be displayed.
You can then select names from that initial list to create your final list.

The more criteria you use and the more details you enter into the criteria, the closer your search
will be narrowed down and the fewer results will be generated. There are four tabs listing the
search criteria, each with a Clear button to remove any entries you have made. The Clear buttons
will only clear the entries for the tab you are currently on.

Cumbria Children’s Services
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Q If you have made a lot of selections on several tabs and need to start again, the quickest way to
clear all the entries and start again with a blank form will probably be to select Create New List
again from the left hand menu, rather than to go into each tab and click Clear for each one.

Search Criteria tab

These are the basic person details fields such as First Name, Surname, Address, Postcode, Family,
Age From, Age To, Type, Setting (this will default to the default setting saved in My
Settings/Details), Super Output Area (SOA) and Member ID.

The Settings available are those to which you have access. The SOA dropdown is linked to the
Setting dropdown, such that if a Setting has been selected, the list of SOAs available will be
restricted to those that are linked to the Setting chosen. If you select the dropdown for SOA
without having first selected a Setting then the list of SOAs available will be a full list of all the SOAs
for the group of Settings to which you have access.

Extended Search Criteria tab

These criteria include Family ID, Ethnicity, Member ID, Religion, Gender, Nationality, GP, Centre
Health Visitor and Family Health Visitor. By using these you can create mailing lists which target the
clients of e.g. specific GPs or Health Visitors.

Carer-Specific Search Criteria tab

The search can be further extended to include Carer details such as Principle Carer, Correspondent,
Pregnant status and Lone Parent.

Event-Specific Search Criteria tab

Members in the list can also be searched depending on their membership of a Setting, Events, Date
Range, Outcome Type, Outcome, Group, Theme, Access Group, Provider and Location.

Enter or select the criteria from which you wish to create your list and click on the Search button.
All the people who are recorded in the system who meet the criteria will now be listed in the
Matches column on the left hand side of the screen.
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Figure 109 New List screen with Matches
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Lists can either be Static or Dynamic:

e  Static lists are those in which the list of Selected names is saved but the search criteria are
not saved. The list saved is that on the right hand side of the screen.

e Dynamic lists (*) are those in which the list of Matches on the left hand side of the screen is
saved, along with the search criteria.

A Dynamic list can be distinguished from a Static list by (*) in front of the list name. A Dynamic List
can be saved as either Public or Private. The two types of list are saved slightly differently - see
below.

Saving and Exporting a Static List

If this is to be a Static List, you can now click on the Move All =2/ or [ Move buttons to move the
names you want to be in your list over to the right hand side, into the Selected list:

First Name Age Fram Any ¥ To o0y ..,-:
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Poslomle s =R ) |
w  Llnedive Ulbsth Member Eacioe [ineciwe [eath

F | §

T o= =

- F-] Fi=nna Smies AT rig-thesd Peisk, Semey s, 718 758
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Figure 110 New List screen with Matches Selected

You can now save your list as a Static List by clicking the Static Lists Save As button, at which point
you will need to give the list a name so that you can easily select it again in the future if necessary.
You can also Append or Export it.

Saving and Exporting a Dynamic List

For a Dynamic List, instead of moving the results to the right hand Selected list, you should save or
export the list directly from the left hand Matches list by clicking the Dynamic Lists Save as or
Export button.

This is because Dynamic lists are continually changing. If you save your search results as a Dynamic
list, the list will update itself using the live data on the system every time the list is opened. You
should not move the search results to the right hand side since this is for Static lists that must be
manually updated. If you do so then try to save the results as a Dynamic List, you will receive an
error message.
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Public and Private Lists

Dynamic Lists can be Public or Private.

Save new Dynamic list

List Name

Oprivate @ public

Figure 111 Public or Private dynamic list
A Public List:

e Can be viewed by all users

e Canonly be changed by the user who created it
A Private list:

e Canonly be viewed by the user who created it

e Canonly be changed by the user who created it

Save List

The Save button is only available when you are viewing a previously created list. It allows you to
make changes to the list and save it with the same name. If you wish to save a changed list as a new
list, you must use the Save As button.

List: Abb Boys
First Nama Age From any * To any -
Sarrms Bype Al bt
Address Sextbing Ay Setliegs w
Posbooda Member &l agim  nesus L Esth
Family & aches  Cf Inschvs 2 Bath
Search | [ Cizar
0 Mntrhas
e s
i [ !
DLASM Mark Adheay 37 D masames Caicsswy, Sasavla, , 714 060
F| ; APDLE30% Martin Ashay 33 Lma-oues Caurmcay, Sa—avila, , 214 880
B ‘: APOLEI01 loen dbset @ HllLane, Cackon, Bedferdshire, 213 BRS
Dy namic Lists sratic Lists
[ |[ sam 2e | [ Bopon S| [ S s | [Lappana | [ Sxpon
Figure 112 Viewing a previously saved static list
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Append

The Append function allows you to add to an already existing list - for example you may have
created a list in the past that you now wish to add extra members to.

Assuming you have run a search and have selected your members, you will now need to click on

Append. You now need to select the existing list to which you wish to append the selected
members.

Click on OK when you have made your selection.

Select existing

A (0 Sclection) |
wish to append | I"I0|ECT.II"I _Ihé
these members

Figure 113 List for appending members.

The selected members will now be added to your chosen list and this list can be retrieved at any
time by selecting Other Lists.

Export

Once you are happy with the list you have produced you can then go on to save it, export it to a
Microsoft application such as Excel or create Mail Shots.

Click on the Export button under Dynamic or Static Lists.

Export List

Export Type Selecl t

Mail Shot
To Excel
To CTF

Figure 114 Export type dropdown.

Mail Shot

Select Mail Shot. The Select Mail Merge Type screen will be displayed.

The Type dropdown allows you to choose to use the selected list for Mailing Label, Email and Text
Message and can be merged to This (selected) List, Main Carer or Main Correspondent.

Fansly Salect Mail Mergae Typa
Typst M ; -
Events pk Aailrg Label
Merge Tor | This List w
Reports
(G st
Hassages
Aadmnin
Hanage lists
1 Creste New Lt
w4 My Lists
£ 3 Other Lists
4 Lt Admin

Figure 115 Mail Merge Type Screen

It is important to note that Main Carers and Correspondents are not necessarily the same - a Main
Carer must be selected as a Primary Carer on a child's record and a Correspondent must have the
Send Correspondence box ticked on their record.
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Set the Type to Mailing Label, select Merge to This List and click OK.

Family
Events
Reports
Messages
Admin
Manage Lists
[ Create New List
[ my Lists

[ other Lists
[ List Admin

Select Mail Merge Type
|Ma\|ing Label V‘

This List

Back

i

Figure 116 Selecting Mailing Label

You now need to choose a label type; you can select one of two sizes, L7163 or L7160. Now click on

OK.

You will be presented with an option to Open or Save. You can select either option depending on

what you want to do.

Family

Events

Manage Lists

Create New List
[y Lists
[ other Lists

[ List admin

Select Label T

Label Typst] L —

Do you want to open or save this file?

@;j MName: eStart_Merge.doc
= Type: Microsoft Word Document, 15.5KE

From: e, estaptsacure, com

] ( Save

i

Open Cancel ]

While files from the Intemet can be useful, some files can potentially

9
= save this file. What's the risk?

haim your computer. IF you do not trust the source, do not open or

Figure 117 File Download dialog

Clicking on Open will allow you to view the mail shot:
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Figure 118 Mail Merge created by eStart
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Email

Enter the subject and your message and click Send.

Email Message

(o] 2]

Suplsjudt

Marcaga: B oF UM o @ 4 oup @ o o B OEE O W g gE DT T
AP0 LK d @ W A4AE GO0 Rae L8 LY
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Figure 119 Creating an Email Mail Shot

You can insert media files / pictures as well as edit the font size and colour. These features as well
as others can be found on the toolbars above the message box.

Text Message

Enter your message and click Send.

] ]

Hessage: BrOo& 5./ Jhd e ET S |R®FE - =
A0S0 LE A AAdQO T moedhl B bl
Fank w | o= + | Formatbrg % | Skwle w || Insart *

Figure 120 Creating a Text Message Mail Shot

You can edit your message before you send it, by using the toolbars. You will need to ensure that
your chosen recipients have valid mobile phone numbers set-up against their details.
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This function allows you to export data from the lists you create to Microsoft Excel.

When you click the To Excel button you will be presented with a screen requesting you to select the

fields you wish to export. You can choose to export as many headers (field names) as you like from
the list.

Click on a single field name to select it for export. More than one field can be selected using ctrl +
left mouse click or by clicking All to select all the fields.

Clicking on the Toggle button will select or deselect the fields.

Family

ele 1Ields 10 EXpo
Events All[ Togale
R Flen e
Massagas I |
Admin
|

Manage Lists Gender

it i Emailaddress

Create Mew List

& [ My Lists MobileHo
[ other Liss FamilyTel

{# Lt admin

lovin
Connty
Postcoce

Figure 121 Selecting Fields (Headers) to Export to Excel

Once you have made your selection, click on the Export button. You will then be asked if you wish
to Open or Save. You can select either option depending on what you want to do.

Family Select Fields to Export
Events
= =
[0
— Expor
File Download

Messages

5 Do pou want to open or save this file?
Admin FirstHame
Manage LISts lgaj Marme: eSkark_data.cov

@ Create N List Emailaddress |l Type: Microsoft Office Excel Comma Separated values Fil. .
B ﬁ M;r LLSES = MaobileMo From: www, estartseadre,com
=] E Qther Lists FamilyTel
List Adrnin

[ Open | {—M Cancel

‘While files from the Internet can be uselul, some files can patentially
hamn pour compuker. If pou 0o not rust the saurce, da not apen or
save this file. w'hat's the lisk?

pendent Street

Cost Effectiveness

v

Electronic Registrations Posteode

Figure 122 Confirming the export to Excel
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Clicking on Open will export the data to Microsoft Excel.
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Figure 123 eStart data exported to Excel

Using this option you can export the list to an XML file.

File Download

Do you want to open or save this file?

@ Mame: eStartCTR, xml
Tupe: XML Document, 111 bytes

From: xppc4730

[ Open ][ Save ]l Cancel |

|.--' ‘whhile files from the Internet can be useful, some files can potentially
harm vour computer. I you do not trust the source, do not open or
zave this file. What's the risk?

Save the file to a suitable location.

My Lists

All the lists made by you are listed when you open the My Lists menu option. The lists marked with
an asterisk (*) are Dynamic lists and those without are Static lists (the Dynamic lists appear below
the Static lists). You can make any desired changes to your lists and save them, either as the same

list or as a new list.

These can be either Public or Private Lists.

Cumbria Children’s Services
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Other Lists

The lists which do not belong to you but are available for your use (i.e. were created by another
user and saved as Public Lists) are listed when you open the Other Lists menu option. If the

selected list does not belong to you then you cannot save the changes. The Save button will not be
available for these lists.

List Admin

The List Admin section allows users to manage lists that they have created and saved. Click on List
Admin in the left hand side menu.

You will see a dropdown at the top of the page; this lists all users that have saved lists on the eStart
database. Selecting a user will display that person’s saved lists.

These lists can now either be loaded or deleted depending on what you want to do.

Fody

User Name | setting 1 M

Events

Reports My List 29/10/2007 setting 1
Messages
Admin
Manage Lists
E!I Create New List
& [ My Lists
& [ otaer Lists

Cﬂlrt Admin
Figure 124 Manage Lists screen
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Messages

Sending Messages through eStart

There are two ways of sending messages (Emails and Text Messages) from eStart.

If you wish to contact non-eStart users (for example parents) or a pre-defined list of eStart

[ )
users then you need to use the Export function within Manage Lists - see page 61 onwards.

If you wish to contact eStart users (e.g. Careworkers), the Messages function allows you to
create and send emails and SMS/Text messages through the eStart database. Please note
this is not used to contact the support desk.

The Messages functions are described below.

Sending an Email through eStart

Click on Messages in the left hand side menu, and then click on Email.

Fansdy Email Message

—
Tt (Craate ksl via Add Recipientis) buathan
Rapons Sulijeecd:
Mesmaes fremants [ | e g L |y e e o e
5 e Hew AFLDTH AW AR AAdQO0 Ry FAT GG
LS Fant | sze * | Formattng | Style ) | [nsem w

B oo |

% Sent berms
Aedenin

Lt

Figure 125 Sending emails through eStart

Type your message in the space provided. Enter a subject heading in the subject field and select
Add Recipient. You can insert media files / pictures as well as edit the font size and colour. These
features as well as others can be found on the toolbars above the message box.

=

Events
To: |Creata list via Add Recipient(s) button

Reports Subject: |
MmagE:BIUm*zxZ&ﬁ.ﬁ‘)W

&

Messages u = i i
= #Nj“’ . A 000 2% HS @ #4000 0 vigabs (- b
| el E - — - e
L smMs Font ~ | Size + || Formatting % || Style ¥ || Insert v
& Inbox [Hello, - "' i i -

4 Sent Items
[Welcome to eStart.

Figure 126 Email Tools

When you click the Add Recipient button, you will be presented with a list of names for all care
workers. You can select as many recipients as you wish from this list.

Messages

Cumbria Children’s Services
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To select a recipient click on Add. When you have finished click on OK.

To: k:raate list via Add Redpient(s) buttan
Subjact: [
Recipients: gel
Claide Ade Sure Start Sure Start Admin Officer
admin admin
ju admin {no selection)
andy admin Sure Start Sure Start
Khaled Sure Start Sure Start Family Support Worker
| P [, Siro ceore o ceoer

Figure 127 Selecting Email Recipients

Now click on send.

Email Message

ITo: |andy admin;
Subject: |he|lm
Message:

B 5 U = % ¥ % 53a@E 9 H
AZ QO0EH QK 5 @ A 4E 0 O 5 vimabe B -

Font v Size R Formatting | Style » Insert |

[l
[
5y

| Windows Internet Explorer E|

! Message has been sent bo 1 addresses
LY

Figure 128 Email Confirmation

Your message has been sent and you will now receive a confirmation message.

Sending an SMS Message through eStart

Administrators should contact One Support to activate this function.

The eStart database has an SMS feature built in to it. It allows users to send text messages to
mobile phone numbers. To send an SMS, type your message in the space provided. You can also
edit your message before you send it, by using the toolbars. You will need to ensure that your

chosen recipient has a valid mobile phone number set-up against their user details (these can be
found in Admin / Manage Users).

Family
= L scresgerty_J{ send]
To: |Creata list via Add Recipient(s) button
e i Mesagei [Ty 7 g w2 | = |4 BB 9 O === =E =
S A7 Q50 K Ho G B A0 0R vimae iy, -= b 4
= N_zwe - Font v | size v | Formatting v || style v | mnsert v|
# Inbox
4 Sent Items
Figure 129 Sending SMS Messages through eStart
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Once you have finished writing your message you will need to select a recipient by clicking on the
Add Recipient button. You will be presented with a list of user names to select from. Make your
selection and click on OK - please see screenshot below.

Tor: k:l'l:ﬂtc list via Add Recipient{s) button

Racipients:

Sure Start Admin Officer

[4d] oizide Ade

Sure Start
adrnin admin
ju admin {no selection)
andy admin Sure Start Sure Start
Khaled Sura Start Sure Start Family Suppart Worker
Toan] crir mcemin [ —

Erien Srme

Figure 130 Selecting SMS recipients
Now click on Send.

You will receive a message confirmation after to say your message has been sent.

To: |E|r1|:|\.r admin;

Message: B 7 U & % £ 4 —é:&l 0 oo

A2 000 % HD @ A 4H 00 B vmabe -

Font [ Size

|Welcome to eStart Andy.

= = = 1
= = = =
= =y

[l

-

ol

+ || Formatting % || Style « || Insert w

Figure 131 SMS Text Message example

Inbox
The Inbox is where any received messages will be stored. You can also read and delete any
messages from the inbox by selecting the relevant tabs. Please see the screenshot below.
Once read, you can also reply to a message in your inbox.
Famiy ______ Inbox |
Events * CPFRS Engineer test \gn;:re 21/02/2008 17:19
Reports
Messages
= [ New
3 emaif
L sms
. Inbox
i Sent Items
Figure 132 Message Inbox
Sent Items

Sent Items allows you to keep a record of any messages you have sent through eStart. To view a
sent item you need to click on Read.

Famiy  Sentltems |
FETE W 21/02/2008 17:16

Reports 1111 21/02/2008 17:17
M as John Lee 21/02/2008 17:18
= (a New 2 CPFRS Engineer test ignore 21/02/2008 17:19
3| email andy admin hello 29/02/2008 17:02
% sms
& Tnbox andy admin 29/02/2008 17:06
& Sent Items

Figure 133 Messages | Sent Items
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Once you have read your message, you can delete it, reply to it or alternatively go back to the

inbox.
est ignore
[ooit | [reps | ]
From: CPFRS Engineer
Sent: 21 February 2008
Subject: test ignore
Message:

ltest ignore

Figure 134 Message display

Add on Modules

Cost Effectiveness

The ECM" Outcomes Framework requires Local Authorities to monitor and evaluate their childcare
settings and demonstrate they are delivering services to improve outcomes for Children and Young
People. The Cost Effectiveness Module provides Authorities and settings such as Children’s Centres

with all the tools necessary to conduct local evaluations and report on their effectiveness and costs
against local and national targets.

How to Access Cost Effectiveness

Administrators should ensure that Cost Effectiveness is set to Full Access for the relevant group
under Admin, User Groups, Manage User Groups, and Misc.

Log into eStart and click on Cost Effectiveness on the left hand side of the screen. The following
menu appears:

Cost Effectiveness

Costs
Criteria
Targets
Aimns
Privileges

Reparts

Figure 135 Cost Effectiveness menu

Costs

To configure your costs, click on the + next to Costs and click on Resources.

"ECM - Every Child Matters

Cumbria Children’s Services Add on Modules
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Tower Hamlets PCT

Sure Start Sshadwell Children's
Centre

Sure Start Shadwell Children's
Centre

Dietician

Information Day/COutreach
events

Setting 10
Childrens Centre
Setting 10
Childrens Centre
Setting 10
Childrens Centre
Setting 10
Childrens Centre
Setting 10
Childrens Centre
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Edit Costs

” Critaria

|| Targets | |Aims |

Edit Co

Aims

Edit Costs

” Criteria

|| Targets | IAims |

Edit Costs

” Criteria

|| Targets | |Aims |

Edit Costs

” Criteria

|| Targets | IAims |

Figure 136 Edit Costs

Here you can set your Costs, Criteria, Targets and Aims.

On the left pane, click on Staff. Click Edit Costs on the right, and then Add to add in your staff costs.

Cumbria Children’s Services
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You will see a window similar to this:

Add Cost for Allen,Paula

Resource Type Petral v
Fram 01/05,/2003 v
To 300542003 v
Cost |BD

Figure 137 Setting staff cost

Criteria, Targets and Aims

Click Criteria , Target or Aims in the left pane. The right hand screen will then list all the Criteria,
Target or Aims items as appropriate. Click Edit on the right to edit the name of the item or reset the
item to Local or National or both.

Report ALl % - =2t Local S
TAZI L1 « Infart resrsbes rese (O pasteead | o= il

b sreras e Tl 1.3 - Duath retw from pecde ensndefermess nury (09 Hatorad it | Ebain.
Adain Tiad 1.3 - [MEroesmant in 3ocess o Casis () Rt 1|
Harsge Lists TAI 1.3 - Gigeastie rale of sew epsodcs ol S5 ameag ULS 354 L8-13 vo (OH) Rt i | okt |
Cast EHertivens TaI L3+ UL3 concepbion rete (D¥ES, OH) Fatoral LETH B2
i TAI L4 - % chidran casmuming § portions of dt asd weg & day [DH] hutral 0| 2T
fem TAA 1.4 - % Chiien wha sos regulsr amaoksns (O] [rren [
_!:_'f"" THE 1.2 - trapregt alohal ponsrolien (DH) Ralara ][ ot |
:1:::‘-105' e Hatorad s alﬂ!

Figure 138 Criteria

Reports
Choose Staff or Criteria, select your reporting options and click Run.

The report is displayed. Use the Crystal bar to export, print, change page or search the results. See
Report Toolbar on page 91.

M= N 2] B Estal

Care Worker Costings

Between 01/01/2008 and 31/12/2008

Event Staff Costing For

Event Name Time spent at event (mins

Figure 139 Cost Report

SEF Builder

Every centre should have their own assigned Self Evaluation Form (SEF).

SEFs are created via templates. Templates define the layout and questions that make up the forms
and are reusable. The actual form created from a template is the SEF. Many SEFs may use a single
template.

Cumbria Children’s Services Add on Modules
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SEF Builder

= [£) SEF Buider
.;] Owerview
[#] Manage Templates
iﬂ Manage SEFs
[ Run SEFs

B E] Survey Buider

Figure 140 SEF Builder Menu

Manage Templates

Any authorised users can maintain Templates using the Manage Templates menu under the SEF

Builder menu.

Selecting the Manage Template menu will list the existing Templates in a grid:

(| Add New b

SEF Template Contain : |[ Search

I Ecit Temglae i Edit Layout lDa.taEIementText

| =sitvsmplas n.EdI:LIr?\.It | oulzs Templats

[ settsmpias || esitiayout |self - Evaluation

Figure 141 SEF Existing Templates Grid
You can rename an existing Template clicking the corresponding Edit Template button.

You can update the layout of the Form/ questionnaire by clicking the corresponding Edit Layout
button.

Click the Add New button display the following screen to add a New Template:

SEF Template Name

| Cancel | | save |

Figure 142 SEF Template Name

You can enter your preferred template Name and click the Save Button to create a new empty
template.

Build or Update a Template

Clicking an Edit Layout button will display the following screen, with details relevant to the
template you have selected:

Cumbria Children’s Services Add on Modules
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Question Type TexlBox .

Number of Rows ” -
B S 0 Ao EESE=SE EIE ZS =AF Ta @B
[Fent v ziza - -==-'r1att.";| ~ Styi;a: T B 1neant w

SELF-Evaluation form for
SURE start Children's Centres

Name of local authority

Mame of children’s centre P

[Cover sheet]|| mracuenon |

[[rana || pens |[ musrc || martn || sewpan) [ Dulets Part | | Sawe |

Figure 143 SEF Edit layout screen

The SEF Builder allows you to build a cover sheet, introduction section and up to ten sections (A -J).
The sections are where you will build your questions.

Each question should have an answer type i.e. a text box, radio buttons, check buttons or allow you
to insert an existing ‘DataElement’ selectable from the Question Type box.

You can introduce a page break by typing <#PageBreak#> which will cause a break onto a new page
on printing.

Make sure you click Save.

Manage SEFs

A SEF is the Actual Form created from the template. Many SEFs may use a single template.

e.g. If you have a template named Customer Feedback you may create forms titled Customer
Feedback 2008 and Customer Feedback 2009 from the Customer Feedback Template.

Any authorised users can manage SEFs using the Manage SEFs option under the SEF Builder menu.

Create or Update a SEF

When you click on Manage SEFs, the main window lists the existing SEFs in a grid as follows:

SEF Management

Add New

Title Contains :
SELF - Evaluation Abbey street CC Self Evaluation 01/09/2009 31/12/2008
SELF - Evaluation Abbey street CC Self Evaluation 01/01/2009 31/03/2009
SELF - Evaluation Mill Lane CC Self Evaluation 01/08/2008 31/12/2008
SELF - Evaluation MNursery Worker SEF 01/04/2009 31/08/2009

te | SELF - Evaluation Queens Road CC Self Evaluation 01/09/2008 31/12/2008

SELF - Evaluation Queens Road CC Self Evaluation 01/01/2009 31/03/2009

Figure 144 Adding a New SEF

The name and dates of an existing SEF can be modified by choosing the corresponding Rename
button, which displays the following:
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SEF Titla Adys BEF lesl
Using Templkate
Start Data

End Data FaGE0E

[ Cancal | [ Sava]

Figure 145 Edit SEF

TAN You cannot change the assigned Template at later stage. If you have just added a new SEF you

will not be able to rename it or change the dates until you have logged out of eStart and logged
back in again.

A new SEF can be added by clicking the Add New button to display the following:

SEF Title |
Usineg Template Plezas Satact the Tempiala to use vl
Start Date Hu |

End Date Hul w |
|

Figure 146 New SEF

Enter the SEF title, choose the template to use and select the start and end dates. Click the Save
button to create your new SEF.

Run SEFs

Any authorised users can access SEFs from the Run SEFs option under the SEF Builder menu.
Selecting Run SEFs will display the following:

setting| o =election) ¥

Please Choase Setting

Figure 147 Choosing a SEF Setting

Select the setting from the Setting drop down. This will display all the SEFs available for the
selected centre as below.

Setting Satting 1 Chidrens Centra
I_ Aun SE= J | | DaiaElement Tast M

[ Funses | [ cewwser |ancys ser Test Oroft

Figure 148 Run SEF for Selected Setting
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Clicking the Run SEF button allows you to complete the SEF for the selected centre as follows:

SELF-Evaluation form for
SURE start Children’'s Centres

Name of local authority

Name of children’s centre

Cover Sheet |  Introduction | PartA | PanB | PanC | PanD | | Print| Delete
Save

I Save As Draft

[ ey R

Figure 149 SEF Printed Version

You may create a printed version by clicking the Print button. To get a clean copy remove the
Header and Footer from your browsers Page Setup.
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Reports Overview

Cumbria eStart 2012

The Reports section within eStart provides a method to produce a wide variety of reports to suit

your needs. The Reports menu can be found on the left hand side of eStart.

Family
Events

Reports

% Children

| & Carers

[+ & Families

7 55 UMAs

) [ Registration (Joining )
| 7y Event Reach,olume
| 5 Mon Attendance

| 2 Pregnancy & Birth
1 B Ereast Feeding

| [B] Health

| B Carewarker

| % Developrment Plan
| m=i, Sure Start

| ms Customn Figlds

| & Hard To Reach

] [ Events by Aims

| 7o Audit Logs

| 7 Annual Profiles

) 5 Quarterly Profiles
] ¥ Custormn Query

W CListom Reports

[#

1

[*
[+
[*
[*
*
[+
[*
[*
*
[+
*
[+

Messages
Admin
Manage Lists

Cost Effectiveness

Figure 150 Reports tree view menu
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Q For descriptions of all the eStart Reports please see Appendix B: eStart Reports - Extended
Descriptions on page 93.

Types of Report

There are two kinds of reports.

Reach

The output is determined on an individual count, e.g. if an individual is seen at an event six times,
attended six different events or three events twice each, they will only be counted once this will be
shown as 1.

Event Details are not included in Reach reports since the details will not match the numbers of
people attending.

Volume

The output is determined on the amount of times an individual appears, e.g. if an individual is seen
at an event six times, attended six different events or three events twice each, this will be counted
6 times.

Event Details are included in Volume reports since showing the details of these reports will match
the number of people attending.
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Children Reports

Children Seen (Reach)
Children Seen (Volume)

Children Seen By Age (Reach)

Children Seen By Age (Volume)

Children Seen By Activity (Reach)

Children Seen By Activity (Volume)

Children Seen By Activity With
Anonymous

Children Now Registered

Children Now Registered By
Ethnicity

Children Now Registered By
Disability & Special Needs

Births of Children

Births of Children by Weight

Carer Reports

Carers Seen (Reach)
Carers Seen (Volume)

Carers Seen By Activity (Reach)

Carers seen By Activity (Volume)

Carers seen By Activity With
Anonymous

Carers Now Registered

Family Reports

Monthly Summary Members Seen
(Reach)

Monthly Summary Members Seen
(Volume)

Families Now Registered
Mail Merge Families Registered
Summary of Members Seen

(Reach)

Families Seen(Reach)

Cumbria eStart 2012

Children seen between dates (No details on events)
Children seen between dates (With details on events)

Children seen between dates grouped by Age Range (No details
about events)

Children seen between dates grouped by Age Range (With
details about events)

Children seen between dates grouped by Activities (No details
on events)

Children seen between dates grouped by Activities (With details
on events)

Children seen between dates, grouped by Setting and Events.
The total number of Anonymous Children attending each event
is also shown. Both Active and Inactive Children are included.

Children registered, only includes active members

Children registered grouped by Ethnicity (Active members only)

Children that are registered with a Disability or Special Needs
(Active members only)

Shows birthdays, weights and names of children born within
date range

Births of children grouped by weight, born between date range

Carers seen between dates (No details on events)
Carers seen between dates (With details on events)

Carers seen between dates grouped by Activities (No details on
events)

Carers seen between dates grouped by Activities (With details
on events)

Carers seen between dates, grouped by Setting and Events. The
total number of Anonymous Carers attending each event is also
shown. Both Active and Inactive Carers are included.

Carers registered, only includes active members

Monthly Summary of Carers & Children Seen grouped by Activity
(counting each member once per Activity).

Monthly Summary of Carers & Children Seen grouped by Activity
(counting each attendance at Activity).

This shows Families currently Registered (only active families
shown)

Mail Merge Families Registered

Summary of Families Carers and Children Seen Grouped by
Activity (Counting each Family, Carer child once for each
activity).

Families Seen between dates no details about Events.

Cumbria Children’s Services
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Summary of Members Seen
(Volume)

UNA Reports- not used

UNA
UNA of Family by SCI Scores

UNA Blank Form

UNA by SCI Scores

UNA by Smoking Scores

UNA Score Types
Completed UNAs

UNA Items

UNA Items by Carers with %

UNA Members with >3 Addresses

Cumbria eStart 2012

Summary of Families Carers and Children Seen Grouped by
Activity (Counting each attendance).

The latest assessment for each member of each family.

This report displays the most recent UNA and the SCl related Items.
The naming of the Score Type needs to include SCI for the SCI
Classification of each UNA to be displayed.

This report displays all the UNA Question Items with the
information of the Family and Members at the header of the
report. Enter a valid Family ID and select Blank Form to see this
report.

This report shows the scores of the SCI Score Type for each UNA
Carer. The naming of the Score Type needs to include SCI and Score
Type Details will need to be entered for this report to be displayed.

This report shows the scores of the Smoking (Nicotine
Dependency) Score Type for each UNA carer. The naming of the
Score Type needs to include the word Nicotine. Score Type Details
also need to be entered for this report to be displayed.

This report shows UNA Score Types with the scores of the
registered members grouped by Family ID.

This report shows completed UNAs by registered members
grouped by Template Type and Family ID. There is an option to
view it in Summary format.

This report shows selected UNA Items by registered members
grouped by Template Type & UNA Items. There is an option to view
it in Summary format.

This report displays the number of carers who have answered the
UNA Item and includes a percentage of all the UNA carers in the
authority. The Date Range is the UNA Created Date. It also includes
several Summary Tables.

This report records all members with either a child or carer UNA,
who have moved address. This is logged when the Change Address
option is selected under the Family Details and will only include the
Family Address. The Move Date needs to be selected when
entering a new address as this report will only pick up address
changes with a Moving In date. The report is grouped by
Registered at Setting then sorted by age.

Q For detailed descriptions of all the UNA Reports please see Appendix A: UNA Report

Descriptions on page 93.

Registration Reports

Carers Joining

Children Joining

Carers And Children Joining

Families Joining

Shows Carers who joined between dates Active and non Active
Carers shown).

Shows Children who joined between dates (Active and non
Active Children shown). All Children displayed in this report
must have a DOB entered.

Shows Carers And Children who Joined between dates (Active
and non Active members shown).

Shows Families who joined between dates (Active and non
Active Families shown).

Cumbria Children’s Services

Reports
86



Event Reach/Volume Reports

Events Outcome

Events(Reach)

Events( Reach) by Ethnicity

Events(Reach) By Activity

Events(Volume)

Events(Volume) By Activity

Events By Activity With Anonymous

Members Seen by Ethnicity

Provider with Events (Basic)

Provider with Events (Detailed)

Members Seen by Provider

Members Seen by Provider and
Setting

Non Attendance Reports

Carers Not seen
Children Not Seen

Appointments Missed

Mothers Not Seen

Pregnancy and Birth Reports

Pregnant Teenager Now Registered

Pregnant Women Seen (Reached)

Births of Children

Births of Children by Weight

Cumbria eStart 2012

Shows the Outcome of Events Occurring between dates.

Shows the members who attended Events between dates
(without details about individual Events).

Shows the members who attended Events between dates
grouped by ethnicity (without details about individual Events).

Shows the members who attended Events between dates
grouped by Activity (without details about individual Events).

Shows the members who attended Events between (with details
about individual Events).

Shows the members who attended Events between dates
grouped by Activity (with details about individual Events).

Members seen between dates, grouped by Setting and Events.
The total number of Anonymous Members attending each
Activity is also shown. Both Active and Inactive Members are
included.

Ethnic Group Reach and Volume totals, including Percentages,
by Setting and Area. Both Active and Inactive Members are
included.

Reach Totals for Members and Families for Events, by Setting
and Provider. Both Active and Inactive Members are included.

Reach Totals for Members and Families for Events, by Setting,
Provider and Family. Both Active and Inactive Members are
included.

Reach, Volume and Anonymous Volume totals showing totals
for Family Breakdown, Ethnicity, Disabilities, Teenage Parents,
Lone Parents, Setting and children Age Range. Both Active and
Inactive Members are included.

Reach and Volume totals showing totals for Children Seen,
Carers Seen, Families Seen, Fathers Seen, Parents with
Disabilities, Children with Disabilities, Lone Parents, Teenage
Parents and Ethnic Minorities by Setting. Both Active and
Inactive Members are included.

Shows carers not seen between dates (Active carers only).
Shows children not seen between dates (Active children only).

Report shows members and the events that they have missed,
by Setting and between Dates. Both Active and Inactive
Members are included.

Mothers Not Seen during first two months after a birth (that
occurred between dates).

Pregnant Teenagers Now registered (Active teenagers only).

Pregnant Women seen between dates (no details about Events).
Both Active and Inactive Women are included.

Shows birthdays, weights and names of children born within
date range

Births of children grouped by weight, born between date range

Cumbria Children’s Services
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Breast Feeding Reports

Records Of Breast Feeding Shows the breast feeding of children in their first year (includes
all children born between date range who have active Mothers)

Health Reports- no in use

Smoking Records Shows birthdays, weights and names of children born within
date range
Births of Children by Weight Shows the smoking of carers (only includes those who are still

Active and who have smoked).

Care Worker Reports

Care Workers and Events Shows the number of different members who Visit each Care
Summary(Reach) worker between dates.

Care Workers and Events Shows the number of Visits that each Care Worker has between
Summary(Volume) defined dates.

Care Workers and Events(Reach) Shows Care Workers and members attending their Events

between dates (No details about events shown).

Care Workers and Events(volume) Shows Care Workers, their Events and members attending
between dates (details about Events shown).

Care Workers and Hours worked at Shows the duration in Hours and Minutes, Care Workers have

Events worked at Events

Development Plan Reports- not used

Dev Plans & Due Dates Shows the Development Plan Milestones and whether the
Target Dates have been met, including Late Reasons. This report
contains 2 Summary Tables.

Care Workers Working with Dev Shows the Development Plan Milestones and their Due Dates
Plan Targets handled by Care Workers.

Sure Start Reports- not used

M3 (Registered at requested Sure Start monthly government report giving data on children,

Settings) pregnant women and babies who are Registered at requested
Settings.

M3 (Seen at requested Settings) Sure Start monthly government report giving data on children
and pregnant women who are Seen at requested Settings.

M7 Sure Start yearly government report giving statistics on key
targets.

NCH Section 1 This reports on individuals seen at selected sites.

NCH Section 2 This reports on families and Referrals

Custom Fields

Custom Reports Show Custom fields (or Labels) with members.

Hard To Reach Reports

Hard To Reach Reports Shows Hard to Reach fields (or Labels) with members.

Cumbria Children’s Services Reports
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Events by Aims Reports

Event Type Shows the Event Group and Description by Setting, grouped by
the Event Aim. Both Active and Inactive Members are included.

Children Reach Report shows Children reached by Event Aim and Setting. Both
Active and Inactive Members are included.

Children Volume Report shows Children volumes by Event Aim and Setting. Both
Active and Inactive Members are included.

Audit Logs- Local Authority use

Audit Log This report shows the records audited by Users through the
Family screens. It also lists the access attempts of Family IDs.
ONLY Manage Console Users can run this report.

Quarterly Profiles

Quarterly Profile Main Shows high level Reach and Volume Members Seen totals, for a
number of measures, for a selected Quarter against the
calculated previous quarter and the corresponding quarter in
the previous year, in table format.

Quarterly Profile Outcomes Shows high level Reach and Volume Members Seen totals, by
Outcome Types and Individual Outcomes, for a number of
measures, for a selected Quarter against the calculated previous
quarter and the corresponding quarter in the previous year, in
table format.

Quarterly Profile Themes Shows high level Reach and Volume Members Seen totals, by
Themes, for a number of measures, for a selected Quarter
against the calculated previous quarter and the corresponding
quarter in the previous year, in table format.

Custom Query Report

Holds all the custom reports that are created by the Capita helpdesk. These reports are created on
request.
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Report Criteria

Once a report has been selected you then need to select the criteria for the report as in the
example below:
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Figure 151 Report Criteria.

Seen At Setting/Affiliated

Filters the report to a particular setting or range of settings where the family is registered. Some
reports allow you to select the settings affiliated to families.- Cumbria does not use affiliations.

Living At

This option provides the facility to filter the report to families living in a certain Setting, Post Area,
Super Output and Custom Area.

Date Range

Provides the facility to limit the report results to a specified date range.

Disability, Ethnicity, Sex, Age and Member ID

Filter the report by selecting any of the above criteria.

Activities

This allows you to filter the report to a particular Event, Event Reporting Group and Groups.

When any of the button options are selected a new box appears showing the selection parameters.
These will be filtered to the chosen setting.
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Cumbria eStart 2012

There are three options available when running a report:

Run

This runs the report; an output will be produced from your parameters.

Export to Excel

The report will be exported in .csv (Comma Separated Values) to Microsoft Excel.

Summary

If you select the summary option eStart will only return the Summary section of the report.

Figure 152 Reports Summary screen.

Report Toolbar
-Ej @ % Main Report 4+ Hq q 1/2 L> L>|] @

Figure 153 Reports Toolbar.
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Children Seen (Reach) I
Settings Seen at: Sefting!
Area lived in: N/A
Activities: All Activities
Criteria: Ethnicity: N/&; GenderN/A
Age: From 0. years To 4. years
Seen Between: 18/06/2008 and 18/09/2008
Seen at: Setting 1 Childrens Centre
Name Registered At DOB Ethnicity Primary Carer Family ID
Debra Setting14 30/03/2007  Mixed - White + Asian Annie umumugeBeBe 0ONDO0Z111
Brenda adadaawaliaNa Setting11 03/02/2004  Asian - Bangladeshi Wanda shshsigralana MFO01362
Christopher adadahAhAn Setting13 31/12/2005  Asian - Bangladeshi Kathy ryryruhduchChCh LB002217
John adadazaSasSa Sefting14 30/09/2005  Asian - Bangladeshi Laura erereticilcal ONO01648
Phyllis ahahadiaRaRa Setting11 11/08/2004  Asian - Bangladeshi Frances ararahalMaha ONOO1411
Christopher Allen Setting1 310372005 White - Other Angels Allen LBOO0921
Roger ananagiDiDi Setting1 28i01/2004  Mixed - White + Black Caribbea Teresa ananaeBclichic MFO02120
Adam Brown Seting16 22/10/2004  Asian - Bangladeshi Annie Brown JS000764
Alex Brown Setting4 04/08/2003 Teresa Brown CWooo0717
Louise Bush Setting10 19/06/2008 SW002529
Hannah Davis Setting1 03/06/2004  White - English carolyn davis XX000017
Larry Graham Setting11 22i09/2003  Netknown /Mot disclosed Carol Graham AP0DOOBS2
Nancy Graham Setting11 10/02/2005  Asian - Bangladeshi Darethy Graham APOO1280
sophie Haywood Setting10 10/03/2005 White - English Bob Haywood SW002514
Alex Johnson Setting11 17i01/2008 AP002394
Adam Jones Setting? 27/06/2007  Not known / Not disclosed Frances Jones ID001198
Adam Jones Seting16 24/04/2005  White - Other Julia Jones JS000618
Allan Jones Setting? 10/02/2007  Asian - Bangladeshi Jennifer Jones C3004818
Maisie Jones Setting1 01/01/2006 XX000015
Jessica King Setting11 11/12/2004  Notknown/Not disclosed Lori King AP0D0D0O290
Annie lalalabeGeGe Sefting13 29/05/2006  Mixed - White + Black African Sarah ananatrérar LB001698
Arthur Macdonald Setting1 01/10/2005  Netknown /Mot disclosed Paula Macdonald CW002854
Patricia Matthews Settings 23/11/2002  Not known / Not disclosed Ann Matthews CS004037
Paul Matthews Settings 12/11/2005 Mot known /Mot disclosed Janet Matthews AP002081
Danni Millett Setting! 23/06/2006 Sue Nash XX000016
Carolyn Murphy Sefting1 19/06/2006  Other Ethnic Background Dorothy Murphy CS004676
Denis Pearce Setting11 15/11/2004  Asian - Bangladeshi Rebecca Pearce AP0D00140
Alex Simpson Sefting12 28/06/2004  Asian - Bangladeshi BBO00OTT
Dylan Singh Setting10 07/06/2006 SW002512
18/09/2008 Page 1012

100% v | “Crystal ==

The reports toolbar allows you to further manipulate results. The toolbar allows report data to be
exported to various formats, print reports and search through records.

IN IRV A

BN O

Figure 154 Reports Toolbar Icons.

Print the report

Search for a record

Shows and hides group trees

Export data to different formats

Navigate through pages or jump to a page
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Exporting a Report
This function allows the report to be exported in the following formats:
e  Crystal Reports (RPT)
e  Acrobat Format (PDF)
* MS Word
e MS Excel 97-2000
e MS Excel 97-2000 (Data Only) only data is extracted, formatting is dropped.

e Rich Text Format

r’j Export the Report - Windows Internet Explorer

& | http: f v estartdemo, comforystalreportviewers 1 0fhtmlfcrystalexportdialog, htm

File Edit ‘Wiew Favorites Tools Help

Export Optians

Please select an Export format from the list.

| Farmats: w I

Enter the page range that you want to Export.

Q Al
@ Pages
From:[1 To: |1 ]
Dane [# @ Internet Ho100% v

Figure 155 Reports Export Options screen.
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Appendix A: eStart Reports - Extended Descriptions

Reach and Volume Reports

Some reports will have the same report name but differ by being labelled as Reach or Volume.

A Reach report counts an individual Member or Family once e.g. if a child attended
Tumble Tots Event every week over 6 weeks at Setting 1 and Story Time twice at Setting 2,
it will be counted as 1 Child for each Setting as well as only 1 Child for the two Settings in
total. The Main Total of the Summary Table will not add up for the Reach reports.

Event Details are not included in Reach reports since the details will not match the
numbers of people attending (e.g. they attended two events but are only counted once).

A Volume report would count 6 for Setting 1 and 2 for Setting 2 in the example above. For
the two Settings, the Volume count would be 8. The subtotal and total in a Volume count
Summary Table will add up logically.

Event Details are included in Volume reports since showing the details of these reports will
match the number of people attending.

Children Category

Children Seen (Reach) Report

This report shows the individual numbers of children seen at the selected Children’s Centre Settings
within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting. It does not include information on the Event Activities attended. Both Active and Inactive
children are displayed.

The report options are:

Seen at Setting

Living at: Setting/Postal Area/Super output Area/Custom Label
Date Range (set against the Event Start and End Date)
Disabled

Ethnicity

Gender

Age (by year or month) set to 0 — 4 years by default

Member ID

Consent Given

Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

A Summary Table of Children Seen from the selected Settings is included in this report.

An Area based Summary Table can be seen in this report if a Setting, Postal Area, Super output Area
or Custom Label has been selected for the Living At report option.

Cumbria Children’s Services Appendix A: eStart Reports - Extended Descriptions
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The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the Main Total could vary from manually adding up the subtotals. The bar
chart displays the Reach subtotals for each Setting but not the Reach Setting Total.

Children Seen (Volume) Report

This report shows the number of times children have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting. It does not include information on the Event Activities attended but it does show the Event
Date. Both Active and Inactive children are displayed.

The report options are the same as the children Seen (Reach) Report above.
A Setting based Summary Table and Bar Chart are included with this report.
An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.
Children Seen by Age (Reach) Report

This report shows the individual numbers of children seen at the selected Children’s Centre Settings
within the chosen Event Date Range.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Age. It does not include information on the Event Activities attended. Both
Active and Inactive children are displayed.

The report options are the same as for the Children Seen (Reach) Report.
A Setting based Summary Table and bar chart is included with this report.

An Area based Summary Table and Bar chart can be seen, if one of the options has been selected
for Living At.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. The Main Total could, therefore, vary from manually adding up the subtotals.

Children Seen by Age (Volume) Report

This report shows the number of times children have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Age. It does not include information on the Event Activities attended but it does
show the Event Date. Both Active and Inactive children are displayed.

The report options are the same as for the Children Seen (Reach) Report.
A Setting based Summary Table and Bar chart is included with this report.

An Area based Summary Table and bar chart can be seen, if one of the options has been selected
for Living At.
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Children Seen by Activity (Reach) Report

This report shows the individual numbers of children seen at the selected Children’s Centre Settings
within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Event Activity. Both Active and Inactive children are displayed.

The report options are the same as for the Children Seen (Reach) Report.

A Setting based Summary Table and Bar chart is included with this report and displays a Reach
subtotal for each Activity.

An Area based Summary Table and bar chart can be seen, if one of the options has been selected
for Living At.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number could vary from manually adding up the subtotals. A Setting
based Summary Table and bar chart is included with this report and it displays a Reach subtotal for
each Activity.

An Area based Summary Table and bar chart can be seen, if one of the options has been selected
for Living At.
Children Seen by Activity (Volume) Report

This report shows the number of times children have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Event Activity. Both Active and Inactive children are displayed.

The report options are the same as for the Children Seen (Reach) Report.

A Setting based Summary Table and bar chart is included with this report and it displays a Volume
subtotal for each Activity.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table count of the times a Child member has been seen for each
Activity at a Setting or Area.
Children Seen by Activity with Anonymous Report (Volume)

This report shows the number of times children have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Event Activity. Both Active and Inactive children are being displayed.

The report options are:
e  Seen at Setting
e Event Date Range
e Gender
e Activities
This report also shows the numbers of Anonymous Children Seen at the Event Activity.

A Setting based Summary Table is included in this report and counts the number of times children
have attended each event.
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Children Now Registered Report

This report gives a list of children registered in the selected Settings from the date the report is run.
A child's information will only show if both the Child and the Family are currently active.

It is grouped by Living at (if this option has been selected), and then Registered at Setting.

Contact Address Information with Contact Numbers can be seen with the Child information if the
Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option will show
only the Contact Address information.

The name of the Carer will be next to the Address if a Primary Carer has been set up for the Child,
otherwise the name of the Child will appear next to it.

The report options are:
e Registered at Setting
e Affiliated

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Disabled
e  Ethnicity
e Gender

e Age (by year or month) —set to 0 — 4 years by default
e Consent Given
A Setting based Summary Table and Bar Chart are included with this report.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table calculates a distinct count of one individual Child at a Setting
or Area. Hence, the number can vary from manually adding up the subtotals.

The Total of each Setting is a Reach count of each Child, therefore if a Child’s Family is affiliated to
two other Settings, then it will still be counted as 1 Child for the Total that represents ALL Settings.

Children Registered by Ethnicity Report

This report gives a list of children registered by Ethnicity in the selected Settings from the date the
report is run. A child's information will only show if both the Child and the Family are currently
active.

The report options are the same as for the Children Now Registered Report, above.

It is grouped by Living at (if this option has been selected), and then Registered at Setting followed
by Ethnicity.

Contact Address Information with Contact Numbers can be seen with the Child information if the
Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option will show
only the Contact Address information.

The name of the Carer will be next to the Address if a Primary Carer has been set up for the Child,
otherwise the name of the Child will appear next to it.

A Setting based Summary Table and bar chart is included with this report.

An Area based Summary Table and Bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table calculates a distinct count of one individual Child at a Setting
or Area. Hence, the number can vary from manually adding up the subtotals. The totals are a count
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of Children by Ethnicity and Setting/Living At. If a Child’s Family is affiliated to two other Settings
then it will still be counted as 1 Child for the Total that represents ALL Settings.

Children Registered by Disability & Special Needs Report

This report gives a list of children registered by Disability and Special Needs in the selected
Setting/Settings from the date the report is run. A child's information will only show if both the
Child and the Family are currently active.

It is grouped by Living at (if this option has been selected), and then Registered at Setting followed
by Disability and Special Needs.

Contact Address Information with Contact Numbers can be seen with the Child information if the
Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option will show
only the Contact Address information.

The name of the Carer will be next to the Address if a Primary Carer has been set up for the Child,
otherwise the name of the Child will appear next to it.

The report options are the same as for the Children Now Registered Report.
A Setting based Summary Table and bar chart is included with this report.

An Area based Summary Table and Bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table calculates a distinct count of one individual Child at a Setting
or Area, hence the number can vary from manually adding up the subtotals. The Total of each
Setting is a Reach count of each Child, so if a Child’s Family is affiliated to two other Settings then it
will still be counted as 1 Child for the Total that represents ALL Settings.

Birth of Children Report

This report displays children born between the chosen Date Ranges of the Registered Setting. It
shows all Active and Inactive Children where the Family status is Active.

It is grouped by Living at (if this option has been selected), and then Registered at Setting. Fields
such as Birth weight, Gender, Ethnicity and Primary Carer of Child can also be seen should there be
data for the particular child.

The report options are:

e Registered at Setting

e living at
e Disability
® Gender

e  Ethnicity

A Setting based Summary Table and bar chart is included with this report.

An Area based Summary Table and Bar chart can be seen, if one of the options has been selected
for Living At.

Child Birth Weight Report- not used

This report shows the Children born within the chosen Date Range. It shows all Active and Inactive
Children where the Family status is Active.

It is grouped by Living at (if this option has been selected), and then Registered at Setting followed
by the Birth weight range. Fields such as Birth weight, Gender, Ethnicity and Primary Carer of Child
can also be seen should there be data for the particular child.

The report options of this report are the same as for the Birth of Children report, above.
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Carers Category

Carers Seen (Reach) Report

This report shows individual number of Carers seen at the selected Children’s Centre Settings
within the chosen Event Date Range. Both Active and Inactive Carers who have attended an Event
Activity are displayed.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting.

It does not include information on the Event Activities attended.

The Contact Address Information with Contact Numbers can be seen with the Carer information, if
the Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option will
show only the Contact Address information.

The report options are:
e Seen at Setting
e Living at: Setting/Postal Area/Super Output Area/Custom Label

e Date Range (set against the Event Start and End Date)

e Disabled
e  Ethnicity
e Gender

e  Relationship to Child

e Teenager (less than 20 years at Event Date)
® Parent

® lone Parent

e  Currently Smoking

®  Pregnant

e (Consent Given

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

A Summary Table of Carers Seen from the Registered Settings is included in this report.

An Area Summary Table can be seen in this report, if a Setting, Postal Area, Super output Area or
Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number can vary from manually adding up the subtotals.

The bar chart displays the Reach subtotals for each Setting but not the Reach Setting Total of all
selected Settings.
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Carers Seen (Volume) Report

This report shows the number of times Carers have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range. Both Active and Inactive Carers are displayed.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting.

It does not include information on the Event Activities attended but it does show the Event Date.
The report options are the same as for the Carers Seen (Reach) Report.
A Setting based Summary Table and Bar Chart are included with this report.

An Area based Summary Table and bar chart can be seen, if one of the options has been selected
for Living At.

Carers Seen by Activity (Reach) Report

This report shows the individual number of Carers seen at the selected Children’s Centre Settings
within the chosen Event Date Range.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Event Activity. Both Active and Inactive Carers are displayed.

The report options are the same as for the Carers Seen (Reach) Report.

A Setting based Summary Table and Bar Chart are included with this report, displaying a Reach
subtotal.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number can vary from manually adding up the subtotals.

Carers Seen by Activity (Volume) Report

This report shows the number of times Carers have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Event Activity. Both Active and Inactive Carers are displayed.

The report options are the same as for the Carers Seen (Reach) Report.

A Setting based Summary Table and bar chart are included with this report, displaying a Volume
subtotal for each Activity.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table is a count of the times a Child member has been seen for
each Activity at a Setting or Area.
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Carers Seen by Activity with Anonymous Report

This report shows the number of times Carers have been seen at the selected Children’s Centre
Settings within the chosen Event Date Range. This report also shows the numbers of Anonymous
Carers seen at the Event Activity. Both Active and Inactive Carers are displayed.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Event Activity.

The report options are:
e Seen at Setting
e Event Date Range
® Gender
®  Activities
A Setting based Summary Table is included in this report and counts the number of times Carers
have attended each event. This is a Volume count.
Carers Now Registered Report

This report gives a list of Carers registered in the selected Settings from the date the report is run.
The information of a Carer will only show if both the Carer and the Family are currently active.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting.

The report options are:
® Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label

®  Consent Given

e Disabled
e  Ethnicity
e Gender

e  Relationship to Child

e  Teenager (less than 20 years at Event Date)
® Parent

® lone Parent

e  Currently Smoking

® Pregnant

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

Contact Address Information with Contact Numbers can be seen with the Carer information if the
Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option shows only
the Contact Address information.

A Setting based Summary Table and Bar Chart are included with this report.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.
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The main total of the Summary Table calculates a distinct count of one individual Carer at a Setting
or Area. Hence the number can vary from manually adding up the subtotals. The Total of each
Setting gives a Reach count of each Carer. If a Carer’s Family is affiliated to two other Settings, then
it will still be counted as one Carer for the Total, representing ALL Settings.

Families Category

Families Seen (Reach) Report

This report shows a count of individual Families having attended an Event Activity at the selected
Children’s Centre Settings within the chosen Event Date Range.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting. It does not include information on the Event Activities attended. Both Active and Inactive
Families are displayed.

The report options are:
e Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (defined by Event Start and End Date)

e Disabled
e  Ethnicity
e Employed

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

A Summary Table of Families Seen from the selected Settings is included in this report.

An Area Summary Table can also be seen in this report, if a Setting, Postal Area, Super output Area
or Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual family at a Setting
or Area. Hence, the number can vary from manually adding up the subtotals.

The bar chart displays the Reach subtotals for each Setting but not the Reach Setting Total.
The Address Contact Information can either be selected with the Family Information or as a Mail
Merge on its own.

Families Seen (Volume) Report

This report shows the number of times Families have attended Events at the selected Children’s
Centre Settings within the chosen Event Date Range.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting. It does not include information on the Event Activities attended but it does show the Event
Date. Both Active and Inactive families are displayed.

The report options are the same as for the Families Seen (Reach) report.
A Setting based Summary Table and bar chart are included with this report.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The Address Contact Information can be selected either with the Family Information or as Mail
Merge on its own.
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Families Now Registered Report

This report gives a list of Families registered in the selected Setting/Settings from the date the
report is run. The information of the Main Carer will only show with the Children of that Family. The
Members as well as the Family have to be active.

It is grouped by Living at, if it has been chosen, and then Registered at Setting.

The Disabled, Ethnicity and Consent Given options are also available to be selected before running
the report. All Family Members have to have been set to No Consent Given before this Family is
seen as not having given Consent.

Contact Address Information with Contact Numbers can be seen with the Main Carer information if
the Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option shows
only the Contact Address information.

A Setting based Summary Table and Bar chart is included with this report.

An Area based Summary Table and bar chart can be seen, if one of the options has been selected
for Living At.

The main total of the Summary Table calculates a distinct count of one individual Family at a Setting
or Area, hence, the number can vary from manually adding up the subtotals.

The Total of each Setting is a Reach count of each Family. If a Family is affiliated to two other
Settings, then it will still be counted as one Family for the total that represents ALL Settings.

Mail Merge Families Registered

This report will output directly a Mail Merge list Family Addresses with Contact Number
Information as well as the Family IDs.

The Family has to have an Active status.

The Carer Name shown will be the one that has been set as the Main Correspondent. The Consent
Given depends only on this Carer, hence not all Family Members need to have withheld their
consent in order for this Family to be displayed when the No Consent Given option is selected. The
title will also show which Consent Given option has been selected before running the report.

The report options are the same as for the Families Now Registered report, although due to the fact
that it is a Mail Merge report, it does not group on Living at or Registered at Settings.
Monthly Summary Members Seen (Reach) Report

This report displays the number of individual Carers and Children Seen at the selected Children’s
Centre Setting, within the Event Date Range, in a Summary Table format. Both Active and Inactive
Carers & Children, with Active or Inactive Family status, are being displayed.

The report is first grouped by Living At, should it have been selected, then by Seen at Setting.
The report options are:

®  Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Event Start and End Date)

e Disabled

e  Ethnicity

®  Activities

The count of each individual Member seen at the Event Activity is by each month. If the same
Member has attended (for example) three Activities in the Setting, then as a Reach count that
Member will only be counted as one Member reached in that Month’s total.
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Monthly Summary Members Seen (Volume) Report

This report displays the number of Carers and Children Seen at the selected Children’s Centre
Setting, within the Event Date Range, in a Summary Table format. Both Active and Inactive Carers &
Children, with Active or Inactive Family status, are displayed.

The report is first grouped by Living At, should it have been selected, then by Seen at Setting.
The report options are the same as for the Monthly Summary Members Seen (Reach) report.

The number of times the member has been seen at each Event Activity is counted and displayed by
each month in the Summary Table. For example, a Child attending two different Event Activities
over three weeks in one month would be counted as six. This is a Volume count.

All Members have to have attended an Event and both active and non active members can be seen.

Summary Members Seen (Reach) Report

This report displays the number of individual Carers, Children and Families Seen at the selected
Children’s Centre Setting, within the Event Date Range, in a Summary Table format. Both Active and
Inactive Carers & Children, with Active or Inactive Family status, are displayed.

The report is first grouped by Living At (if it has been selected), then by Seen at Setting.
The report options are the same as for the Monthly Summary Members Seen (Reach) report.

The Summary table shows the number of individual Carers, Children and Families who have been
seen at each Event Activity. If the same Member has attended (for example) three different Event
Activities over several weeks in the Setting, then as a Reach count that Member will only be
counted as one Member reached for the Main Total.

All Members or Families have to have attended an Event and both active and non active members
and families can be seen here.

Summary Members Seen (Volume) Report

This report displays the number of Carers and Children Seen at the selected Children’s Centre
Setting, within the Event Date Range, in a Summary Table format. Both Active and Inactive Carers
and Children, with Active or Inactive Family status, are displayed. All Members or Families need to
have attended an Event

The report is first grouped by Living At (if it has been selected), then by Seen at Setting.
The report options are the same as for the Monthly Summary Members Seen (Reach) report.

The Summary table shows the number of individual Carers, Children and Families that have been
seen at each Event Activity. The number of times a Family has been seen at each Event Activity is
counted in the Summary Table. For example, a Family attending two different Event Activities over
three weeks in one month would be six. This is a Volume count.

Registration (Joining) Category

Families Joining Report

The Families Joined report shows the Families who have joined the Setting within the Date Range.
Both active and inactive Families will appear in this report.

If the name of the mother and surname of the Primary Carer have been added for the Family, these
will be included. Otherwise this will be blank. The number of Children within that Family will also be
displayed.
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Contact Address Information with Contact Numbers but without any Contact Name can be seen,
when the Yes radio button has been selected for Contact Info.

The report options are:
e Registered at Setting
e Living at: Setting/Postal Area/Super Output Area/Custom Label
e Date Range (set against the Family Joined Start and End Date)
e Disabled
e  Ethnicity

A Summary Table of the Families Joined from the chosen Registered Settings is included in this
report.

An Area Summary Table can be seen if a Setting, Postal Area, Super output Area or Custom Label
has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual family at a Setting
or Area. The bar chart displays the Reach subtotals for each Setting but not the Total of all Settings.
Carers & Children Joining Report

The Carers and Children Joining report shows the Members who have joined the Setting within the
Date Range. Active and inactive Members from active or inactive Families will appear in this report.

A Member Type column allows you to distinguish between Carers and Children. Carers or Children
will appear in this report even if they have not filled in their Date of Birth.

The report options are:
e Registered at Setting
e Living at: Setting/Postal Area/Super Output Area/Custom Label

e Date Range (set against the Family Joined Start and End Date)

e Disabled
e  Ethnicity
e Gender

A Summary Table of the Carers and Children joined from the chosen Registered Settings is included
in this report.

An Area Summary Table can be seen in this report, if a Setting, Postal Area, Super output Area or
Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. The bar chart displays the Reach subtotals for each Setting but not the Total of all
Settings.

Carers Joining Report

The Carers Joined report shows the Carers who have joined the Setting within the Date Range.
Active and inactive Carers from active or inactive Families will appear in this report.

Carers will appear in this report even though they may not have filled in their Date of Birth, unless
the Teenager report option has been selected before running.

Contact Address Information with Contact Numbers but without any Contact Name can be seen,
when the Yes radio button has been selected for Contact Info.

The report options are:

e  Seen at Setting
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e Living at: Setting/Postal Area/Super Output Area/Custom Label

e Date Range (set against the Start and End Date)

e Disabled
e  Ethnicity
e Gender

e  Relationship to Child

e Teenager (less than 20 years at Event Date)
® Parent

® Lone Parent

e  Currently Smoking

® Pregnant

A Summary Table of the Carers joined from the chosen Registered Settings is included in this
report.

An Area Summary Table can also be seen in this report, if a Setting, Postal Area, Super output Area
or Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual Carer at a Setting
or Area. The bar chart displays the Reach subtotals for each Setting but not the Total of all Settings.
Children Joining Report

The Children Joined report shows the Children who have joined the Setting within the Date Range.
Active and inactive Children with an active or inactive Family status will appear in this report.

Children will not appear in this report if their Date of Birth has not been entered.
The report options are:

e Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Start and End Date)

e Disabled
e  Ethnicity
e Gender

e Age (by year or month) set to 0 — 4 years by default

A Summary Table of the Children joined from the chosen Registered Settings is included in this
report.

An Area Summary Table can be seen in this report if a Setting, Postal Area, Super output Area or
Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual Child at a Setting
or Area. The bar chart displays the Reach subtotals for each Setting but not the Total of all Settings.
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Event Reach/Volume Category

Events (Reach) Report

This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen dates.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting. It does not include information on the Event Activities attended.

Both Active and inactive Members within active and inactive Families are displayed in this report.
The report options are:

® Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Event Start and End Date)

e Disabled
e  Ethnicity
e Gender

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

Summary Tables of Members Seen at Events from the selected Settings are included in this report.

The first Summary Table is grouped as rows by Event Months and then Member Type with the Seen
at Setting set as columns.

A second Summary Table, based on Area, can be seen in this report if a Setting, Postal Area, Super
output Area or Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number could vary from manually adding up the subtotals. The bar
chart displays the Reach subtotals for each Setting but not the Total of ALL Settings.

Events (Volume) Report

This report shows the number of times Members have attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates. Both Active and inactive Members
within active and inactive Families are displayed in this report. It does not include information on
the Event Activities attended.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting.

The report options are the same as for the Events (Reach) report, above.
Summary Tables of Members Seen at Events from the selected Settings are included in this report.

The first Summary Table is grouped as rows by Event Months and then Member Type with the Seen
at Setting set as columns.

A second Summary Table, based on Area, can be seen in this report if a Setting, Postal Area, Super
output Area or Custom Label has been selected for the Living At report option.

The bar chart displays the subtotals for each Setting but not the Total of ALL Settings.

Events (Reach) by Activity Report
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This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates. Both Active and inactive Members
within active and inactive Families are displayed in this report.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Event Activities.

The report options are the same as for the Events (Reach) report.

Four Summary Tables of Members Seen at Events from the selected Settings are included in this
report.

e The first Summary Table is grouped with the rows as Event Activities and the Seen at
Setting set as columns.

e The second Summary Table is also for Setting but includes the Event Month as a further
group.

e  The third Summary Table, based on Area, can be seen in this report, if a Setting, Postal
Area, Super output Area or Custom Label has been selected for the Living At report option.

e The fourth Summary Table can be seen when the Living at option has been selected and
includes the additional Event Month grouping.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number can vary from manually adding up the subtotals. The bar chart
displays the Reach subtotals for each Setting but not the Total of ALL Settings.

Events (Volume) by Activity with Anonymous Report

This report shows the number of times Members have attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates. Both Active and inactive Members
within active and inactive Families are displayed in this report.

It includes the number of Anonymous Members who have attended Event Activities.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Event Activities.

The report options are:
e Seen at Setting
e Date Range (set against the Event Start and End Date)
e Gender

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

The report options are the same as for the Events (Reach) report, except that it does not include
Living at, Disability and Ethnicity.

Four Summary Tables of Members Seen at Events from the selected Settings are included in this
report:

e The first Summary Table is grouped with the rows as Event Activities and the Seen at
Setting set as columns.

e The second Summary Table is also for Setting but includes the Event Month as a further
group.

e  The third Summary Table, based on Area, can be seen in this report, if a Setting, Postal
Area, Super output Area or Custom Label has been selected for the Living At report option.

e The fourth Summary Table can be seen when the Living at option has been selected and
includes the additional Event Month grouping.
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Events (Reach) By Provider Report

This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates, by Provider.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Provider and then Event Activity. Both Active and inactive Members within
active and inactive Families are displayed in this report.

Various subtotals are provided with this report. Even though it is a Reach report (which only counts
once when an individual Member attended several Event Activities over several Providers), it does

show Volume subtotals. The Volume subtotals all have a light coloured background and they count
the number of times a Member has attended an Event, even if it is for the same Event Activity.

Four Summary Tables of Members Seen at Events from the selected Settings are included in this
report.

e The first Summary Table is grouped with the rows by Provider and the Seen at Setting set
as columns.

e The second Summary Table is also for Setting but includes the Event Month as a further
group.

e  The third Summary Table, based on Area, can be seen in this report, if a Setting, Postal
Area, Super output Area or Custom Label has been selected for the Living At report option.

e The fourth Summary Table can be seen when the Living at option has been selected and
includes the additional Event Month grouping.

A bar chart for the Setting by Provider and a bar chart for the Area by Provider are at the last two
pages of the Summary View option.

Events (Reach) By Location Report

This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates, by Location.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Location and then Event Activity. Both Active and inactive Members within
active and inactive Families are displayed in this report.

Various subtotals are provided with this report. Even though it is a Reach report (which only counts
once when an individual Member attended several Event Activities over several Locations), it does

show Volume subtotals. The Volume subtotals all have a light coloured background and they count
the number of times a Member has attended an Event, even if it is for the same Event Activity.

Four Summary Tables of Members Seen at Events from the selected Settings are included in this
report.

e  The first Summary Table is grouped with the rows by Location and the Seen at Setting set
as columns.

e The second Summary Table is also for Setting but includes the Event Month as a further
group.

e  The third Summary Table, based on Area, can be seen in this report, if a Setting, Postal
Area, Super output Area or Custom Label has been selected for the Living At report option.

e The fourth Summary Table can be seen when the Living at option has been selected and
includes the additional Event Month grouping.

A bar chart for the Setting by Location and a bar chart for the Area by Location are at the last two
pages of the Summary View option.

Events (Reach) By Theme Report
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This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates, by Theme.

The report is grouped first by Living At, if this option has been selected, and then Registered at
Setting followed by Theme and then Event Activity. Both Active and inactive Members within active
and inactive Families are displayed in this report.

Various subtotals are provided with this report. Even though it is a Reach report (which counts only
once when an individual Member attended several Event Activities over several Themes), it does
show Volume subtotals. The Volume subtotals all have a light coloured background and they count
the number of times a Member has attended an Event, even if it is for the same Event Activity.

Four Summary Tables of Members Seen at Events from the selected Settings are included in this
report.

e The first Summary Table is grouped with the rows as Location and the Seen at Setting set
as columns.

e The second Summary Table is also for Setting but includes the Event Month as a further
group.

e  The third Summary Table, based on Area, can be seen in this report, if a Setting, Postal
Area, Super output Area or Custom Label has been selected for the Living At report option.

e The fourth Summary Table can be seen when the Living at option has been selected and
includes the additional Event Month grouping.

A bar chart for the Setting by Theme and a bar chart for the Area by Theme are at the last two
pages of the Summary View option.

Events (Reach) By Ethnicity Report

This report shows a count of individual Members who attended an Event Activity at the selected
Children’s Centre Settings between the chosen Event Dates, by Ethnicity.

The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by Theme. It does not include information on the Event Activities attended. Both
Active and inactive Members within active and inactive Families are displayed in this report.

The report options are the same as for the Events (Reach) report.

Three Settings based Summary Tables and one Living at Summary Table are included with this
report.

e The first Summary Table is grouped by Ethnicity and Member Type with the Setting
information running horizontally across.

e  The second Summary Table is by Setting and Ethnicity.
e The third is grouped by Ethnicity, Setting and then Member Type.

e  The fourth Summary Table will only appear, if the Living at option has been selected as a
report option. This Summary Table is simply grouped by Ethnicity with the chosen Settings
running horizontally across.

All the Summary Tables calculate a Reach total, which only counts an individual Member once even
when they have visited several Event Activities over several Children’s Centre setting.

The Setting and Area bar charts are by Ethnicity.

Events (Reach) by Outcome Report

This report shows a count of individual Members who have attended an Event Activity at the
selected Children’s Centre Settings between the chosen Event Dates. It includes a column showing
the Outcome Type of the Event Activity.
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The report is grouped first by Living At (if this option has been selected), and then Registered at
Setting followed by the Event Activity.

The subtotals show a Volume Count of Members who have attended all the Event Dates without
(coloured blue) and with the Anonymous members who attended (coloured green). Both Active
and inactive Members within active and inactive Families are displayed in this report.

The report options are the same as for the Events (Reach) report.

There is only one Summary Table for this report. It is grouped by Setting and Event Activity as rows
with the Outcome Type and Outcome Descriptions horizontally.

Members Seen by Ethnicity Report

This report shows both Reach and Volume totals and percentages, for both Active and Inactive
Members, seen within the selected Date Range.

The report is grouped by Living At, if selected, Seen at Setting and then Ethnicity.
The total number of active Families Registered within the Setting is shown in the Setting totals.
The report options before running the report are:
e  Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label
e Date Range (set against the Event Start and End Date)
Summary tables showing Reach totals exist for this report, the format depends on whether Living
At has been selected.
Providers with Events (Basic) Report

This report shows both Reach and Event Volume totals, for both Active and Inactive Members and
Families, seen within the selected Date Range.

The report is grouped by Seen at Setting, Provider and Event. The Care Workers associated with
each Event are shown.

This report uses drop downs that allow for multiple selections of Care Workers, Events and
Providers.

The report options before running the report are:
e Seen at Setting
e Date Range (set against the Event Start and End Date)
e Care Workers
e Events

e  Providers

Providers with Events (Detailed) Report

This report shows both Reach and Event Volume totals, for both Active and Inactive Members and
Families, seen within the selected Date Range.

The report is grouped by Seen at Setting, Provider, Event and Family. The Care Workers associated
with each Event are shown.

This report uses drop downs which allow for multiple selections of Care Workers, Events and
Providers.
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The report options before running the report are:
e Seen at Setting
e Date Range (set against the Event Start and End Date)
e Care Workers
e Events

e  Providers

Members Seen By Provider Report

This report shows Reach, Volume and Anonymous Volume totals, where appropriate, for both
Active and Inactive Members, seen within the selected Date Range.

The report is grouped by Report Type. The report options before running the report are:
e Seen at Setting
e Date Range (set against the Event Start and End Date)
® Providers
The Report shows totals for Family Breakdown, Ethnicity, disabilities/Special Needs, Teenage
Parents, Lone Parents, Settings and Age Range of Children.
Members Seen By Provider and Setting Report

This report shows Reach, Volume and Anonymous Volume totals, where appropriate, for both
Active and Inactive Members, seen within the selected Date Range.

The report is grouped by Seen at Setting.
The report options before running the report are:
® Seen at Setting
e Date Range (set against the Event Start and End Date)

The Report shows totals by Setting for the following categories: Children Seen, Carers Seen,
Families Seen, Fathers Seen, Carers with Disabilities Seen, Children with Disabilities Seen, Lone
Parents Seen, Teenage Parents Seen and Ethnic Minorities Seen.

Non Attendance Category

Children Not Seen Report

This report shows the number of individual Children who have not attended an Event Activity
within the Date Range. Only Children who are active, with an active Family status, can be seen in
this report.

The Date Joined and DOB fields of the Child need to be filled in for this report.
The report is grouped by Living At (if this option has been chosen), followed by Seen at Setting.
The report options are:

® Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Start and End Date)
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e Disabled
e  Ethnicity
e Gender

e Age (by year or month) set to 0 —4 years by default

It includes two Summary Tables that count the number of individual Children who have not
attended an Event Activity and they are either by Setting or Area (Living At).

The Area Summary Table will only show, if the Living At option has been selected.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area, hence the number can vary from manually adding up the subtotals.
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Carers Not Seen Report

This report shows the number of individual Carers who have not attended an Event Activity within
the Date Range. Only Carers who are active with an active Family status can be seen in this report.

The Date Joined field of the Carer must be filled in for this report to appear.
The report is grouped by Living At (if this option has been chosen), followed by Seen at Setting.
The report options are:

® Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Event Start and End Date)

e Disabled
e  Ethnicity
e Gender

e Relationship to Child

e Teenager (less than 20 years at Event Date)
® Parent

® lone Parent

e  Currently Smoking

It includes two Summary Tables that count the number of individual Carers who have not attended
an Event Activity. These are by Setting and Area (Living At).

The Area Summary Table will only show if the Living At option has been selected as a report option.
The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area. Hence, the number can vary from manually adding up the subtotals.

Appointments Missed

This report shows the Appointments missed by Carers and Children. It displays the Event Activity
Name and Event Date. The Count of Appointments missed includes all the times Carers or Children
have not attended an Event Activity that they have been registered on within the selected Event
Date Range.

The report options are:
® Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label
e Date Range (set against the Event Start and End Date)

e Member Type

e Disabled
e  Ethnicity
e Gender

It includes two Summary Tables that count the number of times Carers or Children have not
attended an Event Activity and they are either by Setting or Living At. The second Summary Table
(by Area) will only show if the Living At option has been selected.
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Mothers Not Seen

This report shows the number of Mothers who have not attended an Event Activity for which they
were registered. The Events all took place during the first two months after the birth of their child.
It will only show the Mothers who are active and also have an Active Family status.

The report is grouped by Living At (if this option has been chosen), followed by Seen at Setting.
The report options are the same as for the Carers Not Seen report.

It includes two Summary Tables that count the number of individual Mothers who have not
attended an Event Activity, by Setting and by Area (Living At).

The Area Summary Table will only show if the Living At option has been selected. The main total of
the Summary Table calculates a distinct count of one individual member at a Setting or Area, hence
the number can vary from manually adding up the subtotals.

Pregnancy & Birth Category

Pregnant Teenagers Now Registered Report

This report gives a list of Pregnant Teenagers registered in the selected Setting/Settings from the
date the report is run. Information will only be included if both the Pregnant Teenager and the
Family are active.

It is grouped by Living at (if it has been chosen), and then Registered at Setting.

The Contact Address Information with Contact Numbers can be seen with the Pregnant Teenager
information when the Yes radio button has been selected for Contact Info. Otherwise, the Mail
Merge option will show only the Contact Address information.

The report options are:
e Registered at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set by the Start and End Date)

e Disabled
e  Ethnicity
e Parent

® Lone Parent
e  Currently Smoking
e Consent Given
A Setting based Summary Table and Bar Chart are included with this report.

An Area based Summary Table and bar chart can be seen if one of the options has been selected for
Living At.

The main total of the Summary Table calculates a distinct count of one individual Pregnant
Teenager at a Setting or Area. The Total of each Setting calculates a Reach count of each Pregnant
Teenager. If a Pregnant Teenager’s Family is affiliated to two other Settings, then it will still be
counted as one Pregnant Teenager for the Total, representing ALL Settings.
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Pregnant Women Seen (Reach) Report

This report shows the number of individual Pregnant Women seen at the selected Children’s Centre
Settings within the chosen Date Range.

The report is grouped first by Living At, if this option has been selected, then Registered at Setting.
It does not include information on the Event Activities attended. Both Active and Inactive Pregnant
Women who have attended an Event Activity are displayed.

The Contact Address information with Contact Numbers can be seen with the Carer information if
the Yes radio button has been selected for Contact Info. Otherwise, the Mail Merge option will
show only the Contact Address information.

The report options are:

Seen at Setting

Living at: Setting/Postal Area/Super output Area/Custom Label
Date Range (set against the Start and End Date)

Disabled

Ethnicity

Gender

Relationship to Child

Parent

Lone Parent

Currently Smoking

Consent Given

A Summary Table of Carers Seen from the Registered Settings is included in this report.

An Area Summary Table can be seen in this report if a Setting, Postal Area, Super Output Area or
Custom Label has been selected for the Living At report option.

The main total of the Summary Table calculates a distinct count of one individual member at a
Setting or Area, hence the number can vary from manually adding up the subtotals. The bar chart
displays the Reach subtotals for each Setting but not the Reach Setting Total.

Births of Children Report

This is a short cut to the same report available in the Children category.
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Breast Feeding Category

Record of Breast Feeding Report

This report displays the information of each mother with her child and also shows five columns of
information (Breastfed at Birth, at six weeks, at three months, at six months and at one year).

The Contact Address information with Contact Numbers can be seen with the mother's
information, when the Yes radio button has been selected for Contact Info. Otherwise, the Mail
Merge option will show only the Contact Address information.

The report is grouped by Living at (if it has been chosen), then Registered at Setting.

It includes a count of individual mothers for each Setting as well as each Area, and a general count
of how many children have been breastfed in the various periods after the birth.

Health Category

Smoking

Record Report

This report shows all the Carers with their Smoking Information, if they have ever smoked, within
the Registered Settings. A tick for Smoking indicates that the Carer is still currently Smoking.

There is a check box report option to only show current Smokers of the chosen Registered at
Setting or Settings. Additional Notes in the Smoking history can also be seen in this report.

The information is grouped first by Living at (if this has been selected), then Registered at.
The report options are:
e Seen at Setting/Registered at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Disabled
e  Ethnicity
e Gender

e  Relationship to Child

e Teenager (less than 20 years at Event Date)
® Parent

® Lone Parent

e  Currently Smoking

® Pregnant

e (Consent Given

The Totals are a Reach count, which means that an individual Carer is only counted once.
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Careworker Category

Careworkers and Events (Reach) Report

This report is grouped by Seen at a Children’s Centre Setting and the events attended by the
Careworker as well as which members have attended.

The subtotal under the Event Activity that the Careworker instructed or participated in shows how
many times it has occurred e.g. Baby Yoga over 6 weeks would be 6 times for this Event Activity. It
also shows how many different members the Careworker has reached in a Setting as well as
amongst all the Settings that they worked at.

This report is first grouped by Careworker and then by Registered at Setting.
The report options are:

® Seen at Setting

e Living at: Setting/Postal Area/Super output Area/Custom Label

e Date Range (set against the Event Start and Event End Date)

e  Careworker Surname (can enter the first few letters of a surname)

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

If many Careworkers work for a Setting, then a Surname (complete or in part) can be entered as a
Report option to narrow down the output.

Careworkers and Events (Volume) Report

This report is grouped by Seen at a Children’s Centre Setting and the events attended by the
Careworker as well as which members have attended.

The subtotal under the Event Activity that the Careworker instructed or participated in shows how
many times it has occurred e.g. Baby Yoga over 6 weeks would be 6 times for this Event Activity.

It also shows how many members the Careworker has reached in a Setting as well as amongst all
the Settings that they worked at. For this report it is a Volume count of Members, so if a Member
has attended several courses under the same Careworker over several weeks, then it will be
counted as one for each time.

This report is first grouped by Careworker and then by Registered at Setting. The report options are
the same as for the Careworkers and Events (Reach) report.

Careworkers and Events Summary (Reach) Report

This report shows the Summary Table immediately and is grouped by Settings seen at, followed by
the Careworker and then separated into New and Existing Carers or Children.

The report options are:
® Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label
e Date Range (set against the Event Start and Event End Date)

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

The Summary Table counts how many individual New and Existing Carers or Children have been
seen at the Setting for each Careworker. Carers and Children are classified as New when their own

Cumbria Children’s Services Appendix A: eStart Reports - Extended Descriptions
117



Cumbria eStart 2012

Joined Setting Date is the same as the given Start Date. The Date Range is based on the Start and
End Event Date.

Careworkers and Events Summary (Volume) Report

This report shows the Summary Table instantly and it is grouped by Settings seen at, followed by
the Careworker and then separated into New and Existing Carers or Children.

The report options are:
e  Seen at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label
e Date Range (set against the Event Start and Event End Date)

e Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

The Summary Table counts how many times New and Existing Carers or Children have been seen
for all the Event Activities at the Setting for each Careworker. Carers and Children are classified as
New when their own Joined Setting Date is the same as the given Start Date. The Date Range is
based on the Start and End Date.

Careworkers and Hours worked at Events Report

This report shows how long Careworkers have spent within the selected Date Range on Event
Activities for a particular Setting. It also shows which members have attended the Event Activities.

The Event Duration needs to be entered in order for this report to give the time spent at each Event
and Setting for a Careworker.

This report has the same report option as the Careworkers and Events (Reach) Report.
The Summary Table counts how many times the Careworker has been at each Event. The Subtotal

and the Main total count the number of different Event Dates.

Members and Hours spent at Events Report

This report shows how long Members have spent within the selected Date Range on Event
Activities for a particular Setting. It lists the Event Activities the Members have attended.

The Event Duration needs to be entered in order for this report to give the time spent at each Event
and Setting of a Member.

This report has the same report option as the Careworkers and Events (Reach) Report.

The Summary Table counts how many times the Member has been attended an Event. The Subtotal
and the Main total count the number of times the Events have occurred.
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Sure Start Category

M3 (Registered at requested Settings) Report

This supplies information for the government's M3 (Monthly Reach Information, selected months
only) return.

This report divides the information displayed as for either New or Existing Members and Families
registered in the chosen Setting over five different Summary Tables. This report was created to run
monthly for the government return.

The first Summary Table does a count of how many registered Children were seen from
the selected Setting by their age.

The second Summary Table shows these Children seen, divided by their Ethnicity.
The third Summary Table is on various Female Carers seen.
The fourth table is based on Families seen

The fifth table is based on different Carers.

The report options are:

Registered at Setting

Event Date Range

This report also gives a count of births of babies in the Date Range.

M3 (Seen at requested Settings) Report

This supplies information for the government's M3 (Monthly Reach Information, selected months
only) return.

This report divides the information displayed as for either New or Existing Members and Families
seen in the chosen Setting over five different Summary Tables. This report was created to run
monthly for the government report.

The first Summary Table does a count of how many registered Children were seen from
the selected Setting by their age.

The second Summary Table shows these Children seen divided by their Ethnicity.
The third Summary Table is on various Female Carers seen.
The fourth table is based on Families seen

The fifth table is based on different Carers.

The report options are:

M7 Report

Seen at Setting

Event Date Range

This report shows numerous targets that are required for the annual government return.

The report options are:

Registered at Setting

Event Date Range
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NCH Section 1 Report

The first part of the report shows numbers of members registered at the selected Setting. Only
active members are counted.

The report options are:
e Seen at Setting
e Event Date Range

The Summary Table on the left breaks down the Members seen by their Ethnicity groups and the
right hand Summary Table is grouped by Age and Gender.

NCH Section 2 Report

This report shows information on families who are active as well as referrals made to the Setting.
The report options are:

® Seen at Setting

e Event Date Range

Custom Fields Category

Custom Report

This report displays information about Children, Carers and Families grouped by Registered at
Setting, the Member Type and the Custom Label. The report will also show if this is a Hard to Reach
Label. Active and inactive Members and Families can be seen in this report.

The report options are:
e Registered at Setting
e Living at: Setting/Postal Area/Super output Area/Custom Label
e Member Type
e  Ethnicity
e Gender
e Hard to Reach
e  Custom Type Label
e Consent Given
A Setting based Summary Table is included with this report.

An Area based Summary Table can also be seen, if one of the options has been selected for Living
At.

The Summary Tables are grouped by Setting, Member Type and Custom Labels. The total carries
out a normal count of Members within each Custom Label i.e. if a Carer appears in three different
Custom Labels then it will be three.
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Hard to Reach Reports Category

Hard to Reach Report

The report displays information about Children, Carers and Families grouped by Registered at
Setting, the Member Type and the Custom Label. Active and inactive Members and Families can be
seen in this report.

The report only shows Hard to Reach Labels and does not include any Subtotals or Summary Tables.
The report options are:

e Registered at Setting

e Living at: Setting/Postal Area/Super Output Area/Custom Label

e Member Type

e  Ethnicity

e Gender

e Hard to Reach

Events by Aims Category

Event Type Report

This report shows what Event Aims have been set up for Event Activities catering for Carers. It also
displays which Event Group the Event Activity is linked to.

The report options are:
e Registered at Setting
e Event Date Range

e  Activities: Event Reporting Group/Group/Event/Provider/Location/Theme/Outcome
Type/Access Group

Two Summary Tables are included in this report. One is grouped by Setting and Event Aims and the
second one also includes the Event Group.

Children Reach Report

This report shows the Event Aims that have been set up for the Event Activities that Children have
attended. It also displays which Event Group the Event Activity is linked to. Active and inactive
Children will appear in this report.

The report options are the same as for the Event Type Report, above.

Two Summary Tables are included in this report. One is grouped by Setting and Event Aims and the
second one also includes the Event Group.
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Children Volume Report

This report shows the Event Aims that have been set up for the Event Activities that Children have
attended. It also displays which Event Group the Event Activity is linked to and the Event Date.

The report options are the same as for the Event Type Report, above.

Two Summary Tables are included in this report. One is grouped by Setting and Event Aims and the
second one also includes the Event Group. It does a count of every time a Child has attended an
Event Activity with an Aim.

Audit Logs

Audit Log Report

TAN Only Users set as Console Managers are able to access the Audit Logs category and Audit Log
report.

This report shows a New Value changed or added by a User on the Family, Carer or Child screens.

The Log Type dropdown option before running the report allows the report to display only Audited,
Accessed or All information.

The Audit section of the report is grouped by the User who has made changes to the Family
screens. It lists the Family ID and Date/Time when the audit occurred along with the name of the
field and the previous and new value.

The information displayed for the Access section will only list the Family ID and Date/Time when
the search occurred. It is also grouped by User.

The report options before running the report are:
® Seen at Setting
e Date Range (set against which Start and End Date)
e lLogType

e User Name

Quarterly Profiles Category

Quarterly Profile Main Report

This report shows high level Reach and Volume Members Seen totals, for a number of measures,
for a selected Quarter against the calculated previous quarter and the corresponding quarter in the
previous year, in table format.

The Report is grouped by Centre, with a Summary option available. The Summary Reach totals are
NOT the sum of the Centre Reach totals, but have been calculated as the overall Reach totals, i.e. a
Member that has attended both Centre 1 and Centre 2 within the quarter will only be counted as
one.

Both Active and Inactive Members are reported.
The following Measures, by Quarter, are reported, if the data is available:
¢ Number of Events held
® Number of Weekday (Daytime) Events held (Events with start times before 18:00 hrs )

e Number of Weeknight Events held (Events with start times from 18:00 hrs onwards)
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®  Number of Weekend Events held

e Number of Families Registering

®  Number of Families Affiliating

* Volume All

e Volume Carers

e Volume Children under 5 (Under 5 at the time of the Event)

e Volume Children 5—-18 yrs

e Volume Children (No DOB recorded) (Ensures child records with no DOB are included)
® Reach All

e Reach Carers (All)

e Reach Carers (Female)

e Reach Carers (Male)

e Reach Carers (No Gender Recorded) (Included to ensure all totals add up)

e Reach Carers with Special Needs

® Reach Carers — Fathers

e Reach Carers with Disability

e  Reach Carers Employed

e Reach Carers Unemployed

® Reach Carers Lone Parent

e  Reach Carers Teenage Mothers or Pregnant Teenagers

e Reach Children Under 5 (Under 5 at the time of the Event)

® Reach Children 5-18 Years

e Reach Children (No DOB recorded) (Ensures child records with no DOB are included)
® Reach Children in workless Households

e Reach Children in BME Groups (Totals exclude White UK/Irish, Refused or Not obtained)
e  Reach Children with Disability

e Reach Children with Disabled Parents

e Reach Children with Special Needs

e Reach Children with Parents with Special Needs

The report options before running the report are:
e Seen at Setting

® Quarter
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Select the Quarter you wish to report as "This Quarter". The "Previous Quarter" and
"This Quarter Previous Year" Dates will be calculated automatically.

Disability, Special Needs and Employed Status are the current status for the Member
concerned, not necessarily their status in the Previous or Last Year's Quarter.

Ages are calculated between the Date of Birth and the Event Date. It is possible that a
Child having their 5th birthday within a quarter would appear in both the Reach Children
Under 5 and Reach Children 5 — 18 Years totals, if the Child attended Events prior to and

after their 5th birthday.

Quarterly Profile Outcomes

This report shows high level Reach and Volume Members Seen totals, by Outcome Types and
Individual Outcomes, for a number of measures, for a selected Quarter against the calculated
previous quarter and the corresponding quarter in the previous year, in table format.

The Report is grouped by Centre, Outcome Category and Outcome Type. A Summary option is
available. The Summary Reach totals are NOT the sum of the Centre Reach totals, but have been
calculated as the overall Reach totals, i.e. a Member that has attended both Centre 1 and Centre 2

within the quarter will only be counted as one.

Both Active and Inactive Members are reported.

The following Measures, by Quarter and Outcome Type are reported, if the data is available:

Number of Event Types held
Number of Events held
Reach (All) at Events

Reach (Carers) at Events
Reach (Children) at Events
Volume (All) at Events
Volume (Carers) at Events
Volume (Children) at Events

Volume (Anonymous) at Events

The following Measures, by Quarter and Individual Outcomes are also reported, if the data is
available:

Reach (Carers)
Reach (Children)
Volume (Carers)

Volume (Children)
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The report options before running the report are:
e Seen at Setting

® Quarter

& Pplease be aware of the following:

e Select the Quarter you wish to report as "This Quarter". The "Previous Quarter" and
"This Quarter Previous Year" Dates will be calculated automatically.

Quarterly Profile Themes

This report shows high level Reach and Volume Members Seen totals, by Themes, for a number of
measures, for a selected Quarter against the calculated previous quarter and the corresponding
quarter in the previous year, in table format.

The Report is grouped by Centre and Theme. A Summary option is available. The Summary Reach
totals are NOT the sum of the Centre Reach totals, but have been calculated as the overall Reach
totals, i.e. a Member that has attended both Centre 1 and Centre 2 within the quarter will only be
counted as one.

Both Active and Inactive Members are reported.
The following Measures, by Quarter and Theme are reported, if the data is available:
e Number of Event Types held
¢ Number of Events held
e Reach (All) at Events
e Reach (Carers) at Events
e Reach (Children) at Events
e Volume (All) at Events
e  Volume (Carers) at Events
e Volume (Children) at Events
e Volume (Anonymous) at Events
The report options before running the report are:
e Seen at Setting

® Quarter

& Please be aware of the following:

e Select the Quarter you wish to report as "This Quarter". The "Previous Quarter" and
"This Quarter Previous Year" Dates will be calculated automatically.
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Appendix B

Location Guidance

Adding a new event location

Locations are added to eStart by emailing the performance.support@cumbria.gov.uk mailbox.

When requesting a new location to be added to eStart please state the full address and postcode. This must be
checked on the post office website and a screenshot sent with the request email as this saves the performance
team time researching a event venues address. The Please see example below

ELGERLEGLEN Find an address

Lot Comanunty Centre
Arthuret Road

Laondfown

CARLISLE

CAG 55

Find postage prices €

Wiew address label €

Fimrd annther address &

\w'f iy
W,

Sirg ® 2002 Mumaah Comporation & 2012 Matia

If after searching the post office site and other searches on Google no address can be found, please send details of
your search so far, to the performance support team who will advise you appropriately.

The performance Support Team will add location venues to the Children’s Centre setting where it is located and an
email will be sent to the Children’s Centre stating that this has been completed.

Events and locations

When a regular (more than once) event is delivered in a Children’s Centre footprint that event should be entered
into eStart as belonging to the Children’s Centre footprint where it’s located. For example if the Workington
Children’s Centre team is delivering a parenting course in a venue located in the Derwent Valley Children’s Centre
area, then the event shall be listed as a Derwent Valley Children’s Centre Event with the appropriate event
location.
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If an event is delivered outside of a Children’s Centre’s footprint because it’s a day trip, special outing or excursion
etc then it shall be listed as the Children’s Centre event with an event location of, ‘Outside of area’.

For example the Carlisle Rural Children’s Centre team has an event at Silloth Beach which is located in the North
Allerdale Children’s Centre footprint. This event is an excursion and will be entered into eStart as an event
belonging to Carlisle Rural and the event location will be listed as ‘Outside of area’.

This guidance is in place because eStart is a database and it’s designed to report on the information contained

within it in a certain way. When we all enter the data in a consistent way across the county this will give us
accurate reports on our events.

Entering a child’s details on the eStart database

A child’s details can be added onto eStart when we have the Parental Consent to do so. It is the Children’s Centres
responsibility to determine Parental Responsibility for giving the parental consent for a child. We have listed a
couple of examples below

Grandparents

If a child attends an event with a Grandparent and registers with the Children’s Centre, the Child must be entered
onto eStart with their parent/s consent, as the parent/s normally have the Parental Responsibility for the Child’s
data to be kept on the eStart database. The Grandparents are entered onto eStart at their own home address.

Childminders

If a child attends an event with a Childminder and registers with the Children’s Centre, the Child must be entered
onto eStart with their parent/s consent, as the parent/s normally have the Parental Responsibility for the Child’s
data to be kept on the eStart database. The Childminder is entered onto eStart at their own home address.

Young People

If a Young Person attends an event at a Children’s Centre and registers themselves, then they shall be added to
eStart as a child record. eStart can hold details of a address and child on the system without a carer record being
present. This would be used for Young People who attend events where it is deemed by a Children’s Centre that
the Young person is able to give their consent to their details being held on the database.
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Moving Carers and Children in eStart

If a whole family moves house

On the families main page select Change Address and when this is completed you will also need to change the
setting. The setting (Children’s Centre) shall correspond to the postcode. The warning symbol identifies that there

is an address that does not correspond to a setting.

Loged f =1 05506

Famly Family - CNOD3125 e
= A Seach # Huuse o, zE Carers !
= At Address Caste Graan Close G TypelHame _______ [Relstiontochid |
. Ace Famie [ | ﬂ Tomn Brasn Huother LA
= = Cumat Famiky L | S
= s Carers Tawn |!\':1'\'.-C| | whildren
= g hiden OG0 Typeliame  lage ||
o County | ™ =
= @ acthibas e 2; e 0 o X
_.z‘ = outside England —_— e
WERiaeE  w Postrada LA BAT i i :
- —_— | L=FIELD S 17 ADDF
& Arce rendal Castic W] o {42 MDDLEFIELD SURGERY- MDD S
| i salacton]
Evants Home Phana  |07557 E5473 i l:ant_ra Haalth v!s!tur !:nn salartor : -
RAparts Family Status i.-"-: | Family Health ¥isitar | ino selzcten) i
I Rattin | Zaekala ok =
Mpszanos mate Toinad | 5T =] i ki
Rrglstrabinn AagElera | = = Ak G
ackan a | afiliations
Cammernts |
Manage Lists ‘ ‘ / ‘

Lol EfTeLiveness
[ Lpdats sflint e

My Settinns Datals
SFF Fallidar

Cantac ot

Warning symbol

The setting shall correspond with the postcode

Select this to change a family’s address

Duplicate child/ carer records

If you identify any duplicate records email performance.support@cumbria.gov.uk stating the family and individual
ID numbers and which information is correct and which information should be removed/merged. When this has
been completed please check the family record and amend any details with are incorrect such as the GP, mobile
number, date of birth, ethnicity etc. All the event history from both duplicate records will remain with the family.

For any of these examples given below please email performance.support@cumbia.gov.uk

Children move into foster care
Children/ carers move in with other relatives
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Children and one of the carers move house leaving other members of the family at the old address
Carer moves out of the family address with no forwarding address

If a child on eStart becomes a parent and stays at the family address

If a child on eStart becomes a parent and moves address
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Focus Family

eStart will record the identified families for the ‘Focus Family’ work in the following way
The Children’s Centre will create a create a ‘Flag’ on a families front page through the warning sign (1)

The Children’s Centres will record in each family members ‘Hard to Reach’ section that this Child or Carer is part of
the ‘Focus Family’ work. (2)

A report can be generated on a county and individual Children’s Centre basis which shows details of these
identified Families
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Family ID number
(1) A warning Sign is visible on the Families front page

(2) On each family members menu (underneath their name) the ‘Hard to Reach’ section is opened and the
category ‘Focus Family’ is selected and this will produce a report available in the system.
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How to create a flag on a family’s front page

Select the main Carers details page and select ‘Focus Family’ from the warnings tab. Save the change.

R
Family Carer: Fluffy grey Mouse - SK002622
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Save

Save the changes
Select ‘Focus Family’ on the warnings tab

Main Carers details
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Recording ‘Hard to Reach’

On the menu on the left hand side there is a ‘Hard to Reach’ icon under each of the family members’ names. Select
this icon and the ‘Hard to Reach’ page will appear (as seen below). Tick the box and state in the text field which
Focus Family criteria this family qualify under. Do this for every family member.
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1 EL Tty ey Mo
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‘Hard to Reach’ section Tick this box State criteria

Criteria for Focus Family

Family may have amy combination of 2 of these

Crime / Anti-social behaviour Education Worklessness Local Discretion

1 or more under-18 year-old
with Child ar children subject to
a proven offence pemanert exclusion

Household where an adult
I5 receiing OWvP

This s & very broad category and
L& ahle to set local priontes

inl2st 12 months out of work henefits as an additional filter
and/or or E.g. Families subjectto:
Child ar children ina PRU or =Child on Child Protection

Tormaore family mermbers altemative provision due to Flan

has received some form of )
; ] exclusion
intervention or offence regarding )

OR »Freguent police call-outs or

Anti-Social Behaviour

Is not on & schoal roll

andior

Child or children hawve 15%
unauthorised school absences in
last 3 consecutive terms

arests
=Domestic Yiolence

=Health problems
=emotional and mental
health issues;

=orug and alcohal misuse;
> under-18 conceptions
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Cumbria eStart 2012

How to produce the Focus Family Report

Select the main report section and the + sign on the Hard to Reach section.

Registered at Setting- Select which centres you would like a report on
Living at- Select ‘no selection’ for children/carers that live anywhere or select ‘Setting’ to specify a particular
Children’s Centre setting where families live

Member type- Select All
Ethnicity- Defaults to All

Sex- Defaults to both genders

Hard to Reach- Select Focus Family

Consent- Defaults to yes
Select RUN

Report Section

Reglstered at Sctting E Toarie QeI

Hard to Reach Report

1 -|i]E:-=.cl‘.'|n at 1332

Hard to Reach reports

rhr'.-': Harr t1 E3ach fiads {nr Labalz) with wemnars.

5 tEn
& Carers

Swperd ke Eaxsl
= Faries
ok LHas
T g lrl oo (i) indude Tnast e Sellics

8 Evanil Reahivohans

R Abbredaice

2 Pragnercy & Erth Living At

2 Brocet Foodg

B Frath

i Carevnhar

5 Cevadnpment Pla

=, Sara St

=0 -4 Member typa

Frimnirity

Select Hard to Reach Report

Cansant Given [ es \,|
{Eiho Gelector 0 Seding L Past ares

A Eaper Suepit L Cusmom

elect Focus Family

The report that’s generated on Focus Families across Cumbria
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Children’s Centre

\

Badk

Y 8 [mandemoty] £ K J 12 b =] H [ioow v TEhstal

Settings Seen at: Bram Longstaffe, Carisle North, Carlisle Rural, Carlisle South - Botcherby, Carlisle South - Petteril Bank, Carlisle West- Morton, Carlisle West-
hewtown, Dalton, Denwent Yalley, Distington, East South Lakeland, ec, Earemant, Greengate, Hindpoal, Kendal West, Lakes, Millom, Mewharns, North
x}l\\ltlerkdale;, Motth East Copeland, Morth Eden, Morth Whitehaven, South Eden, South \Whitehaven, Ulerston, West Allerdale, West South Lakeland and

orkingtan

Area lived in: A

Criteria: Ethnicity; All
Gender: Al
hiember Tyne: All;

Consent given: Yes

e e
Registered &t: East South Lakeland
arers Lahels

Custom field: Focus Family

Member Namaf Type Family ID Date Joined  GP Name Ethnicity Gender Description

Fluffy Mouse Carers Labels) SKOD2621 080212012 STATION HOUSE YWERI-White - Female notes here
SURGERY British

Tigger Cat Carers Lahelg SKO02621 08/02/2012 STATION HOUSE ACTH-Ary Other Male naotes here
SURGERY Asian Background

hildrens L abel:
Custom field: Fofus Family

Member Name Type Family ID Date Joined  GP Name Ethnicity Gender Description

Star Cat Childrens BKO02421 08/02/2012  STATION HOUSE Male notes here.,
Lahels SURGERY
igaly WO Childrens 0810262012 STATION HOUSE WBRI-hite - Male notes here
Labels SURGERY British

Family ID number

Carers details

Children’s details
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