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Introduction to SEN

01 | Introduction to SEN

Overview

Special Educational Needs (SEN) is a separately licensed module within One v4. It supports
Local Authority (LA) teams undertaking the assessment and review of students with special
educational needs.

Using this Handbook

This handbook is intended for One system administrators and users of SEN, including
assessment officers and administration officers. The 02 | Setting Up SEN chapter on page 3 of
this handbook covers the configuration of SEN and the rest of the handbook covers day-to-day
usage of the software.

NOTE: Certain areas in SEN v4 are common across other One modules, e.g. User Access Control,
Communication Log, Activities. These shared components and functionality are listed in the Appendix on
page 95 with details of where to find more information.

What’s New in this Release?
This handbook was last updated for the Autumn 2018 release (3.67).

Service Team Definition

Panel 12 Outcomes / Aims has been removed from the service team default items. For more
information on creating a Service Team, see SEN Service Teams on page 11.

SEN Key Concepts

To help get the most from the system, these are some important key concepts in One SEN v4.

Child/Person Focussed Processing

One SEN v4 software works on the premise that you can search for the student/person first then
access all related information and carry out all appropriate business processes for that
student/person, subject to access control.

SEN uses business processes to determine the user groups that have access to specific
functionality.

Workflow Driven Home Page

As soon as you log in, SEN v4 displays a customisable home page that gives you useful
information about your tasks. For more information, see Using My Home Page on page 76.

My Involvements

For caseworkers and administration officers, this area lists any involvements currently assigned
to you. Involvement forms are tailored to each service team with integrated workflow and user-
designed fields. For more information on configuring involvement forms, see SEN Involvement

Forms Setup on page 18.
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For more information on how to record a student’s SEN progress using involvements, see Using
SEN chapter on page 39.

My Activities

My Activities are displayed on My Home Page which provides summary information about
each activity that the person logged in is involved with. Activities can represent school, home or
other agency visits, meetings (e.g. panel meetings, case conferences) or can represent work
that a caseworker must do, such as write up a report or preparation time. For more information,
see Activities Workload on page 75.

My Workflow Messages

This area lists actions due as a result of involvement timelines (e.g. letters to be sent, responses
to chase, meetings to arrange).

Reports and Documents

Reports and documents are available directly from the home page. For more information, see
Documents and Reports on page 89.

Case Notes

Case notes are used to record details of events, meetings and communications between people.
Case notes can be logged as key events in building up a history of the child.

Case notes can be added by various professionals who are also One users. A case note
displays which service team it relates to and provides details of who created the case note.

Any files or documents that are linked to case notes are recorded on the Case Note panel and
on the Chronology browse.

Access to the Case Notes functionality for SEN is via the Chronology link in the Links panel.
For more information on case notes, refer to the v4 Client help file.

For more information on how to create a case note, refer to RG_Chronology Case Notes
available on the One Publications website via Reference Guides | CSS / SEN / SEND /
ChSC.

Chronology

The chronology records significant events and changes in the life of a child/young person. The
chronology records information about meetings, communications, case notes, which events are
key events, etc.

Documents can be attached to the chronology by adding a new event. These attachments can
be uploaded to the One database.

For more information on the chronology, refer to the v4 Client help file.

For more information on the chronology, refer to the following reference guides available on the
One Publications website via Reference Guides | CSS / SEN / SEND / ChSC.

RG_Chronology Case Notes
RG_Chronology Using the Chronology.
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02 I Setting Up SEN

Introduction

This chapter describes the setup procedures required before you can use One SEN. You can
access most of the setup and configuration areas via Focus | Services and Tools |
Administration.

NOTE: Menu paths described in this handbook may be different if your One menu has been customised.

SEN Set-Up Checklist

Setup: See page ‘
Services and services categories 3

Lookup tables and lookup codes 5

Team structure (users, posts, establishments) 7

Service teams 11

SEN administration (review types, limits config, user defaults) | 16

SEN involvement forms 18

Timelines 21

User permissions 31

Provision 33
Services

Creating services and service categories enables you to put services into logical groups, for
example, Social Services or Youth Services.

Adding a Service Category
Select Focus | Services | Service Categories to display the Service Category Enquiry dialog.

_

34 Search (2] Collapse ~

ory Enquiry
Description

B MNew Delete Open Open In New Window Mext Previous

Click the New button to display the Service Category Definition dialog.
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B Save D Mew
-| Basic Details - 5}7
Basic Details

'Code

Description

Enter a category Code of up to five characters.

Enter a category Description, for example:

Code SOCSV
Description | Social Services

4. Click the Save button to make the category available for selection when creating provision
records.

Adding a Service to a Service Category
1. Select Focus | Services | Services to display the Service Enquiry dialog.

|

33 Search @Collapse -

Service Enquiry

Description

Service Category

[F Mew Delete Open Open In New Window Mext Previous

2. To create a new service, click the New button to display the Service Definition dialog.

B
B Save D Mew
[INBSSEBEEE | 2. Acditional Details | 3.ContactPoint CS... 1.BasicDetals  + 7

(1. Basic Details N
'.Description

Service Category .

Universal Service Service Type -

Active ¥4
MMHN Details -

Unit

Motes -

3. In the Basic Details panel:
a. Enter a Description of the service.

b. Select a Service Category.

NOTE: A service can be included in multiple service categories.

c. Tick the Universal Service check box, if the service is available to all students.

NOTE: This check box must contain a true value (tick) or false value (cross). If you save the record and
this check box is empty, it defaults to a tick.

d. Select a Service Type, which is a DfE requirement for Crystal reporting.

4 _Click the Save button.
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Lookup Tables and Codes

NOTE: Specific lookup codes must be defined prior to use, this means that a considerable amount of
planning and consultation should be carried out.

Lookup tables populate fields throughout One. There are two types of lookup codes:

Local situation only: Codes that are applicable only to your local situation and are therefore
solely user-defined.

External Mapping codes: Locally-used codes which need to be mapped to an external code.
External codes are used to complete information in a DfE return, e.g. Ethnic Group, or where the
software needs a prompt for certain activities.

With external mapped codes, the LA decides on the codes and descriptions to be used to reflect
the local situation and then decides how they are mapped to the appropriate external code. This
code cannot be altered.

NOTE: Lookup tables and codes cannot be deleted.

Searching for and Editing Lookup Tables and Codes

Select Tools | Administration | Lookups to display the Lookups dialog.

'/Itookup Tables ™
Looking For l Search by Table ID -
o Select [F] New Open In New Window
Table I Table Description i
o001 Ethnic Group (Student)
ooo2 Home Language
0008 Former Control
o010 Qualifications
o011 Qualification Subjects
0013 Education Offices
o014 Parliamentary Constit.
0030 Disability Codes
0034 Teaching Medium
0041 Transport Entitlement S
Lookup Codes - Ethnic Group ( Student)
o Select
Internal Code  Description External Code Active i
17 A7 - Asian - Other 17 No
18 18 - Occupational Traveller 18 No
19 19 - Gypsy Traveller 19 No
20 20 - Other Traveller 20 No
93 92 - Not Known 93 No
99 55 - Other 99 No
AAF AAFR - African Asian ALFR Yes
ABA ABAN - Bangladeshi ABAN es
AN AIND - Indian AIND es i
Lookup Code [17 - Asian - Other]
Save New
Lockup Code Lockup Code -
Lookup Code
Internal Code 17
Description 17 - Asian - Other
External Code 17 -
Active »

Lookup Tables panel: Where there are many lookup tables listed, the Looking For facility
enables you to search and display a lookup table:

Enter the first characters of the Table ID or Table Description.
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Select a search option from the Search by drop down.

Lookup Codes panel: Highlight a Lookup Table to display all lookup codes, both Active and
Inactive, in the Lookup Codes panel.

To edit the code, highlight it to display details of that code in the Lookup Code Details panel.
You can edit the Description, change the Active flag and add new codes.

Click Save.

NOTE: You can make codes inactive to enable your Local Authority to 'retire' codes that are no
longer to be used but are needed for historical purposes.

Adding a new Lookup Table

Select Tools | Administration | Lookups to display the Lookups dialog.

'/Itookup Tables ™
Looking For l Search by Table ID -
& Selectl B NewI Open In New Window
Table I  Table Description i

ooo1 Ethnic Group (Student)
ooz Home Language

000s Former Control

o010 Qualifications

0011 Qualification Subjects
0013 Education Offices
o014 Parliamentary Constit.
0030 Dizabilty Codes

Click the New button to display the Lookup Definition dialog.

%41 Lookup Definition [New Lookup Definition] o =] =]
[ save
_| Lookup Table - ..;"_
Lookup Table

Table ID
Table Description

Lookup Code'Width

Enter a Table Description.
Enter the Lookup Code Width, a code with a maximum of 6 characters.

Click the Save button. One assigns a unique Table ID to the new lookup table.

NOTE: User defined tables start with 8***

The next stage in the process is to populate the new lookup table with lookup codes. For more
information, see Setting up Lookup Codes on page 7.
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Setting up Lookup Codes

Setting up lookup codes enables you to customise a lookup table to meet your local needs.

NOTE: Where lookup codes are defined by the DfE, the option to “add new” is not available.

Select Tools | Administration | Lookups to display the Lookups dialog.

P4
~

'rl.ookup Tables

Looking For |1D?2 Search by Table ID -

of Select [ New Open In Mew Window

Table I Table Description 0
1072 Correspondence Role

1073 Legal Status of adopters

1075 Reazon for Re-opening the CRN

1078 Equipment Repair/Test Reason

1080 LGCHL-1.01

1081 Spatial Levels 1.0

Highlight the Lookup Table you want to add codes to, then click the Select button to display the
Lookup Code dialog.

Click the New button to display the Lookup Code panel.

Lookup Code [New Lookup]
E] Save |—_| New
Lockup Code | Lookup Code -
Lookup Code
Internal Code
Description
Active o

Enter a unique Internal Code and Description.

Select the Active check box, to make the code available for use.

NOTE: When a lookup table requires external mapping codes, an additional field, External Code, is
available on the Lookup Code Details panel for you to select and display the mapping code.

Click Save to add the new code to the lookup table.

Repeat the previous steps until you have added all the required lookup codes.

SEN Team Structure

One v4 supports multi-agency team working as well as specialised teams. Records such as
involvements, activities, provisions, etc. are owned by a specific SEN service team and access
is controlled accordingly.

When you create a new service team you must link it to an Establishment which represents a
hierarchical team structure with Posts and Users. System users (which are mapped to People in
the people database) occupy those posts.

Before you can create a new service team, the hierarchical SEN team structure for your Local
Authority must be in place, as follows:

Users are mapped to Posts
Posts are mapped to an Establishment
An Establishment is linked to Service Teams

(Service Teams are linked to Involvement Forms)
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Service Team N

“ Establishment
Post|

NOTE: The hierarchy itself is not important, what is important is identifying all the posts and specifically
identifying those posts that are Caseworkers and those posts that are Administration Officers. System
Users occupying those Posts constitute the members of the Service Team.

Service Teams and Involvement Forms

A caseworker who creates an involvement record for a student must be assigned to a post in the
establishment that is linked to a service team. That service team can then be linked to one or
more involvement forms. Only involvement forms which include such service teams are
available for selection by that user.

SEN Posts

A post is a person’s job position in a Local Authority, e.g. contact supervisor, admin officer,
assessment officer, etc.

A post can only be in one establishment/team, but a person can be in more than one post.

Creating a Post

This procedure shows how to create a new post and assign users to it. To make a post available
for selection:

The Is CSS Caseworker check box must be selected, and
The post must contain at least one member who has a current or future Start Date.

. Select Tools | Team Structure | Posts to display the Post Definition Enquiry dialog.

34 Search (2] Collapse ~

t Information
PostDescription
Reports to -

|| D MNew IJeIete Open Open In New Window Mext Previous
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2. Click the New button to display the Post Definition dialog.
|E Save B Mew
-| Users assigned to Post | Fost Details - ;'/_

Post Details

PostDescription

Is Contact Supervisor Is CP Designated
Manager
|s CSS Caseworker Is CSS Admin Officer

User St Startdate  End date i Add

Description |
52 Remove

3. Enter a Post Description.

4. Select the required check boxes for SEN involvements, i.e. Is CSS Caseworker and Is CSS
Admin Officer.

5. To assign users to the new post, click the Add button to display a new row on the Users
assigned to Post panel.

[ Save [ Mew

Post Details |_| Users assigned to Pi ~ ;/_
M

PostDescription Mew Post
|s Contact Supervisor Is CP Designated
Manager
|s CSS Caseworker Is CSS Admin Officer
( Users assi to Post N
User User Startdate  Enddate i Add
Description % q
EMove
e -

6. To display a list of users available for assigning to the new post, click the Browse button to
display the User Browser dialog.

rlg, User Browser |M|1
T T e —

Looking For Search by  User Name -

o Select

User Name Description Forename  Surname Active  Role Manager Telephone Email -

o famrat A ves No

W N LN, | Yes No

e TR St 1 ves No 5l

LETLE L S | ves No \i

BranT S mas es Mo

il Lot ves es

als [ et Yes No

FE ] [ ves No

aly ik [ e T ves es

aEm | Yes No

il [ g ves es

o g iy e e

) b D I R - [ ves No I

— —r— reT——reT

i [ T Yes  Yes

v, a1 A R R ves No

] e Yes No

P | e W N Yes Yes

il W i 1 ves es

T L T o Yes  Yes

el oy (Rl T =gt Arg=pm Yes No

TR ] (B P Pl [ =H LA Yes No

T Ty 0 ves es

] [ ves No k%
< 1 LA
L 2
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. Highlight a User Name field and click the Select button. The selected user is added to the User
assigned to Post panel.

|E Save [ New
Post Details |_| Users assignedto P = ;/7
PostDescription New Post o
Is Contact Supervisor |s CP Designated
Manager s
Is CSS Caseworker Is CSS Admin Officer
'rUsers assigned to Post ™
Il
User Yser Startdate  Enddate o Add
Description

7. Enter a Start Date. If a user is being added to a post for a fixed term, also enter an End Date.
8. Click the Save button.

SEN Establishments

Establishments enable you to group posts within a team structure. For example, the
establishment, SEN Service Manager, could contain the following posts:

SEN Service Manager
-SEN Case Officer
-SEN Admin Officer
SEN Business System Administrator

NOTES: An establishment cannot be created until posts have been defined. For more details see SEN
Posts on page 8.

A post can only be in one establishment/team, but a person can be in more than one post.

Creating an Establishment
To create a new establishment and assign posts to it:

. Select Tools | Team Structure | Establishment to display the Establishment Definition
Enquiry dialog.

ﬁ

34 Search (2] Collapse ~

(Esial:l’lshment Information w

Mame

5 New |7&|EtE Open Open In New Window MNext Previous

NOTE: To view existing establishments, click the Search icon to display establishments matching your
search criteria.
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Click the New button to display the Establishment Definition dialog.

Establishment Details ™
Mame SEM
Address Fa
Email Address
Telephone Organisation Name -
Send To ContactPoint | ContactPoint Sensitive |2
Service

Enter the Name in the Establishment Details panel. The establishment is displayed in the Post
Hierarchy panel ready to be assigned posts.

[“Establishment Details ™

Mame SEN

Address P

Email Address

Telephone Organisation Mame -

Send To ContactPoint 3 ContactPoint Sensitive M
Service

“Bost Hierarchy ™,

(@) Move Post Up & Move Post Down  §€ Remove Post
_& SEN | Posts

S RGE (e SEN Admin Officer

£5 SEN Sys Admin

To assign a post to an establishment, select a post from the Posts (i.e. not assigned to any
establishment) pane on the right-hand side and drag it to the required position on the
establishment tree on the left-hand side.

NOTE: If the required post is not available, you can set up posts via Tools | Posts | Post Definition. For
more information, see Creating a Post on page 8.

To reposition a post in the hierarchy, use the Move Post Up and Down buttons. You can also
reposition a post left-clicking and dragging it to the required branch on the tree.

Click the Save button.

SEN Service Teams
Involvements, activities, provisions, etc. are owned by a SEN service team, and access is

controlled accordingly.

Creating a Service Team
To create a new service team, or edit an existing one:

Select Focus | Services | CSS Service Teams Administration to display the CSS Service
Team Enquiry dialog.
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. Click the New button to display the CSS Service Team Definition dialog.

01. CSS Service Team .

Service Team Name | |

Exclude Involvements Send To ContactPoint 3

from CSS/SEN

Summary Reports by

Diefault

ContactPoint Sensitive 3¢ Service Type -

Service

Show Hearing x Show Visual b 4

Impairment Impairment

Service Telephone Timelines can be »

Deleted

Service Email

Address m ;

Organisation Name -

Establishment a b4
|

. Enter the CSS Service Team panel:

. Enter the Service Team Name and other required details, e.g. Service Telephone, Service
Email, Address, etc.

. Select the Exclude Involvements from CSS/SEN Summary Reports by Default check box if
applicable, to deny confidential information to other services and agencies.

. The Show Hearing Impairment and Show Visual Impairment check boxes are not required
for SEN service teams; they are only applicable to CSS service teams.

. Select the Timelines can be Deleted check box to enable timelines to be deleted from
students’ involvements created by this service team.

NOTE: When you select this check box, a Delete Timeline button is added to the toolbar on involvement
records.

. Select the Establishment to which this service team is linked. For more information about
establishments, see SEN Establishments on page 70.

. In the remaining panels on the CSS Service Team Definition dialog, select the default items
appropriate to the new service team you are creating.

. Enter the remaining panels:
. Click the Add button to display the Lookup Codes chooser dialog.

b. Highlight one or more Codes then click the Select button to add them to the panel.

The following table shows the source of the service team default items. In most cases these are
lookups prepopulated via Tools | Administration | Lookups.

Panel Name Populate from

2 Communication Categories Lookup Table ID 1065
3 Activity Types Lookup Table ID 1055
4 Activity Focuses Lookup Table ID 1056
5 Activity Target Groups Lookup Table ID 1057
6 Activity Support Types Lookup Table ID 1058
7 Provision Funding Bodies Lookup Table ID 0126
8 Provision Reasons Lookup Table ID 0822
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Panel ‘ Name ‘ Populate from

9 Activity Time Categories Lookup Table ID 1061

10 Service Category Services | Service Categories

11 Activity Attendance Codes Lookup Table ID 1068

12 This panel has been removed

13 Activity Templates Data Management | Templates

14 Charge Types Services | Provision Charge Types

Here are some notes on the CSS Service Teams Definition panels:
Communication Categories (panel 2) are for reporting purposes only.

You must enter Service Categories (panel 10) for the service team to be available for selection
for involvements and activities.

Activity Templates (panel 13) is specific to PULSE licence holders. If you try to add a template
and your Local Authority does not hold a PULSE licence, a message is displayed informing you
that you do not have a licence.

Charge Type (panel 14) enables you to link a Charge Type to a Service allowing it to be
independent of an individual service provider link when you want to add a provision. This also
enables multiple provision records linked to a charge type for a specific service, to be
maintained easily in bulk. For more information, see Provision Setup on page 32.

Click the Save button.

Deleting a Service Team

A service team can only be deleted if there are no records attached to it. If there are records
attached to the service team, these must be deleted or reallocated to another service team.

Note: Deleting or reallocating a record should be carried out in accordance with the LA’s policies and
processes with regards to data retention.

If a deleted service team is mentioned in another service team’s ACL, the ACL is updated for the
remaining service team’s record. For more information on ACLs, see Access Control Lists

(ACLs) on page 33.

When a service team is deleted, it is recorded in the audit trail via Tools | Audit Trail | Audit
Trail. For more information on the audit trail, see Using the Audit Trail on page 91.

If a service team has been migrated from One v3, it cannot be deleted.

The following service teams cannot be deleted as they are seeded service teams:
SEN (ID — 9999999999)

Exclusions (ID — 9999999998).

To delete a service team:

Select Focus | Services | CSS Service Teams Administration to display the CSS Service
Team Enquiry page.
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&3 Search Collapse -

1. Service Team Search

Service Team Name =E

o Select Mew %Qelete Qpen

Seryice Team Name Exclude Invohrements from CSS/SEN Summary Reports by Defautt
1 Education Welfare Service Mo
2 Educational Psychology Service Yes

SEM Yes
SEND No
ERTEEN_ | IBET CEE Ho
[ —— Yes
= Ho
RIS _ R S Ho

. Highlight the service team and click the Delete button to display the Service Team Confirm
Delete dialog. The list displays the Record Type and the Number of Attached Records.

3 e s
§| Service Team : = = | ] ey
@ Cancel % Confirm Delete

Record Type Mumber of Attached Records —
Activity 2
Invohrement 10
Provigion 9
| Chronology i}

. Click the Confirm Delete button to remove the service team. Once the service team has been
deleted, it cannot be retrieved.

If the service team has attached records, the following message is displayed:
A service team may only be deleted if it has no dependent records.
If the service team has been migrated from One v3, the following message is displayed:
This is a service team which was migrated from v3, therefore it cannot be deleted.
If the service team is seeded, the following message is displayed:

This is a unique seeded service team; therefore, it cannot be deleted.

SEN Role Manager

Roles are used throughout One to enable specific people to be available for selection when
populating relevant fields, e.g. SEN Assessment Officer.

The Role Manager enables you to add roles to the list of seeded roles and assign people to
those roles.
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Adding a Role

. Select Tools | Administration | Role Manager to display the Role Manager dialog.

4 Search (2] Collapse -

o
Description

] Newl% Delete ] Open [ Open In New Window - Next 407 Previous

Code Description Remarks System Defined? Used in SEN? -

A Applicants abcd es No [

ASSTCO  Assessment Co-ordinators Yes No M0

OFF Assessment Officer Yes Yes

AUD Audiologist No es

ATHOFF  Awthorising Officer Yes No

AD Autism Outreach Officer Yes Yes

B Base Yes No

BSO Behaviour Support Officer No es

BUDGHD Budget Holder Yes No

CIEE CIEE Contact No No

CMD CMD Officer Yes Yes i

:T St 1 = - | »
|E Save D MNew 5 People

01. Role Details | 01 Role Detals  ~ 7

« RO

Code OFF

Description Assessment Officer

Remarks

System Defined? o Used in SEM? o

. Click the New icon to display the Role Details dialog.

Save New Beople
|E & Beop

01. Role Details | 01. Role Details -7

« RO

Code
Description
Remarks

System Defined? b 4 Used in SEN? »

. Enter a unique role code (up to six characters) in Code, along with an appropriate Description.
A free text Remarks field is also available.

. System Defined check box:

When selected, this box indicates that the highlighted Role Code is system defined and cannot
be deleted.

If a role is user defined and saved with this check box selected, it also cannot be deleted.

Defining a role with this check box deselected means the role can be deleted after first removing
the Associated People.

. Used in SEN check box: Select this check box to allow the new role to be filtered to the relevant
area. Any role may be flagged for SEN use.

. Click the Save button.
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Assigning a Person to a Role

1. In the Role Details panel, click the People button to display the People Assigned to Role
panel.

|E Save

_| 02. People Assigned To Role | 01. Role Details - ;,7

(01. Role Details h -

Code OFF

Description Assessment Officer

Remarks

System Defined? o Used in SEN7? v
(02, People Assigned To Role

Title Forename Surname: = | mg Add

| | 5¢ rermove

Mr - e —
Mr e P

Mrs —=n -

m

Mr o=

m

Mrs - g

Mrs - -
Mr -

Wrs = = om

Mrs mm -

Mrs === =

Mr = -

Miss Ewmm -

Mr m=s, o ==w=s

Mr = ms -

Wrs =mom

2. Click the Add button to display the Person Enquiry page.

3. Search for the person you want to assign, and then add them to the People Assigned to Role
panel.

4. Click the Save button.

SEN Administration

There are three SEN configuration options:
m SEN Review Types Setup enables you to set up the types of assessment review.

= SEN Configuration enables you to record the SEN statutory time limits that update the
Assessment Progress panel on an assessment involvement. For more information, see
Enquiring on Progress of the Assessment on page 42.

m SEN User Defaults enables you to set your own default users for SEN assessment roles, i.e.
Assessment Officer, Administrative Officer, Medical Officer and Social Services.

Setting up SEN Review Types

The SEN Review Type Set up dialog enables you to set up different types of assessment
review. Review types populate the Review Type drop-down when statement review
involvements and standalone review involvements are created. For more information, see
Creating a Statement Review Involvement on page 54.

. Select Focus | Services | SEN Administration | SEN Review Type Setup to display the SEN
Review Type Enquiry dialog.
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33 Search @Collapse -

1. SEN Review Types
Review Type
Description

[ New $2 Delete Open In New Window

Review Type Description Next Review Active
MON Interim Review Yes Yes
NOR MNormal Annual Review  es Yes
P Planned Review Yes Yes
R14 14+ Annual Review Yes Yes

Click the New button to enable editing.

Enter the Review Type code and Description. Consider whether the following fields are
appropriate for your processes:

a. Next Review: With this check box selected, One automatically creates a statement review for
one year's time when an assessment involvement’s Final Date field is entered and saved.
For more information, see Saving the Involvement and Creating a Review on page 57.

b. Active: This checkbox allows you to 'archive' a review type. You may wish to do this if a
review type is not to be used again but has records held against it.

Click the Save button.

Setting up SEN Configuration

Each phase of a SEN assessment has a statutory time limit as outlined by the DfE Code of
Practice. This screen enables you to enter the timescales as a default, against which the
process dates of an assessment are validated on the Assessment Progress panel on an
assessment involvement. For more information, see Enquiring on Progress of the Assessment
on page 42.

Select Focus | Services | SEN Administration | SEN Configuration to display the SEN
Configuration dialog.

®
[ save

1. Statutory Limi... | 1. Statutory Limits Fc =

1. Statutory Limits For A

'Phase1 - Decision 3 Days 0
Weeks

Phase 2 - Assessment 1 Days 0
Weeks

Phase 3a- Proposed 2 Days 0
Statement Weeks

Phase 3b- Final g Days 0
Statement Weeks

Enter the assessment timescales. All phases are defined in weeks and days.
Click the Save button.

Setting up SEN User Defaults

The SEN User Defaults dialog enables you to set your own default names for SEN assessment
roles, i.e. assessment officer, administrative officer, medical officer and social services and
communication log sender.

NOTE: These names are specific to your User ID and must belong to your service team. It is not
mandatory to define all professionals.
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Select Focus | Services | SEN Administration | SEN User Defaults to display the User
Defaults dialog.

=
E] Save 3¢ Remove Defaults
SEM Assessment User Defaults SEN Assessment Us -

'KSEN Assessment User Defaults ™
 User Name (i) System Administrator

Assessment Officer SIEET L =3 >< P,

Administrative Officer B o =3 >< P,

Medical Officer ] = X P,

Social Services e = X 8

ggnl'l'ldn;?niCﬂﬁDn Log  Assessment Dfficer -

To add a default name to a role, click the Browse button to display a list of people who are
assigned to the selected role. Select the required name then click the OK button.

To remove a default name, click the Clear Selection button. This clears the field for you to
reselect, it does not delete the person from the role table.

To clear all fields, click the Remove Defaults button.

NOTE: You should choose a user in your service team for Assessment Officer and Administration
Officer.

Once defined, the names automatically populate the SEN Professional panel on SEN
assessment involvements. For more information, see Adding Assessment Officers and Admin
Officers page 42.

SEN Involvement Forms Setup

This section describes how to set up SEN involvement forms based on the following templates
supplied by Capita:

SEN Assessment Involvement form: Use this involvement to record details and assign
relevant officers to the appropriate roles required to support the SEN involvement throughout the
Assessment process.

SEN Statement Review Involvement form: SEN statements must be reviewed once a year to
ensure that the support specified within them remains appropriate.

SEN Standalone Review Involvement form: Use this involvement where there is no formal
SEN record, for example where a student is being monitored prior to a possible assessment.

SEN Tribunal Involvement form: Where parents disagree with the decisions of the Local
Authority, they have the right to appeal to the SEN and Disability Tribunal, an independent body.

Overview

The process for creating involvement forms and using involvements is as follows:
Capita provides four SEN involvement templates, included in the SEN v4 module.
Local Authorities’ business system administrators:

set up involvement forms to reflect your SEN processes, based on the Capita-supplied
templates, and

link your involvement forms to service teams.

These procedures are described in Setting up a SEN Involvement Form on page 79.
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Service team members linked to an involvement form, e.g. caseworker and admin officers, can
then create a student’s assessment involvement. This procedure is described in Using SEN
chapter on page 39.

NOTE: You can create multiple versions of SEN involvement forms which can be made available to
designated service teams to suit your business processes.

Prerequisites

Before setting up SEN involvement forms, you should make sure that lookup tables and the
service team structure have been set up in SEN.

More Information:

Setting Up SEN on page 3

Setting up a SEN Involvement Form
This procedure shows how to set up an involvement form. Here is an overview:
give the involvement form a description,

enter the name your local authority uses for your SEN officers who are responsible for SEN
cases, e.g. assessment officers,

add the lookup codes which display in the drop-down fields on the panels in a student’s
involvement record. For more information on creating involvement records for students, see
Using SEN chapter on page 39.

Select Focus | Services | CSS Involvement Forms to display the Involvement Form Enquiry
dialog, where you can search for existing forms and edit or create new ones.

®

&4 Search [Z] Collapse ~

01. Involvement Form Details
Form Description
Form Type Not Specified o

Delete Open In New Window

NOTE: If you edit an existing involvement form, changes will take effect immediately but will not affect
existing involvement records that have already been created for students.

Click the New button to display the New Involvement Form dialog.

®
||-'—:| Save || Mew [_]DataPanels UDF Manager
01. Involvernent Form Details | 01. Involvement Forn -
01. Involvement Form Details
ﬁorm WS | - | | Continue }

Select the Form Type from the drop-down, then click the Continue button to display the
Involvement Form panels

NOTE: Form types are the Capita-supplied involvement form templates.
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[ Save [7] New [_]Data Panels UDF Manager
(& 01, Involvernent Form Details|| 02. C55 Service Teamns | 03. Statuses | 04, Sources | 05. Reasons | 01. Involvement Forn -
'rD1. Involvement Form Details iy -
Form Description |
Form Type SEN Assessment Involvement 1
Caseworker Label 1
Send To ContactPoint ContactPoint Sensitive
Service Invalvement
(02, C55 Service Teams B
Service Team Name  Exclude Involvements from CSS/SEN Summary Reports by Default L:_:-' Add
Remove

Enter the Involvement Form Details panel:

Enter a Form Description to describe this involvement form. This name is displayed when
users choose a new form.

Enter a Caseworker Label. This title is shown on the involvement form and reflects the label
your local authority uses for caseworkers.

Click the Save button to save the involvement form.

In the CSS Service Teams panel, link the service teams that can use this form to create
involvement records for students:

Click the Add button to display the CSS Service Teams Enquiry dialog.

=]

op Add |
7 Remove

02, €55 Service Teams

Service Team Name  Exclude Invelvements from CSS/SEN Summary Reports by Default

Enter search criteria in Service Team Name then click the Search button.

Highlight the required service team then click the Select button to add the service.

NOTE: You can associate involvement forms with one or more service teams. This means that a
particular involvement form may not be available to a user in another service team.

Continue to populate the remaining panels with the lookup codes. The displayed panels depend
on the involvement form type. The following steps are for setting up a SEN assessment
involvement form:

In the Statuses panel, add the involvement statuses that you want to be displayed in the
involvements created from this template, e.g. Active, Closed etc.

In the Sources panel, add the organisations or individuals that can originate a request for
assessment, e.g. Current School, Parent, etc.

The Reasons and Outcomes panel contain generic functionality and are not part of the
statutory SEN process.

SEN Handbook
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In the SEN Assessment Types panel, add the statutory assessment types relevant to this
involvement form, e.g. Initial Assessment, Further Assessment etc.

'07. SEN A 1t Types

Internal Code Description External Code Active & Add I
TEmove

u| Lookup Codes - Assessment Type

o Select All of Select

d Internal Code  Description External Code Active

a LK 0315 - TABLE_ID OTH Yes
8. SH EP Educational Psych OTH No

1 [ ENQ Enguiry OTH es
Internal

FUR Further Assessment FUR Yes

INI Initial Assessment INI Yes

LEA LEA Transfer LEA Yes

TE LEA Transfer Mid Assessment NI Yes

|| Om COther OTH No
4 SAP School Action Plus OTH Yes

=1l

In the SEN Assessment Categories panel, you can add values to the involvement form on
which you can filter, e.g. you can set up categories such as Cognition and Learning,
Communication and Interaction etc.

Click the Save button. The new involvement form is now available for use by its target
caseworkers.

NOTE: Saved involvement forms are added to Focus | Services | CSS Involvement Forms.

UDFs and Involvement Forms

User Defined Fields (UDFs) enable you to add extra fields to accommodate data items that
One does not store. The UDF Management functionality is available on the four SEN
involvement forms.

UDFs are created against entities; they can only be used once. When defined, UDFs are stored
in a series of UDF tables.

UDFs cannot be deleted; they can only be made inactive by removing them from the entity. If a
UDF is removed from an entity, it is removed from all records for that entity; this affects all
records regardless of when they were created.

UDF Management is accessed by clicking on the UDF Manager button at the top of the
Involvement Form Details page or via Tools | Administration | UDF Management.

MORE INFORMATION:
For more information on UDFs, see the online help or

RG_Administration_Managing UDFs on the One Publications website via Reference Guides |
Administration.

Timelines

What is a Timeline?

A timeline is a set of predefined activities that a caseworker or administrative officer follows
when dealing with a particular type of involvement, e.g. sending letters, recording decisions, etc.

Timelines are connected to involvement forms. When you enter a date in a timeline activity, it
automatically fills in the linked date field on the involvement.

Timelines are process flowcharts with a beginning and an end, showing the flow of activities as
a series of connected boxes, as in this example of part of a statement review timeline:
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[ 5ave Image L] Page Setup (= Print

=

Involvement Timeline

28 Days - Statement Review

Meeting Date

‘Warning: 0
Target: 0O
v

Has Report been received from School?

= A

Answer: Repork Received
School

Answer: Report Qukstandin
fram School

Chase Report From
Schaool

Warning: 5 1
Target: 7
/A

The timeline design tool supports the addition of multiple branches whose ‘route map’ is
determined by customisable user questions/answers. For example, at the end of an SEN
assessment, the user can be asked by the timeline whether they want to issue a draft statement
or a note in lieu. When the user responds, the workflow follows the correct branch.

SIS

Pre-defined Timelines

Pre-defined timelines are supplied by Capita appropriate to the SEN process; these are
associated with a SEN Assessment Source and Assessment Type.

If required, you can edit or create your own timelines from scratch.

Timelines can be created by dragging and dropping workflow activities into the workflow
designer, allowing additional activities to be carried out individually, in parallel with other
activities or in a specific sequence.

Timelines are linked to Involvements

A timeline is designed once but re-used many times by associating an instance of it with an
involvement form.

To use a timeline, it must be associated with an involvement, as follows:
Create a new involvement, or
Select an existing involvement without a timeline.

When a timeline is associated with an involvement, it is given a start date and its activities are
displayed for completion as Workflow Messages on the caseworker’s or admin officer’'s Home
Page after the number of pre-defined days has elapsed.
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NOTE: Although it is optional to link a timeline to an involvement, it is necessary to do this for a timeline to
function correctly with an involvement.

Linked Fields

When an activity that is linked to a field within an involvement is completed, the completed date
entered on the timeline populates the corresponding linked field in the involvement.

However, if a date has already been entered in a linked field on the involvement, then the
timeline linked activity is completed, the date entered on the involvement will be overwritten by
the completion date of the linked timeline activity.

Using the Timeline Designer

Use the Timeline Designer via Tools | Administration | Timeline | Timeline Design to:
Import a timeline template (a file in .XOML format).

Create a new timeline from scratch.

Edit an existing timeline.

Clone an existing timeline.

Importing a Timeline

This procedure describes how to create a new SEN timeline by importing a timeline definition
file, which has a .XOML file extension.

Select Tools | Administration | Timeline | Timeline Design to display the Timeline Enquiry
page.
Click the New button to display the New Timeline page.

[ save [F] New [3] Clone| ] Import

01. Basic Details | 02. Involvement Forms | 03, Workflow 01. Basic Details -

0. Basic Details

Timeline Name

Description

Click Import to display the Open dialog.

Browse for the .XOML timeline definition file you want to import then click the Open button to
display the imported timeline in the Workflow panel.



© T » o o

Setting Up SEN

W_

|
*iJ Activity [F| saveImage [0 Page Setup = Print

| Limit

o

31| Sequence Activity " -
Involvement Timeline

dith Parallel Activity —

}.’j. Branch I\?

SEM - First Annual
Q‘a Correspondence Activity Revien

© StopWorkflow

4%, Branch After Delay

m

Warning: 335
Target: 365

14 Days - Report from School

=

Has Report been received from School? -
=
Answer: Report 3 Answer: Report ou
from school from school =

Enter Timeline Name and a Description, if required.

Enter the Involvement Forms panel:
Click the Add button to display the Involvement Form Link window.
Click the Search button to display the Involvement Form Enquiry window.

Select the required Form Type then click the Search button to display involvement forms of that
type.
Highlight the required involvement form then click the Select button.

NOTE: A timeline must be linked to one or more involvement forms.

If the involvement form you are linking the timeline to is an assessment involvement form, you
can filter the use of this timeline/involvement link by Assessment Source or Assessment Type
fields, by selecting the relevant checkboxes in these panels.

. If required, edit the timeline In the Workflow panel. For more information, see Creating a new

Timeline on page 25.

. Click the Save button in the New Timeline page to save the timeline/involvement form link.
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Creating a new Timeline
To design a new timeline:

. Complete the fields in the Basic Details panel:
Timeline Name: Must be alpha numeric, cannot contain any symbols.
Description: Free text field.
Working Day Base: Not required for SEN.

Setting Up SEN

Select Tools | Administration | Timeline | Timeline Design to display the Timeline Enquiry
dialog.
. Click the New button to display the New Timeline dialog.
|E] Save Clone 4| Impork
01, Basic s 02, Involvement Forms | 03, Workflow 01, Basic Details - ;,7

(01. Basic Details J
' Timeline Name |

Description

‘Working Day Base Iz‘

'ﬁ. nent Forms N

Involvement Form | Involvement Form Type  SEN Assessment Source(s) | SEN Assessment Type(s) L{.}IAdd

NOTE: To create a timeline, you must add one or more involvement forms.

. In the Involvement Forms panel, click the Add button to display the Involvement Form Link
window.
. Click the Search button to display the Involvement Form Enquiry window.
Y| [Involvement Form Link] = Py
[ save
_| SEM Assessment Source(s) | SEN Assessment Type(s) | Inwolvement Form Lir - ;,'_
_Trwol‘vemerlt Form Link
\nvolvement Form QX
Involvement Form Type I}
ﬁ Assessment Source(s)
| | W

6. Enter search criteria in Form Description and Form Type then click the Search button to

display the search results.

NOTE: To retrieve all involvement forms, click the Search button without entering search criteria.

SEN Handbook
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7. Highlight the Involvement Form you want to add to the timeline then click the Select button to

display the Involvement Form Enquiry window.

-
.| Involvement Form Enquiry

.@é‘

33 Search @Collapse -

1. Involvement Form Details

Form Description

Form Type SEM Assessment Involvement -

o Select | [] New §£ Delete [ Open In New Window

Fnrm[%escriptinn Form Type
€N ent_involvement SEN Assezzment Involvement
SEN Asseszment SEN Azsessment Involvement

. Select the involvement form you want to add to the timeline, then click the Save button.

Assessment Type panels.

NOTE: If you add an assessment involvement form to a timeline, you can filter the use of this
timeline/involvement link by selecting the required check boxes in the Assessment Source or

%] [Involvement Form Link] S 8

:Elg

4 save
_‘ SEM Assessment Source(s) | SEN Assessment Type(s) |

Involvement Form Lir =

(Involvement Form Link

[ invoivement Form iSEN Assessment

QX

Involvement Form Type SEM Assessment Involvement

'gEN Assessment Source(s)

Displ...
“ D es

D Yes
D es
D es
[ ves
D Yes
D es

Description

Current School

Department of Social Services
Educational Psychologist
Educational Welfare Officer
Health Authority
Parent/Guardian

School Action Plus.

f gEN Assessment Type(s)

Description
D Educational Psych

D Enquiry
| Further

9. Click the Save button to add the involvement form to the New Timeline dialog.

10. In the Workflow panel, drag and drop Workflow Activities onto the Involvement Timeline.

Any number of activities can be used to create a timeline.

3. Workflow
_{'J Auctivity [ save Image [ Page Setup 4 Print ]
(3] Limit ~
@ Sequence Activity ? = a
Involvement Timeline
ljjgl Parallel Activity
5%, Branch Start of Timeline >
2, T ]
47 Branch After Delay Dirap Activities
{a Correspondence Activity Here
@ StopWorkflow
-‘-‘--'-——_
End of Timeline
=
7]
38
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NOTE: When you drag a workflow activity onto the timeline, green plus symbols < show where you can

‘ drop the activity.

Workflow activities consist of a number of different properties:

Activity Designer Properties

_I'J Activity Adds a single activity directly to the timeline or inside
a parallel, sequence or branch activity
_.E Limit Defines maximum days in which a group of activities
must be completed
_.E Sequence Adds a group box, places activities that are to be
Activity carried out one after the other into the sequence box

Parallel Activity

Adds a group of activities that are to be carried out in
parallel, but enables them to be completed in any
order

ﬂ’t, Branch Defines multiple routes through the timeline
i:.'i, Branch After Defines multiple routes through timeline (preceded by
Delay reminder message)
'iﬁ' Correspondence | Generates outbound correspondence, e.g. email or a
Activity letter at run time. Letters are based on templates in
the Communication Log.
@ Stop Workflow For Branches only! Terminates the timeline

11. To enter the relevant details for the selected activity, double-click the activity’s shaded header
area to display the Activity Properties dialog, for example:

Parental Views
Time Limit

Warning: 29
Target: 29

A AMEM.

Assessment Panel (41
Meeting

Warning: 15
Target: 29

N\

e

To display the Activity
Properties dialog,
double-click the shaded
header area.

For details on creating correspondence activities, see Using Timelines to Generate

Correspondence on page 29.
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12. Select the panels in the Activity Properties dialog. The panels that display depend on the
activity you select. The following is an example of the correspondence Activity Properties
dialog.

I~ N
fu| Activity Properties [ ] ﬂ
[ save

[FNRESEERRBERIR] | 02. Template Details | 03. Linked Field | 04, First Reminder | 05. Second Reminder 01. Recipient Detalls ~ /7
»

(01, Recipient Details

[ Recipient Role || ,|

Response Required v

(02, Template Details N
Report Template Q %

(3. Linked Field N
Linked Fild None (s}

(04, First Reminder "

Days until sent

Report Template Q X

’%. Second Reminder &

Days until sent

Report Template Q X

NOTE: When specifiying the number of days for a task, you should always use calendar days.

13. Click the Save button.

Linking a Timeline Activity to an Involvement Field

You can link a timeline activity to a field on the linked involvement using the Linked Field
activity property.

NOTE: If a field is not linked to a timeline activity, no workflow messages are produced.

1. Double-click a timeline activity to display the Activity Properties dialog.
2. Click the Search button in the Linked Field panel to dispaly the Choose a linked field dialog.
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fu| Activity Properties
E Save
(1. Basic | 02. Warning Days | 03. Target Days - G iEy
v ,{) Select
Title Assessment Panel Mesting @ Linked Fields
Description """ @ tone
E|JT j SEN Assessment Involvement
o
(02. Waming Days | &5 Assesslient Notified Date
[WamingDays 15 Tvee § L @ Assessment Start Date
Message AssessmentPanel Meeting due in2 weeks. || | © @ Assessment Completed Date
------ @ Statement Panel Date
LRSI Caseworker MO | | I @ Statement Draft Date
A—— | | I @ In Lieu Date
Target Days 79 Type || | @ Final Statement Date
Message Assessment Panel Meeting due now. - @ Statement End Date
|’_—‘|----Jl __j SEN Statement Review Involvement
Message Assignee Caseworker - W @ ReSnoasclue
------ @ Response Completed
(04, Linked Field I
Linked Field Assessment Panel Date g
|
\

Select the required date field you want to link, then click the Select button to return to the
Activity Properties dialog.

Enter the other fields as required, for example Warning Days and Target Days. Workflow
messages are produced based on the number of days passing for an activity and can either be:

Warning Days - what is coming up that you need to attend.
Target Days - what activities have been missed.

Click the Save button to return to the New Timeline dialog.

NOTE: A link icon appears in the top right corner of the Activity box. When the activity is completed via
the timeline, the corresponding field on the involvement is updated. However, if a field is edited on an
involvement it is not updated on the timeline.

Using Timelines to Generate Correspondence

Use Correspondence Activities in the timeline design to generate emails and letters, e.g. to
professionals, from templates stored on the communications log and saved as linked documents
for that student. Correspondence activities can generate letters from templates based on either
quick reports or Crystal reports.

NOTE: A letter generated using a quick reports template can be edited before it is saved.

Double click the timeline activity, e.g. a letter in this example, to display the Activities
Properties dialog:
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bys - LEA Seek Advice

Request SEN Advice

Request Advice fro...
i Inv - Ed Psychologist

S ——————————————

[ save

© |[FIRESHIEREDERR] | 02. Template Details | 03. Linked Field |

{01, Recipient Details »

Inv - Ed Psychologist -

Response Required »

01. Recipient Details ;,7

'Recipient Raole

(2.1 Details 3

Report Template Request Advice from Professionals QX
o

(03. Linked Field .

g‘ = _
04. First inder -

Days until sent

Report Template Q >(

(5. Second Reminder -

Days until sent

Report Template (<} >(

. Select the Recipient Role. You can choose from the following options:

Person: One loads a person search at runtime, i.e. when the timeline is used in an involvement.

Parent — Joint: Where those with parental responsibility for the student share the same

address, any letters that are generated are automatically addressed to both parents.

Parent — Individual: One letter is produced per parent/carer, irrespective of whether there are
multiple parents living at the same address.

Base: Recipients prefixed with Base, e.g. Base - Ed Psychologist, are linked to the student’s

base.

Inv: Recipients prefixed with Inv, e.g. Inv - Ed Psychologist, are linked to the student’s
involvement. For more information, see Adding Assessment Officers and Admin Officers on

page 42.

. If required, select the Response Required check box. This specifies that a response from
the recipient is required. After the letter has been sent to the recipient, the activity is not
completed until a response has been received and logged.

. If required, select the Reminders check box. You can set up first and second reminders to be
sent based on the number of days after the original letter has been sent, i.e. Days until sent.
Also, you can include a Report Template, which is sent as an attachment.

A workflow message is received when the date for the first reminder is reached for a particular

activity. The date for the second reminder is calculated when the first reminder is sent.

More Information:

Generate Correspondence topic from the One online help.

. Click the Save button.

SEN Handbook
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Service Manager’s View

A service team manager can view timelines that have been associated with an involvement for

their team members.

1. Select Focus | Services | CSS Services Teams Workload to display the CSS Service Team’s

Workload dialog.

2. Highlight the required team member
that have a timeline attached, in the

, €.9. an assessment officer, to display their involvements
Involvements panel.

SEM » Include Previous Team Members [~
-

FromDate  02/06/2014 - ToDate  09/06/2014 hd Show currentfuture only +f

Involvements without subjects [ Show individual's involvements for all Service Teams [T
[F New 5 Refresh | Subject Search

| Subject Involvemer| Status Start Date | End Date Service Caseworke| Case File | Case Involvemer |

g 05/11/2008 SEM Asses... Active 09/08/2014 SEN 438 Received 1198

k Timeline on schedule

3. To open the involvement in the Timeline Details panel, click the subject’s name link in the
Subject column.

More Information:

CSS Service Team Workload topic from the One online help.

User Access Control

User permissions functionality consists of three areas, which you access via Tools |
Permissions:

Report Permissions
User Group Permissions
User Group Processes

Report Permissions

Use Report Permissions to control the level of access a user must report areas and specific
reports within One. Permissions to access and run reports in the v4 client are granted by the
systems administrator via Tools | Permissions | Report Permissions.

More Information:

RG_Permissions_Report Permissions available from http://www.onepublications.com

SEN Handbook
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User Group Permissions

User Group Permissions control group access to all web services, web methods, menu routes
and menu links into the One business processes.

Select via Tools | Permissions | User Group Permissions.

More Information:

RG_Permissions_User Group Permissions available from http://www.onepublications.com

User Group Processes control the level of access a user group has to specific areas and
functionality within One. A group’s permissions can be assigned broadly against a main
business process or to any of the individual business processes that constitute a main business
process. Business processes map to menu routes and links, which in turn are linked to a user
group, rather than an individual.

Select via Tools | Permissions | User Group Processes.

More Information:

RG_Permissions_User Group Processes available from http://www.onepublications.com

User Group Permissions and User Group Processes

User Group Permissions work in tandem with User Group Processes, where the user selects
the desired business process and One sets the privileges accordingly. Click the link in the Links
panel to switch between the two methods.

Data Panels

In the toolbar area at the top of many pages is the Data Panels button which gives you the
option to hide panels which are infrequently used. However, it is not a security measure as data
is still delivered to the panel and not restricted.

To deny access to the Data Panels icon:

Select Tools | Permissions | User Group Processes to display the User Group Permission
Editor dialog.

’/-E‘.elec‘t a Group -
Looking For ad Search by  Group Name -
o Select
Group Mame Descriptien Active Members  Total Members =~
SEN Admin SEN Administrators T T
SEN ADMIN SEN ADMIN 3 3
SEN Caseworker SEN Caseworkers and Officers 26 26

Highlight the required Group then click the Select button to display the Permissions Editor
dialog.

In the Main Processes panel, select Administration from the Main Business Processes
drop-down to display the Business Processes panel.

In the Data Panel row, select the Deny column.
Click the Save button.
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Access Control Lists (ACLSs)

Access to specific records can be controlled using access control lists (ACLs). These can be set
by a system administrator opening the record and clicking on the Set ACL button near the top of
the screen

A system administrator can deny or allow access to specific individual users, posts, groups of
users and service teams.

Provision Setup

The provision functionality enables you to record service provider, service and charge/cost
information against a student to cover the full period of time of provision.

More Information:

Recording a Provision on page 63

One automatically calculates the charges for each provision year based on the start date and
end date of the provision together with the Provision Years (which are usually financial years)
defined in the system.

More Information:

Provision Year Setup on page 37

You can record payments to third parties as transactions against a provision charge/cost.

There are two ways to record a provision against a student. Which method you choose depends
on your Local Authority’s preference:

‘Service Provider Link’ method

‘Charge Type and Service’ method.

NOTE: When you create a provision record for a student, One allows only one of the above methods, i.e.
‘Service Provider Link’ or ‘Charge Type and Service’.

Service Provider Link Method

Before you can record a provision against a student, you must link together the service provider,
the service being provided and the associated charge type.

Example

A Service Provider (e.g. Special School for the Deaf) is linked with the Service being provided
(e.g. Learning to Sign) with a Charge Type (e.g. £560/day).

Setup (summarised):

Define which services are available for selection by your service team. Do this using the service
categories which are applied to a service via Focus | Services | Service Categories. For more
information, see Services on page 3.

Define the provider, service, and charge type association via Focus | Services | Service
Provider Links.
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Charge Type and Service Method

Here you link the service with a charge type, i.e. no link exists to the service provider (until you
create a specific provision record).

Changes to a charge type affect all records using it, so this method allows multiple provision
records, linked to a charge type to be maintained easily in bulk.

Example

A local authority associates a charge type (e.g. £50/day) with a specific service (e.g. Learning to
Sign). Any changes you subsequently make to that charge type affect all provision records for
that service.

Setup (detailed)

Define which services categories are available for selection by your service team.

5. Define services categories via Focus | Services | Service Categories.

P9
E\} Save D Mew

| Basic Details -

Basic Details

( Code

Description ‘Youth Service

6. Define which services are applied to a service category via Focus | Services | Services.

7. Define the Provision Charge Type Lookup Codes via Tools | Administration | Lookups,
Table_ID 1062:

'/I:ookup Tables

Looking For Search by Table ID <

o Select |—_| Mew Open In Mew \Window
Tahkle I Table Description

1061 Activity Time
W (RO SR ISHE Provision Charge Types must be
1063 Service Type A t
1064 Service Provider Category clive.
& Select
Internal Code | Description External Code | Active
AMS Annual School Yes
CHIL Chalcott Independent School Mo
PCT4 Charge Type 1 Yes
EXSC Education other than schoal Mo
Eal Ecjuipment Mo

8. Provision Charge Type codes added to the lookup table are listed in Focus | Services |
Provision Charge Type where the Charge Rate is defined.

Important Note:

If an end date added for the Charge Details on a Provision Charge Type is before the start date of the
provision record, when new charges are added to the provision charge type One resets the existing
provision hours on the student provision record to 1 and records of any payments that have been made
are lost.

To prevent any payment records being lost, see the section on Charge/Cost Details and Provision Charge
Type on page 36.
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9. To define the provision charge rate:
Access the Charge Type Detail page via Focus | Services | Provision Charge Type.
b. In the Charge Type Cost Summary panel, click the Add button to display the Charge Rate

|1-_'] Save
| 02. Charge Type Cost Summary 01, Charge Type Det =
{01, Charge Type Detail
Charge Typs PCTI
Description Chargs Type 1
active v

(02, Charge Type Cost Summary

Wiew &ffected Provisions
Start Date  EndDate  CostPer Unit  Unit  HrsiVeek Calculation  Include INSET Days \-L:J Add
£ _ olx e
o ok

| 0. Charge Rate Dete

01. Charge Rate Details

( Start Date 207 2010 - End Diste -
Cost Per Lint 100 Unit Annual Calendar B
Frsiesk Caloulation v Include INSET Days %

c. Enter the Charge Rate Details:
Cost per Unit: The amount allocated based on the selected Unit.

Unit: this is the period which the cost is based on, i.e. Annual Calendar, Annual School, Day,
Half-Term, Hour, Monthly, Termly or Weekly. The unit may be marked as Not Applicable if, for
example, the cost is a "one-off", set for a fixed period.

Hrs/Week Calculation: Select this check box to enable, for example, an Annual cost to be
calculated per hour or week

Include INSET Days: Select this check box if the provision includes INSET days

10. Define the values in the service team via Focus | Services | CSS Service Teams
Administration:

m The Service Team must be linked to an Establishment of which you are a member:

®
[ 5ave [ Mew [CIDataPansls (5) Set ACL Defaults [3] Clone
L ¥ | 02, Communication Categories | 03, Activity Types | 04, Activity Focuses | 0S5, Activity Target Groups 01.CS5 Service Tea -
01, CSS Service Team -
”Serwce Team Mame ’css Service
Exclude Involvements x Send To ContactPaint x

from CSE/EEM
Summary Reports by
Default

ContactPoint Sensitive X Setvice Type i
Service

Service Telephons

Service Email

Address £ Select -
Organisation MName it

Establishment CS3 Involement Test Q x
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Add Service Categories (see step 1, above) to the Service Team (panel 10) which links the
service to the service team:

’/1_0. Service Category ™

Code | Description A Add
PROY  Provizions Migrated from w3
TRUMT Truants (LEA, exclusion, sttendance, Educational Welfare Officers, Out of School unit)

NOTE: When you create a provision record for a student, One allows only one of the above methods, i.e.
‘Service Provider Link’ or ‘Charge Type and Service’.

Charge/Cost Details and Provision Charge Type

If an end date is added to the Provision Charge Type | Charge Details panel before the start date of the Provision
record, One resets the existing provision hours on the student provision record to 1 and any payment records that
were made are lost.

To avoid payment records being deleted, complete the following procedure:
Follow steps 1 — 6 above to set up the Charge Type and Service method.
Click the Save button. The following message is displayed:

Saving these changes to this Provision Charge Type will cause some provision records to
lose Charge/Cost Detail rows with payments attached and/or Provision Hours which have
been entered against the record. OK  Cancel Export Details.

Choosing OK will continue the save without further confirmation.

Choosing Cancel will return you to the Provision Charge Type screen with your changes
intact but not saved.

Choosing Export Details will generate a .csv file containing details of the children and
provisions affected, which you can select where to save.

Click the OK button to save the record as normal; the affected payments will be deleted.

Click the Cancel button to stop the save, but retain the data entered by the user on the
Provision Charge Type screen.

Click the Export Details button to display the following message:

A .csv file containing the affected children and provisions will be saved at the location of
your choice. It contains children’s data so please choose an appropriate location. Do you
wish to continue? Yes No.

Click the No button to return to the first warning message without saving the changes made to
the Provision Charge Type.

Click the Yes button to select a location to save the file containing an export of the
student/provision data affected by the potential changes to the Provision Charge Type record.

The exported .CSV file provides enough information for the affected records to be found via the
v4 Client. The file lists provision records rather than students, so if one student has multiple
provision records, each affected provision is listed as a row.

G2 v (" = |:.';-‘2Chi\d?s,-:‘—'Prostiunsand 8w Service team.csv

A | B I c I 5 | E I F [ G o [ o J
1 |Student ID Name Date Of Birth Provision ID | Provision Year Provision Start Date | Provision End Date = Service | Service Team Name

~

= = = - 7 - - ] . - —]
EEmEal L R b e e ] il i R w ) . ——
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1.

2.

b. Select either Financial or Academic from the Year Type dropdown.
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Note:

Adding Provision End Dates for charge details will prevent this problem occurring.

It is advisable to ensure that charge details are kept up to date. If they are not up to date, they should be

edited before adding payments to provisions.

Provision Year Setup

One enables you to define year details for business processes, including provision. Years can

be either academic or financial, with user-defined start and end dates.

Select Tools | Year Settings | Year Definitions to display the Year Definition Summary page.

G
4 Search (2] Collapse ~

=

1. ¥ear Definition Filters

Business Process

Start Year 2014

~ fearType o

|:| New $€ Delete Open Open In New Window G Mext Previous

Business Process “fear Type Start Year ‘“ear Range StartDate End Date

Academic 2014 20142015 01092014 31082015
Exclusions/inclusions Academic 2014 20114215 01092014 31082015
20142015 01/04/2014  31/03/2015
20142015 01/04/2014 31/03/2015 Closed

Admizsions

Exclusions/inclusions Financial 2014
Early Years Financial 2014

Current Status  Me. of School Days in Financial Year

&l

[ save MNew Clone

1. ¥ear Definition Dgt -

ES

'q. Year Definition Details

Business Process ||

Year Type o

Start ear

Start Date -
End Date -
‘fear Range

Current Status

Select Provisions from Business Processes drop-down.

To add a new provision year, click the New button to display the Year Definition page.

NOTE: Once a Year Type has been saved it cannot be edited.

In Start Year, enter the year you want the provision year to start.

If required, you can change these fields.

. In the Start and End Date, the system defaults according to the Year Type and the Start Year.

NOTE: One calculates the Year Range depending on the Start Year you entered above.

SEN Handbook
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When you have finished, click the Save button. If the Year Type is Financial, One calculates
the No. of School Days in Financial Year.

[ save [F] New [3] Clone
1. Year Definition Details | 2. Record Update History 1. Year Definttion De'
(1. Year Definition Details ,
‘Business Process Provisions
Year Type Financial
Start “ear 2014
Start Date 01/04/2014 -
End Date 3110372015 (-]
ear Range 20142015
Current Status
Mo. of School Days in Financial Year 150
(2. Record Update History ™
Last Updated 05/01/2014 16:31:586
Updated By System Administrator

Here are some points to note about the No. of School Days... field:

The No. of School Days... field is used for calculations performed by the Annual School
Census process. The calculation is:

(School Days covered by provision) / (School Days in the Provision Year)

The No. of School Days... field defaults to 190. If you want a different value, you must amend it
before the year definition record is saved.

Only whole numbers can be entered with a maximum range of 1-366 (365 for financial years not
covering a leap year day). Additionally, the maximum value that can be entered cannot exceed
the total number of calendar days in the provision year.

The field value is automatically set to 190 days for existing financial provision years. Whether
the years are future, current or past does not affect this.

Where provisions exist for a given provision year, the Year Definition record for that year
cannot be amended (including the new field for number of school days in provision year).
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03 I Using SEN

This chapter is for SEN assessment officers/service teams and admin officers in Local
Authorities (LAs) who use One SEN for their day to-day business processes.

SEN Involvements

Involvements contain pre-defined data fields enabling you to log details of a student’s statutory
SEN statement process.

There are four SEN involvements:

SEN Involvement ‘ Linked to... More information ‘
Assessment Student Page 39
Assessment review Assessment involvement Page 54
Standalone review Student Page 54
Tribunal Assessment involvement Page 58

NOTE: Before you can create involvements for students, involvement forms must be set up and linked to
service teams. See SEN Involvement Forms Setup on page 18 for more details.

Assessment Involvement

Recording a SEN assessment for a student involves creating a SEN assessment involvement.
Once you have created a SEN assessment involvement it is used throughout the statutory SEN
process to add data for all SEN assessment phases, i.e. from the receipt of request for
assessment to issuing a final statutory statement, as follows:

Statement Weeks More information in this Handbook

Process

Phase 1 Decision 6 Logging a Request for Assessment (Phase 1) on page 40.

Phase 2 Assessment 10 Logging Assessment details (Phase 2) on page 49.

Phase 3a Draft 2 Logqing Draft (or In Lieu) Statement details (Phase 3a) on page
Statement 50.

Phase 3b Final 8 Logging Final Statement details (Phase 3b on page 51.
Statement

The SEN Process and the Timeline

NOTE: Although it is optional to link a timeline to an involvement, it is necessary to do this for a timeline to
function correctly with an involvement.

The SEN process is time specific. Each date field on an involvement indicates an event within
the assessment process. These dates are linked to a timeline which is displayed at the top of
the involvement form after you first save the involvement.

Pre-defined timelines are supplied by Capita appropriate to the SEN process. For more details
about timelines and the SEN workflow process, see Setting Up SEN chapter on page 3.
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Prerequisites

Before you can create an involvement on SEN you should make sure the following are already
setup within One:

SEN Prerequisite More Information
Version
v3 Map all users of Involvements to a Person on the One database | One System-Users,
(which is usually themselves). Groups, Permissions
H. K
Tools | System Administration | Users | User Details | andboo
Mappings
v4 Create a Post, e.g. Assessment Officer, via Tools | Team SEN Posts on page 8
Structure.

Add User(s) to a Post. Select if the user is a CSS Caseworker
and/or SEN Admin Officer.

v4 Create Establishments via Tools | Team Structure. SEN Establishments
Add a Post to Establishment. on page 10

v4 Create a Service Team via Focus | Services | CSS Team SEN Service Teams on
Administration. page 11

Link Establishment to Service Teams.

v4 Create SEN Involvement Forms via Focus | Services | CSS SEN Involvement
Involvement Forms. Forms Setup on page
18

To SEN involvement forms, add Caseworker label, CSS Service
Team, Statuses, Sources, etc.

v4 If you are using timelines, link a timeline to SEN involvement Creating a new
forms via Tools | Administration | Timeline | Timeline Design Timeline on page 21

Logging a Request for Assessment (Phase 1)

This procedure describes how to log a request for a new statutory assessment, for example you
have received a request from a student’s parent to assess a student for SEN purposes.

Creating a new Assessment Involvement

. From the required student’s record, select Involvements in the Links panel on the right side of
the Home Page to display the Involvement Summary dialog.

_

34 Search (2 Collapse =

Active v, My Involvements

Service (S ¢

Involvement ID

[F] New §€ Delete ] Open [ Open In New Window 4 Next 4 Previous

Involvement Form Status Start Date  End Date Service Team Caseworkers Case File Number Case Status

SEN Assessment Involvement Active 13122013 SEN Service Team Current statement
SEN Statement Review Involvement Active 131272013 SEN Service Team

< I | b

NOTE: If active involvements exist for this student, they are displayed below the Involvement Filter panel
on the Involvement Summary page.
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Click the New button in the Involvement Filters panel to display the Choose an Involvement
Form dialog.

| Choose an Involvement Form o[ =]

9 Select

7 sen

=

------ SEN Aszessment

Highlight the required assessment involvement form then click the Select button to display a
new blank involvement.

When you create an assessment involvement from a student’s record, some fields are
automatically populated. These include:

The Service Team that you are linked to
Involvement Form name

Subject

Caseworker or Assessment Officer

SEN Professionals, as defined in Services | SEN Administration | SEN User Defaults. For
more details see Setting up SEN User Defaults on page 17.

Adding Request details

On the Involvement Summary dialog, select the Involvement Details panel.

'/0_1. Involvement Details -
'-S‘lﬂl't Date | 18/11/2013 |;| End Date - .

Status Active - Case File Number

Description -

-

Service Team SEN Service Team

Involvement Form SEN AssessmentInvolvement

Involvement ID

Updated By System Administrator

Lasilpdated 18/11/2013 16:15:30

Case Status Current statement

Enter the required details:

Start Date: The date the request for assessment was received by your Local Authority, e.g.
letter from the student’s parents.

Status (Lookup ID 0674): Add a status to reflect the involvement circumstances, e.g. Active.
Description: You can add descriptive text for this involvement.

Service Team: This field is populated with the service team already linked to this type of
involvement. For more information, see SEN Service Teams on page 717.

In the Subjects panel, to see more details about the student, click the Details button. The
Subjects panel is pre-populated with brief details about the student, e.g. name, date of birth and
start date of this Involvement.

NOTE: If you create an involvement without selecting a student first, this panel is blank. To select a
student, click the Add button.
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In the Reasons panel, add reasons for the request, including a Primary Reason.
Click the Add button to display the Involvement Reason Chooser dialog.
Select one or more reasons from the list.

Click the Save button to populate the involvement.

In the Send Data to ContactPoint panel, because ContactPoint is no longer used, make sure
the Send Data to ContactPoint check box is X.

Adding Assessment Officers and Admin Officers

The SEN Officer panel and the SEN Admin Officers panel may be pre-populated with officers
who belong to the service team to which this involvement form has been linked. If not, the panel
is blank.

. To add more SEN officers to these panels, click the Add button to display the Chooser dialog.

Select the required officers, then click the Save button to populate the involvement.

Adding SEN Professionals

The SEN Professionals panel is partially populated with names defined via Services | SEN
Administration | SEN User Defaults. For more details, see Setting up SEN User Defaults on
page 17.

07, SEN A Invoh - SEN F ional -

Medical Officer
Social Services
Ed. Psych.

Mamed Person

XXM XX
> G @ @ @

EWO

NOTE: Named Person is a generic field in which you can add another professional, if required.

To add more professionals to the SEN Professionals panel:

Click the Browse button to display the relevant appropriate role table.
Select the required professional.

Click the Save button.

To clear a professional role, click the Clear button.

To see more details of each person, click the Details button.

NOTE: You can link Educational Welfare Officer (EWO) and Ed. Psych. roles to a Base, e.g. the
student’s school. If so, these roles are automatically populated in the SEN Professionals panel.

Enquiring on Progress of the Assessment

Use the SEN Assessment Progress panel to enquire on the progress of the involvement since
the assessment Received Date. This panel is only updated when you first save the
involvement.

The fields are automatically updated as each phase is completed.

NOTE: If the actual period is out of the statutory period, the dates are displayed in red.
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Adding more Phase 1 Details to an Assessment

Use the Assessment Details panel to log assessment phase 1 details, e.g. SEN needs and
medical needs.

NOTE: You can use the Memo buttons at the end of the panel, to record notes specific to the
Educational Psychologist and Summary information. Alternatively, bigger documents can be linked to
the involvement using the Linked Documents functionality. For more details, see Linked Documents on
page 89.

Select the Assessment Details panel.

'/69. SEN Assessment Involvement - Assessment Details ™
Type Initial Assessment] < |
Source Parent -
SEM Category Communication and Interaction o

SEN Primary Need AUT - Autistic Spectrum Disorders -

Add. SEN Meeds Beh, Emotional and Social Diff
Hearing Impairment
Medical L

Medical Primary Need  AUT - Autistic Spectrum Disorder -

Add. Medical Needs ASpergers
Downs Syndrome

Received Date 18M11/2013 - Assessment Panel Date 18/11/2013 -
L& Transfer Date - Proposed v,

Enter details as required:

Type (Table_ID 0315): Select the assessment type from the drop-down, e.g. Initial
Assessment.

NOTE: If the assessment is transferred from another Local Authority, select LEA Transfer.

Source (Table_ID 1052): Select the origin of the request for this assessment, e.g.
parental/guardian request, school, etc.

SEN Category: Select the main category of need (as specified in the SEN Code of Practice),
e.g. Cl - Communication and Interaction.

SEN Primary Need (Lookup /D 0123): Select from the drop-down.

NOTE: This is the main reason for the request, e.g. Spectrum Autistic Disorders. ‘

Add. SEN Needs: Click the Browse button to display a list of Needs from which to select one or
more needs.

NOTE: This field in enabled only after you select a SEN Primary Need.

Medical Primary Needs (Lookup /D 0613): If required, you can select a primary medical need
from the drop-down.

Add. Medical Needs: Click the Browse button to display a list of Needs from which to select.

NOTE: This field in enabled only after you select a Medical Primary Needs.

Received Date: Enter the date the request was received by the LA. Today’s date is displayed
by default, which you can change to an earlier date if required.

NOTE: The assessment process always starts from the Received Date.

Assessment Panel Date: Enter the date when the Assessment Panel meets to discuss the
student’s assessment request.
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LA Transfer Date: If applicable, enter the date the assessment was transferred from another
LA.

NOTE: This field is only enabled if you selected LEA Transfer as the Type in the Assessment Details
panel.

Once you have completed the mandatory fields, click the Save button.

NOTE: One automatically generates a Case Number in the Involvement Details panel when you save the
involvement.

Attaching a Timeline to the Involvement

If a timeline has been linked to the Assessment Involvement Form, when you save the
involvement the Select Timeline dialog is displayed.

Click the Save button to attach the timeline displayed in the Timeline field, to the assessment.

%] [Select Timeling] o e =]
BSa\re
_| 01. Select Timeling - __;'7

0. Select Timeline

Timeline SEM Timeline A or A2 school
School Day Base

‘Working Day Base

ElE

Start Date 201272013 -

If more than one timeline has been linked to the involvement form:
Click the Timeline button on the Involvement toolbar to display the linked timelines.
Select the required timeline.

Make sure the Start Date of the timeline is the same as the Start Date on the Involvement
Details panel. For more information, see Adding Request details on page 41.

Click the Save button to display the SEN Assessment dialog.

Click the Save button to create the timeline/involvement link.

NOTE: One adds the Timeline Details panel as the new first panel.

[ Save >Memo (5) Set ACL []DataPanels ¥ Alerts _@Sql Mail Merge Timeline
© 0L Timeline Details | GMVONEmEntDetaII] | 03. Subjects | 04. Reasons 02. Involvement Deta ~ /7
(01. i Details =
Start Date 18M2/2013 00:00:00
Timeline = SEN Timeline A or A2 school £, Launch Timeline i
=48 Motify Parents - Due Date: 18/12/2013
{52} Parent - Parent Notification
@ Base - Ed Psychologist - Attendance School Meeting - B
{:@' Inv - Ed Welfare Officer - Attendence Final Warning -
FZ. Involvement Details q
tagt Do In 1 End Dat
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Use the plus and minus icons to expand and collapse the tree.

The Timeline navigation tree displays what activities need to be done and their current status,
using the following icons:

/i Warning Date has been reached/exceeded.
@ Target Date has been reached/exceeded.
& Timeline is In Progress.

+ Timeline is Complete.

Using the Timeline to Continue the Involvement Process

Use the timeline to complete assessment activities, i.e. find out what work needs to done next
on the assessment and whether the activities (or tasks) are ‘on time’. Here are some hints on
using timelines:

m To open the timeline, click the Launch Timeline button in the Timeline Details panel. The
timeline that has been attached to the involvement is displayed, for example:

Smads VI 320

2 apn 118 S e
ek Simtes
Dnmie BB

Lo

= — -

m Complete the activity boxes in sequence, which follows the statutory SEN process.

= When you complete a timeline activity, e.g. Assessment Panel Meeting, that contains a date
field, e.g. Assessment Panel Date, it updates the corresponding linked field on the
involvement.
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NOTE: It is important to allow timeline activities to complete the involvement fields, rather than enter dates
directly into the involvement.

When you have dealt with an activity, you should mark it as either complete or skipped. Options
depend on the activity type, e.g. Complete Activity, Generate Correspondence, Generate All
Correspondence, Choose Branch, Skip.

NOTE: You should not use the Skip button to skip activities if they contain a mandatory date field.

Timelines are colour co-ordinated to show you what has been done already and what need to be
done to progress the assessment in a timely manner.

Timeline activity Meaning
colour

action to be done next

action complete

action not done yet

ight grey action that has been skipped

When you have finished an activity, press the Do not Recalculate button the timeline toolbar.

WARNING: Do not press the Recalculate button as this will disrupt the statutory timescale for this
assessment.

® You can use the timeline to generate letters by clicking the Generate Correspondence button.

Letters are stored in the Communications Log and shown on your Home Page as Linked
Documents.

Correspondence can be generated in Quick Reports, or Crystal reports. For more information
on setting up timeline correspondence, see Using Timelines to Generate Correspondence on
page 28.

You can Replan an Activity that has not started. You cannot replan an activity that is In
Progress or if it has been Completed. To replan, double-click to open the activity and change
either the Warning Days or the Target Days, these are the only fields that can be altered. Then
click the Save button.

Updating Linked Field: From Timeline to Involvement

When you complete an activity which is linked to a field within an involvement, the completed
date populates the corresponding linked field within the involvement. Linked fields have a ‘chain
link’ icon in the top right corner of an activity box.

Warning: 24/06/2014

Due: 08/07/2014
Status: Complete
Completed: 09/06/20
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Due to validation within the involvement some date fields have flags which need to be set to true
(or sometimes false) in order for a field to become editable; this is also updated when you
complete the linked activity.

Example:
When Assessment Start Date is populated with the completion date of a linked activity, the
Started check box is automatically selected.

NOTE: If a date has already been entered in a linked field within the involvement, then subsequently you
complete the timeline linked activity, the date entered within the involvement is overwritten by the
completion date of the linked timeline activity.

More Information:
RG_Timelines_Using a Timeline available from http://www.onepublications.com

Deleting a Timeline from a Student’s Involvement

To delete a timeline from an involvement, make sure the Timeline can be Deleted check box is
selected on your Service Teams Definition dialog via Focus | Services | CSS Service Team
Administration.

More Information:

Creating a Service Team on page 717

When the Timeline can be Deleted check box is selected for your service team and when a
student’s involvement has been linked to a timeline, a Delete Timeline button is displayed on
the involvement toolbar:

EHCP [l o 16/08/1997]
[“] save {>Memo (.} SetACL [|DataPanels ' Alerts 57 Sgl Mail Merge ' Timeline | % Delete Timeline |
@ 01, Timeline Details | 02, Invelvement Details | 03. Subjects | 04. Reasons 02. Involvement Deta ~

Delete Timeline
F:H. Timeline Details :’j
Start Date P E

To delete a timeline from an involvement, click the Delete Timeline button. A warning message
is displayed asking you to confirm:

Capita One N l" — "]

1

4 Are you sure this timeline should be deleted? Once a timeline is deleted
' it cannot be retrieved. It will be completely removed from the system.
However any Correspondence or Communication items which were
generated from the timeline will remain in the system.

v

To permanently remove the timeline from the student’s involvement, click the Yes button.

NOTE: If required, you can then link a new ‘blank’ timeline by clicking the Timeline button on the
involvement toolbar. The new timeline starts from the beginning of its process, so you should skip any
previous activities to get to the current point on the timeline.

See Attaching a Timeline to the Involvement on page 44.
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Recording the Assessment decision
To log the Assessment Panel’s decision:

Select the Assessment Details panel:

(09, Rays SEN A tlr 1t - A 1t Details -
[ Type Initial Azzeszment] -

Source Parent -

SEN Category Communication and Interaction -

SEN Primary Need AUT - Autistic Spectrum Disorders -

Add. SEN Needs Beh, Emotional and Social Diff

Hearing Impairment
Medical 0

Medical Primary Need | a|T - Autistic Spectrum Disorder -

Add. Medical Heeds ASpergers E

Downs Syndrome 3
Received Date 1811/2013 - Assessment Panel Date 13/11/2013 -
LA Transfer Date - Proposed vy
Motified Date 181172013 - Exception Phase 1 x
Exception Phase 1

0

Started v Assessment Start Date  qg;11 2013 -

Exception Phase 2 x

Exception Phase 2

Enter the required details:

Proposed: If the assessment has been agreed by the Assessment Panel, tick this check box,
which enables the Notified Date field.

Notified Date: Enter the date that the stakeholders, e.g. parents, school etc. were notified by
the LA of the intention to assess.

Exception Phase 1 (check box): Select the check box if the statutory time limit of 6 weeks for
phase 1 is exceeded.

NOTE: Exception Phase 1 is only available if the source of the request is a parent or guardian.

Exception Phase 1 (text box): To add one or more exceptions:
Click the Browse button to display the Select Exceptions Chooser (Lookup ID 0316).
Select one or more exception reasons relevant to Phase 1 from the Chooser.

Click the Select button to return to the SEN Assessment dialog.

NOTE: You must record an Exception when the assessment process fails to meet the timescale for the
phase, or you anticipate that it will fail.

For more information, see the Assessment Details topic in the One online help.

Click the Save button.

NOTE: One automatically generates a Case Number when the record is saved which is displayed on the
Involvement Details panel.
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Logging Assessment details (Phase 2)

This procedure describes how to log a statutory assessment. Phase 2 of the assessment
includes requesting and logging letters of advice from health and care professionals etc.

From the required student’s record, select Involvements in the Links panel on the right-hand
side of the Home Page to display the Involvement Summary dialog.

Select the required assessment involvement then display the Assessment Details panel.

09, SEN Assessment Involvement - Assessment Details -
Type initial Assessment] - |
Source Parent <
SEN Category Communication and Interaction -
SEN Primary Meed AUT - Autistic Spectrum Disorders -
Add. SEN Meeds Beh, Emotional and Social Diff
Hearing Impairment
Medical 0

Medical Primary Need 4T - Autistic Spectrum Disorder o

Add. Medical Needs Aspergers
Downs Syndrome o
Received Date 18/11/2013 - Assessment Panel Date | 18/11/2012 -
L& Transfer Date - Proposed v
Motified Date 1211/2013 - Exception Phase 1 x
Exception Phase 1
0
Started v, Assessment Start Date  13/411/2013 -
Exception Phase 2 »
Exception Phase 2
0
Stopped » Stopped Date -
Stop Reason Completed o

Completed Date 18112013 - Summary Memo
Educational
PsychologistMemo hd

NOTE: The Assessment Detail panel is mainly concerned with Phase 1 activities. However, it contains
Phase 2 fields, as described below.

Enter the Assessment Details panel as required.

Started: Tick this check box to record that the Phase 2 assessment process has started.

NOTE: If the assessment is not to proceed, uncheck this box. You must then record an exception reason
in the Exception Phase 2 field.

Assessment Start Date: Enter the date on which the assessment process started.

Exception Phase 2: When the statutory assessment time limit is exceeded, select the check
box.

Exception Phase 2 (text box): To add one of more exceptions:

Click the Browse button to display the Select Exceptions Chooser (Lookup ID 0317).
Select one or more exception reasons relevant to Phase 2 from the Chooser.

Click the Select button.
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} NOTE: Exception reasons are defined via Tools | Administration | Lookups and are mapped to external
DfE codes.

m Stopped: If the assessment is to be stopped you must check this box and record a Stop
Reason. Click the Browse button to select a reason from the lookup table (Table _ID 0404).

m Completed: When this assessment is complete, select this box. You must also enter a
Completed Date which indicates the end of Phase 2. The completed date must be after the
Start Date and cannot be after the system date, i.e. today’s date.

m Educational Psychologist Memo and Summary Memo: To write a memo, click the Memo
button to display the Memo pop-up window.

NOTE: The Memo button colour is red if a memo has been added and saved.

Click the Save button.

Logging Draft (or In Lieu) Statement details (Phase 3a)

This procedure describes how to record details of the phase 3a ‘draft or in lieu’ statement
process.

From the required student’s record, select Involvements in the Links panel on the right side of
the Home Page to display the Involvement Summary dialog.

Select the required assessment involvement then select the Statement Details panel.

GD. 5EN Assessment Involvement - Statement Details -

Draft | Draft Date 18/11/2013 v
In Lieu Date - Statement Panel Date | q1g/11/2013 -

Exception Phase 3a »
Exception Phase 3a E

0

Completed i Final Date 1811112013 -

Exception Phase 3b »
Exception Phase 3b E

=

Current W End Date -
Active o Inactive Date -
Inactive Reason

SEN Stage g

Enter the required details:
» Draft:

If the Local Authority has issued a draft statement, tick the Draft box. Then, enter the date the
draft was issued in the Draft Date field.

Or

If a draft statement is not to be issued, a Nofice in Lieu of the Statement must be served, so
uncheck the Draft field. Then, enter the date the Notice in Lieu of the Statement was served in
the In Lieu Date field.

m Exceptions Phase 3a: When the statutory assessment time limit is exceeded, select the check
box.

m Exceptions Phase 3a (text box): To add one of more exceptions:

Click the Browse button to display the Select Exceptions Chooser (Lookup ID 0317).



Select one or more exception reasons relevant to Phase 3a from the Chooser.

Click the Select button.

Logging Final Statement details (Phase 3b)

This procedure describes how to record details of the Phase 3b ‘final statement’ process.

Using SEN

From the required student’s record, select Involvements in the Links panel on the right-hand
side of the Home Page to display the Involvement Summary dialog.

Select the required assessment involvement then display the Statement Details panel.

Enter the Statement Details panel (highlighted in red in the above screenshot):

'qﬂ. Rays SEN Assessment Involvement - it Details -
Draft ,7 Draft Date 18M1/2013 -
In Lieu Date - Statement Panel Date  1g/11/2013 -
Exception Phase 3a x
Exception Phase 3a

0
Completed v Final Date 181142013 -
Exception Phase 3b x
Exception Phase 3b

0
Current v, End Date -
Active W Inactive Date -
Inactive Reason
SEM Stage =4

Completed: When the final statement has been issued, tick this box and record the issue date

in the Final Date field.

Exceptions Phase 3b: When the statutory assessment time limit is exceeded, select the check

box.

Exceptions Phase 3b (text box): To add one of more exceptions:

Click the Browse button to display the Select Exceptions Chooser (Lookup ID 0317).

Select one or more exception reasons relevant to Phase 3b from the Chooser.

Click the Select button.

Current and Active: When the final statement is issued, tick these check boxes.

Saving the Involvement and Creating a Review
When you save a Phase 3 assessment involvement for the first time, a system dialog is

displayed enabling you to create a SEN Review Involvement record for the student.

Click Save at the top of the assessment involvement to display a confirmation dialog:

o N
Involvement Review I I

Do you want to create Mext Review?

e 0 %

To create a future review involvement, click the Yes button to display the Create Review dialog.

SEN Handbook
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_ =
| Create Review l_lﬂl—J
Review Date 18/06/2015 hd
Review Type | %

Interim Review (MON)

@ Normal Annual Review (NOR)
Planned Review (P}

14+ Annual Review (R14)

- ’

NOTE: The Review Date is calculated one year ahead, in anticipation of Review Type being Annual
Review.

Select the required Review Type from the drop-down.
If necessary, change the Review Date.

Click the Create Review Involvement button to display the SEN Assessment dialog.

NOTE: The review involvement is created in the background.

Click the Save button. The new statement review record is displayed on the Review panel of the
assessment involvement.

To display the new statement review involvement, click the Edit button to display the Review
Involvement.

More Information:

Review Involvement on page 52

Enquiring on a Student’s SEN Stage

When you save an assessment involvement after Phase 3 details have added, the SEN Stage
field on the Statement Details panel displays the codes specified in the SEN Code of Practice,
i.e.

Q (Statement is under assessment)

S (Final statement issued).

Logging a Decision to Stop an Assessment

This procedure describes how to record a decision to stop the Phase 3b ‘final statement’
process.

Open the required student's assessment involvement.
Select the Statement Details panel.

Deselect the Active check box.

Enter the Inactive Date.

Select an Inactive Reason from the drop-down (Table_ID 0328).
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11. SEN A - Stal Details
Diraft » Diraft Date
In Lieu Date - Statement Panel Date
Exception Phase 3a »
Exception Phase 3a
0
Completed x Final Date
Exception Phase 3b »
Exception Phase 3b
0
Current » End Date
Active x Inactive Date 16/06/2014
Inactive Reason | ,|
SEM Stage 0328 - TABLE_ID
Assessment Refused
Aszessment Stopped
— " -
12, SEN Assessment - F Information G n [
Moved out of LEA I

6. In the Assessment Details panel, select the Stopped check box.
7. Select a Stopped Reason from the drop-down (Table_ID 0404).
8. Enter the Stopped Date.

GO. SEN Assessment - Assessment Details
Type Further Assessment -
Source Educational Psychologist =
SEM Categary Emotional, Behavioural, Social -
oM Primary Mesd — S -
(=]
Started W Assessment Start Date  1gp5/2014
Exception Phase 2 b4
Exception Phase 2
0
Stopped v Stopped Date 18/06/2014 -
Stop Reason | - | Completed b'e
Completed Date 0404 - TABLE_ID Summary Memo
Hospital
Educational
Psychologist Memo Parents ObjeTted

9. Click the Save button. If a timeline is attached to the involvement, a dialog is displayed.

P Ny
Capita ONE =

I.-"'_"‘-.I Some Timeline Activities are In Progress. Click OK te continue and
' cancel Timeline ?

| ok || Ccance

e I =

10. Click the OK button to cancel the timeline.

The Case Status of an involvement which has been stopped is displayed in the Involvement
Summary panel, e.g. Assmt. stopped.

SEN Handbook
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Review Involvements

There are two types of SEN review involvement:

SEN assessment review involvement: Linked to a SEN assessment involvement. You can
create an assessment involvement in two ways:

When you finalise an assessment involvement, you can create a statement review involvement.
For more information, see Saving the Involvement and Creating a Review on page 57.

From scratch. See Creating a Statement Review Involvement on page 54.

SEN standalone review involvement: Linked to a student record, not an assessment
involvement. For example, standalone review involvements can be used for:

Students who do not have a SSEN, but require provision for their needs, for example, a ‘top-up
of funding’ review.

Students who require a separate review earlier than their annual review, due to a change in their
circumstances.

NOTE: For both review types, the data entry fields and panels described below are identical, except that a
standalone involvement is not associated with an assessment involvement in the SEN Assessment
Summary panel. For more information, see Creating a Statement Review Involvement on page 54.

Creating a Statement Review Involvement
To create a review involvement:

From a student’s record, in the Links panel on the Home Page, select Involvements to display
the Involvement Summary dialog.

NOTE: To complete an assessment review involvement that has been created from an assessment
involvement:

Click the required review involvement in the Involvement Summary dialog to display the SEN Statement
Review dialog.

Then, enter the panels as described in step 5 and onwards, below.

Click the New button to display the Choose an Involvement Form dialog.

. Choose an Involvyement Form B ] 4|

o Seleck

] |

@ SEM Azzessment involvement form

5} SEM standalone review invaolvement form

@ SER statement review invalvement farm
@ SER Tribunal invalvement form
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Highlight the required review involvement type you want to create.
Click the Select button to display the SEN Statement Review dialog.

=
[ Save {Memo (5] Set ACL [[]Data Panels ¥ Alerts ﬁ Sql Mail Merge Timeline
. 01.Involvernent Details | 02. Subjects | 03. Reasons | 04. Send Data To ContactPoint 01. Involvement Deta -
"fD1. Involvement Details -
'.S‘lﬂl‘l Date ||1g,l12,l2013 |;| End Date - .
Status - Case File Mumber
Description -
v
Service Team SEN
Involvement Form SEN Statement Review
Invalvement IO
Updated By
Last Updated
(02. Subjects ™
Current/Future vy
| Family Name Given Mame Chosen Family Name Chosen Given Name Gender Date of Birth  Start Date  End Date“_:-' Add

Select the Involvement Details panel.
Enter the required details:

Start Date and End Date: The Start Date defaults to the current system date. Add an End Date
for the review involvement, if required.

Status (Lookup ID 0674). Select from the drop-down list, e.g. Active.
Case File Number: Add a case file number for the review involvement, if required.
Description: Add a description of the review involvement, if required.

Select the Reasons (Lookup ID 1053) panel to add one or more reasons for the review. The first
Active Reason in the list is regarded as the Primary Reason.

Click the Add button to display the Involvement Reason Chooser pop-up window.
Select one or more reasons from the list

Select the SEN Assessment Officers panel to add the officers who are dealing with the review,
if this has not been automatically populated.

Click the Add button to display the Assessment Officer Chooser.
Select one or more workers from the list.

Select the SEN Assessment Summary panel to add the assessment involvement to which this
review relates.

Click the Add button to display the Involvement Summary dialog.

Select the relevant assessment involvement to which this review relates. The assessment’s brief
details are displayed in the SEN Assessment Summary panel.

Select the SEN Admin Officers panel to add the Admin Officers(s) who are dealing with the
review, if this has not been automatically populated.

Click the Add button to display the Admin Officer Chooser.
Select one or more workers from the list.

Select the SEN Statement Review panel:
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(08, SEN 1t Review

 Review Date 18M12/2013 -

Review Type -
Meeting Date - Meeting Time 09:48 =
Officer Attendance Student Attended b4

Response Due - Report Date -
LA Qutcome

-

Response Complete -

School Outcome

p:g. SEN 5t t Review - q
[ 1

Review Date

Review Type (mandatory): Select from the drop-down which is populated via Services | SEN
Administration | SEN Review Type Setup. For details, see Setting up SEN Review Types on
page 16.

Meeting Date and Meeting Time: Add the date and time of the review meeting at, for example,
the student's school.

Officer Attendance: Select the requirement for an SEN Officer to attend the review, i.e.
Essential, Desirable or Not Required.

Student Attended: Select the check box if the student attended the review meeting.
Review Report Date: The date the report is received by the Local Authority.

Response Due and Response Complete: These dates enable you to record and monitor the
responses to the review report.

LA Outcome (Lookup ID 0441): Select the Local Authority's recommendation following the
annual review meeting.

School Outcome (Lookup ID 0859): Select from the drop-down. This field logs the school’s
recommendation before the review meeting has taken place.

Logging the Review Meeting Attendees and Outcome

In the Attendees panel, click the Add icon to open the Person Enquiry window which enables
you to:

search on people recorded in the database

select the Key Contacts tab which displays people in roles linked to the service, e.g. SEN
Professionals, Parent/Carer.

To log the review meeting decision, in the Outcome panel, click the Add button to display the
Involvement Outcome Chooser (Lookup ID 1054).

Select the relevant outcome of this review, e.g. Upheld, Denied, etc.

Saving your work

To save the Review Involvement, click the Save button at the top of the SEN Statement
Review page.

If you entered a Response Completed date (above), a message is displayed asking “Do you
want to create Next Review?” To create a new review involvement ready for the next annual
review, click Yes.
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Review Involvement Timeline created on Save

After you have saved the review involvement, and if its involvement form has been associated
with a timeline, the Timeline Details panel is displayed as the new first panel of the SEN
Statement Review dialog.

[) save {>Memo (5) Set ACL [|Data Panels ¥ Alerts [&T Sql Mail Merge %, Timeline

@ 01 Timeline Details | G2IiAVONementDetails] | 03. Subjects | 04. Reasons | 02 involvement Deta - | &

M -
. Tim e T
Start Date 181202013 00:00:00

Timeline =42 SEN Statement Review TL &% Launch Timelne

@ SEN - First Annual Review Due - Warning Date: 18/11/2014 - Due Date: 18/

m

(02, Involvement Details N
Start Date End Date -
Status Active = Case File Number
|| Description [al

More Information:

Attaching a Timeline to the Involvement on page 44

Viewing the Review Timeline
In the Timeline Details panel on the SEN Statement Review page, click the Launch Timeline
button to display the Involvement Timeline page showing a graphical representation of the
review activities:
4ok

[*] SaveImage [0) Page Setup ¢ Print & Replan &g Add Activity

o

Invalvement Timeline

)

SEN - First Annual
Review Due

Warning: 18/11/2014
Due: 18/12/2014
Status: InProgress

¥

14 Days - Report from School
Status: NotStarted Eﬂ
Deadline 01/01/2015

=

Has Report been received from Sc_

Answer: Report
from school

Answer: Report
from school

Chase Report from
School

Warning: 23/12/2014
-y Due: 01/01

e manaaR
B a4

More Information:
Using the Timeline to Continue the Involvement on page 45
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Tribunal Involvement

If parents disagree with the decisions of the Local Authority, they have the right to appeal to the
SEN and Disability Tribunal, which is an independent body.

Parents must be informed about their right of appeal during the assessment process.

More Information:

SEN Tribunals topic from the One online help

Creating a Tribunal Involvement

You can add a SEN tribunal involvement from:

A person record

A student record (The method used in the following procedure).
Open the required student’s record.

In the Links panel on the right-hand side of the Home Page, select Involvements to display the
Involvement Summary dialog. All active involvements for this student are shown.

Click the New button to display the Involvement Form Chooser.
Select the required SEN tribunal involvement type.

Select the Involvement Details panel:

01, Involvement Details -
'.S‘tﬂl‘t Date ||13;12;2013 |;| End Date -

Status - Case File Mumber

Description -

-

Service Team SEM

Involvement Form SEM Tribunal

Involvement ID

Updated By

Last Updated
02, Subjects ™

Enter the required details:

Start and End Date: The Start Date defaults to the current system date. Add an End Date for
the tribunal involvement, if required.

Status: Select the involvement status, e.g. Active
Case File Number: Enter a case file number, if required.

Description: Add a description of this Tribunal case, if required.

NOTE: The Subject panel is automatically populated with the student’s name efc.

In the Reasons panel, add the reasons for bringing the tribunal case, e.qg. if the parents
disagree with the contents of the SSEN.

In the SEN Caseworkers panel and the SEN Admin Officers panel, add the LA workers
involved in the tribunal case. Use the Choosers dialogs to select them.

NOTE: These panels’ names can be locally configured. See Setting up a SEN Involvement Form on page
19.
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Select the SEN Assessment Summary panel.
Click the Add button to display the assessment involvements for this student.

Select the assessment involvement to which you want to link this tribunal involvement.

Logging Tribunal Hearing details

Select the SEN Tribunal Involvement panel:

|08, SEN SEN Tribunal Involvement -

Tribunal Type

Motified Date

Against Named School
26112013

Hearing Date

Reference MNo.

Hearing Time 00:00 2

LA Response Response Date -

Response 1 -

Enter the required details:

Tribunal Type: Select the type of the tribunal hearing from the drop-down list, e.g. Appeal
against Non-Assessment.

Notified Date: Select the date that the Local Authority was notified of the tribunal hearing.
Hearing Date and Time: Enter the date and time of the tribunal hearing.

Reference Number: Enter the tribunal hearing reference.

LA Response and Response Date: Enter these dates, if required.

Select the Attendees panel.

Click the Add button to display the Person Enquiry dialog which allows you to:

Search for people recorded in the database or,

Select the Key Contacts tab to display people in roles linked to the service, e.g. SEN
Professionals, Parent/Carer.

Click the Save button.

NOTE: The Involvement Status History panel is updated automatically when you save. It displays the
date when the involvement’s status was last updated.

Involvements and Activities

Activities include school, home or other agency visits, meetings (e.g. Panel Meetings, Case
Conferences); also work that a caseworker must do such as write up a report or preparation
time.

Workflow items can be recorded against involvements and activities and then assigned to a user
or a post. The workflow item displays on My Workflow Messages on the My Home Page.

An electronic sign off facility is available which locks the activity or the involvement and records
who signed the record off and when.

NOTE: Individual fields on activities and involvement forms can be configured to be mandatory via Tools |
Set Mandatory Fields.

To add activities to involvements:

Click the Activities link on the Involvements page to display the Activity Enquiry for
Involvement dialog.

Search for an existing Activity or add a new one.

SEN Handbook
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It is not possible to link an involvement to a pre-existing activity as an activity must be specific to
its linked involvement.

More Information:

The v4 Client online help file.
RG_Activities_Creating an Activity available on the One Publications website via CSS / SEN / SEND /

ChSC.

Reallocating an Involvement

Users with the appropriate permissions can reallocate involvements:

from one caseworker to another caseworker, or

from one administrative officer to another administrative officer.

NOTE: Permissions are granted via Tools | Permissions | User Group Processes | User Group
Processes Editor | CSS Administration.

Business Rules
One applies the following business rules when reallocating an involvement:

The recipient of the involvement must be in the same establishment as the existing caseworker
or administrative officer.

You cannot reallocate an involvement to a person with a different role.

If the person is a caseworker and an administrative officer, you must use the wizard twice, once

for each role.

After you have reallocated an involvement, you can print the details.

Select User to Reallocate From dialog (wizard 1 of 5)

To select a SEN user, you want to reallocate involvements from:

Select Focus | Services | CSS Administration | Involvement Reallocation to display the
names of all caseworkers and administrative officers who have been allocated active
involvements of any type.

Select User to Reallocate From

a5l Involvement Reallocation Wizard (1 of 5)

Drag acolumn here to group by this column.

Service Team

Post

Surname

Forename

Role

Contains

Contains,

Contains

<

Contains,

Contains:

SEM

SEN Admin Officer

—r

Adminofficer

SEM

SEN Admin Officer

Adminofficer

SEM

SEN Admin Officer

Adminofficer

SEM

SEN Admin Officer

Adminofficer

SEM

SEN Admin Officer

Adminofficer

SEM

SEN Caseworker

Casewarker

SEM

SEN Caseworker

Casewarker

SEM

SEN Caseworker

Casewarker

SEM

SEMN Caseworker

Casewarker

SEM

SEN Casewaorker

Casewarker

SEM

SEN Casewaorker

Casewarker

SEM

SEN Sys Admin

Adminofficer

SEM

SEN Sys Admin

Casewarker

SEM

SEN Sys Admin

Casewarker

An active involvement is where the Start Date on the involvement is either the same as, or
earlier than, the system date. The End Date is either blank or is after the system date.
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‘ NOTE: One only displays caseworkers and administrative officers who have a current role on an
‘ involvement.

Highlight a caseworker or an administrative officer.

Click the Next button to display the Select Involvements to Reallocate (2 of 5) dialog.

Select Involvements To Reallocate dialog (wizard 2 of 5)
This dialog displays the involvements for the user you selected in the first page of the wizard.

a5l Involvement Reallocation Wizard (2 of 5) o[ =] 8
Select Involvements to Reallocate
Drag a column here to group by this column

Reallocate| -
D Subject Current Base Involvement Form Status Start Date End Date Se
[@ 7 |Contains  |Contains ¥ |Contains: ¥ |Contains: 7 |Equals: T |Equals: T |Cao
|2| =1 T s r P College SEN Statement Review Involvement | Active 1840772013 SE
O =’y School SEN Assessment Involvement Active 18/07/2013 SE
O Primary Schooll SEN Statement Review Involvement | Active 19/07/2013 SE
|:| =~ School SEM Assessment Invaolvement Active 19/07/2013 SE
O School SEN Statement Review Involvement | Active 19/07/2013 SE
O School SEM Assessment Invaolvement Active 18/07/2013 SE
O School SEN Statement Review Involvement | Active 19/07/2013 SE
O School SEN Statement Review Involvement | Active 1840772013 SE
|:| Science College SEN Assessment Involvement Active 19/07/2013 SE
|:| Science College SEN Statement Review Involvement | Active 19/07/2013 SE
|:| =l & Church of England Pri... | SEN Assessment Involvement Active 194072013 SE
|:| Church of England Pri... | SEN Statement Review Involvement | Active 194072013 SE

. S L T —— . e Dirimar Goboal SEA Accascmant Imulusment Actina 1anTAna = i

Total no. of involvements selected : 1 | < Back | | Next > | | Cancel |

Select the Reallocate check box adjacent to the involvement to be reallocated. You can
reallocate multiple involvements.

NOTE: To select all involvements, select the check box in the Reallocate header panel.

Click the Next button to display the Select User to Reallocate to (3 of 5) dialog.

Select User to Reallocate To dialog (wizard 3 of 5)

This dialog displays the names of all caseworkers and administrative officers that belong to the
same establishment group as the caseworker or administrative officer you selected in the first
wizard dialog.

o Involvement Reallacation Wizard (3 of 5) = = Py
Select User to Reallocate to
Drag a column here to group by this column
Service Team Post Surname Farename
Contains T Contains: T Contains: T Contains: T
SEM SEN Admin Officer
SEM SEN Admin Officer
SEM SEN Admin Officer
SEM SEN Admin Officer
SEN SEN Admin Officer = =
SEM SEN Sys Admin
SEM SEN Sys Admin
SEM SEN Sys Admin
SEM SEN Sys Admin
SEM SEN Sys Admin
<back || Netr || conce ‘
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Highlight the user you want to reallocate the involvements to.
Click the Next button to display the Effective Dates dialog (4 of 5) dialog.

End Date and Start Date dialog (wizard 4 of 5)

This dialog enables you to specify the old user’s end date and the new user’s start date.

a5 Invohvement Reallocation Wizard (4 of 5) o [&@] 2]

Effective End Date of 02012014 - Effective Start Date of | 02/01/2014 -
Old User New User

[t |[ tetr ][ oo

Select the Effective End Date of Old User.
Select the Effective Start Date of New User.
Click the Next button to display the Review (5 of 5) dialog.

Review dialog (wizard 5 of 5)
This dialog displays read-only details about the involvement reallocation.

! Involvement Reallocation Wizard (5 of 5 o |[= ) =
From
Service Team Post Surname [ Forename Role
E}Lf;m’e End 0200172014
SEN SEN Admin Officer | i . Adminofficer|
Involvements
Subject Current Base Involvement Form Status | Start Date |End Date| Service Team Caseworker Admin Officer| Case File N
& College| SEN Statement Review Involvement | Active | 18/07/2013 SEN L O DR
< 3
To
Service Team Post Surname [ Forename
Eg;m’e St oanimote
SEN SEN Admin Officer
[ cpak |[ A || conce | ‘

To carry out the reallocation as shown on the dialog, click the Finish button to display a
confirmation dialog. (To return to the previous screens, click the Back button.)

Click the Yes button to reallocate the involvement.
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Save and Print
To save and print the involvement reallocation details:

Click the Yes button in the print message dialog, to display the Save and Print Reallocation As
dialog.

.
gl Save and Print Reallocation As I&J
I\._/”\J | = » Libraries » Documents » - |¢, | | Search Documents el |

T R C CS. Entity. InvolvementReallocationSummary. XML -
Save astype: XML Files (*XML) -
¥ Browse Folders [ Save ] | Cancel |

Select a location to save the file.
Enter a File name. The file can only be saved as an . XML file.

Click the Save button to display the document.

Bulk Involvement Reallocation

Involvement(s) successfully reallocated and updated to Database on 02/01/2014 10:55:12 by System Administrator

From

Effective End Date. 02/01/2014

Service Team

Post

Surname

Forename

Role

SEN

SEN Admin Officer

Adminofficer

Involvement(s)

Subject

Involvement

Form

Status Start Date

End Date

Service Team

Caseworker

Case
File
Number

Admin Officer Case Status

SEN
Statement
Review

Involvement

Active 18/07/2013

To

Effective Start Date: 03/01/2014

Service Team

Post

Surname

Forename

Role

SEN

SEN Admin Officer

Adminofficer

Select the File | Print button to print the document.

Recording a Provision

Although SEN v4 enables you to record a provision against a student, the following procedure
assumes you want to create a provision against an involvement.

NOTE: If you record a provision directly against a student, you will not be able to report on provisions
recorded against student’s involvements.

Before you start

Decide which provision method to use, i.e. ‘Service Provider Link’ or ‘Charge Type and Service’.
Make sure that the relevant entities have been set up, e.g. service providers, services, charge
types etc.

Other prerequisites for creating provision records are:
You must have the appropriate access rights.
Provision years (academic or financial) with start and end dates must be defined. See Provision

Year Setup on page 37.
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A service category must be set up and linked to your SEN service team. See Creating a Service
Team on page 11.

Lookup codes must be populated during the service team definition. See Creating a Service
Team on page 717.

Adding a Provision to an Involvement
Open the Student's record you want to record the provision against.

Click Involvements link from Links panel to display the Involvement Summary dialog showing
all active involvements for this student.

Select the required completed involvement.

Click the Provision link from the Links panel to display the Provision Summary dialog.

NOTE: The Provision Summary dialog displays provision records which already exist for this student’s
involvement and enables you to create new provision records.

Service

Start Date

Service Team

Provider and Service

Provider and Service

Charge Type

Sawve and Continue

SEM

o

-

Charge Type

End Date

Select the required Service Team.

34 Search [Z] Collapse ~
'K_vafsfon Search ™
Provider L X
Service L X
Provision Year 204 4/2015 < Start Date -
End Date -
r/I-lesul'lsTotal' "
Calculated Estimate
Edited Estimate
Amount Paid
D MNew Delete Open In Mew Window Transfer Selected Provisions <£| Export to Excel
Drag acolumn here to group by this column.
Select
|:| Base Mame Service Funding Body| Charge Type | PB Start Date End Date FTE Current Rate
[@ 7 |Contains: ¥ [Contains: W |Contains: 7 |Contains: 7 | [ |Equals: ¥ |Equals: “F |Contains: ¥ [Contains: 7
Click the New button to display the Provision Allocation dialog.
Save OMemo ¥ Alerts ﬁSql Mail Merge 25 UDF Manager
01. Provision Details | 01. Provision Details -
G‘f. Provision Details ™

Select the provision method you want to use for this student, i.e. Provider and Service or
Charge Type.

NOTE: You can use only one provision method, i.e. either ‘Service and Provider Links’ or ‘Charge Type
and Service’. For more information, see Provision Setup on page 32.
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Enter the next fields on this panel depending on which provision method you chose.

Select the Start Date for the provision. If the provision is for a limited period, you can select an
End Date, but it may be left blank for ongoing provision needs.

To save and generate the provision, click the Save and Continue button to display the full
Provision Details panel and the Charge/Cost Details panel.

The following screen displays when the Charge Type and Service radio button is selected.

 Brovision Allocation g mm
[ save )Meme ) SetACL ¥ Alests @ Sql Mail Merge (3 UDF Manager

Y] 02. Charge /Cost Details | 03. Payee Details | 04, Funding Body | 05. Funding LA | 06. Subjects 01, Proveon Datats =
{01, Provision Details R

Sarvice Team SEN ®

Charge Type o

Change Charge Type s commoms (S 4

Sarvice P QX

Start Date - End Date -

Crnar

Base W RS R R @

FTE 1.0000 Current Rate: 100.00

e 10000 Wkefvear 52,1423

Shared Cau‘rt}\ler

Persanal Budget v

Persannl Budget TYRe | s mmmmn sosomsnn =

Third Party k3

Nrangemenu

{02, Charge ICost Details -

Provision .. SiariDsle EndDafe  Und  Cost..  FTE HrsWk Wislesr CalculstedEst, EdiedEst. AmoundPaid Payments ||| Edit
Ppe—— Hour 100 10000 1.0000 S21429 100 100 oo o  Payments

The following screen displays when the Provider and Service radio button is selected.

(o1 Provision Details R
Service Team SEN Q X
Provider and Service  SEN s s s s o omm—
Stari Date - End Date -
Ouner
Ease Green Abbey Schoal
FTE 1.0000 Current Rate 100.00
HrstWk 10000 Wisfvear 521473
Shared CarryOver
Personal Buoget v
Personal Budget Type  Direct Payment - Education -
Third Party o
Arrangements
{92, Charge ICost Details A
Provision.. SlariDate  EndDate  Uni Cest . FTE HrsWk Whksfveor Colculabed Est.. Edied Est. Amouni.. Payments - Edit
== mmamom Week 000 10000 10000 521428 000 oo oo o ¢ Payments

Changing the Charge Type

If you are used the ‘Charge Type and Service’ method, after you save, an additional Change
Charge Type field is displayed, and the Charge Type field is made read-only. You can change
the Charge Type, if necessary, and a new Service can then be selected. The Charge Type
field is updated when saved.

When you click the Change Charge Type browse button, a dialog is displayed from which you

can select an alternative charge type. If you select a new charge type, a Preview dialog is
displayed so you can see the effects of the new charge type on the provision costs:

% Preview Charge Type Cost [PCT1] = EN
Provision Year StartDate  End Date Unit  CostPer Unit FTE Hrs/Wk Whks/vear Calculated Estimate

2M3z04 13122013 3101/2014  Hour  20.00 1.0000 1.0000 521428 0.00

20132014 01/02/2014 31/03/2014 Hour 30.00 1.0000 1.0000 521429 0.00

201472015 01/04/2014 30/04/2014 Hour 30.00 1.0000 1.0000 521429 0.00

P P o it it . - - PP P
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Personal Budget

When you add the provision record, a Personal Budget check box enables you to identify the

provision as a personal budget.

Personal Budget W
Personal Budget Type | pirect Payment - Education .

Third Party ]
Arrangements

To record the provision as a personal budget:

Select the Personal Budget check box.

Select one of the following Personal Budget Types:
Direct Payment — Education

Direct Payment — Health

Direct Payment — Integ Funding

Direct Payment — Social Care

Organised Arrangements.

If the personal budget provision for a direct payment is a direct payment made to other people,

select the Third-Party Arrangements check box.

Editing Charges

To change the charges to reflect new costs, if required, click the Edit icon. This opens the Cost

Details dialog where you make the required changes.

WARNING: Changes made in the Edit dialog affect all records using that charge type.

Recording payments against a provision
In the Charge/Cost Details panel, highlight the required provision.

Click the Payments button to display the Provision Transactions dialog.

Complete the Transaction Details panel, as required.

Click the Save button to display the transaction details in the top panel in the Provision

Transactions dialog.

Close the window to return to the Provision Allocation dialog.

Enter details in the remaining panels on the Provision Allocation page as required:

Payee Details: Record the payee details against a provision.

[ save & Memo (5 Set ACL ¥ Alerts 5 Sql Mail Merge {5 UDF Manager
& 01, Provision Details | 02, Charge /Cost Details | 05, Payee Details | 04. Funding Body 03. Payee Details

{03. Payee Details

Payee Mame
Payee Account Number Payee Sort Code
Rall Number

Third Party Mame

e

Payee Name: Free text with a maximum of 50 characters.
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Payee Account Number: Numeric only, with a maximum of 15 characters.
Payee Sort Code: Numeric only, with a maximum of 8 characters in the format 00-00-00.

Roll Number: If the payee is a building society you can enter the account roll number. Numeric
only, with a maximum of 15 characters.

Third Party Name: Free text with a maximum of 100 characters.
Funding Body:
Click the Add button to display the Provision Funding Details dialog.

. Funding: Select the required funding body.
ii. Percentage: If required, change the default to reflect the percentage provided by this funding

body.

iv. Click the Save button.

Funding LA: It is mandatory to add the Local Authority that is funding the provision.
Click the Add button to display the Lookup Codes — LEA Name dialog.

. Highlight one or more local authority Internal Codes.

ii. Inthe Key Contacts tab window, you can add key contacts by selecting the required check

boxes.

iv. Click the Select button.

NOTE: Funding bodies are defined via Tools | Administration | Lookups; the lookup only displays those
defined with an external code of LEA. If only one funding body is listed for the provision, it automatically
populates this field.

Provision Reasons panel.
Click the Add button to display the Provision Reason Chooser dialog.

. Highlight one or more Reason Codes.
iii. Click the Select button.

Specialist panel:
Click the Add button to display the Person Enquiry dialog.

In the Person Enquiry tab window, you can search for and add people on the One people
database.

In the Key Contacts tab window, you can add key contacts by selecting the required check
boxes.

Click the OK button.
Click the Save button.
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Provision Transfer Wizard

The Provision Transfer Wizard lets you transfer one or many provisions for a subject if they
move from one base to another.

NOTE: The permissions for Provision Transfer are set up via Tools | Permissions | User Group
Processes | Main Business Process — CSS Administration | Provision Base Transfer.

To transfer a provision:

1. Select Focus | People | Student/Person/ICS Person | Provision to display the Provision
Summary screen.

2. Select the provisions for the subject that you wish to transfer; the Transfer Selected
Provisions button is activated.

34 Search (5 Collapse ~
( Provision Search R
Provider [ ) )(
Service Support Teacher Q X
Provision Year 20142015 - Start Date -
End Date -
[ Results Total N
Calculated Estimate 716.11
Edited Estimate 716.11
Amount Paid (1]
D MNew $€ Delete QOpen In New Window |‘% Transfer Selected Provisiens |E Export to Excel
L% Dirag a column here to group by this column.
EEED [ Transfer Selected Provisions l
|:| Base Name Service Funding Body| Charge TypeT PeEr TATT LT End Date FTE Current Rate HrsWik Wks/Yd
[@ 7 [Contains: ¥ |Contains: % |Contains: 7 |Contains: 57 | [Ef |Equals: ¥ |Equals: ¥ |Contains: 7 [Contains: 7 [Contains: ¥ [Contains
|z| TestMursery (SupportTe... [HSS SEN1 |z| 23/04/2014 15/07/2016 1.0000 100.00 41,0000/ 52.

3. Click the Transfer Selected Provision button to display the Provision Base Transfer Wizard
(1 of 3) dialog.

ot Prot:glon Base Transfer Wizard (1 of 3) = BS

Select Base to Transfer Provisions To

44 Search [B] Collapse -

Base Enquiry
Mame
Base Type ~  Active W
| Base Selection AllAssessment Stages - Assessment Stage All Key Stages -
School Mo. URN

Select [ Mew Delete Open Next Previous

-
Base Definition

Save [B] New

=

5 2

4. In the Base Enquiry panel, search for the base to which you wish to transfer the selected
provision.



o oo 9

Enter the search criteria fields, e.g. Name.

Click the Search button to display the results in the results panel.

Select the base to which you want to transfer the selected provision.

Click the Next button to display the Provision Base Transfer Wizard (2 of 3) dialog.

=

o-! Provision Base Transfer Wizard (2 of 3)

(S | |

Provision End Dateat [2g/04/2014 n Provision Start Date at | 2g/04/2014 -

Current Base Mew Base

| <Back || MNex>

| | Cancel

[

7. If required, change the dates.
Click the Next button to display the Provision Base Transfer Wizard (3 of 3) dialog.

Using SEN

NOTE: The Provision Base Transfer Wizard (3 of 3) displays the changes made to the original base in
which the provision is ended, and the provision being transferred to the new base.

65 Provision Base Transfer Wizard (3 of 3)

Surname Forename Dok

Provisions Ended Preview

Update Edit Est
Base Name Service |Charge Type| Start Date | End Date | Calculated Estimate | Edited Estimate | Amount Paid Provider| Service Team D
Test Nurs Home Tutor | NKM1 18/06/2014 | 18/06/2014 |1.00 1.00 0.00 SEN |:|
Capita One

Note: Edited Estimate will be updated based on the chec]

- 4 continue?

=%  The selected Provision(s) will now be transferred, Do you wish to

Provisions Started Preview [ Yes ] [ No I
Base Mame Service |Charge Type| St I T I I T Team
High Sch... |Home Tutor [ NKM1 19/06/2014 ‘ | 100 ‘ 1.00 ‘ 0.00 | | SEN
Note: The highlighted record(s) charge type value does not cover the period selected for the provision
| <ok |[ Ann || conc

If a provision year has not been set up to cover the date range of the provision, the following

warning message is displayed:
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r 5
Capita Cne &J

Charge Details do not cover the provision period.
This can be amended by adding provision years

\

To acknowledge the message, click the OK button. For details about adding provision years,
see Provision Year Setup on page 37.

Panel messages:

The Provisions Ended Preview panel warning message (in red) is a reminder that if you do not
select the Update Edit Est check box, then One does not update the Edited Estimate field
when the provision is transferred.

The Provisions Started Preview panel warning message (in red) is a reminder that the Start
Date and End Date of the Charge Type Value do not span the provision date.

Click the Finish button to display the following message:
The selected Provision(s) will now be transferred. Do you wish to continue?
Click the Yes button to display the following confirmation message:
Provision(s) transferred successfully.
Click the OK button to display the following message:
Do you want to save and print the transferred details?

Click the Yes button to save the record to a specified folder. The report displays.

Bulk Provision Transfer

Provision(s) successfully transferred and updated to Database on 05/11/2013 14:54:19 by System Administrator

Surname: Aarons Forename: lulie Dob: 01/09/1997

Provision(s) Ended at Current Base

Base Name Service C_lr|:';ge Start Date End Date cEasI:iLr'.!'aattid ESE::II:'I&;‘:E Actual Cost Provider Service Team
LKA Upper Meils Service NKM 04/11/2013 | 05/11/2013 30.00 2220.00 0.00 | Meils Service Team | Neils Service Team
EXKXKKRNK Upper Meils Service NKM 04/11/2013 | 05/11/2013 30.00 2220.00 0.00 | Neils Service Team | Neils Service Team
Provision(s) Started at New Base

Base Name Service C_:!:;ge Start Date End Date cEasI:iLrlJnaattid EsEt‘:ir:'lea‘:e Actual Cost Provider Service Team
KOO0 Middle Neils Service NKM 08/11/2013 2190.00 2190.00 0.00 | Meils Service Team | Neils Service Team
XO0000000: Middle Meils Service NKM 06/11/2013 2190.00 2190.00 0.00 | Meils Service Team | Neils Service Team
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Student Placement and Transfer

Use the Placements and Transfers functionality when a student with a SEN statement moves
to another school. The information recorded here is a statutory requirement for the SEN2 and
STATS2 returns.

= A Placement is a school that the student will attend. This can be the same school as they are
already attending prior to being statemented.

m A Transfer is when the placement type (i.e. school) is a different SEN school type from the type
of the school they were previously registered to, e.g. Maintained Mainstream School to
Maintained Special School.

Creating a Placement /Transfer
To create a placement/transfer for a student:

1. In the student’s assessment involvement, click the Placement/Transfer link in the Links panel
on the right-hand side of the screen to display the Placement/Transfers dialog.

%

[ save
_| 2. Placement/Transfers | 1. SEN Assessment ;,7
'r1'. SEN Aszessment Summary n
Subject {Mcintosh, Colin 08/10/2004
Case File Mumber R0D
Case Status Current statement
Received Date 0112/2013 -
Form Type SEN Assessment Involvement
Source Current School
Start Date 0112/2013 - End Date -
-
(2. Placement/Transfers -
Base Placement Start PlacementEnd Placement Type Transfer Type Transfer Reason '-:_:-' Add
Edit
2. Click the Add button to display the Placement/Transfer dialog.
| Placement/Transfer [Mew Placement] =] | = || EZ |
@ ok
-| 2. Placement | 3. Transfer 1. Base -
(1. Base N
Base
Days per week 5 Start Date -
End Date - Registered »
Residential » Dual Registered »
Joining Reason
(2.p =
Placement Start - Placement End -
Placement Type -
Sessions MTWTF S 5§
Morning DDDDD DD
Afternoon DDDDD DD
Is Transfer Within LA
(3. Transfer N
Transfer Type
Transfer Reason
From Base [l
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Click the Browse icon adjacent to Base to display the School History Search dialog which lists
all schools in the student’s school history.

School History Search
34 search [E] Collapse ~

Student 5.0.0810/2004
o Select [7] New

Base Name LANo. SchMNo. Type
s wwem |unior School = 11 Primary

Days per Week Registered Dual Registered Guest Residential Start Date
5 Yes No No No

= [[&][==]

End Date

01/08/2008

Select the school the student is moving to.

To add an existing base, highlight a school from the list of Base Names then click the Select
button to return to the Placement/Transfer dialog.

a. To add a new school to the school history record, click the New button to display the School

History Details dialog.

Reason forJoining
Reason for Leaving
Last Updated
Updated By

Destination

%] School History Details [New School History] = [=] =]
[ save ¥ Alerts _@ Sql Mail Merge 725 UDF Manager
_| User Defined Fields History Details -

(History Details D -

Ease Mame

baseno 12345 LA Mo,

Days per Week 5 Reqgistered »

Dual Registered » Guest »

Residential b 4

Reqgistration Type -

Start Date - End DCate - =

b. In the History Details panel, click the Browse button to display the Base Enquiry dialog.

Base Enquiry o [[&@][==]
4 Search [E] Collapse ~
Base Enquiry
Mame bee
Base Type -~ Active v
Base Selection All Assessment Stages » Assessment Stage All Key Stages M
Schoal Mo. URN
o Select |:| MNew 3¢ Delete Open @ Mext ﬁ Previous
Name Base Type L& School No.  Control Active
N mmw Primary Somerset = Yes
= Independent School Kent ™ Yes
N - m e Independent School Thurrock Yes
| i SN onH | LA | Special School East Sussex ™ COMMUNITY OLD Yes
" e ow mm fa o Independent School  Kent es
™11 i | | Primary Essex 5 Yes
- - N Independent School Morfolk Yes
g L Primary Morfolk - Yes

c. Search for the new school you want by entering search criteria in the Base Enquiry panel.

d. From the search results list,

highlight the required school.
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e. Click the Select button to return to the School History Detail dialog.

f. Enter the History Details panel with the new school details and the details for joining/leaving
etc.

%] School History Details [New School Histery] [= = ][==]
[ save ¥ Alerts @ Sql Mail Merge UDF Manager

_| User Defined Fields | History Details -
(History Detals D -
Base Mame mmesn Special School I
baseno 12345 LA No. 914

Days per Week 5 Reqgistered »

Dual Registered b 4 Guest b 4
Residential »
Reqgistration Type -

Start Date - End Date -

m

Reason forJoining -
Reason for Leaving -
Last Updated

Updated By

Destination

Destination Last
Updated

Destination Last
Updated By in

(Urer Defned Fiids )

g. Click the Save button to return to the Placement/Transfer dialog.

5. Enter a Placement Start date.

\\ Placement/Transfer [Mew Placement] ?@
@ ok
-| 2. Placement | 3. Transfer 1. Base -

(1. Base N

Base ¥ == Specia School

Days per week 5 Start Date 024012014 -

End Date - Registered b4

Residential o Dual Registered b 4

Joining Reason

fP‘Iaceme‘nt |
Flacement Start - Placement End -
Placement Type -
Sessions MTWTF 55

Morning . DD
Afterncon DD

Is Transfer Within LA b 4

ﬁmnsfer N

Transfer Type

Transfer Reason

From Base l:‘

For more information about the fields in the Base panel on the above screen, see the One
online help.

NOTE: Placement Type is automatically populated by the value of the SEN School Type from the bases
setup.
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The Sessions default to fulltime attendance at this school. Make the required changes if the
student’s attendance at this school is not fulltime.

If the student’s placement is at a school of a different type (i.e. from the previous school), select
the Is Transfer check box.

NOTE: If the Placement Type is different from the student's original school, the Is Transfer box is blank.

If this school is within the student’s local authority, select the Within LA check box.

If this placement is a transfer, select the Transfer panel and select Transfer Type, Transfer
Reason and From Base

Click OK to save.

Communication Log

Using the Communication Log you can record all relevant communications, ingoing and
outgoing, such as letters, email, telephone calls relating to a particular involvement. This
ensures that all members of the SEN team have access to the latest information when dealing
with a case.

A workflow item can be recorded on the communication log and assigned to a user or a post.
The workflow item displays in My Workflow messages on the My Home Page.

An electronic sign off facility is available which locks the communication log and records who
signed the record off and when.

Accessing the Communications Log

You can access the Communication Log in one of the following ways:

If the student is known to your service:

Select Home Page | My Involvements | [student record] | Links area | Communication Log,
Select [student record] | Links Area | Involvements | Links area | Communication Log

If the student is not known to your service:

Select Focus | People | Person/Students | Links area | Communication Log

[= ][ =]

@ rx
i) Links

Links
Activities

Communication Log

Exclusions

Provision

More Information:

RG_Communication_Log_Follow_Up available from http://www.onepublications.com

RG_Communication_Log New_Communication available from http://www.onepublications.com

Communication Log topic from One online help.
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Using SEN

Service Team Workload

Service team members can view, edit or create involvements and activities for an individual or a
service team via Focus | Services | CSS Service Team Workload.

SEN » Include Previous Team Members [

»

83 SEN

From Date 01/01/2013 ~ ToDate 15/01/2014 -

[ New & Refresh ¢ Delete

fc‘tivi‘ly | Start Date | Start Time | End Date End Time Eomplete Eervioe Description | Base ..:\‘c‘tivi'ly
Home Visit 13/03/2013 13/03/2013 13/03/2013  SEN

Home Visit 130372013 130372013 13/03/2013  SEN

Home Visit 13/03/2013 13032013 130302013 SEN

Home Visit 221032013 22032013 221032013 SEN

Meeting 2210302013 22032013 221032013 SEN

Meeting 01/07/2013 01/07/2013 01/07/2013  SEN sasas

M

More Information:

CSS Service Team Workload topic from the One online help

Involvements Workload

This panel displays all involvements which have been assigned to the selected person or
service team.

Activities Workload

Activities can represent school, home or other agency visits, meetings (e.g. panel meetings,
case conferences) or can represent work that a caseworker must do such as write up a report or
preparation time.

This panel displays a list of activities for the selected person or service team. If you have
selected a person rather than a service team, activities are listed for all service teams to which
they belong.

More Information:

Activities (Workload) topic from the One online help
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Using My Home Page

After you login, the My Home Page is displayed. The page comprises a series of panels for
students which have been assigned to you. The following panels are relevant to SEN.

My Workflow Messages

This panel displays all active workflow items either assigned to you personally or items which
have been assigned to a post of which you are a member.

You can reassign messages by forwarding to another user or can be deleted.

My Involvements

This panel displays all involvements which have been assigned to you. If the involvement is
associated with a timeline, an icon indicates the current status of the timeline:

/A Warning Date has been reached.
= Target Date has been reached.
& Timeline is In Progress.

+ Timeline is Complete.

My Activities

Activities are tasks assigned to you, these may be linked for example, to an Involvement, a visit
or meeting and any tasks or events added via the Calendar, including recurring tasks.

My Completed Reports

The My Completed Reports list shows all generated reports for which you have permission to
view.

Using the Social Network Diagram

Key professional and personal relationships for a selected person are displayed
diagrammatically as a Social Network. This includes parents and carers, siblings, caseworkers,
other involved authority professionals, and any other professionals that have been recorded as
contacts for the person.

To view a Social Network for a student:
Display the student’s record.

Click the Social Network link in the Links feature panel on the left-hand side of the screen to
display the Social Network dialog.
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{1 Centre = Layout KﬂDCh\Id I:‘Adu\t Relationships OCSSLAProfEsswonals (__) Contacts C) Other Organisations

o T
(Male)
Exclusion Support Officer

i)

w Vo

== [
"
‘ n b
'fl_lelatiorlships for W | Vg E_\
Relaticnships Filter: All I &5 Add
Subjects Hame Age Primary 9 Remnove

Flags Relationship and (Years Contact PR MC S ]

to: Address Months) No T Edit

& ICS Person Details

What is displayed on the diagram?

Contacts, e.g. parents/carers, head teachers, doctors, etc. that are recorded in the One
database are automatically displayed in the eco-gram. Each contact is represented as a box
showing the person’s name:

To expand the box to display related details, e.g. address, gender, association, point your
mouse at a name. A young person link is coloured green (pre-16-year-old) and an adult link is
coloured pink (16 and over).

To display a list of association types for the subject, point your mouse on the subject box.

NOTE: Each box is linked to the subject by a line with an intersection showing the association type, for
example, mother, father, sibling, head principal, education psychologist.

What is not displayed?

If a founded allegation against a carer is recorded, an association is created between the
abused person and the abuser. These associations are not displayed on the Social Network.

Navigating around the diagram

Each box can be moved on-screen by clicking and dragging the box showing the person’s
name.

If the diagram is larger than the available screen size, click the ©I Centre button to centre the
diagram.

If you change the diagram layout, click the = Reset button to return it to its original layout.

To open the details of a person, click a box in the Social Network then click the Person Details
link.
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Making SEN Enquiries on a Student's Record

National Health Service Number

You can add or view a student’s National Health Service Number on a student’s record via the
National Health Service Number panel.

Supporting Details

To view a student’s SEN Status, open the student's record and select the Supporting Details
panel. SEN Status is read-only. It can be edited via the SEN Stage History panel.

»

[ save New {3 Memo [[]Data Panels ¥ Alerts @Sql Mail Merge UDF Manager ©'y Data Conflicts @ ContactPoint Retrieve
07. Supporting Detail ~ i

(07, Supporting Details ™
Social Services Care Order
Student Carer FEFP
Service Family FSM Eligibility |7
Gifted and Talented G+B FSM >

Mode of Travel

R - =EN Support = |

-

Agreement Indicatar

Post Looked After =
Arrangements

SEN Needs - Other
The SEN Start Date and SEN End Date are now recorded on SEN Needs — Other panel.

E Save @ Mew ¢ Memo [|DataPanels ¥ Alerts @' Sgl Mail Merge UDF Manager - Data Conflicts [ ContactPoint Retrieve
13. SEN Meeds — OtF ~
(13. SEN Needs — Other .
Date of Change Rank SEN Need fEN Start Date SEN End Date g Add
.| Edit
Remove
4 1 | 3

Clicking the Add button enables you to record the details of any other SEN Needs, including the
start and end dates.

F= ™
f.) SEN Need Details [

ok
; _| SEN Need - Other = /7

SEN Need - Other

Date of Change 27062017 - Rank ':l
SEM Meed -
SEN Start Date - SEN End Date -

Records can be saved without a rank where the SEN Need is closed, e.g. with an end date
before the system date.



SEN Stage History

Using SEN

To view a student’s SEN Stage details, open the student's record and select the SEN Stage
History panel. The records are sorted by descending order of start date:

BSa\re MNew OMemo [C]Data Panels % Alerts @‘Sq[l\f‘lai[ Merge UDF Manager

i Data Conflicts H ContactPoint Retrieve

(23. SEN Stage History

ek Add

B}

SEN Status | <= SEMN Suppor] » | SEM Status Start Date DTNG2T
Date of Start
SEN Stage Change Source Date End Date
- SEM Support 27{06/2017  CCS 27/06/2017
A~ School Action 27/06/2017  CCS 23f06/2017 26/06/2017
P - SchoolAction Plus  27/06/2017  CCS 20/06/2017 22062017

s Edit

Suld
. Remove

The current SEN Status cannot be removed from the records. Only historical records can be

removed.
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Child Protection

04 | Child Protection

Overview

Protection from abuse and neglect is a fundamental right of all children. Children suffering or at
risk of abuse or neglect need to be identified early and provided with appropriate support to help
prevent problems from escalating and give them the best chance to thrive in life.

Professionals working with children need to be able to:

identify signs of abuse and neglect early.

assess the needs of the children and their families effectively.

share information effectively and appropriately within and between organisations.

develop interventions that are effective in improving the lives of the children they are intended to
help.

One uses child protection events to monitor child protection. It records and displays the details
of a child’s protection registration. It also records the details of a child protection for a child from
another local authority, living in the authority using One.

Depending on the type of event, messages are displayed on the My Home Page in either My
Workflow Messages or My Referrals.

Creating a Child Protection Record

To create a new child protection record:

Select Focus | People | Students | Student Details | Links panel | Child Protection to
display the Child Protection Details page.

On the Person Summary panel, the Family Name and Given Name are pre-populated. Click
the Details button to view full details of the child.

Child Protection Details s i >
B save
9 € | 02. Child Protection | 03, Child Protection Events 01, Person Summary « | 7
01, Person Summary
PersonSummary Title & Select +
Family Name = :DJ Details
Given Name —

If required, select the CSSR check boxes on the Child Protection panel.

02. Child Protection
Isthe child/yaung vl Has thechild/yaung »
person on the CPR of person previously been
another CSSR? registered by any
CSSR? ’

These are tri-state check boxes; the default is blank (unknown). Select the check box once to
change the status to true (tick), select again to change the status to false (cross).

On the Child Protection Events panel, click the Add button to display the Child Protection
Event [New Child Protection Event] dialog.




Child Protection

(04.Child Protection Event .
OpenfClosed 1 Record Type CP
CSSR =
Start Date - End Date -
Created Date 22105/2014 -

| | Comment

w|2 50

Open/Closed, Record Type and Created Date are pre-populated.

Select a CSSR (Council with Social Services Responsibility).

Enter a Start Date.

If required, enter an End Date. The end date cannot be on or before the start date.

If required, enter a Comment. This is a free text field for information relevant to this child
protection event.

On the Child Protection Categories panel (Table_ID 0529), select one or more categories.

02. Child F C i

Neglect X] nec
Physical Abuse [x] Pay

0529 - TABLE_ID NEG

Emotionalabuse  [X] EMO

Click the OK button to return to the Child Protection Details page; the Child Protection
Events panel is populated.

03. Child Protection Events

Open/Closed Record Type Start Date End Date ;i_'J Add
$ Remove
& Details

Click the Save button to save the child protection record.

The new child protection record can be viewed on the child’s chronology.

Child Protection Contact Enquiry Record

A Child Protection Contact Enquiry can be recorded against a child. It enables you to view
details of the contact enquiry made about a child or young person for whom you are the key
worker or designated manager.

The Child Protection Contact Enquiry functionality is available via Focus | Contact Record |
New Contact Record. For more information, see Creating a Child Protection Contact Enquiry
Record on page 83.

When an enquiry is made regarding a child or young person, a contact record is created. The
contact record can be used as a Child Protection Enquiry, if the Reason of Contact is set to
Child Protection Plan Enquiry.

A Child Protection Contact Enquiry enables a key worker of a child or young person to inform an
enquirer if the child of whom they are enquiring is protected and if the Council with Social
Services Responsibility (CSSR) have received previous enquiries about the child.

NOTE: All child protection contact enquiry records are stored in the database.




Child Protection

Creating a Child Protection Contact Enquiry Record

To create a new child protection enquiry record:
Select Focus | Contact Record | New Contact Record to display the Contact Record Details

[New Contact Record] page.

On the Subject Details panel, Date of Contact is pre-populated, but can be edited.
Created On is pre-populated but cannot be edited.

Contact Record Details - [New Contact Record]

[ Save ¥ Alerts 52 Show Relationships v Clone

3 © 01, Subject Details | 02. Child/young p... | 03. Current Addre... | 04. Details of pe... | 05. Additianal Details |

01. Subject Details

®

01. Subject Details

-

Date Of Contact

T e

Tick if the child'person
is aware of contact

Contact Created by

Created On [23i0sr2014 08 0417

Tick if parent{s)carer(s)
is/zre aware of contact

a x

If required, select the check boxes to confirm if the child, young person, parent or carer is aware

of the contact.

These are tri-state check boxes; the default is blank (unknown). Select the check box once to
change the status to true (tick), select again to change the status to false (cross).

Select a Contact Created By.

On the Child/young person’s name, address and responsible CSSR panel, enter the

relevant details.

02. Child/young person’s name, add and ible CSSH: |
Person Details Family Name £ Match -
Given Name i Unmatched
Gender Mot Specified - e-ail
Primary Contact number Work contact number
Mobile Date of Birth
Estimated Due Date Guessed DOB
Person ID
Principal Address 2 Match
9 Unmatched
Post code Telephone number
DioB or Expected date - Telephone
of delivery
Social Service Team
Responsible CSSR || & |
If the current address is different from the above, enter the details.
(03 Current Address if different from above E‘P
|-
Address m Match =
¢ Unmatched
Post code Telephene number
Telephone

Enter the details of the person making contact.
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'FN. Details of person making contact @
Agency Name g
Contact's Details Family Name 8 Match -
Given Name i€ Unmatched
Gender Mot Specified - e-Mail
Primary Contact number Work contact number
Mobile Date of Birth
Estimated Due Date Guessed DOB
Person IO
Principal Address G Match -
92 Unmatched
Post code Telephone number
Relation » Telephone
Does the person
making a contact wish
to remain anonymous?

On the Additional Details panel, select a Method of Contact.
You must select Child Protection Plan Enquiry for the Reason of Contact.

(05, Additional Detarls L

Methed of contact Reason of contact Child Protection Plan Enquiry]

4

Further details

~NE| 2SO

If required, enter any further details.

On the Action Taken panel, you must select an Action and Assigned To.

06 Action Taken N
Action | - | Assigned To

4

Action Taken/
Recommendation

|25 G

If required, enter the Action Taken/Recommendation.
Click the Save button to display the Child Protection Contact Enquiry dialog.



Child Protection

Child Protection Contact Enquiry
% Child protection enguiry on:
Namo:
Address:
Result of Enguiry:
N IO BT DT BT N M BT XoOm |
Advise caller of above defals
i| Addtional Comments: a
| ol
9
o
¥

The result of the enquiry message varies according to the information available. For example:
No child protection records were found for the child.

Previous protection enquiries exist.

Active child protection record; Key worker <Name>.

CSSR = <LA Name>.

Click the Close button to return to the Contact Record Details page; the record is now read-
only.

Viewing Child Protection Contact Records

All child protection contact records are stored on the One database. When they are viewed at a
later date, they are read-only.

To view a child protection contact record:

Select Focus | Contact Record | Manage Contact Records to display the Contact Record
Enquiry page.

On the Contact Record Information panel, the End Date defaults to the system date and the
Start Date defaults to seven days prior to this; these can be edited.

Contact Record Enquiry 2
&4 Search [B] Collapse -
N
Start Date R B OE - End Date EEE E -

Person Family Mame
Person Given Name
Agency Mame
Contact's Family Mame
Contact's Given Name
Reason For Contact -
Action Taken

Supervisaor Action =
Taken

Any of the above fields can be used as search criteria. Enter the required details.
Click the Search button. This returns a list of contact records matching your selection criteria.

Select a record, then click the Open In New Window to display the read-only Contact Record
Details of the child or young person.






Statutory Returns

05 I Statutory Returns

This section has been removed as the Welsh Government (WG) no longer require the STATS2
Return to be submitted.

Information relating to the SEN2 Return being submitted to the Department for Education (DfE)
is contained in the One SEND handbook, available on the One Publications website.
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06 | Documents and Reports

The areas in One where you can view and generate reports, documents and correspondence
are:

Linked Documents

Quick Reports

Linked Documents

The Linked Documents panel displays related documents, letters, reports etc. showing the File
Description and File Name. A linked file for example, could be related to a person details, a
letter generated from a timeline or a report attached to a communication log item.

Linked Documents is located on the left-hand panel on the My Home Page. To view linked
documents’ details, double-click or highlight a file, then select the Open button.

Click the Next button to move to the next item.
To view newly added files, click the Refresh button.

To remove a file, click the Delete button.

Adding a New Linked Document

To add a new file as a linked document:

Click the New button to display the Files Linked dialog.
Enter a File Description.

Click the File Name folder to select a file.

Click the Save button. The Linked By, Linked Date, Updated By and Last Updated fields are
automatically populated.

To upload the file, click the Yes button.

When the upload is completed, a message dialog confirms that the linked file is saved and
uploaded. Uploaded By and Uploaded Date are automatically populated.

NOTES:

The maximum size for an uploaded file is 150 MB. If the selected file size is greater than the permitted
upload limit, the file can be linked, but it cannot be uploaded, and the following message is displayed:

The file filename.txt’ that you are trying to upload is larger than the maximum permitted size of 150 MB.

It is recommended that you link and upload files individually.

Temporary Directory

Uploaded and opened files are stored in a temporary directory. When you return to the Files
Linked window, One automatically removes copies of these files from the temporary directory.

NOTE: You must ensure that the file you are uploading is not in use.




Documents and Reports

Quick Reports

The Quick Reports feature panel on the Home Page allows you to save and import Word
Templates, in XML format. These can be run to extract data from a focus page, e.g. Person
Details. Templates can be designed either as letters or as forms/documents.

More Information:
How to use Quick Reports topic from One online help.

RG_Administration_Using Quick Reports.




Audit Trail

07 | audit Trai

Overview

The Audit Trail enables you to monitor the data being added, modified or deleted by One users.
This includes User Defined Fields (UDFs), if they have been flagged for Audit Journaling.

The audit trail records the Entity name, Audit Type, by whom and the date and time the record
was accessed.

If a record has been created, it is a new record and the audit trail lists all of the details. If the
record has been edited, the audit trail lists only the changes.

The data can be exported to an Excel spreadsheet and a Print button is available to print the
audited details.

The audit trail is accessed via Tools | Audit Trail | Audit Trail.

MORE INFORMATION:

For more information on UDFs, see the online help or RG_Administration_Managing UDFs on the One
Publications website via Reference Guides | Administration.

Using the Audit Trail

To view items on the audit trail:

Select Tools | Audit Trail | Audit Trail to display the Audit Enquiry page, enabling you to
search for existing records that have had changes made to them.

Audit Enguiry. ‘32
&3 Search [B] Collapse -
’f;\udii Enguiry ™)
Revision By @
Revision From 03/09/2014 - To 10/09/2014 -

Family Mame

Given Mame

Full Form Title
Main Form IO
Inserted W Updated W
Deleted v Viewed W
Printed W Exported Y

e

Enter a full or partial description in one of more of the fields.

Revision By — click the browse button to select a One user.

Revision From — defaults to seven days prior to the system date but can be edited.
(Revision) To — defaults to the system date but can be edited.

Family Name.

Given Name.

Full Form Title — this is the Entity name, e.g. Person, EHCP Assessment Involvement.



Audit Trail

Main Form ID - this field is not required for SEND. The enquiry results also display Sub Form

ID.

Select the following Audit Type check boxes to filter the records accordingly:

Inserted
Updated
Deleted
Viewed
Printed
Exported.

Click the Search button to display a list of records matching the selection criteria.

1 Open [ Open In New Window @ Next ﬁ Previous @ Export to Excel

Drag a column hers to group by this column.
Audit Type | Revision By Revision Date Famil\;Name Given Mame Full Form Title Main Form ID | SubFerm ID | =
Updated |SYSADMIN 1002014072839 | @ == Y Person T EmTETE
Updated SYSADOMIN | 1002014 07:28:00 (= -] Person =B Skl
Inserted SEN CW | 0052014 16:04:58 -] -] Person - iz
Viewed SEN W Oo/0B2014 12:28:18 = SEM Assessment... - |
Updated SYSADMIN | 0S/052014 12:16:08 = Form Instance: Sa.. |\ mm == T
Inserted SYSADMIN | 02052014 15:28:01 CE=m EHCP Tribunal Invo... | ma =a
Viewed SYSADMIN | 02052014 15:25:37 v | = EHCP Assessment... w0 | = -1

To record the enquiry results as a spreadsheet, click the Export to Excel button.

To view more details about a specific record, click the Open or Open in New Window button to
display the Audit Details page.

=y Print

Given Name: J

Family Name: g2

SEN Assessment Involvement

Added by SEN. CW on 08/09/2014 12:34:55

®

»

m

Sr. .
No. List of Changes
1 Start Date
From: (Mot set)
To: 0B/09/2014
2 Status
« Description
From: (Not set)
To: Leotive
3 Service Team
From: (Mot set)
To: SEN
El Involvement Form
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12 Source

» Description
From: (Mot set)
To: Current School

m

13 Received Date
From: (Mot set)
To: 08/09/2014

=

Audit Trail

The List of Changes displays details of each change that was made to the selected record.
A serial number (Sr.No.) displays, indicating the number of changes made to the record.

If this is a new record, all the details are listed and From: displays as (Not Set).

If a record has been edited, then the List of Changes only displays From: and To: for the data

item that has changed.

Sr.
No.

List of Changes

1 Start Date
From: OB8/09/2014
To: 09/09/2014

Click the Print button at the top of the page to print the list of changes.
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Appendix

08 I Appendix

One v4 Common Functionality

The One v4 Client version of SEN shares functionality with other One modules. For help using
functionality shared with other modules, use the resources in the tables below.

The reference guides can be found on the One Publications website.

User Access

User Access items Reference Documents Online Help topics
Report Permissions RG_Permissions_Report | Report Permissions
Permissions Report Definition
Repository
User Group Processes RG_Permissions_User User Group
Group Permissions Processes
User Group Permissions RG_Permissions_User User Group
Group Permissions Permissions
User Group

Permissions Editor

Data Panels RG_Data Panel View/Hide Data
Definition Panels

Access Control Lists (ACLs) | RG_ACL_ACL Definition | Access Control List
Set ACL (Access

Control List)
Involvement Panel Links
Links panel items Reference Documents Online Help topics
Activities RG_Activities_Creating an Activity My Activities
RG_Activities_Activities and Linked People Activities
RG_Activities_Link to Results Organiser (Workload)
RG_Activities _Recurring Activities
Calendar RG_Activities_Activity Calendar Calendar
Chronology RG_Chronology Using the Chronology Chronology

RG_Chronology Case Notes
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Links panel items Reference Documents Online Help topics

Communication Log | RG_Communication Log New_Communication | Communication

RG_Communication_Log_Follow_Up Log

Communication
Log Summary

Communication
Log Details

Relocation Relocation

Linked Reports for
Relocation Details

Other Common Functions

Function Reference Documents Online Help topics
Equipment RG_Equipment Equipment Inventory
Equipment ltem
Details
Equipment Inventory
Search
Administration Alerts RG_Administration_System Alert Definition
Alerts

Common Ul Features

Function ‘ Reference Documents Online Help topics
User Defined Fields (UDF) RG_Administration_Managing | UDF Management
UDFs Overview
UDF Manager
Adding a UDF to an
Entity
UDF Definition
Customise Menus Technical Guide - Menu Customize Menus
Customization Configuration
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