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Document Purpose
 

This document was produced by the FAME Programme to provide guidance and practical examples to all Local Authorities/Partner Agencies for an implementation of Multi-Agency working.  All documents are the property of FAME National Project, and to access these documents you have agreed to the terms and conditions set out in the accessing of these products from the FAME website.
 


For a further description of this document please see the Product Definition below stating exactly what the product is.  For more in depth explanation and guidance please see the FAME "How to Implement and Sustain a Multi-Agency Environment".
Specification of Requirements:

the technical and process specifications to support the development and implementation of a working solution. 

MANDATORY INPUT REQUIREMENTS

FOR MENTAL HEALTH

When adding new person from find person screen.

And to update personal information on Person Details screen

This information should be completed and maintained as detailed in the CareFirst Operational Guide with particular attention to the following:

Person Details front screen

Title
Doctor


Miss


Mr


Mrs


Ms

Role
Client


GP


Others

Ethnicity 
White British


White Irish


White – Other


Mixed – White/Black Carib


Mixed – White/Black African


Mixed – White/Asian


Mixed – Other


Asian/Brit – Pakistani


Asian/British India


Asian/Brit – Bangladeshi


Asian/Brit – Other Asian


Black/Brit – Caribbean


Black/Brit – African


Black/Brit – Other Black


Chinese


Other Ethnic Group


Declined to say


Not Known

Religion
Choose from drop down menu

(If not known initially enter under classifications)

Date of Birth
Enter as follows:


dd-mm-yyyy  (ex: 26-02-1970)

Person details front screen / Contacts

Select ADD

Use the right-drop down arrow to find the name of the person/organisation you are listing as a Contact.  If the person is not known to CareFirst, you will have to add the details of that person first.  

N.B. The Main carer MUST be added as a Contact type

Contact Type
Main Carer Contact


Next of Kin


Emergency Contact


Spare Key Holder


Main Carer Contact


Other contact (Specify)


Housing Scheme Manager


MHA Nearest Relative


Financial Appointee


Court of protection, Receiver


Holds Power of Attorney

Person details Main tab Address Details

Tenure Type



Bed and Breakfast






Council Rented






Homeless/NFA






Hostel






Housing Association Rented






Living with Carer(s)






Living with Relatives






Lodgings






Owner/Occupier






Private Rented






Residential/Nursing Setting






Tied Accommodation

Person details / Further details tab (Classifications)

FOR EACH CLASSIFICATION RECORDED, YOU WILL CHOOSE THE CATEGORY AND THEN CLICK ON MOVE DOWN, CHOOSE A DESCRIPTION FROM THE LIST AND THEN CLICK OK.  EACH ENTRY WILL ALSO NEED A START DATE RECORDED.

Click ADD

Category
Adult Risk Factors


Click on ‘Move Down’


Choose a Risk Factor


Enter Start Date

Category
Adult Potential Abuse


Click on ‘Move Down’


Choose a Potential Abuse


Enter Start Date

Category
Mental Health Legal Status


Click on ‘Move Down’


Choose a Legal Status


Enter Start Date

Category
Primary Client Group


Click on ‘Move Down’


Choose a Primary Client Group


Click on ‘Move Down’


Choose a category from this level


Enter Start Date

Category
Register


Click on ‘Move Down’


Choose a Register


Enter Start Date

Category
Religion


Click on ‘Move Down’


Choose a Religion



Enter Start Date

Record the following when ending a Classification:

End Reason
No Longer Applies


Entered in Error


Client Died

Person details / Phone/Email Tab

Click ADD

Type
Choose one from the drop down list

Number
Enter number

Start Date
Enter date

Person details /  File Details Tab

Click ADD

Reference
Enter Client’s CareFirst Number

Location
This will be the team location of the 

Primary worker. Choose from the                 



picklist.

Person details / Other Names Tab

Click ADD

Type
Alias


Entered in Error

Family Name
Enter Family Name

ADD RELATIONSHIPS / From the main menu or the icon in the ‘My Client’ screen

Click ADD

Relationship type
Allocation


Personal


Professional

Relationship (Allocation)
Primary Worker


Team


Co-Worker

Relationship (Personal)
Parent



Sibling


Cousin


Grandparent


Daughter/Son


Grand Daughter/Son


Nephew/Niece


Other Person Relationship


Spouse/Partner


Step Daughter/Son

Relationship (Professional)
Doctor


GP Practice


Other Professional Relationship


Psychiatrist


Housing Provider


Hospital

Name
Add CareFirst Number of Relationship or


use right-drop down arrow to select 

from Find People. Add person if not on CareFirst

Start
Enter date started

End
Enter date closed (if applicable)

End Reason
Enter one of the following codes as to


why the relationship has ended:


Agreed Change of Worker


Assessment offered by declined


Case Closed


Case Closed to Worker


Change of Team


Died


Entered in error


Relationship Ended


Worker Left Employment

N.B  If you are entering a Co-Worker relationship, you MUST record the Team Name of the Co-Worker in the NOTES field.

Initial Contact Screen

ID
Enter your Client’s ID or use drop


down arrow to Find People

Ensure COMMUNITY CARE radio button is selected

Team
Enter your TEAM ID

Method
Choose from the drop down list

Contact By
Independent Provider Agency


OLA


Other Government Agency


Other LA Department


Self


GP/Community based Health Staff


LA Housing Dept/Association


Main Carer/Family


Hospital based health staff


Legal Agency


Other Agency


Other individual

Topic
Assessment Request

Presenting Issue
Assessment of Need

To record an OUTCOME to your Initial Contact

Click OUTCOME

Outcome
Advice/Information Given 


Assessment (not community care)


Other Basic Service and Close 


Community Care Assessment


Entered in Error


Referral to other Agency


NFA


Registration & Close 


Welfare Benefits

Notes
This field is FREE TEXT TYPING


Add the type of assessments needed (i.e., 


OT Assessment / SW Assessment, etc.)

To Record an EVENT from the INITIAL CONTACT OUTCOME screen

Click EVENT

Context
Adults Protection Investigation


Carer Assessment (C&DC Act)


Community Care Assessment


ASW Assessment

Team
Enter your TEAM ID

Provisional Priority
High Priority


Low Priority


Medium Priority

To Record an EVENT from the Main Menu - Assessments & Further Events Screen or from the previous Event screen

Click ADD If in Assessment and further Events screen

Click NEXT EVENT if in the previous Event screen

Context
Adult


Adult Protection


Carer


Mental Health Act

Type (Adult)
Community Care Assessment


Monitor Service Provision


Review


Set Up Care Plan/Services


Unscheduled Reassessment

Type (Adult Protection)
Adult Protection Investigation

Type (Carer)
Carer Assessment (C&DC Act)

Type (Mental Health Act)
ASW Assessment

To Record Event Details from Assessments & Further Events

And from the previous Event screen

Click DETAILS if in Assessment and Further Details 

Continue with Next Event screen if not.

Worker
Enter the Worker ID of the person 


responsible for undertaking this Event

Team
Enter Team Code

Provisional Priority
High Priority


Low Priority


Medium Priority

To Record an OUTCOME of your EVENT

Code
Abandon Assessment


Further Assessment Only



Monitor Service


No Action & Close


Provide Services


Undertake Review


ASW Assessment Complete


No Services Provided

Reason
Assessment completed


Circumstances changed


Client declined assessment


Client died


Eligible for services


Entered in error


Further information met


Loss of Contact


Needs met


Not Eligible for services


Receiving Services


Refer to Other Agency

Date
Enter Date Outcome decided

Priority
High Priority


Low Priority


Medium Priority

To add an ACTIVITY to an Event

To open the Event, Click on The relevant Event from My client or select the Event on the main menu – Assessments and Further Events screen

Click ACTIVITIES

Class
Arrange Assessment


Review


Interview/Visit

Type 

 (for Arrange Assessment)
Arrange ASW Assessment


Arrange Assertive Outreach Assessment


Arrange Psychiatric Assessment


Arrange CMHN Assessment


Arrange Financial V.O. Assessment


Arrange SW Assessment



Arrange SWA Assessment


Arrange MH Needs Assessment


Arrange MH Risk Assessment

Type


(for Review)
External Provider Review


Internal Provider Review


6 Monthly MH Guardianship


Comm/Care 12 Week Review


Comm/Care 26 Week Review


Comm/Care Annual Review


CPA Review – Enhanced


CPA Review – Standard


3 Monthly Review MH NHS Staff


6 Monthly Review MH NHS Staff


Annual Review MH NHS Staff


Benefits Review


Transport Review

Type
Out Patient Visit

(for Interview/Visit)
Psychologists Visit

Assigned To
Enter ID of worker Activity is assigned


to or Team Code of team responsible for


undertaking the Activity

Priority
High


Low


Medium

Required
Enter date this Activity/Task is REQUIRED


to be undertaken.

Status
Abandoned


Complete


Newly Generated


Reassigned

Date 
Date status changed

To add a CARE PLAN

Open the Care Plan screen from the main menu or from the ‘Drop down’ menu from an event screen (using mouse right click)

Click Add at top of Care plan screen and add the package start date

Click Add at the bottom of the screen

Context 
Community care plan

Start date
Start date

Responsibility Of
Enter the Team Responsible i.e. the team of the primary worker. This team will have to have a ‘Relationship’ with the client.

Care Plan Details

Goal
Ensure 24hrs Care in alternative setting


Provide rehabilitation to the community


Provide support to remain at home


Support for Carer

Level
High input


Low input


Medium input

Originating Event
Click on right drop down arrow to link


This Care Plan to the Originating Event – **THE 


ORIGINATING EVENT WILL ALWAYS BE 


EITHER THE ASSESSMENT, THE 


UNSCHEDULED REASSESSMENT OR THE


REVIEW **

Offer Date
Enter date Care Plan was offered

Copied to Client
Yes / No

Service Change
Increase / Decrease / No Change

Care Plan Intended services

Click ADD

Service
Community Meals


Day Care


Equipment 


Financial Support


Home Care/START


Independent Accommodation 


Professional Support


Residential Care 


Residential Nursing Care


Respite Care


Specialist Assessment 


Specialist Counselling 


Transport 


Domiciliary Care


Talking Books

Date fully provisioned  
Enter date

Outcome
Enter this information when Care Plan is ended:


Carry Forward – Change in Services


Closed – change in circumstances


Closed – Client Died / moved away


Closed – Completed Successfully


Closed – No Progress


Closed – Refused Services


Review – Change in Circumstances


Review – Plan Unsuccessful

End Date 
The date that the Care Plan ended

To ADD a SERVICE PACKAGE

Open the Service Package screen from the main menu or from the ‘Drop down’ menu from an event screen (using mouse right click)

Team.
Enter the Team Responsible i.e. the team of the primary worker. This team will have to have a ‘Relationship’ with the client.

Proposed Service
Choose from one of the following as to which


service is proposed for this client:


Day Care NHS


Day Care Ext CCFL


Day Care Ext CCPT


Day Care Ext Term


Day Care External


Day Care Internal


Direct Payments


Direct Payments CCFL


Direct Payments CCPT


Direct Payments Term


Equipment/Adaptation


H/C N Resp Ext


H/C N Resp Ext CCFL


H/C N Resp Ext CCPT


H/C N Resp Ext Term


H/C N Resp Int


H/C N Resp Zone


H/C N Resp Zone Term


H/C N Resp Zone CCFL


H/C N Resp Zone CCPT


H/C Resp Ext


H/C Resp CCFL


H/C Resp CCPT


H/C Resp Ext Term


H/C Resp Int


H/C Resp Int Zone


H/C Resp Int Zone CCPT


H/C Resp Int Zone CCFL


H/C Resp Zone Term


Meals on Wheels


Nursing


Nursing PL Respite


Nursing Unpl Resp


Nursing CC Full


Nursing CC Part


Nursing Terminal


Nursing PL Resp CCFL


Nursing PL Resp CCPT


Prof Support Ext


Prof Support Int


Prof Support NHS


Res Ext


Res Ext CCFULL


Res Ext CCPART


Res Ext Terminal


Res Int


Res PL Resp Ext


Res PL Resp Ext CCFL


Res PL Rest Ext CCPT


Res PL Resp Ext Term


Res PL Resp Int


Res Unpl Resp Int


Res Unpl Resp Ext


Res Unpl RP Ext CCFL


Res Unpl RP Ext CCPT


Res Unpl PR Ext Term


Transport

Planned Start Date
Add date package is due to begin

End date 
Add date ended if known
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