
Family Centre Case Management – Family Centre Workflow 

For all team members to be able to access each other’s work trays you will need to publicise your 

work trays to each other – follow the EHM How to Guide – Tray Publication which is located on the 

Group Work iLearn page. 

Before starting the Family Centre Workflow please ensure the following have been completed 

• Family Centre registration form. 

• The Family Centre registration is recorded in Group Work (please see user guide and E-

Learning for support). 

• Family Centre referral form 

Starting the Family Centre Workflow 

Search and load up one of the records that is part of the Family Centre Workflow. Click on Start the 

Family Centre Workflow. It is recommended to do this on a child record. 

 



A warning message will appear asking you to confirm you want to start the Family Centre 

Workflow. 

 

 

 

 

 

 

After choosing OK the following screen will appear. This allows you to choose who is involved in the 

Family Centre Workflow. The members displayed are taken from the relationships. There is also a 

start date box which is pre-populated with today’s date however this can be amended if needed. 

Once complete click Start 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The following screen then displays an overview of the workflow. This includes a visual pathway map. 

 

By clicking on the decisions tab you are able to start the Family Centre Case Management. In order 

to start the Family Case Management you must enter a date and reason for decision. Once 

completed click on Start. 

The system will then ask you to confirm the information before starting to the Family Centre Case 

Management.   



 

 

Once confirmed the following screen will display. Please choose start family centre case 

management. 

Choose start blank on the following screen.  



Completing Family Centre Case Management Form 

The Family Centre Case Management Form is a working document. To save what you have entered 

throughout the form click on the save button on the top right-hand side of the page. 

 

 

Please note you are able to continue with the Family Centre Case Management at a later date. In 

order to return back to the Family Centre Workflow click on episode history from the personal tab 

and the open workflow will appear. 

 

 

 

 

 

 

 

 

After choosing start blank you will be taken to the start of the Family Centre Case Management 

form. Here contains introductory text which is repeated at the start of this user guide. 

 

 

 

 

 

 



 

Click on the next section Referrer details where a number of fields need to be completed. 

 

 

 

 

The next section is the worker details where a number of fields need to be completed. To add an 

extra row to the services table click on the green + at the right hand side of the table. 

 

 

 

 

 

 

 

 

 

 

 

 



The next section is the consent for Family Centre Workflow where a number of fields need to be 

completed. Please ensure the family have agreed to this.  

 

The next section is Family Details. In this section you need to use the toggle option to assign needs 

to the relevant members of the family. To do this, select a need that applies to a member of the 

family.  

 

Then click on the toggle option related to the category of need. 

 



The members of the family will then appear above the need category chosen. Click on the members 

that this need doesn’t apply for.  

 

 

 

 

This then moves members of the family out of the list and places them below.  

 

 

 

 

 

 

 

 

Then remove the challenging behaviour tick off the other members of the family. This now shows 

that challenging behaviour applies only to Test Boy. Now repeat the steps for any other needs. 

 

 

 

 

 

 

 

 

 

 

 



Further down in the Family Details page there are some other questions that require completing. 

 

 

 

 

 

 

The next section of the family centre case management is the family plan. In this section you are 

required to list the areas of need for the members of the family. The first column (Area of need 

being addressed) is a dropdown of the section titles from the family details page. Then enter the 

specfic need within that section in the column need being addressed. Then complete all the other 

columns. To add another need press the + button and repeat the steps.  

 

Adding case notes 

For Family Centre Workflows started after 28/07/2019: 

A new section has been added to the Family Centre Case Management form called Workflow Case 

Notes. This is a secure area in which the worker can record notes related to the workflow. All fields 

are required to be completed. Dropdown options are provided in contact type and method of 

contact. Reason for contact is a summary sentence of what the note is about. Detailed notes is the 

column in which the full note can be record. If the note relates to more than one person, please 

enter the one name per line as below in the family member column. To add another note, click on 

the green plus. 

  

 

 

 

 

 

 



For Family Centre Workflows started before 29/07/2019: 

To record case notes related to the workflow, go to case notes under Group Work. 

To add a note please ensure you are on a member record the note relates to and click Add Group 

Work Case Note. 

 

Ensure that this individual is involved box is ticked. If another member of staff needs to be made 

aware of the note you can add them by choosing, select another user to be notified.   

 

By clicking select another user to be notified you will be taken to the address book. Click on all 

professionals, enter a forename and surname and click search. 

 

 

 



 

 

This will then return the relevant member of staff. Click on their name. 

Then click confirm. 

 

 

 

 



 

The staff member will now appear on the note section. Once the note has been finalised an alert will 

appear in the user’s work tray. Repeat the process if you want to add more staff. 

 

 

 

 

 

 

 

 

 

 

 

As the note relates to the Family Centre Case Management – Family Centre Workflow tick the radio 

button in the interview concerning section (only applicable when the workflow is open). Then click 

update. 



The following screen is where you record the note. Enter the date of the note in the contact 

date field. Choose a contact type from the dropdown. In the contact regarding section click 

on the green + to add any other family members the note relates to. If the note involves you 

actually seeing members the then tick seen for the relevant members. 

Record a summary of the note in reason for contact. Choose no on restrict from Key Worker. Enter 

the note in detailed notes. 

 

 

 

 



Once you have entered your note you can either click create at the top of the page. This means you 

are able to go back into the note and update it. The other option is clicking finalise general note at 

the bottom of the page. This means that the note is complete and cannot be edited. All notes should 

be finalised once complete.  

 

Any notes that have been created will then display on the case notes section in Group 

Work. For notes that have been finalised you can click on the row to view the note read 

only. For notes that aren’t finalised click on the row to edit them.  

 

 



Attachments 

To add any attachments related to the workflow click add attachment on a member the attachment 

relates to.  

 

Choose Family Centre in Category and then choose the appropriate option in type. Enter the date 

the attachment relates to and a brief description in the notes text box. Then click next. 



 

The next page allows you to link to attachment to other members in the workflow. Then click next. 

 



The next page will allow to upload your attachment my clicking browse. Once uploaded click finish. 

 

 

 

 

 

 

 

 

The attachment is now assigned to the member(s). 

 

Finalising Family Centre Case Management Form 

When the work has been completed the following fields need to be entered.  

 

 

 

 

 

Once all details have been entered press finalise assessment. Please note by clicking finalise 

assessment you won’t be able to make any more changes to the family centre case management 

form. 

 

 

 

 

 



Registration for FFE 

After the Family Centre Case Management has been completed if the member(s) require multi-

agency support then the next step is registration for FFE. To initiate this, go to the decisions tab of 

the Family Centre workflow and click start for Registration for FFE. 

The following screen will display for you to confirm the Registration to FFE, members involved, date 

and reason for decision. Once satisfied with what has been entered click confirm.  

 



Complete the following fields and then click finalise record. This will then send the registration to 

FFE. 

 

Please note if the Family Centre Workflow still needs to be closed if the case has gone to 

Registration for FFE. 

 

Family Centre Closure 

To initiate this, go to the decisions tab of the Family Centre Workflow. Enter a date, reason for 

decision and then click start for Family Centre Closure.  



The following screen will display for you to confirm the Family Centre Closure, members invoved, 

date and reason for decision. Once satisfied with what has been entered click confirm.  

Then click start the family centre closure. 

 

 



Fill out the closure dates and reasons fields. 

 

 

 

 

 

 

 



Fill out the closure questions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once completed click finalise children’s centre case management.  

 

 

Adding follow up notes 

Workflow follow up notes are recorded in case notes under Group Work. Under contact type 

follow up dropdown options are provided. For guidance on how to create a case note in Group 

Works please refer to the registration and demographics user guide. 

 

 

 

 



Reassigning the Family Centre Workflow 

If the Family Centre Workflow needs reassigning to another worker you can do this via your task 

tray. On the right hand side of each task will be a spanner icon. By clicking on this will display the 

following screen. 

Click on the red x. This will then allow you to type the name of the new worker or you can search 

using the green person icon. 

 

 

 

 

By clicking on the green person icon go to all professionals and you can search by name.  



Once you have found the worker click on their record and click confirm.  

 

 

 

 



This will take you back to the reassign window. Click save to confirm the reassignment. 

 

 

 

 

 

 

 

 

 

 

 

 


