10 mini-guide — Client Audit Toolkit

Auditing Client Records

The Details page - Guidance Section 1

The Details page is accessed by searching for, and opening up, a client record and then clicking on the Details tab.

Rebaksh ibbon | Home | d | Help | Admin | Security | Log OfFf
- ) COGNISOFT
. ) ) o ) e ¢
Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies
| summGry ” Details H DI el ” History ” Relations ” Motes ” Blan H Bansfits ” Quals ” Filas
esfinations
Lux Interior DOB: 01/09/1992 (17) Ref: 0051651
| Panvard | v | aam w1 e oW
* ) coamsorr
Traieing System | Cheres | Orys | Contacts | Gisey | Tags | eperts | Misi Gudes | Vasancies e
.......... e oeanded
. ouoNLI 281
[oma|
. P ® stanm Stats Vesifed
Lux Interior M . I 01/10/2009
Chent Name Detals Salected for Evakiation [Gon't Know 2]
Tikle e Opted out of Evakiation [Don't Know =]
m imtencr Last Contact [ -
1irst e[ Schama (el
Ml Nama Ehgibity (rull
| CurrentiLast Occupation [ @
September Guarantee [[Unknawn) =]
Chent Address Detads LeadPAfizd @
Flat humber ] Secondary PA[
Wouse He/PLat moci wo 7 3 Other Advior T Bt
Straat Name l'”“‘ Cramps :II [ Cohort Status]| (e -
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Now that you have the Details page open, you need to check the following...

Status

Status is recorded through the History page but you should check on the top of the

Details page that the status shown has not expired and also check when it was last l l

verified. o S -
Eligibility (ruil) If the current status shows “Employment”, check that the Current / Last

CUZ::?;Z;OGCE:Z::IIL(’EBk @;5”3""3’5" S Occupation field is completed. Also check that if a status of NEET - Teenage
Lead PA727 @ pavic rerre Parent is recorded that there is an Individual Circumstance recorded as well.
Secondary PA l—@
Date of Birth, Gender, Ethnicity, Address, Telephone Number MILUK

Check that all the appropriate fields are completed (particularly the mandatory

ones in dark blue) where known.
| Seeciot ucationat Neod-|TIEE =

. . SEM CatEQOWI(Unknown}
Ensure that the telephone numbers listed are that of the client. Any contact - =
Health and Additional Supporf ves 55

numbers for family members need to go on the Relations page. Check that LDD Eligibility [(Unknown) =
there isn't text in any of the number fields. Check that the Mobile Number is Client Consent none

in the correct field.
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Health and Additional Support
This section needs to be completed for anyone with additional needs or health issues that may impact on the service delivery they
receive and the choices they make. A YES indicated against this field shows that there is something recorded here.

Check that additional text can be found under the Health and Additional Support section on the Notes page.

NVQ Level Achievements
This field is mandatory although it does not appear blue. This field must be completed Quaiification Level [Gizowm)
Qualifications Fi Cortifiedy> fBometeromw—=1

and it is for recording the highest actual qualification the client has right now.
The Anticipated NVQ Level can be used to indicate qualifications that the client is
working towards.

bt emiamer—=]
NVQ Level [NVQ Level 3 ﬁ

T Tevet ko) =

Anticipate;

Date NWVQ Lewvel Targeted mli

Lead PA

Check that the Lead PA field correctly reflects the person taking a lead role with
the client.

Check that the Secondary PA field is filled in if appropriate.

Cohort Status
Check that the cohort status is correct for the client - check the Cohort Secondary v

Status mini guide if necessary. 0100281 @proopecie Lid

slternate lnyon268  @pradford Metropolitan District Council
Centre Centre

The Centre should reflect the organisation that the Lead PA works for.

05 Nov 2009 page 3 of 21




IO mini-guide — Client Audit Toolkit

Alternate Centre
Only to be completed if the client is in the Secondary Cohort. The value in the field should reflect the local authority with primary
responsibility. For further information about Primary and Secondary cohort, consult the Cohort Status Mini Guide.

Alternate [n1gp268  @pradford Metropolitan
Centre

Caseload | (Unknown) |+

Support Level
Check that there is the correct value in this field, especially if the Individual

Circumstances field shows that there is a circumstance recorded. fFor further Minimum Intervention

guidance as to what each of the support levels mean, refer to the Support Level
Mini Guide.

Assessment Tool

Check that an assessment has been completed for the client and APIR Last Updated: 19/11/2009
Assessments Connexions Leeds Assessment Tool (CLATY Last

Updated: 1971172009

if necessary that a review of the assessment has taken place.
Particular emphasis is being placed on the completion of the
Connexions Leeds Assessment for every client. Please refer to the Connexions Leeds Assessment Mini Guide.

Schools . . . SECDS';:?‘?J';‘; 0100043 @ sllerton Grange Schoal
C:eckhthgt thi fe]cc:f)r;jai:g ichool is clompdlefted lc.lnd thcrl]t, |; applrc:cpr\l(ate, Date Left:[31/08/2009
that the Date Left field has been completed for clients that have left Year Vear 12 0100250 @ eeds City Colloge (Park Lane Campus)
11 Education

) . ] Setting Date Left: it
Where applicable, check that the year 12, year 13 and yearl4/15 education E— ®

: i Educati

establishments are completed and that Date Left fields are completed for Légatt:a; pate Left|  E

each.
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Occupations Tutor Grawp || gepool veartz
If the client has an employment status, is the Current Occupation field completed. Preferred ; [CaTD @

Cccupations .
o |cake @

Current\Last Occupation IUFB @Briclfla.-er

3. @
mber Guarantee | rUnknown j 4, @
Lead pA|724 @pavid Ferris

Secondary PA| @ Preferred 1 wiIDE 8
Argas )

o larwo @

3, L7

For clients that are in education, training or NEET, are there any occupation preferences 4. @

completed for the client? Preferred Occupations and Preferred Areas need to be completed.

The Intended Destination page - Guidance Section 2

The Intended Destination page can be found by clicking on the Intended Destination tab on the client record.

Febekah Mogibbon | Horme | Passwerd | Halp | A

. ) COGNISOFT

Training Systemn | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | “acancies

Intended

ol Hjstory Relations Motes Plan Benefits Guals Files

Surnrmar w Cetails

Lusx Interior DOB: 0170 232 (17) Besrf: D0S1651

This will then open up a page that looks like the following:
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Rebekah McGibbon | Home | Passwer d | Help | Admin | Security | Log Off

COGNISOFT
e ¢

Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

ntended Histary Relations Hotes Plan Benefits Quals Files
tinations

Lux Interior DGR DL/0%1932

17 Ref: 0051651

Current Intended Destinations

Description Notified Date End Current YearGroup Choice  Entered By  Up Down
[~

College (2)  23/03/2009 31/08/2009 No 11 1 Rebekah Mcgibbon T 4 @

&

Gap Year (4) 03/11/2009 31/06/2010 Yes 12 1 Rebekah McGibbon (S

New Intended Destination

Intended Destination --Fidk One-- ~ Notified @Date End @Yaar Group  ~PidcOne- % Choice -Fick One- (v @

(10 1nsight Training] - app Version : 45.0
CoaniSoft Limited, Copyright 2009

Now that you have the Intended Destination page open, you need to check the following...

Intended Destination should be completed for all Year 11, Year 12 and Year 13 students. For Year 11 students, the destination needs
to be recorded on the system before December to indicate what they intend to do post 16.

The DCSF now also ask that an intended destination is recorded for Year 12 clients as it is reported up along with the information from
the September Guarantee field.

If the Intended Destination is a job, ensure the Preferred Occupations and the Preferred Area also needs to be completed on the

client Details page.

Intended Destination, Notified, Date End, Year Group , Choice
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All of these fields need to be completed in order for the system to recognise that a destination has been recorded. For further
guidance on what each of these fields means, please refer to the Intended Destinations Mini Guide.

Current Intended Destinations

Description MNotified Date End Current YearGroup Choice Entered By Up Down
=1

&

College (21 23/03/2009% 21/08/2009 Mo 11 1 Rebekah Mcgibbon f J- @

Gap Year (4] 037112009 31/08/2010 Yes 1z 1 Rebekah MoGibbon b \gl

il

The History page - Guidance Section 3
The History page can be found by clicking on the History tab on the client record.

Rebekzah MeGibbon | Horme | Password | Help | Adrin | Security | Log Off
COGNISOFT

e @
Training System | Clients | ©rgs | Contacts | Diary | Tags | Reports | Mini Guides | WYacancies

Surnrmary Details Histary RAlations Motes Plan Benefits Guals Files

Lux Interior DB 01709/1992 (17) Ref: 0051651

This then will then open up a page that looks like this:
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Febeksh MeGibban | Home | Passward | Help | Admin | Security | Lag OFf
COGNISOFT
e ¢
Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Wacancies
Surnrnary Details Intendad Histary Relations Hotes Flan Benafits Quals Files
Destinations
Lux Interior  DOB: 01/09/1992 (17)  RefiDDS1851
o mew History
“routh Work || Youth Work Individual Connexions |Safeguarding All Client
Cantact Outcornes GEN itz Circurnstances|  Contact AE Rizk SAG Histary U
. Due I
i Type Category Start End End Contact  Organisation Status Notes
Spoke to Lux this
& Q Contactwith  Phone - dlient . onnog Rebeksh  I¥SS Central MEET - Sesking morning sbout his new
S N client anly McGibbon  Support Team  employment/educftraining  job as a doorman at
(more)
Level of Amanda MEET - Seeking
L3 2, e uerant  Partidpant 04/06/2009 04/06/2009 e amployement/sdus/training blsh blah blsh,
) Future Follow Tracey HEET - Sesking
S -4, up lefiier AERETD Evart employment/educ/training =y
g Future Fellow  Forward Review  go.nonnog i) s | Pt 64 In a Custedial Sentence (13- oo
up Date 16
Contact with Kate Sally MEET - Sesking
@ cliant Iy 2gearzens Bowers ernploymenty educ/training pEclisteigecnt
Latter s2nt inviting to
Contact with MEET - Seeking careers event on
3 client letter 27/03/2003 Bea Elima armployment/e dus/training Wednesday Gth April
(more)
= btk Abaea weer . o

You can use the filters on the history summary to find the records you need. Below we use the Connexions Contact filter to show us
just the Connexions Contacts.

Touth War . -
Sutcormes Ll L1
I Type Categary stam status
s O Corsat  BRane 2 it sing
N with Cliant  chiane ongy T 1O/E007 amplopmantseducraining
a0 = MEET - 8.
4 Tatar 2770302 itro labtar sun
L) s 032005 e il tro It .
= Letter senk inviting to ca
Cankact WEET - Eaaking
<« o Shang | et 27/ea/2008 Oee Cline T s waldry ok an Wednasday Sth
o 4 ot SRR aeid §arme : - Fallaw u
w Y i Cliane oy as D plrantl adicitraining sl
g Q Conkact  Phona = Fabekak MEET - Saaking 5
W with Clisnt  diank any 2o 03/200% Motibhon  Presmeds Lad empleyment/edusitraining i e ke
- Barants s thes staning 4o theou
) Ehane e 15 & Custadial Sanbancs (11 bice diirt el =
Lo clinnt onby Srephotd : o Rasid L
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Now that you have the History page open, you need to check the following. Check that any histories marked as Important merit this.

Status - Status Change / Verify
The Status column must show the clients current situation / status. Check against the wording in any surrounding contact histories that
might suggest that this status is incorrect and need changing. In the example below, the client status is showing as NEET and yet in

the text of the notes it indicates that they have employment as a doorman. This would indicate that the record was incorrect and a new
status change would need to be recorded.

+ Add Mew History

Youth Wark || vouth wark Individual Connexions |Safequarding f All Client
Contack Dutcormes AN SN Zircurnstances Contack At Risk e History =
B Due B .
i Type Category Start End End Contact Organisation Status MNotes

. ke to Lux this moaorning
) Contact Phone - Rebekah Iv5S Central MEET - Seeking . .
\4§| Y with Client  client anly Dl ly 2002 McGibban Suppott Team employrnent/educ/training = (::Dhr;S) nED folb &5 & deermen
Check that the status has been verified, if necessary, showing as a @
Return To History Summary
verification of the old status. Ciint petsis Page

Client Ref |[0051651 @ x 1nterior [# |Mark History as Impartant [No v

Check that a Status Change does actually have a new status from

what has been recorded before. Type status u

Category Status change v B
YOU hGVe to do this bg Opening UP Cl SthUS Change record us'ng the Status Other post 16 education ¥ | Old Status In a Custodial Sentence (13-16)
Editicon . S
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In this example we can see that the Status and the Old Status are different which is correct for a Status Change.

If the Status is an education status, temporary or fixed term employment or a training course, make sure that the Due End Date has
been completed for that history record. In the example below, the client is in temporary employment with a definite end date so the
Due End Date field is completed. For further information on Due End Dates on IO Insight, refer to the Due End Date Mini Guide.

+ Add Hew Histary
wouth Waork || vouth wWaork Individual Connexions |Safeguarding [ All Client
Contact Cutcormes AN Sl Circurns rtact At Risk &l Hizstary S
i Type Category Start ntact Organisation Status Notes
, This post iz to cover the busy
@ w Status Status change 01/10/2009 21/12/2009 e ; <8l Alerion Grange Ternporary Ernployrent Christrnas period and will ter
% ibban Schaoal !
+ sdd Mew History
Contacts et | onemen || PAYe stats | e L i k| o pr G
. . . . i Type Category Start End ::3 Contact Organisation Status Notes
Read through the contact histories and look for information ook to L s momina
ﬂ Contact Phone - 01/10/2009 Rebekah 1vSsS Central MEET - Seeking about his new job as a doorman
. . . < with Client  client only McGibbon Support Team ernplayrnent/edustraining 2 (more) I
that should be being recorded in other, separate history | | o ol e semting .
K . . . S ity @ |15 A0 Bramers employment/educftraining (i3 i sens
records e.g. changes in status, individual circumstances, CAF, | 4 St e o o s
(rmore)
outcomes, safequarding issues, intended destinations, status | Comact  Beme - ycarnces S e
Verifications' @ i“:;‘tgﬁ:nt :T:n":c;w 23/03/2009 ;igfb";am Praspects Ltd Zif:la'vﬁ::é‘adudmin‘ng Horneless. Referred to housing,
. . Contact Phans - el Bemis | Comarmess In = Custodisl Sentence (13- e a"i:h”ezze;;‘“ e
In the example, right, we can read in one of the contacts that |¥ il clenonly | Z/03/2000 podrens prpetsit 1y ey T o

the client is homeless. With this client, we would need to
check that there was also an Individual Circumstance of No Fixed Abode - Homeless recorded as well. Check that if any other

professionals have been referenced as working with the client in the text of the notes, that the PA has also recorded details of this
person in the Relations tab e.g. name of worker, job type, organisation and contact telephone number.
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Individual Circumstances

Check that there are individual circumstances
recorded where applicable and that in particular,
those that no longer apply have an End Date in

* pdd new History

Yauth wark
Contact

!

Tauth Wark
Sutcomes

i Type

Individual
Circumstances

pAYP Status iEndisldual
Circumstances
Category Start
Mo fixed abode - 2303/2009

Homeless

End

Due
End

Connexions |Gafeguarding
Contact

At Rizk
Contact

Rebekah
Mc@ibbon

All Client
SAn History
Organisation

175§ Central Support
Team

ETRA

Status

Temporary
Employment

Notes

Mo fixed abode -
Homeless

the record.

This applies in particular to circumstances such as Pregnant, No Fixed Abode - Homeless. Check that if there are a number of
circumstances recorded for the client that the Level of Need field on the Details page indicates the correct value.

* idd bew History
Wouth Work || vouth Wark Individual Connexions |Safeguarding [ Al Client
Consent Contack Qutcomes AL S Circurnstances Contack At Risk ik History
There are different tgpes of i Type Category Start End Due End Contact Organisation
. H . Share Sensitive
consent histories that can be added g W Consent Information 24/11/2009 24/11/2009 RElchetn | CemiE
h, s spadi) cEibbon Support Team

Status

Termporary Emnployrnent

ETRA

Notes

Information
regarding client
health shared with

Jane Doe of (maore)

to a client record. There is a
specific one for the permission to share sensitive data. Where you are recording consent to share

sensitive data you must indicate when this will start and end as each instance of sharing sensitive

data must be recorded separately.

Referrals
If it is clear from other history records that a referral was / should have been made, check that

there is a Referral history record and that the Partner Organisation field is filled in with the details
of the organisation that the referral was made to and if known, the staff member.

Vacancy Submission / Conclusion

Client Ref 0051651

Type

catagory

Date Entered
Time Entergd
Organisation
Course
Secondary Org
Staff

tart

Due End

Workar

| Interior

[ mark Histary as Important | No |~

Client referals v

Homalessnass

24/11/2009 S
[mopzzs @
@
[oio0182 @
[444 @

330 ]

A Submission history should be recorded for any client matched to one of the vacancies on IO Insight. The Conclusion (or outcome) of
that submission should also be evident. Check that there are two separate histories for the Submission and the Conclusion, as staff
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are commonly overwriting one with the other. This means that if we ran a report to see how many submissions we had done, it wouldn’t

show any...

Outcomes

If the notes in a contact history indicate that a CV has been drawn up or an action plan made, check that there is an Outcome history

to match these.

+ Add Mew Histary
vouth wark || routh wark Individual Connexions |Safeguarding [ All Client
Contact Cutcornes S SN Circurnstances Contact At Risk ik History A=
i Type Category Start End Due End Contact Organisation Status Notes
4"—‘_' ! Cutcomes CW Preparation 24/11/2009 Rebzozn | ITES Caniel Temparary Ernployrnent Elheni: aompleies
\- i, P McGibbon Support Team P ¥ play hand written <V

If the Outcome history shows that a CV or Action plan has been completed, check that it has
been attached in the Files section. Benefits Quald

CAF Histories

If a CAF has been completed for the client, check that a CAF History has been recorded and that the CAF number has been recorded

in the notes.

The Relations page - Guidance Section 4

The Relations page can be found by clicking on the Relations tab on the client record.

Rebekah McGibbon | Home | Password | Help | Admin | Security | Log Off
COGNISOFT

&= L S
Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Intended

Dastinations Hiztory Relations Motes Flan Benefits Quals Files

Surnrnary Details

Luz Interior DOB: 0170971992 (17) Ref: 0051651
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This then will then open up a page that looks like this:

Febekah McGibbon | Home | Password | Help | Admin | Security | Log Off
COGNISOFT

& &
Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | acancies

Intended

Destinations Hiztary Felations Motes Flan Benefits Guals Files

Surmrary Details
Lux Imterior OB 0170971992 (17) Ref: 0051651
Add Mew Relation
Relationship First Name Surname Telephone Mobile Email

‘Q‘:] 4 Carer Fiat Lux 0113 2145901 07891 277036

Now that you have the Relations page open, you need to check the following...

Firstname, Surname, Relationship, Telephone Numbers

This section should be being used for recording any details of family members or of other professionals who are working with the

client. If the young person is looked after, it should contain the name of the social worker. The contact information on the Details page
05 Nov 2009 page 13 of 21
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is that of the client. This is the page where you can make note of contact information for parents / carers and other professionals. As
a minimum each entry should contain a Relationship, First Name, Surname and Telephone.

The Notes page - Guidance Section 5

The Notes page can be found by clicking on the Notes tab on the client record.

Febekah Mcdibbon | Home | Passward | Help | Admin | Security | Log Off
COGNISOFT

e @
Training Systermn | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Intended

Surnrmary Details Destinations Hiztory Relatio Flan Benefits Guals Files

Lux Imkeriar DOoOB: 01/09/1992 (17) Fef: 0051651

This then will then open up a page that looks like this:

Rebeksh MeGibbon | Home | Password | Help | Admin | Security | Log
COGNISOFT

€ y
Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Wacancies

Datails Intended

Summary Destinations

History Relations Motes Plan Benefits Quals Files

Test Client Wibbler  DOB: 0170172001 (8)  RefioDSiSe? A, [ Select TagList v

Notes

*s. [ special alert (0)

Review of Motes Advised

*» [ 1nformation from pre 2009 (1)
(Mone)

05

E . . 21
o, general information (2)
mMarmaduke has a pronounced stutter and is very self conscious of this,

*» [ health and additional support (4)
Marmaduke carries a Wentolin inhaler

*s B activity Survey (A)

(Moned

*» [ EST - Follow up lets (B)

Fhlmnnt
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Now that you have the Notes page open, you need to check the following...

Health and Additional Support
There should be text in this section if health or additional support
needs have been identified on the Details page.

*». B health and additional support {4)
Marmaduke carries a Ventolin inhaler

Special Alert
Carefully examine the wording in this field to make sure that it is accurate and factual. If the client were to request a copy of their
record, would you be happy with them reading what you have written in here? Where the notes are the opinion of another person, use

speech marks to indicate this.
NDtES Mote for client - type: Special Alert
05 Nov 2009 pa
= . @ Click here to return to previous page
@)ﬁ SFIEI:IEH 'ﬁ'lert {D} [ Save Changes ][Delete]
RE"-"iEW Df NDtES .":".d"-"iSEd ¥laxe murderer with a fondness for doughnuts
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You can read the text by clicking on the sunglasses icon.

Personal Notes

This section should not be used to record details of a client contact or notes of a highly sensitive nature as these notes cannot be
marked as sensitive so are available for all system users to see. Check whether the information recorded here could have gone into a
history record if worded differently.

The Plan page - Guidance Section 6

The Plan page can be found by clicking on the Plan tab on the client record.

This  then will
page that looks

COGNISOFT

Febekah McGibbon | Home | Password | Help | Admin | Security | Log Off

Training Systemn | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Intended

Destinations Hisztory Relations Motes

Surnrary Details

Lux Interior DOB: 01/09/1992 (17) Ref: 0051651

Action Plan View for on |24/11/2009 v

E Full Plan Edit

Flan

Benefits

GQuals

Files

) @

FRebekah McSibban | Home | Password | Help | Admin | Security | Log Off
COGNISOFT
e &
Training Systermn | Clients | ©rgs | Contacts | Diary | Tags | Reports | Mini Guides | Wacancies
Surnrnar Cretails L= Histar Felations Motes FPlan Beneafits Guals
* Crestinations ¥
Lux Interior CooB: 01/09/1992 (17) Ref: 0051651
then open

like this:

up a




IO mini-guide — Client Audit Toolkit

Now that you have the Plan page open, you need to check the following...

Click on Full Plan Edit. Ensure that all the plan fields are completed. Check that there is a
timescale completed.

If there is nothing recorded in the Plan page, you may want to check the Files section to see
whether a Word version of the Action Plan has been attached to the client record in this way.

The Benefits Page - Guidance section 7

The Benefits page can be found by clicking on the Benefits tab on the client record.

hat you want 1o achieve

hat needs to happen - Chent

COGNISOFT

Training Systern | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Yacancies

Febekzh Mcdibbon | Home | Passward | Help | Admin | Security | Log off

Surnmary Cetails Int?nd?d History Relations Motes Plan Benefits Cuals Files
Destinations
Lux Interior DB 0170971992 (17) Fef: 0051651
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This then will then open up a page that looks like this:

:) COGNISOFT

Training System | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Intended

Potmelaeme History Relations Hotes Plan Benefits Quals

Summary Details

Lux Intsrior  DOB:O1/09/1992 (17)  Ref: 0051651

Add Benefit or Allowance for this Client

Registered for Work Registered for Training
End Notes

Benefits/Allowance
Type Status Claim Start End Start End Start

[@| ncome Support 3 09/03/2009| 09/03,/2009 09/03/2009 09/03/2009

febekah McGibbon | Home | Passuord

| Help | Admin | Security | Log Off

e @

Files

Now that you have the Benefits page open, you need to check the following...

Type, Status,

05 Nov 2009

Lux Interior DOB: 0170971992 (17) Ref: 0051651

Click here to view a full list of Benefits and Allowances for Lux Interior

Save Changes ] [ Delete Record ]
Type |Income Support v|
Status |Recieuing Benfit/allowance v|

Date of Claim

09/03/2009
| = End|

Date Registered for Work

b End|
b End|

Date Registered for Training |DQ/DS/EDDQ

Benefit/allowance Start |DQ/DS/EDDQ

MNotes
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Date of Claim, Date Registered for Work, Date Registered for Training, Benefit / Allowance Start

Ensure that if the client is in receipt of benefits that the Type, Status and Date fields are recorded and that any relevant notes have
been recorded.

The Quals page - Guidance Section 8

The Quals page can be found by clicking on the Quals tab on the client record.

Febekah Mcsibbon | Home | Password | Help | Admin | Security | Log Off
® JCOGNISOFT

e ¢
Clients | ©rgs | Contacts | Diary | Tags | Reports | Mini Guides | ‘“acancies

Surnmary Cetails Intgndgd History Relations Motes Flan Beane Files
Destinationsz
Test Client wibblar DoR: 01012001 [2) Ref: 0051567 ; u |Select TaglList “
This then will then open up a page that looks like this:

) Rebekah Mcdibbon | Home | Passwor d | Help | Admin | Security | Log Off

® JCOGNISOFT
e ¢

Clients | Grgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Surnman " Details D;;:i”:tii‘?_‘s Histary Relations Notes Plan Benefits Qual Fil

Test Client wibbler  DOB:01/01/2001 () Refi 0051567

O [select Taglist v

Add New Qualification for this Client
Add Multinle Qualification for this Client
Update Multiple Qualification for this Client

Subject
[ 001 English

05 N

[ 004 Mathematics
[ 010 Science Double
& 015 1T

[ 016 Religious Studies | GCSE(s)

Level Grade Exp. Grade Ach. Expected Achieved
GCSE(s) | ©

GCSE(s)
GCSE(s)

c

c
GCSE(s) C©
c
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10 mini-guide — Client Audit Toolkit

Now that you have the Quals page open, you need to check the following...

Subject, LevelGrade, Expected Grade, Achieved Grade, Expected Date, Achieved Date
Ensure that the individual subjects show and that where known, the predicted and actual grades are recorded along with the dates that

these were known.

The Survey Page - Guidance section 9

The link to the Survey page is found on the Summary page.

Rebekash McSibbon | Horme | Password | Help | Admiin | Security | Log Off
® JCOGNISOFT
@ ‘5-:

Training Systern | Clients | Orgs | Contacts | Diary | Tags | Reports | Mini Guides | Vacancies

Surmnrnary Details Intgnd_ed Histary Relations Motes Plan Benefits Quals Files
Destinations

Lux Interior OB 01/09/1992 (17) Fef: 0051651

TTVNOV o~ pPOyT U UT =T




IO mini-guide — Client Audit Toolkit

There is a link on the right hand side of the screen for the Survey page. Click the blue arrow icon and it will open a screen as below:

Intended

Quals Filz= Surnmary Cetaile Destinations

Lux Interior  DOB:01/0%1392 (171 Ref: 0051651

[I7 Insight Training] - &pp Wersion: 4,5.0

Hiztory Relations Motes

Benefits Guals Filas

> Welcome to the Client Survey Centre
B 1 More Sectons Fleaze select and open survey:
Name DateExpire Notes
| Positive This is the NCCIS positive activities survey questions for 2008/2009 NCCIS return,
| Activities appropriate guidance that has already been issued.
4

Please cormplete the 3 questions following to f>
L

CoqniSoft Limited, Copyright 2009

Positive Activities Survey

This survey needs to be completed for all Year 11 clients and for Year 10 clients if a
choices exercise is carried out. Clicking on the green arrow will open up the survey
page. Check that all the questions have been answered.

05 Nov 2009
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