Synerqu’

Family Children Centre
QUICK GUIDE
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CONTACTS

This guide will steer you through:

A) Adding Contact via Telephone calls.
B) Adding Case Notes

C) Adding Contact Home Visits
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Getting Started

Signing in

Synergy%

Sign into the Synergy system using your login Sign In
ID and Password.
Click the Continue button from the TLTDOM\Halleynd Click here

Welcome splash screen! ..
.............. to sign In

%] Sign In

Synergy_Test
Version 20.1.00480
© 2020 Servelec Education Ltd

H HaCKney Click to

continue

WELCOME TO HACKNEY'S CHILDREN'S CENTRE SYSTEM

Enjoy using it
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The Schedule Screen

From the Children’s Centre Scheduler page. If you cannot see this page do reference the Getting Started guide featured in the

Resource area of the Services for Schools website.

& @ (3 https://testportal.learningtrust.co.uk/Test/CaseManagement/
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A) Adding your contact via Telephone Call

* Click EventdPhone Call
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ClDesktop ~ @ Event ~ [BAdmin ~ [BActions ¥ @ Log off

© Add Form
Children's Centre & Attach Files
<  Today B Case Note
& Email
Children's Centre Session Event
B4 Letter
2 Manager's Decision

e
2

Breastfeeding D

S iy 2cord
o/ Phone Call
) Tack

[0 Text Message 9
0 visit Breastfeeding D

Click Phone Call

[ Contact Record
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Adding your contact via Telephone Call continued

* Complete all mandatory fields, these are depicted with an *and appear highlighted. Reference page 6
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O Desktop ¥ @@ Event ¥ [EAdmin ¥  [EActions ¥ @ Log off

Children's Centre Session Schedule X  Casefflote X = Phone Call X
ASSIGH WU GIMUISH S Genuc -

v

Family Centre * Contacted By

l |

Project*
Activity
Session
-
' Phone Call
Call TyPe ™ @ Incoming O Outgoing
From * Taken By
[ ] Hester Alleyne
Start Date *
30/03/2021 16:29 &
Phone Call Type RR Category *
v Phone Call v
[ Conceming
Q
| Phone Call details

Subject*

Message Details *
e
l Family Centre Outcomes <4 Add Row Y Filter

Concerning Outcome Date Outcome Type Main Outcome Status Outcome Notes No new notifications
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Adding your contact via Telephone Call continued

* From the fields presented complete:

I e o

Family
Centre*

Project*

Contacted
by

Activity &
Session
fields

PHONE
CALL:
Incoming
Outgoing

From*

To*

Start Date

31/03/2021

Choose the family centre, i.e. Ann Tayler

Select the correct Project Type and assigned activity i.e. EH TARGETED
FAMILY SUPPORT

PLEASE ENSURE YOU SELECT THE RIGHT ONE — REFERENCE THE LIST IN THE
RESOURCE AREA ON THE HACKNEY SERVICES FOR SCHOOLS WEBSITE.
Children Centres Project & Activity Names

Choose who made the contact i.e. Ibukun

Leave these fields blank

You can do either for the example in this training session choose Outgoing

This field usually defaults to your name you must change field to the
person who made the call.

Complete the To field and type who it was too. No need to enter the
family name just the name of the person for example — ‘Parent-Mother’

Enter the date the telephone call was made. If you are unsure of the date
populate with today’s date.

This field feeds through to the family record — do ensure what is in this

Category field matches the Project Type. By default it shows Phone Call, change this
to match the project type i.e. EH Targeted family support. NOTE THIS
MUST MATCH THE PROJECT TYPE FIELD ABOVE.
PHONE CALL  Enter what the subject of the call, basic information i.e. to discuss family
DETAILS support plan.
Subject
Note if you are adding any kind of support into the case management
system never enter confidential notes — The synergy system is not a case
management tool and will not be used to hold family support data.
Message Basic information i.e. to check in with the family as this was a telephone
details call.

BE SURE TO CONDUCT A THOROUGH SEARCH TO FIND THE CORRECT
FAMILY.

Concerning*

Select who are the family you are adding this contact too.. Click the
Search button, click People and type the family name i.e. Johnson.

With the members of the family listed in the results field Choose the the
family and/or family member the call was about

Click Save options located on the menu bar at the
top left of the screen, below the open tabs. The
Saved Successfully message appears.

NOTE: If you receive an error when saving check you have
completed all the mandatory *fields.


https://docs.google.com/spreadsheets/d/1PxK_zqOKQb3Y2bdSJ4fCEPy5xxLzmJHjCCj929bouOg/edit?usp=sharing

Adding your contact via Telephone Call continued

To check you have saved the data and it is added into the system

* Go to Person Search and check the family name i.e. in this example type Johnson.
* Select the name of the family from the results presented.
* From the left hand side of his profile screen, click on Running record.

* In the middle panel at the top you will see details of the phone call made.

vy Adeyre . Syrwrg_Time - Symengy Ca Marvgemend - vorsaon 20 3 0 434

Oooskip = @tvert = Badmin - BAcons = (®logolt P
Hestor Weyne - Synergy, Tran - Synergy Case Management - verson 20 30414
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Chilaren's Centre Session Schadule X Phone Cal X Search X Johnson, Borls (64) X
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th (7)
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B) Adding Case Notes

Use the face to face record case note option if you were meeting with a family in the Centre, ie. This could be a family support contact, for the collections of vitamins or rose vouchers, or a one off midwife visit (not an anti natal clinic)

<= @] @ https://testportal.learningtrust.co.uk/Test/CaseManagement/ a v = @ &
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ClDeskiop ~ @ Event ¥ [EAdmin ~  BActions ~ @ Log off b0}

Children's Centre Session Schedule X
< | Today > March 2021 ~ Day Agenda Week Filter *
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Adding your contact via Case Note continued

* Click Event[JCase Notes. This screen is similar to the Telephone Call screen discussed earlier in these notes.
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ClDesktop ~ @ Event ~ BAdmin + BActions ¥~ @ Log off

© Add Form
& Attach Files
£&q Email

. Children's Centre Session Event e
Click Case
B4 Letter

Notes Breastfeeding Dr
2 Manager's Decision

[ Meeting Record

o/ Phone Call

Task

[0 Text Message g

0O visit Breastfeeding Dr

[} Contact Record

Children's Centre

< | Today >
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Adding your contact via Case Notes continued

* Complete all mandatory fields, these are depicted with an *and appear highlighted — reference page 11.
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ClDesktop ¥ @ Event ¥ [EAdmir — ®actions ¥ @ Log off kO] H
edule X Case Note X

Case Note [ Save ) Cancel

Children's Centre Session S{

Assign to Children's Centre :
v

Family Centre * Contacted By

l i

Project*

I =

Activity

Session

-

Entered By * Start Date *
Hester Alleyne [ @ ]
Note Type * RR Category *
v Case Note =
Q
Significant [~
Case Note details
Summary *
Notes *

Family Centre Outcomes 4 Add Row Y Filter

Concerning Outcome Date Outcome Type Main Outcome Status Outcome Notes
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Adding your contact via Case Note continued

* From the fields presented complete:

N N

Family
Centre*

Contacted
by

Project*

Activity

Session

CASE
NOTES
Entered by

31/03/2021

Choose the family centre, i.e. Ann Tayler

Select who made the contact with the family

Select the correct Project from the list presented Type and assigned activity
i.e. VITAMIN DISTRIBUTION

PLEASE ENSURE YOU SELECT THE RIGHT ONE — REFERENCE THE LIST IN THE
RESOURCE AREA ON THE HACKNEY SERVICES FOR SCHOOLS WEBSITE.

Children Centres Project & Activity Names

Leaves these fields blank

Type the name of the person who is entering the information into the
system

Note Type Only select and use the option Case Record

Start date* Enter the date the distribution took place and was collected.

RR Select the option that matches the Project category the same as selected
Category* from the Project field, i.e. VITAMIN DISTRIBUTION

CONCERNI Use Search to select the person who collected the vitamins

NG

Search

CASE NOTE  Enter a brief description that would prove helpful i.e. collected children’s
DETAILS vitamins drops

Summary*

Notes* Add anything that would prove helpful

* Click Save options located on the menu bar at the
top left of the screen, below the open tabs. The
Saved and completed successfully message
appears.

NOTE: If you receive an error when saving check you
have completed all the mandatory *fields.
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https://docs.google.com/spreadsheets/d/1PxK_zqOKQb3Y2bdSJ4fCEPy5xxLzmJHjCCj929bouOg/edit?usp=sharing

Adding your contact via Case Notes continued

To check you have saved the data
and it is added into the system

* Go to Person Search and click e A Sy o Oy o Masagrmd oA AR )4
People from the left panel

Sea rc h O ptio n S Crildren's Centre Session Schedue X Search X Johnson, Boels (64) X Seaech X Johnson, Teresa (65) X

Johnson, Teresa (65) DOB02021562
Addens 1 1) Aee Tayhor Cantn Triangie Ried 18 329

* Enter the family name in the A g o e - Y )
Q Famity Contre * Ann Tayler Children's Centre(F) Contactod By Adesanya, Ibukun (17)

. .
Family Name field. = — RIS
0 Vise 03/03/2021

Ann Tayler Chidvon's Centre(F) Home Vist

EMers Just ODeskiop~ @Event> BAomin~ BAcors ~ @ Llogod

* Click the name of the family

2 Collecred children's vitamin deops 0370372021

from the results presented. OSSR Ane Titar Chllbaa P o Ao a
Brementaie oation with it o t0nes o0 By Gewn Vare Seart Dare * 030X208 0000
. . €170 1 Contact () ays . Note Type * RR Category * V on
* From the left hand side of his o T A o) ook e i SRS
. . € Coenmunications (1) B One to one contact with family, In the 03/03/2021 Conoerming
profile screen, select Running 4o Taper o' entrfe) e o @ [} JomsonTresa 65 Johnson, Duen (6 Jheson, By (67
record. Case Noe cetals

wy * Colected chidren's vitaenin crops

* In the middle panel at the top

Collected vitamin drops.

you will see details stating for s, Bety ()
example the vitamins drops Jotvson, Daren (60
have been collected.
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C) Adding your contact for Home Visit

Click Event[Visit

Carry out the same process as outlined from pages
4-12.

From the Project field choose the project type
EH-Targeted Family Support

From the Visit Type field choose Home Visit

From the Running Record field ensure it matches
the project type, click the drop down box and
choose EH-Targeted Family Support.

Select the Concerning field to search and select
family member(s)

Use the Summary details field to enter general
information — never enter confidential data

Complete the Visit Details field i.e. Early Visit

Leave blank Child Seen, Specific Notes and Family
Outcomes field

Save your data, perform your check to ensure the
data appears in the family’s running record. See
page 12.
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