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2. BACKGROUND

2.1, Purpose & Scope

The purpose of this document is to provide a training guide for the training
workshops. This is not intended to be the in-line system help, which is provided as
part of the system.

Note also that this document is not intended to provide an overview of the Pathway
Model (which PASS is supporting). Please see the relevant documentation from the
Homeless Agency website for further details on the Pathway model.

2.2, Support

The PASS System is co-ordinated by the Homeless Agency. In the event of any
support requirements, please contact the PASS Co-ordinator Colm Moroney at 01
7036100.

2.3. Data Protection

PASS has been developed with the assistance of the Office of the Data Protection
Commissioner (ODPC). Throughout the development process, the ODPC has been
closely consulted on all aspects of PASS. ODPC have confirmed that PASS is fully
compliant with the Data Protection Acts 1988 and 2003.
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3. PASS — GENERAL

PASS is a role based system which governs a user’s access to the system based on
their role and project. A user may be assigned a combination of user roles, and may
also be assigned to a number of projects within PASS.

3.1. Connecting to PASS
There are two versions of PASS which will be available, i.e. the Live site and the
Training site.

3.1.1. Live Site

The URL to the Live PASS site is: https://www.pass-system.ie. Under no
circumstances is test data to be entered on the Live site. Access to this site is strictly
controlled by the PASS Co-ordinator and Project Managers.

3.1.2. Training Site

The URL to the PASS Training site is: https://www.pass-system.ie/Training. Users are
free to enter test data on this site in order to learn the various features of the
system.

3.2. Getting Help

As well as this training manual, users may also avail of the in-line help document
which is integrated with the PASS site. This can be achieved by clicking on the help
link in the upper menu, as shown below:

pwiders § mt Mov
g

£ jr"l Page Help

\"\___“"Ej Online Manual -
-

If user queries are not cleared up by this training manual, or by the in-line help, the
user should contact the PASS Co-ordinator in the Homeless Agency (contact details
provided at the beginning of this document).

3.3. User Roles

The following user roles are present in the NHSS system:

Role Name Description Functions
System The sys admin will typically be a e Manage
Administrator (SA) | user from Open Sky or the Organisations/Projects/Users
Homeless Agency, and will be e Manage Reference Data
responsible for managing all

Copyright © 2010 Open Sky Data Systems Ltd Page 7 of 94
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Administrator
(RSA)

have a similar role to that of the
System Administrator, with the
exception that they will be
restricted to the regions that
they are a member of.

Role Name Description Functions
reference data, user data, as Manage All clients in all regions
well as having the ability to View the system audit trail
manage any client data within
the system
Regional The Regional Administrator will Manage

Organisations/Projects/Users within

a region

Manage All clients in a region
View the system audit trail for their

region

Project Manager
(PMG)

A Project Manager is the
responsible person for a project.
A Project Manager can be
assigned to multiple projects,
which means they will be a
manager in all of those projects.

Assign users to their project
Manage clients in their project
Manage their CPS (if providing

accommodation)

Project Worker
(PWR)

A Project Worker is usually the
user who will have most
interactions with the client, and
will be responsible for recording
the usage of services by the
client within PASS

Manage clients

Manage all client interactions
Assume KeyWorker/Case Manager

roles for a client

with a client if their contact with
PASS is out of hours. The
freephone operator will make
the booking, and update CPS
availability, and perform initial
assessment.

Freephone The Freephone Manager has all Manage CPS availability
Manager (FPOM) the functionality available to Manage FPO users in their
them as the Freephone project(s)
Operator, but can also add
Freephone users to their project
Freephone The Freephone Operator is Manage Bookings
Operator (FPO) usually the initial point of contact Manage CPS Availability

Manage initial assessment

Local Authority
Operator (LAO)

The Local Authority Operator is
usually the initial point of contact
with a client if their contact with
PASS is within working hours.
The freephone operator will
make the booking, and update
CPS availability, and will also
perform the follow up
assessment for the client. The
LAO also has access to all the
functionality available to the
project worker (PWR)

Manage Bookings
Manage CPS Availability

Manage follow up assessment

Manage Client

Local Authority
Manager (LPOM)

The Local Authority Manager has
all of the functionality available
to the LPO, but can also assign
LPO’s users to their projects.

Assign LPO users to project

Manage Bookings
Manage CPS Availability

Manage follow up assessment

Copyright © 2010 Open Sky Data Systems Ltd
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Role Name Description Functions
¢ Manage Client
System The System Researcher can e Create reports based on national
Researcher (SRES) | interrogate the national database data
and generate reports based on e Publish reports
this.

(Not covered in this training

session)
Regional The System Researcher can e Create reports based on regional
Researcher (RRES) | interrogate the database on a data

regional level and generate e Publish reports

reports based on this.

(Not covered in this training
session)

3.4. PASS — Login

PASS is a fully web based system. In order to log in to PASS, you must have a user
account set up in advance by your project manager or system administrator.

The login screen is shown below:

Copyright © 2010 Open Sky Data Systems Ltd Page 9 of 94
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»
O
PASS Pathway Accommodation & Support System

Email Address: ||

Date of Birth: I:I [ddmmyy)

Mothers Maiden Mame: |

Password: |

Login | Ferget Passwerd?

https:ffwww. pass-system.ief

Brovrser Status
@ PASSED JA¥YASCRIPT DK: --Javascript was detected on your browser--
6'? PASSED SCREEN RESOLUTION OK: Screen Resolution was detected as at least 1024 X 768
W PASSED COOKIES OK: --Cookies are enabled--

If your browser failed any of the above tests it will affect your ability to use the PASS System. If
you experience difficulies with browser settings, printing or exporting you should contact your
local ICT helpdesk.

Note the initial check for browser compatibility at the bottom of the login screen. If
any of these checks do not present the user with the L 4 icon, you should check your
browser settings or contact ICT support.

The login credentials required are:

Field Description

Email Address The user’s email address

Date of Birth The user’s date of birth in ddmmyyyy format, e.g.
11" October 1974 = 111074

Mother’s Maiden name The user’s mother’s maiden name

Password The user’s password. The password must be at

least 8 characters in length and must contain at
least 2 numeric characters. Passwords are valid
for 90 days, whereupon the system will force the
user to change their expired password to a new
password.

Copyright © 2010 Open Sky Data Systems Ltd Page 10 of 94
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If you forget your password, simply enter your email address, date of birth, Mother’s
maiden name, and then click the “Forgot Password” link on the login page, and a

password reminder will be emailed directly to you.

Note: If three consecutive un-successful attempts are made by a user to login, their
account will be locked, and can only be un-locked by the Project Manager or System
Administrator.

Having successfully logged in, you will be presented with the Client Search screen.

»

S a i
P}eﬁg... S Pathway Accommodation & Support System

@Clients » | i&' Address Book | J’;CPS Providers |} | j‘)HeIp 3 |

= —
» |
Logged in As: William Flanagan Role: FPO

Project | DCC - Homeless Services ¥ %} Log Out I

Clients

a@ Client List

PASS ID First Name

|9} Manage Bookings

Last Name Gender Date of Birth

PRPPPPP PP
B

o o

| | [-an- Allclients | Qigooch

PASS | Cient
67 John Duffy
68  Tadhg Kennelly
59 Eoin Donnelly
70 | Benny Dunne
71 John Davies
72 Alan O'Cannor
73 Jane Shovin
73 John Smith

Filter By

DOE

01/01/1950
09/08/2010
08/09/2010
08/09/2010
140972010
01/01/1982
01/12/1977
01/01/1974

UAT 0.8.3 | Site Help | Conkact Suppart | Open Sky
Homeless Agency 2009, All rights reserved. Legal | Trademarks | Privacy Statement

(Note that if you are a project worker with a project that provides emergency
accommodation, the “Manage Bookings” tab will be automatically selected).

Copyright © 2010 Open Sky Data Systems Ltd
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3.4.1. Exercise

Login in to the system.

NOTES

Copyright © 2010 Open Sky Data Systems Ltd Page 12 of 94
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3.5. General Navigation

In order to navigation your way around the system, you will be presented with a
menu on the top of the screen presenting all of the PASS features that are available
to you, as shown below:

pAccoH = === = |
FRAODY Pathway Accommodation & Support System |
- Logged in As: William Flanagan Role: FPO
& Clients » | [ Address Book | (iicPs Providers b | iJkelp ) | Project | DCC - Homeless Services v | [ MRET RLiL

For example, if you hover the mouse over the “Clients >" link, you will be presented
with two options to either search for a client or create a new client.

If you are a project worker that works on multiple projects, you should take care to
ensure that you select the current project that you are recording data against from
the “Project” dropdown list in the upper right corner of the screen:

: William Flanagan FRole: FPO

To the right of the project dropdown is the “Log Out” button.

Note: You should always ensure that you log out of the system when you are not
using it to ensure that un-authorised access to PASS is prevented.

3.5.1. Exercise

Once logged in to the system, navigate across the different screens available using
the top menu bar. Ensure that your project is correctly displayed in the project
dropdown. Log out of the system (this will take you back to the login screen).

NOTES
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4, ADDRESS BOOK

The Address Book is a very convenient method provided by PASS for bringing service
workers from different organisations together. Essentially, the PASS Address Book will
become a Contacts database for the entire Homeless sector in Ireland.

4.1. Searching the Address Book

By clicking the “Address Book” link in the upper panel, the user is presented with the

following screen:

Page 1 of 2 (21 items)

12

a3

>

Username First Name Surname Project Phone
| | | | | Gsearch

Lsername Firstname Surname Projects Phone
wilanagan@openskydata.c William Flanagan DCC - Homeless Services, Movas Hostel 1
testforanotherservice@tt.r testfor anotherserive DEpaul james strest 232
sa2idtest.com S8 Test2 Horneless Agency, Open Sky Support, DCC - Homeless Services, Dublin 1

Sirmon Shelter, Maple street, DEpaul james street, test, Bentley Villas,

Simon Shelter, Movas Hostel
Sa@test.com H.A, Lser Hormeless Agency, Open Sky Support, Bentley Vilas 045-460226
sa@dublincity.ie Super Adrministrator Homeless Agency, Open Sky Support, DCC - Homeless Services, Dublin 555-555

Sirnon Shelter, Focus Ireland Ermergency, Maple street, DEpaul james

strest, test, Bentley Villas, Simon Shelter, Movas Hostel
rza@dublincity.ie Regional Superadmin DCC - Homeless Services 555-555
@ e [t [t Oak House 1
prarr@dublinity.ie Project Warker Focus Ireland Emergency, DEpaul james street 555-555
projectworker@tt.com pro worker DEpaul james street 1212
prog@dublincity.ie Praject Manager DEpaul james street, Simon Shelter, Novas Hostel 555-555

This screen presents a list of all PASS users, which can be filtered on the following

fields:

Field Description

Username

The user’s PASS login name (usually their email
address)

First Name

Search by the user’s first name

Surname

Search by the user’s last name

Projects

This field enables you to search for users within a
particular project

Phone

Search by the user’s phone number

Note: PASS supports partial matching of search criteria, €.g. entering "Mcca” in the
last name search box, would return user’s with surnames such as McCarthy, McCann,
McCartney, etc.

Copyright © 2010 Open Sky Data Systems Ltd
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As well as the searchable Address Book, PASS also provides a simple mechanism to
get contact details of other PASS users throughout the site. Simply hover over a

username wherever you see one on the PASS site, and you will be shown the user’s
contact details. See below for an example:

01/12/2010
First Hame: Last Hame:
William Flanagan
Phone: Email:
01 EBLEGS44 wilznagan@openskydata.com

4.1.1. Exercise

Once logged on to the system, click the Address Book link and then enter some
search criteria to perform a search.

NOTES
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5. GENERAL CLIENT MANAGEMENT
At the core of the PASS System are the features for managing clients’ accommodation
and services.
5.1. Searching for a Client

When you log in to the system, enter search criteria in the boxes shown below and
then click the “Search” button:

Client List _aéj Manage Bookings

PASS ID  First Name Last Mame Gender Date of Birth Filter By

| | | m E Csearch

This presents the following search criteria:

Field Description

PASS ID PASS allocates a unique ID to each client added
to the system. If you know the PASS Id of the
client you are searching for, enter it in this box
and click search.

First Name Search by the client’s first name, or part of the
client’s first name

Last Name Search by the client’s first name, or part of the
client’s last name

Gender Enter the gender search criteria in this dropdown
box

Date of Birth Search by the client’s Date of Birth (must be
exact)

Filter By If you input “All Clients” in this dropdown, the

search criteria will be applied across all of the
clients within the system.

If you enter "My Clients” in this dropdown, the
search will be restricted to clients that you have
worked on in your project work.

Having entered you search criteria, you will be presented with a data-grid containing
your search results, as shown below:

Copyright © 2010 Open Sky Data Systems Ltd Page 16 of 94
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P&55 | Client

DOB

O D p 67 hmbDufy  §yoiie90
= 68

Tadhg Kennely

@ =D & 69  Eoin Dannelly
@, D & 70 Benry Dunne
@, =D & 71 John Davies
@ & 72 #lan O'Cannar
@, D & 73 Jane Shavlin
o @ 3 75 | John Srmith

09052010
08/09/2010
08/09/2010
14/09/2010
01/01/1982
017121977
01/01/1974

On the left hand side of the search data-grid, there are a number of icons, which are

described as follows:

@

Icon Description

This icon allows you to view a print friendly view
of the client’s case. This is a read-only view.

The edit icon allows you to navigate directly to
the main management screen for this client
where you can manage all your projects services
for this client.

This is discussed in greater detail later in this
manual.

If the client has been registered on PASS in a
different region, this icon will be visible. Should
you wish to record and manage data for that
client in your region, you should click this icon.
Note that the client will remain visible in the
previous region for 6 months following the
transfer.

If you are a user that manages the Freephone for
the CPS, you will see this icon next each client,
and this will allow you to create Emergency
Accommodation bookings for clients on the CPS.

This is discussed in greater detail later in this
manual.
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5.1.1. Exercise

Once logged on to the system, click the search icon and then enter some search
criteria to perform a search.

5.2. Client Reminders

If you are a project worker or project manager, you will have a “"Reminders” area on
the right hand side of your screen after you log in. This panel contains a set of
system generated reminders. The following is a sample of the reminders that can be
generated by the PASS system:

Reminder Description ‘

Case Meeting If you have been invited to a Case Meeting that
is due to begin within the next 7 days.

6 Month Warning If a client that you are working with has been in
emergency accommodation for more than 6
months without a tenancy

Support Plan Actions If you have been assigned a support plan action
that has been targeted within the up-coming 7
days, you will receive a reminder.

Support Plan Reviews If you are the support plan owner, you will
receive an alert within 7 days of the planned
review date of a support plan review

The following screenshot shows a user’s reminder that relates to an up-coming Case
Meeting:
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Log Out

\_i..i' Help P Project | Open Sky Support w rf'r'l,

Reminders ¥

ﬁ Case Conference : George  04/12/2010
@ Jones 00200

-y
DoB

The icons are described as follows:

Icon Description

H Go directly to the client management screen for
this client.
& Dismiss this reminder
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5.3.

Adding a Client (No Consent)

To add a client, you must click the New Client link from the upper navigation menu.

|
- n
PAS S Pathway Accomm

@ clients ) | _j Address Book
83 All /Search Clients

L e chent > |

You will first be prompted to search PASS for an existing client before being allowed

to add a new client:

AdclEdit Client Details - X
b

First Name

Surname

George Jones | Search

| “Ql:reale Client

d Full Marne Address

Mo data to display

|

Enter the details of the Client whom you wish to add to the index. If the client

already exists in the system, you will be shown the matching results:
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Achdd/Edit Client Details: - X

b

First Mame Surname
smith | & Saarch 1| “lcreste client
d Full Marne Address
& 75 | John Srith
|

If the client you wish to add is among the list of results shown, there is no need to
add the client again — just click the select icon to view the edit screen for this client.

If the client is not among the list of search results, click the “Create Client” button.

When adding a new client, PASS will prompt you to ensure that you have searched
the database for the client first, as shown below:

The page at hitp:/ffwww.pass-system.ie says:

9 Before adding this client, please ensure that client does not already have a PASS record.

Are you sure you wank bo add a user?

| ok | [ Cancel

Click “OK" to add the user, or Cancel to go back to the search.

If you click “OK"”, you will be presented with the following screen:
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AcdclEclit Client Details - X
L
First Name * Last Name * Gender * Date of Birth * (dd/mm, yyyy)
George | Jones | -Select— v E
Region * Local Authority Area * Consent *
[ -select— | |- Select Trem -- v|

No Consent given to record further details!

Save | @ close |

The following fields are requested, and ALL are required:

Field Description

First Name The client’s first name

Last Name The client’s last name

Gender The client’s gender

Date of Birth The client’s date of birth

Region The region of the country in which the client will

be accessing services

Local Authority Area The local authority area whose services the client
will be accessing

Consent Whether or not the client has given consent to
have anything greater than the minimum dataset
recorded on PASS

Note: Consent is a crucial aspect of PASS. If a client does not explicitly consent, only
their minimum dataset can be recorded on the database. The detail shown above
represents the minimum dataset. While you can record the client’s access to
emergency accommodation, no other data can be recorded.
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Once you save the details, you will be presented with the following screen:

e -
— X p

Pathway Accommodation & Support System

k|

iﬁ Clients p | i.il Address Book “_hl‘ CPS Providers p | er Help B | Proj:
a Client Details [ Edit. o Assessments Keyworkers Case Meeting Clignt: '‘2orgel]
PASS Id: First Name:
76 George
Last Name: Gender:
Jones Male
Date of Birth: Consent:
117101974 Consent Mot

Given
5.3.1. Exercise

Once logged on to the system, click the Add Client icon and then enter some search
criteria to perform a search. Add a new client without providing consent and save
the details.

NOTES
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5.4. Adding a Client (Consent Given)
In order to add a client to PASS that has given consent, the steps involved are
identical to those outlined above, however you then select any of the following values
from the consent dropdown:
e “Written Consent Given”
e “Verbal Consent Given”
Once you select one of these values, you will be presented with a screen as shown
below:
Aclc/Edit Client Details -
.Y
First Mame * Last Mame * Gender * Date of Birth * (dd/ mm, yyyy)
George | Jones | Male b 11,/10/1974 E
Region * Local Authority Area * Consent *
Greater Dublin w | | Dublin City Coundil | | Written Consent Given v |
PPEN Dep. Children Living with Mot Living with
| 0 = 0 :
First homelessness * In receipt of Medical Card *
B o+ [Seboa- v
Ethnic Origin * Formally resident in Citizenship * Country of Origin *
| —Select— V | under-18 state care |:| | —Seled—- V | | -- Select Item -- b
* * *
Last known address Reasons For Homelessness
| [[] Mo Income Source )
[[] Family Circumstance -
Save | @ Close |
A

As shown above, in addition to the minimal dataset, the following fields are shown:

' Field Type Description

PPSN Text (not mandatory) This is the client’s PPSN. Note that this
field is only available to staff of Local
Authority Services

Dep. Children Living With  Numeric (mandatory) The number of children living with the
client

Not Living With Numeric (mandatory) The number of the client’s children not
living with the client
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First Homelessness Date (mandatory) The date the client first experienced

homelessness

In receipt of medical card Dropdown (mandatory)  Whether the client has a medical card

Ethnic Origin Dropdown (mandatory)  The client’s ethnic origin

Formally resident in Checkbox (mandatory) Whether or not the client is Formally
unde-18 state care resident in unde-18 state care
Citizenship Dropdown (mandatory)  The client’s citizenship

Country of Origin Dropdown (mandatory)  The client’s country of origin

Last known address Text (not mandatory) The client’s last know address
Reasons for Multi-select List (not A list of one or more reasons as to why
homelessness mandatory) the client is currently experiencing

homelessness

5.4.1. Exercise

Follow the previous exercise, but this time record the client’s consent to having their
details recorded on PASS.

NOTES
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5.5.

Client Screen Navigation (Consent Given)

A key feature on the PASS is that it provides the user with the ability to view all detail
relating to a single client without the need to leave the client screen itself. This is
achieved via a series of tabs on the upper and lower levels of the screen, as shown

below:

& tients b | [ Address Book | [[i Reports | & Admin b | (i CPS Providers b | iJHelp b |

Keyworkers

)
Client Details ~ Assessments

Project MovasHostel | (L RNREIES

Case Meeting Client; G#792 Jones

~
PASS Id: First Name: PPSN: Dep. Children Living - Accommodation: Type:
76 George bk ek ok ;"“" —Ernpty-- —-Ernpty--
Last Manwe: Gender: . . ) ) Status: StartDate:
Jones Male ;ol Living with: Ina:e::elpl of Medical —Ermpty— —Ermpty—
Date of Birth: Consent: Yes End Date: First homelessness:
11/10/1974 \é\_fritten Cansent Ethnic Origin: Citizenship: --Empty-- 0&f12/2009
e Other Irish Citizen Local Authority Area: Last known address:
Mative Language: English Spealing Dublin City Councl unknowh
—-Unkna-- Level: Reasons for
—Unkngun-- = Homelessness:
Region: = Mo Income Source
Actions | History 2 Assessment E] Support Plan ] Emergency Q Housing & Keyworking 8 Linked
Case MNotes Accommodation Sessions Clients
Create New
Created Date 7 | Manager Reporting Person
01/12/2010  ‘wiliarn Flanagan f Movas Hostel John Smith

When viewing the client screen for a client that has given consent, notice that the

upper half of the Client Screen contains the following elements:

Section Description

Client Details

e Background

e Homelessness Details

The client details are contained in the upper half of the
screen and are displayed by activating this tab. The client
details dataset is broken in to three panels, and contains

e Details (i.e. the minimum dataset details)

Note that there is an icon at the top of this tab which
opens up the edit screen for the client details as discussed
previously. This can be used to toggle consent for the client.

Assessments
following:

e Initial On-Street Assessment

The Assessments tab contains detail on the various types of
assessment carried out on the client, and includes the

e Assessment of Housing needs
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¢ Holistic Needs Assessment (HNA) details

Keyworkers This tab contains a list of all project workers who have
assumed the role of Key Worker or Case Manager for the
client

Case Meetings A list of all Case Meetings for the client

If you are not a free-phone operator role, you will also have access to the set of
panels on the bottom half of the screen. These include the following sections:

Section Description

Actions / Case Allows the keyworker to manage all actions / case notes
Notes against this client

History A detailed history of all actions carried out against this client
Support Plan The details of the client’s support plan(s), including support

plan needs, actions, reviews. Permissions (i.e. Access
Rights) to the support plan are managed by the support
plan owner and/or their project manager

Emergency Allows the user to manage the client’s admission to
Accommodation Emergency Accommodation, as well as viewing a full history
of the client’s access to emergency accommodation

Housing Allows the user to manage the creation of new tenancies for
the client, as well as viewing a full history of the client’s
previous tenancies

Keyworking Allows keyworkers to record the details of their keyworking
Sessions sessions with the client
Linked Clients This tab allows for clients to be linked to other clients that

are within PASS, and for the relationship between the two
clients to be recorded

5.5.1. Exercise

Following on from the previous exercise (where you saved a client with consent
recorded), browser around all of the available tabs and panels on the client
management screen in order to become more familiar with the client management
screen.
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6. CENTRALISED PLACEMENT SERVICE (CAPEL STREET)

PASS provides for full management of the Centralised Placement Service (CPS), which
caters for the placement of clients in Emergency Accommodation. In the majority of
cases, this forms most clients’ first representation to the Pathway model.

Typically, a client’s access to Emergency Accommodation will be recorded by a Local
Authority worker or the Freephone Operator, however Emergency Accommodation
providers can also record the admission of a client directly to their accommodation.

6.1. Manage CPS Providers

By clicking on the “CPS Providers” link on the top navigation bar, users will have the
ability to view all CPS Providers and see what is the current availability of Emergency
Accommodation for each one.

L " od
Pathway Accommodation & Support System i
-~ Logged in Az: William Flanagan Role: PWR
5 clients ‘ i} Address Book ‘ [ili Reports | (43 CPS Providers ) ‘ i) Help » | Project | Simon Sheker v
Accomodation Type  Accomodation Name  Address Min Beds Available
Al v | | | Gsearch
Accomodation MName Address Accomodation Type Project Mame Awailatili
Hormeless Agency STA Hostel - Support Temporary Accommodation  Homeless Agency 10
DCC - Homeless Services STA Hostel - Support Temporary Accommodation  DCC - Homeless in
Services
Dublin Sirmon Shelter STA Hostel - Support Ternporary Accommodation  Dublin Sirman Shelter in
Maple street STA& Hostel - Support Temporary Accommodation | Maple street i
DEpaul james streat STA Hostel - Support Temporary Accommodation  DEpaul james streat 7
test STA& Hostel - Support Temporary Accommodation test 0
Eentley Wilas STA& Hostel - Suppart Terpaorary Accaommodation | Bentley villas n
Sirnon Shelter STA Hostel - Support Termporary Accommodation Siman Sheltter =]
Movas Hostel STA& Hostel - Support Temporary Accommodation | MWovas Hostel [}
Focus - dyhivard Gresn test addl STA Hostel - Support Temporary Accommodation  Focus - Aylward Green 10
TEST TEST
UAT 0.8.3 | Site Help | Cantact Support | Open Sky
& Homeless Agency 2009, Al riahts reserved, Legal | Trademarks | Privacy Statement

Note: As details of clients’ admissions to Emergency Accommodation is recorded on
the system, PASS automatically updates the overall availability of the CPS Providers in
real time.

If you are a Freephone User, you will also have the ability to manually update the

“Availability” for each CPS provider. In this case, there will be a [ _Edit_ icon next to
the CPS Provider. Clicking this button brings up the following pop-up which allows
you to modify the current availability:
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EDIT CP= Provider Detail= - X

LV

Accomodation Name:

Accomodation Type:

$TA Hostel - Support Tempor ary Acconnied ation

Address 1: Address 2:
Address 3: Address 4:
No. of Beds: A vailability:

.

Landline: Maobile:

Save | C Close |

A

(Note that all other fields in the above dialog are read-only).

Note: Typically the Freephone user would only manually update a providers
availability once a day, e.g. in the morning following a ring around of the providers.

Alternatively, the Provider may contact Capel Street directly to inform them of a
change in availability, which can typically happen when beds are out of commission
due to maintenance (this is a regular occurrence).

6.1.1. Exercise

Open the CPS Provider panel and search for available emergency accommodation. If
you are a Freephone Operator, edit the availability for one of these CPS Providers.

NOTES
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6.2. Manage CPS Bookings (Freephone/Local Authority)
Freephone and Local Authority users have responsibility for maintaining bookings into
the CPS.
When the Freephone user logs in, their default view is the current "Manage Bookings”
view. This shows the Freephone operator a full view of the outstanding bookings
currently on the CPS and of any recent dis-charges.
& Clients b | [} Address Book | 3 Admin b | (4ZCPSProviders b | iiHelp b | Project | DCC - Homeless Services
Clients
T8 Client List |2} Manage Bookings
First Name Last Name Project Date Status
| | | al ¥ Ssearch
worker Client Project Start Date |End Date | Confirrned | Status
T Edit &1 Super John Duffy  DCC - Homeless Services 24/11/201C 16/12/201C 01/12/201C Discharg
Administrator
The following search criteria is available to filter the bookings:
Status
J W l:%Searu:h |
Booked
Arrived
Discharged
6.2.1. Exercise

If you have the FPO/LAO role, go to the “Manage Bookings” tab and search for CPS
bookings.

NOTES
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6.3. Make CPS Booking via Client Screen (FPO/LAO)

When the FPO or LAO wishes to record a new booking on the CPS, they should first
search for the client on PASS, and if the client does not exist, create the client as
described earlier.

The FPO/LAO can create a booking from the client search screen. As described
earlier, clients can be filtered using search criteria. The resultant search grid that is
presented to the FPO/LAO users displays a "Make Booking” icon, as shown below:

CEST TVame |
| | smith| | -
PSS | Client

75 John Srith

Clicking on this icon displays the following dialog:

1 Emergency Accommodation Details -

(¥

Start Date: 24/11;/2010

CP% Provider: -

LN

Comments:

Presented to Dut Reach worker earlier this evening.|

Save | 'i Close |

A

On this screen, the FPO/LAO can select the date that the client is to be checked in,
the CPS Provider, and can record any notes against this booking as is deemed
appropriate.

Once the booking is made, it will appear on the FPO/LAQO’s “"Manage Bookings” tab as
an active booking, as shown below:
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& Gients b | [ Address Book | 50 Adman b | (L CPS Providers b | 1) Help b Project | DCC - Homeless Services v
Clients

@ client List 2} Manage Bookings
First Name Last Name Project Date Status
| |[E] [eooked
worker Client Project Start Date | End Date | Confirmed | Status
[ Edit W&V williarm John Smith  Bentley Villas 24112010 --MNot Set-- Booked

e Hlanagar

6.3.1. Exercise
Do this exercise if you are an FPO/LAO user. For the client that you created in one of
the earlier exercises, create a CPS Booking for that client from the client search

panel.

NOTES
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6.4. Cancelling a Booking (FPO/LAO)

The FPO/LAO can cancel a booking that was recorded in error on PASS. To do this,
the user should click the 2¢) icon on the “"Manage Bookings” grid next to the booking

that they wish to delete. The user will be prompted whether they wish to proceed
with this delete.

If the user confirms that they wish to proceed with this deletion, they will be
prompted with a dialog which will request a delete reason and a comment, as shown
below:

Emergency Accommodation Delete Booking - X
b

Delete Reason:

i —Select— RS

Client Cancelled Booking

Booking made in error

Provider could not acconmodate client - Full
Provider could not acconmodate client - barred

Conmments:

Save | i Close |
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6.4.1. Exercise

Do this exercise if you are an FPO/LAO user. Create a booking for a client, and then
delete this booking, recording a reason and a comment for same.
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6.5. Confirming a Booking (by the Accommodation Provider)

It is crucial that the Accommodation Providers confirm the arrival of clients at their
emergency accommodation. To do this, the Project Worker for the emergency
accommodation should log in to PASS and then view their Manage Bookings tab on
the Client Search screen, as shown below:

@l dlients b | ] AddressBook | S0 Admin b | [ TCPS Providers b | LiHelp b Project | DEC - Homeless Services »
Clients
8 client List |2} Manage Bookings
First Namwe Last Name Project Date Status
|[7] [Booked | disairen
Waorker
(_Edi LE0 wfilliarm John Smith  Bentley Villas 2411/201C —MNot Set- Booked
A Flanagan

Click the ¥ icon on the “Manage Bookings” grid next to the client whose arrival they
wish to confirm. The user will be prompted whether they wish to proceed with this
confirmation.

Note: It is of crucial importance that the service providers use PASS to confirm
the clients’ arrivals, so that PASS can keep a proper tally of the numbers of available
beds.

Once this is done, the dialog icons next to the booking change as follows:

Wiorker

- Edit W% Williarm
e Flanagan

The new icon (circled above) will allow the user to record the discharging of the client
from the Emergency Accommodation (this is described in a later section).

6.5.1. Exercise

Do this exercise if you are an FPO/LAQ user. For the booking that you created in one
of the previous exercise, confirm the client’s arrival at the CPS Emergency
Accommodation.

NOTES
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6.6. Confirming a Booking (FPO/LAO)

Alternative to the previous scenario, it is possible for the FPO/LAO to record a
confirmation of the client’s arrival at the Emergency Accommodation on PASS. To do

this, the user should click the " icon on the “Manage Bookings” grid next to the
booking that they wish to confirm. The user will be prompted whether they wish to
proceed with this confirmation.

Once this is done, the dialog icons next to the booking change as follows:

Wiorker

Hlanagan

The new icon (circled above) will allow the FPO/LAO to record the discharging of the
client from the Emergency Accommodation (this is described in a later section).

6.6.1. Exercise

For the booking that you created in one of the previous exercise, confirm the client’s
arrival at the CPS Emergency Accommodation.

NOTES
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6.7. Discharging from Emergency Accommodation

Accommodation providers should always record a client’s discharge from their
booking in Emergency Accommodation on PASS. To do this, the user should click the
icon on the “Manage Bookings” grid next to the booking that they wish to
discharge. If the client was properly registered at the Emergency Accommodation,
the user will be prompted with the following dialog:

Emergency Accommodstion Details -
b

Current Accomodation:

Horneless Agency

Start Date: 16/11/2010

Arrived Date: --Mot Set--

End Drate:

Discharge Reason: —Sekec— v

Comments: Another booking

Save | i Close |

A

The user can set the “"End Date” for this period in the CPS Provider’s Emergency
Accommodation, and must select the discharge reason and append any further
comments as required.
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6.7.1. Exercise

For the booking that you confirmed in one of the previous exercise, confirm the
client’s discharge from the CPS Emergency Accommodation.

Copyright © 2010 Open Sky Data Systems Ltd Page 40 of 94



Pathway Accommodation PASS SVStem
& Support System Training Manual

7. CLIENT ASSESSMENTS

There are a number of different Assessments that are recorded as part of the PASS
dataset, these include:

e [Initial On-Street Assessment
e Assessment of Housing Needs

e Holistic Needs Assessment (discussed in a later section)

7.1. Initial On-Street Assessment

The Initial On-Street Assessment will primarily be recorded by the Unitary Outreach
service, but can also be recorded by Project Workers or Free-phone/Local Authority
users.

In order to record this Assessment for the client, you must first search for (or create)
the client on PASS, and then navigate to the “Assessment” tab on the upper part of
the client page.

Next to the “Initial On-Street Assessment” group box, click the [ _Edit. icon which
will pop-up the following dialog:

Initial On-Street Azzessment -

L
Date of
Assessment:
Location: |
Outcome: (Selea- iw
Comments:

Save | @ Close |

A

Note: Client Consent must first have been recorded for this before this Assessment
can be accessed.

Note also that subsequent contact with the client after the Initial On-Street
Assessment will be recorded via the “"Actions/Case Notes” section of the client screen
(discussed in a later section).
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The Initial On-Street Assessment dataset is described as follows:

Field Field Type Description

Date of Date (mandatory) The date that the assessment was
Assessment carried out

Location Text (mandatory) The location where the assessment

was carried out.

Outcome Dropdown (mandatory) A list of possible outcomes of the
assessment, possible values may
include:

e Referred to Temporary
Emergency
Accommodation

e Referred to Support
Temporary
Accommodation

e Refused to accept
accommodation place

e Referred to health team
e No referral required

o Insufficient emergency
accommodation

e Referred to Rough Sleeper
Team

¢ No outcome for client

Comments Text (not mandatory) Any comments that the user
wishes to add
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7.1.1. Exercise
For one of the clients created in a previous exercise, add an Initial On-Street
Assessment.
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7.2. Assessment of Housing Need

The Assessment of Housing Need (also know as the Local Authority Housing Needs
Assessment) will be entered by the Local Authority user. The reason for recording this
information on PASS is so that other Local Authorities and Voluntary bodies working
on behalf of the client can quickly determine the client’s status on the housing list.

In order to record this Assessment for the client, you must first search for (or create)
the client on PASS, and then navigate to the “Assessment” tab on the upper part of
the client page.

Next to the “"Assessment of Housing Need” group box, click the icon which
will pop-up the following dialog:

Follow-up Azzeszment - X
b
Date of

Assessment:

Is Completed:

Local Authority
Area:

| -Select-—- w

Registered on
housing list:

| -select-- w |

Save | a Close |

A

Note: Client Consent must first have been recorded for this before this Assessment
can be accessed.

The Assessment of Housing Need dataset is described as follows:

Field Field Type Description

Date of Date (mandatory) " The date that the assessment was

Assessment carried out

Is Completed Yes/No (mandatory) Has the assessment been
completed
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Local Dropdown (mandatory) The Local Authority on behalf of
Authority whom the assessment was carried
Area out.
Registered on Dropdown (mandatory) The status of the client’s
housing list registration on the Local

Authority’s housing list. Possible
values include:

e Accepted with Homeless
Priority

e Accepted without
Homeless Priority

e Rejected

e Processing

7.2.1. Exercise

For one of the clients created in a previous exercise, add an Assessment of Housing
Need.

NOTES
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8. HoListic NEEDS ASSESSMENT (HNA)

The Holistic Needs Assessment (HNA) is entered by a project worker/manager. Due
to the extremely sensitive nature of the HNA data, the user will only record the fact
that HNA Domains have been completed for a client. This will allow other system
users to see which domains have been completed, by whom, and where the HNA
physically resides. As the HNA is a once-off document (un-like the Support Plan which
will evolve with the client), it is not recorded on PASS.

The user will also fill in @ HNA Data Return, which is an anonymised report of a
subset of the HNA data, which is purely used for reporting purposes, and cannot be
traced back to the client. This replaces the paper based version of the HNA Data
Return.

8.1. Recording HNA Status

In order to record this Assessment for the client, you must first search for (or create)
the client on PASS, and then navigate to the “Assessment” tab on the upper part of
the client page.

Next to the “"HNA" group box, click the [ _Edit_ icon which will pop-up the following
dialog:

Hr A, -X

2/
HNA Status: Household Details A
[] Accommadation
[] Education, Training
[] Income/¥elfare
[] Physical/Mental Health
[] Substance Dependency w

Please tick the domains of the HHA that have been completed, when the HMA is
complete in as Far as possible, please enter the data return below,

Go to HNA Data Return:

Save | [i Cloze |

A

Note: Client Consent must first have been recorded for this before this Assessment
can be accessed.

Note also that the HNA Status can only be updated prior to the upload of the HNA
Data Return. Once the HNA Data Return has been completed, the HNA Status can no
longer be modified.
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As shown above, the HNA status is broken down in to a series of domains, and the
user should record the domains that have been completed in the above dialog.

Field Type

Description

HNA Status Multi-select (not mandatory) The HNA status is broken down in
to a series of domains, possible

values for this field include:

Household Details
Accommaodation
Education, Training
Income/Welfare
Physical/Mental Health
Substance Dependency
Independent Living

As the HNA Status is modified, you will notice that on the Client panel, the HNA
Details will be updated, as shown in the following:

L Edit.

HMA return has not been completed

If you hover the mouse over the status, you will be given more detail on the HNA

Status, as shown below:

| e
e m'm'hist of the completed dnmains{s}k

Housshold Detsils
Physical/Mantal Hezlth

Independant Living

Substance Dependency
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8.1.1. Exercise

For one of the clients created in a previous exercise, edit the HNA Status for the client
by updating some of the completed domains. Notice that the status updates on the

client panel.

NOTES
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8.2. HNA Data Return
Next to the "HNA" group box, click the [ _Edit icon which will pop-up the following
dialog:
HrA, N
b
HNA Status: Household Details s

[] Accommodation

[[] Education, Training

[] Incorme/Welfare

[] PhysicalfMental Health

[] Substance Dependency w

Please tick the domains of the HHA that have been completed, when the HMA, is
complete in as Far as possible, please enter the data return below,

Go to HNA Data Return: Hra Data Return

Save | [i Close |

4

Click on the “"HNA Data Return” hyperlink on this dialog to open the HNA Data Return
questionnaire. You will be prompted with the following alert before being allowed to
continue:

The page at http:/fiwww. pass-system.ie says: E|

9 Have wou completed the HMA a5 Far as possible?

I ok | [ Cancel

Note: the HNA data return can only be completed once for a client. Thereafter, both
it and the HNA Status Details are locked down.

The HNA Data Return screens will present a series of dialogs which should be
completed as thoroughly as possible by the user. An example of the first
questionnaire screen is shown below:
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Hh Return D —x
i -

Step 1 of 9: Household Details

Status Single Person

Single with childiren) living with hirnher
Single with child(ren) nat living with him/her
Couple (Mo Children)

Couple with childiren] living with them

Couple with childipen) not living with thern

O0CO00O®O

~
£

Mumber of Dependent children

(]

Next

v
P

Clicking the next button moves you along to through the questionnaire wizard, until
the finish button is presented on the final page of the wizard.

Note: the HNA data return is a direct copy of the previous paper based version 2 of
the Holistic Needs Assessment Data Return.
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8.2.1. Exercise
For one of the clients created in a previous exercise, fill in the HNA Data Return for
the client.
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9. CLIENT KEYWORKERS / CASE MANAGERS

Based on the Holistic Needs Assessment, the key worker works with the service user
to achieve the support plan goals identified and ensures implementation of the goals.
Case Manager:

The Case Manager is a lead Key Worker that co-ordinates services involved in the
HNA Support Plan, oversees its implementation, undertakes reviews and will generally
have most contact with service user. The role of case manager can be taken on by a
key worker/ project worker by elevating the level of intensity of engagement with the
service user and other service providers. There are a core set of competencies which
a case manager should demonstrate. These competencies can be developed through
a targeted training programme.

9.1. Viewing Existing Keyworkers
In order to view the existing keyworkers/case managers for the client, you must first
search for (or create) the client on PASS, and then navigate to the “Keyworkers” tab

on the upper part of the client page.

You will be presented with the following dialog which shows all the existing
keyworkers and/or case managers for this client, as shown below:

Remove Key Worker Role | Assume Case Manager Role

Full Name

1 Homeless Agency, Open Sky Support, Bentley Vilas | Key Worker

9.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Keyworkers tab
and view who (if any) the keyworkers are for the client.

NOTES
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9.2. Assume Keyworker/Case Manager Role
If you are satisfied that you wish to take on a case role for this client, you should
click on the “Assume Keyworker” or “Assume Case Manager”.
Note: a project worker may assume BOTH the Keyworker and a Case Manager role
for a particular client. Note also that as soon as you assume a role, the text on the
button changes to allow you to remove that role should you so wish.
9.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Keyworkers tab
and click on the “"Assume Keyworker role”, and the “Assume Case Manager Role".

NOTES
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9.3. Remove Keyworker/Case Manager Role

If you are satisfied that you wish to remove your role for this client, you should click
on the "Remove Keyworker” and/or “Remove Case Manager” buttons.

9.3.1. Exercise

For one of the clients created in a previous exercise, browse to the Keyworkers tab
and click on the “"Assume Keyworker role”, and the “Assume Case Manager Role".
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10. CLIENT CASE MEETINGS

Project Workers, Key Workers, Case Managers, etc can participate in Case Meetings
that are scheduled via PASS. The worker who creates the case meeting can also
invite other participants to the case meeting. Those other participants will then be
able to view a reminder on the main page of the system when they log in.

10.1. Viewing Existing Case Meetings
In order to view the existing case meetings for the client, you must first search for (or
create) the client on PASS, and then navigate to the “"Case Meetings” tab on the

upper part of the client page.

You will be presented with the following dialog which shows all the existing case
meetings for this client, as shown below:

Create New
h Created By
Edit| 04/12/2010 Meeting to review client's educational progress :
< >

10.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Case Meeting tab
and view if there are any case meetings for the client.

NOTES
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10.2.

Add/Edit Case Meetings

To add a new case meeting, simply click the “Create New"” button on the top of the
Case Meeting dialog. Alternatively, you can edit an existing Case Meeting by clicking

on the “248 jcon next to the Case Meeting in question.

In either case you will be presented with a dialog as follows:

New Case Mesting - X
i

Date: [04/12/2010 13:00 |[7H]

Description: |This case meeting is to discuss whether
formal counselling is required

Participant List

| Invite Participant ||  Remowe Participant

William Flanagan

@ e | @ cose |

A

The above dataset is described as follows:

Field Type Description

Date Date/time (mandatory) The date and time that the
meeting will take place.

Description Text (mandatory) A description of the reason for the
meeting.

Participant Multi-select (mandatory) A multi-select list of user id's who

List are to be the participants on the

Case Meeting.

In order to invite a participant to the meeting, you should click the “Invite Participant”
button. This will present you with a user search dialog box as follows:
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Select Participants - X
A1) First Name Surname Project ~
| | | | | | [Gisearch (B save | @cioze |
= Firstname Surname Projects
testfor anotherserive DEpaul james street
SA Test2 Homelass Agency, Open Sky Suppart, DCC -

Homeless Services, Dublin Simon Shefter, Maple
street, DEpaul james street, test, Bentley
Villas, Simon Shelter, Movas Hostel

H.A. User Homeless Agency, Open Sky Support, Bentley
Villas
Super Administrator Homeless Agency, Open Sky Suppart, DCC -

Homelass Services, Dublin Simon Shelter, Focus
Ireland Emergency, Maple street, DEpaul james
street, test, Bentley Vilas, Simon Shelter,
Movas Hostel

Regional Superadmin DCC - Homeless Services
pwr pwr Oak House
Project Worker Focus Ireland Emergency, DEpaul james street
pro wiorker DEpaul james street
Project Manager DEpaul james street, Simon Shelter
w
|

Either by using the search criteria or simply by scrolling through the list of users,
check the users that you wish to add to the meeting and then click save.

10.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Case Meeting tab
and create a new case meeting for the client. Invite participants and save the
meeting.

NOTES
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11.

AcTIONS/CASE NOTES

11.1.

Project Workers can record actions and case notes for a client. These actions/case
notes can cover a variety of different areas, and can be made visible to all
keyworkers across all projects, or can be restricted to users within your own project.

For example, the Unitary Out-Reach Team will record a “Contact with Rough Sleeper”
action when working with a client on-street (i.e. subsequent to the Initial On-Street
Assessment). Alternatively, when a client accesses a Training/Education or
Employment Programme, this action can be recorded on PASS.

Viewing Existing Actions/Case Notes
In order to view the existing Actions/Case Notes for the client, you must first search
for (or create) the client on PASS, and then navigate to the “Actions/Case Notes"” tab

on the LOWER part of the client page.

You will be presented with the following dialog which shows all the existing
Actions/Case Notes for this client, as shown below:

) Actions |
Case Notes

Date

D History

Date Description Created By Type | Al

[#200 01/12/2010

8 Linkeed
Clients

&l Keywaorking
Sessions

M, C%Seart:ll

" "
Lsl Emergency & Housing

Accommodation

E: Assessment .ﬂ Support Plan

Create Action /Case Note |

-

Drescription Created By Public ' Type

Enrolled in an ECOL course williarn Flanagan § Movas Hostel True Computer COVEC training

11.1.1.

Note that a set of filter criteria is provided so as to enable you to find specific case
notes that match the criteria.

Exercise

For one of the clients created in a previous exercise, browse to the Actions/Case
Notes tab and view if there are any Actions/Case Notes for the client. Use the search
criteria to filter any case notes that may exist.

NOTES
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11.2, Add or Edit Actions/Case Notes

To add a new Action/Case Note, simply click the “Create Action/Case Note” button on
the top right of the Action/Case Note dialog. Alternatively, you can edit an existing

Action/Case Note by clicking on the 2 jcon next to the Action/Case Note in
question.

In either case you will be presented with a dialog as follows:

Edit Action § Case Mote - X

jr.;'
Type: | Access to Training/Education/Er % |
Option: | Computer COYEC training hd |
Date: 01/12/2010 I

Drescription:

Enrolled in an ECDL course

Allow staff in only my project(s] to see this
information:

Save | a Close |

The above dataset is described as follows:

' Field Type Description

|

Type Dropdown (mandatory) The Action/Case Note type is the
overall category that applies to this
record, possible values include:

e Advocacy/Advice
e QOutreach/In-Reach

Options Dropdown (mandatory) The options field is akin to a sub-
category of the Type field, and the
values displayed herein are
dependent on the current Type

selected
Date Date (mandatory) The date of the Action / Case Note
Description Text (not mandatory) A description of the record entered
by the user.
Allow staff in  Checkbox If checked, only users within the
only my same project as the user who
project(s) to recorded the Action/Case Note will
see this be able to see the note.
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information:

11.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Actions/Case
Notes tab and create a new record for the client. Make the note visible to colleagues
in your own project.
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12. CLIENT HISTORY

A full history of all changes to client data is maintained by the system.

12.1. Viewing Client History

In order to view the history for a client, you must first search for (or create) the client
on PASS, and then navigate to the “History” tab on the LOWER part of the client

page.

You will be presented with the following dialog which shows the full history of all
actions on the client, as shown below:

ctions / @ istory || 12 Assessment |+#] support Plan () Emergency & Housing 8
ke Motes Accommodation

Date Recorded By Comments O search

Lrction Recorded By Date Carnrnents

£ Tenatcy Supet Adrninistrator 01/12f2010

&,  Emergency Accormmodation | Super Adrninistrator 241172010

&, Emergency Accormmodation | Super Adrninistrator 231112010

&, Emergency Accommodation | Super Administrator 17f11f2010

&, Emergency Accormmodation | Super Adrninistrator 17/11/2010

&,  Emergency Accormmodation | Super Adrninistrator o1/11/2010

@, Support Plan Super Adrinistrator 01112010

&, Emergency Accommodation | Super Administrator 291102010

@&, | Emergency Accormmodation | Super Administrator 221102010

@, Wisiting Support Super Adrinistrator 13/08/2010

Page 1 of 3 (21 items) 12 32 >

Note that a set of filter criteria is provided so as to enable you to find specific records
that match the criteria.
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12.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Actions/Case
Notes tab and create a new record for the client. Make the note visible to colleagues
in your own project.

NOTES
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13. CLIENT SUPPORT PLAN

The on-line Support Plan will replace the existing paper based support plan. This is a
direct copy of version 2 of the paper based support plan.
13.1. Create a Support Plan

To add a new Support Plan, simply click the “Create Support Plan” button on the top
right of the Support Plan tab. The following dialog will be displayed:

“iew Support Plan - X

j‘) Save | a Close |

Dietails

Date of support plan:  01/12/2010 E Select Manager: Project Manager |+

Is there evidence to suggest that this person s a risk to himherself? O Yes @ Mi

Risk to self may include self-harm, suicidal thoughts, valnerability to abuse, hazardous alcohaelfdrug use etc

Is there eviderce bo sugaest that this person iz a risk to others? O e @ M

Rizk to self may include: previous conwictions for arson, Arearms f weapons offences, grievous bodily harm, violent [/
agressive behawiour, sexual offences, offences against children, atc,

Are you aware of any circumstances or events that would trigger a risk with this service O Yes @ Ma
user?

Triggers may include non-compliance with medication, alcohal or drug use, contact with or separation from certain
individuals, anniversariestimes of the year, ete,

Reporting Person John Smith |
MName:

Job title, role: Care Worler |
Date: 01/12/2010 E

A

The above dataset is described as follows:

Date of Date (mandatory) Date of Support Plan
Support Plan

Select Dropdown (mandatory) The support plan owner must
Manager select one of their project

managers to share the support
plan ownership rights with.
Risk 3 x Radio A set of questions relating to the
Monitoring client’s risk monitoring status
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Questions

Reporting
Person Name

Job title/Role

Date

Buttons(mandatory)

Text (mandatory)

Text (mandatory)

Date (mandatory)

The name of a person to contact
so as to bring to their attention
any risks/triggers

The job title of the reporting
person

The date that the reporting person
was notified.

The user must first save this information before being allowed to enter the further
details on the support plan.

Note: The user must first save this information before being allowed to enter the
further details on the support plan.

13.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Support Plan tab
and create a new record for the client. Notice that a new set of tabs becomes

available after you save the support plan.

NOTES

13.2. Manage Support Plan Needs

With the general support plan details saved, the support plan owner can now fill in
the support plan needs.

This tab allows the user to identify a set of needs that must be addressed as part of
this support plan, as shown below:
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“iewy Support Plan - X
j‘J Save | O Close |
Di=tails Support Meeds Actions Rewiews | Access Rights
Y
Access supported temporary accaommadation O Yes O Mo
Access temporary emergency accommodation o ez o Mo
Access transitional accommadation o ez O Ma
Access housing with no support required o ez O Ma
Access housing with wisiting suppart (short-term]) o ez o Ma
Access housing with wisiting support (long-term) '®) Yes O Mo
Access housing with on-site support (day) O Yes '®) Mo
Access housing with on-site suppart (2dhr waking) O Yes O Ma
Access 3 nursing home or sirilar O Yes O Ma
COther, pleaze spacify:
Reconciliation with Family f partner O Yes O Ma =z
A

The above screen contains a long list of support needs in questionnaire format which
the support plan owner has the option to fill out. Note that only the support plan
owner will ever have access rights to view the support needs.

13.2.1. Exercise

Using the support plan you created in the previous exercise, fill out the support plan
needs questionnaire and then proceed to the support plan actions tab.

NOTES
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13.3. Manage Support Plan Actions

With the general support plan details saved, the support plan owner can now fill in
the support plan actions.

This tab allows the user to identify a set of measurable actions to be taken over the
course of the support plan, as shown here:

Siewy Support Plan Action - X
B

Drate: 01/12/2010

Support Area: | Accommodation / Homelessness w

Planned Outcome:

| Access bransitional accommodation W

Action taken:

Person or Organisation |

Responsible:

Target Date:

Outcome date:

Outcone:

Save | a Close |

4
The above dataset is described as follows:
Field Field Type Description
Date Date (mandatory) The date the action was recorded
Support Area  Dropdown (mandatory) The support area (or category)
where this action concentrates
Planned Dropdown (mandatory) The outcome planned by the
Outcome action owner for this action
Action Taken  Text (not mandatory) A textual description of the steps
taken to fulfil this action
Person or Text (not mandatory) The name of a person or
Organisation organisation that is responsible for
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Responsible this action outside of PASS.

Target Date Date (mandatory) The date that the outcome is

expected by

Outcome Date (not mandatory) The date the outcome actually

Date took place

Outcome Text (not mandatory) The actual outcome of this action

13.3.1. Exercise

Using the support plan you created in the previous exercise, fill out three support
plan actions for different support areas. Save the actions, and then open them again,
this time saving the full outcome to the actions.

NOTES
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13.4. Manage Support Plan Reviews

Periodic reviews should be recorded against each support plan. With each review,
progress updates should be recorded, and dates should be set for any future review.

The support plan review tab is as shown here:

Wiewy Suppot Plan Reviess - X
.

Review Date: 01,12/2010 E

Mext Scheduled Review 16/02,/2011 E

Drate:

Frequency of review: & weeks |

Good progress on ECOL

Progress to date: il
training course.

Gain a place on a back to

Objectives For next work stheme.

support plan:

Outcomes For current Satisfactory

actions:

Clients requires further

Comments: il
motivation.

Save | a Close |

2

The above dataset is described as follows:

Field Type Description
Review Date Date (mandatory) The date the review took place
Next Date (mandatory) The targetted date for the next
Scheduled review
Review Date
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13.4.1.

Frequency of
Review

Progress to
Date

Objectives for
next support
plan:
Outcomes for
current
actions:

Comments

Exercise

Text (mandatory)

Text (not mandatory)

Text (not mandatory)

Text (not mandatory)

Text (not mandatory)

Any user comments

The desired frequency of the
support plan review process

A summary of progress to date for
this client’s support plan

A set of overarching objectives for
the next support plan, ideally that
can be broken in to actions.

A view of the progress of the
current support plan actions.

Using the support plan you created in the previous exercise, fill out a support plan

review as per the dataset described above.

NOTES
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13.5. Manage Support Plan Access Rights

By default, only the project worker/manager and their project manager have access
to the support plan. All other users will not have access to the support plan by
default. The support plan creator (or their manager) can give permission to other
users to view certain domains within the support plan actions based on their project
or username.

When adding a user to the support plan access tab, you are presented with the
following:

| view Edit Access Rights — xf
L

User:

Add |

Select which categories of support plan actions you wish to share:

Accommodation f Homelessness
Farnily and Current Relationships
[] Early Life Experience | Childhood
[[] Education

[] Wark and Job Training

[] Legal Issues [ Offending Behaviour

Save | a Close |

The above dataset is described as follows:

Field Type Description

< | >
AN

User Multi-select(mandatory) A multiple group of users who may
access the chosen domains within
the support plan

Categories Multi-select(mandatory) A multi-select list of support plan
domains that can be release to
other users.
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13.5.1. Exercise

Using the support plan you created in the previous exercise, give support plan access
rights to another user or users to a set of domains in the support plan.
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14. CLIENT — EMERGENCY ACCOMMODATION

PASS provides users with the ability to manage the clients’ Emergency
Accommodation. Emergency Accommodation should always be managed via the CPS,
however the full history is provided on the client screen. For further details on the
Centralised Placement Service, see the CPS sections earlier in this document.

14.1. Viewing Existing Emergency Accommodation

In order to view the Emergency Accommodation History for the client, you must
navigate to the “Emergency Accommodation” tab on the LOWER part of the client

page.

You will be presented with the following dialog which shows all the existing
Emergency Accommodation for this client, as shown below:

Start Date End Date Provider Created By Status | Al w Q@Search
| Depart Emergency Accommodation |
Start Date | End Date | Provider Created By TypefStatus
& 24f11f201C Bentley Willas williarn Flanagan f DCC - Homeless Artived
Services

Note that a set of filter criteria is provided so as to enable you to find specific case
notes that match the criteria.

14.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Emergency
Accommodation tab and view if there are any emergency stays for the client. Use the
search criteria to filter any case notes that may exist.

NOTES
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14.2. Manage Emergency Accommodation

The project worker can manage the emergency accommodation status for the user
via this screen by using the buttons on the top of this tab, i.e. “"Admit to Emergency
Accommodation”, “*Depart Emergency Accommodation”. As both of these are identical
to items described earlier in this manual, this will not be covered again here.

Note: the user cannot create a new Emergency Accommodation stay for a client if
any of the following conditions prevail:

e The dlient is already in Emergency Accommodation (they must be discharged
first)

e The dlient is currently in a long term tenancy (must exit tenancy first)

14.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Emergency
Accommodation tab and create a new record for the client. Notice how the buttons
change from being enabled to disabled based on the status.

NOTES
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15. CLIENT — LONG TERM ACCOMMODATION

As it is a goal of the Pathway model for a client to achieve a long term tenancy within
a six month period, it is important that users record the client’s long term
accommodation status.

15.1, Viewing Existing Long Accommodation

In order to view the Long Term Accommodation History for the client, you must
navigate to the “Long Term Accommodation” tab on the LOWER part of the client

page.

You will be presented with the following dialog which shows all the existing Long
Term Accommodation for this client, as shown below:

Start Date End Date Provider Created By Status | Al ¥ | Bsearch
| Depart/End Tenancy |
Start Date | End Date | Provider/Landlord Created By TypeStatus
L0 0zf12/201C Smith illas wiilliarn Flanagan J Movas Hostel Wigiting Support - SLI

Note that a set of filter criteria is provided so as to enable you to find specific case
notes that match the criteria.

15.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Long Term
Accommodation tab and view if there are any emergency stays for the client. Use the
search criteria to filter any case notes that may exist.

NOTES

15.2. Manage Long Term Accommodation

The project worker can manage the long term accommodation status for the user via
this screen by using the buttons on the top of this tab, i.e. "Admit/Create Tenancy”,
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“Depart/End Tenancy”. When you create a tenancy, you are provided with the
following dialog.

Admit to Long TermiCreste Tenancy - X
b

Provider/Landlord: Connolly Yillas

Tenancy Start 03/12/2010

Date:

Local Authority: | Dublin City Coundl v
Tenancy Options: | Local authority socia rental » |
Support Type: | On Site Support W |

Comments:

Has accepted on site support.

A

The above dataset is described as follows:

Field Type Description

Provider/ Text (mandatory) The provider of the Long Term

Landlord accommaodation

Tenancy Start Date (mandatory) The date that the tenancy started

Date

Local Dropdown (mandatory) The Local Authority overseeing the

Authority long term tenancy

Tenancy Dropdown (mandatory) Select the tenancy options that

Options apply to this long term
accommaodation.

Support Type Dropdown (mandatory) The support type that applies, e.g.
Visiting Support SLI

Comments Text (not mandatory) Any user comments

Note: the user cannot create a new Long Term Accommodation stay for a client if
any of the following conditions prevail:

e The dlient is already in Emergency Accommodation (they must be discharged
first)
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e The dlient is currently in a long term tenancy (must exit tenancy first)

15.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Long Term
Accommodation tab and create a new record for the client. Notice how the buttons
change from being enabled to disabled based on the status.
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16. CLIENT KEYWORKING SESSIONS

The Keyworking Sessions feature provides keyworkers with a mechanism to record
the details of their sessions with the client, including duration and location of the
session.

16.1. Viewing Keyworking Sessions

In order to view the existing Keyworking Sessions for the client, you must first search
for (or create) the client on PASS, and then navigate to the “Keyworking” tab on the
LOWER part of the client page.

You will be presented with the following dialog which shows all the existing
Keyworking for this client, as shown below:

Date | Text | Created By Qa,Searcll Create Session
Start Time T Lacation Duration Public  Created By
(#=20 03f12/2010 Sallins 2 hrs O mins True  Wiliarn Flanagan [ Movas Hostel -4
0000

Note that a set of filter criteria is provided so as to enable you to find specific
keyworking sessions that match the criteria.

16.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Keyworking
Sessions tab and view if there are any sessions for the client. Use the search criteria
to filter any case notes that may exist.

NOTES

16.2. Add or Edit Keyworking Sessions

To add a new Keyworking Session, simply click the “Create Session” button on the
top right of the Keyworking Session tab. Alternatively, you can edit an existing
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Keyworking Session by clicking on the icon next to the Keyworking Session in
question.
In either case you will be presented with a dialog as follows:
Edit Se==ion - X
i
Start Time: 03/ 12;2010 13:14 |
Location: %allins |
Dur ation: | 2h00mins v
] Descriplion:
Full client de-briefing
Allow staff in only my project(s) to see this information: D
Save | a Close |
)
The above dataset is described as follows:

Field Field Type Description

Type ' Date/time(mandatory) The date/time when the
keyworking session began.

Location Text (mandatory) The location where the keyworking
session took place.

Duration Dropdown (mandatory) This is a dropdown list containing a
range of durations allowing the
user to state how long the session
took.

Description Text (not mandatory) A description of the record entered
by the user.

Allow staff in  Checkbox If checked, only users within the

only my same project as the user who

project(s) to recorded the Keyworking Session
see this will be able to see the note.
information:

16.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Keyworking
Session tab and create a new record for the client. Make the note visible to
colleagues in your own project.
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NOTES
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17. LINKED CLIENTS

PASS contains a facility to allow the linking of clients together by their relationship.
Each client must have their own individual record, therefore one record does not
contain couples. To facilitate the need for service providers to be aware of
relationships/housing needs, relationships can be recorded on PASS through the
“Linked Clients” feature.

17.1. Viewing Linked Clients

In order to view the existing linked clients for the client, you must first search for (or
create) the client on PASS, and then navigate to the “Linked Clients” tab on the
LOWER part of the client page.

You will be presented with the following dialog which shows all the existing links for
this client, as shown below:

Create Linked Client

Marne Relationship I= Mext of Kin

[ Ed, Jobin Davies Father Falze -4

17.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Linked Client tab
and view if there are any links for the client.

NOTES

17.2. Add or Edit Linked Client

To add a linked client, simply click the “Create Linked Client” button on the top of the
Linked Client tab. Alternatively, you can edit an existing Link by clicking on the
=D

=2 jcon next to the Link in question.

In either case you will be presented with a dialog as follows:
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Creste Linked Cliert _ x
.y
Linked Client
Firstname --Mot Set--
Lastname --MHot Set--
First Homeless --Mot Set--
Last Address --Mat Set--
Select a Client
Relationship | —Select— w
Is Mext of Kin |:|
Save | a Cloze |
A

You must click the “Select a Client” button to search for a client to link to, which
shows the following dialog:

Creste Linked Cliernt - X
— .S
First Mame Last Name Drate OF Birth
| | ; l:;'{Srearu:h |
Firstname Lastname DoE

-/ John Duffy 01/01/1920

@ Tadhg Eernnely 09/03,/2010

% Eqin Doty 02/09/2010

o Benny N glyl= 0g/09/2010

| Alan 2'Cannor 0if01/1952

Page 1 of 2 (7 items) 1, 2 | »

@ close | w
4

Used the search criteria to find the linked client, and then click the & icon.

The Linked Client dataset is described as follows:

Field Type Description

First Name Text (read-only) The first name of the linked client
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Last Name Text (read-only) The last name of the linked client

First Text (read-only) The date of first homelessness for

Homeless the client

Last Address  Text (read-only) The last know address for the
linked client

Relationship Dropdown (mandatory) This is a dropdown list containing a

list of relationships available.

Is Next of Kin Checkbox If checked, the linked client is
marked as the next of kin for this
client.

17.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Linked Clients tab
and create a new record for the client.

NOTES
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18. CLIENT — VISITING SUPPORT

PASS provides the facility to record the details of Visiting Support (e.g. SLI) visits to
clients who are currently resident in a Long Term Tenancy.

18.1. Initiating Visiting Support

In order to view the existing Visiting Support for the client, you must first search for
(or create) the client on PASS, and then navigate to the Visiting Support tab on the
LOWER part of the client page.

You will be presented with the following dialog which shows all the existing Visiting
Support for this client, as shown below:

Date Worker | = ts | Type | Al ¥ | Gsearch Add Yisit End Support | €N
Date Worker Duration Type Carmrments
Support 037122010 to  wWiliarm Flanagan [ Movas Hostel Yisiting-Short to new support
s 031242010 rned. term, low
S o miod.
intensity

Note that a set of filter criteria is provided so as to enable you to find specific case
notes that match the criteria. Note also, that Visiting Support is deal with in phases. A
phase of visiting support must first be “initiated” before any visits can be added.

When you initiate Visiting Support you are presented with the following dialog:

Initiste Suppott Phase =X
i

Start Date: 03,/12/2010 |

End Date: 03/12/2011 |

Support Type: | Wisiting-Short to medterm, mod. to high intensi +

Comments:

Going to visit client every thursday

Save | i Close |

A

This dataset is described as follows:

Field Type Description

Start Date Date(mandatory) The date that visiting support was
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initiated
End Date Date (mandatory) The expected end date of this
phase
Date Date (mandatory) The date of the Action / Case Note

Support Type Dropdown(not mandatory) The type of Visiting Support that
will be provided in this phase.

Comments Text (not mandatory) Any user comments to add.

18.1.1. Exercise

For one of the clients created in a previous exercise, browse to the Visiting Support
tab and initiate a support phase for the client.

NOTES

18.2. Adding a Visit

To add a Visiting Support visit to a phase, simply click the “Add Visit” button on the
top right of the “Visiting Support” dialog. You will be presented with a dialog as
follows:
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Creste Wisit - X
i
Visit Date: 03/ 12/2010 |
Support Type: | Yisitmg-Long ternn, high intensity b
Duration: | Zh00mins v
Comments:

Spent two hours cleaning the house.

Save | 'i Close |

A
The above dataset is described as follows:
Field Field Type Description ‘
Visit Date ' Date(mandatory) " The date that visiting support
occurred
Support Type Dropdown(mandatory) The type of Visiting Support that
will be provided in this phase.
Duration Dropdown (mandatory) A list of time values that that
specify how long the last visit took
Comments Text (not mandatory) Any user comments to add.
18.2.1. Exercise

For one of the clients created in a previous exercise, browse to the Visiting Support
tab and create a new Visit for the client.

NOTES
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18.3. Closing the Support Phase

To close a Visiting Support visit to a phase, simply click the “End Support” button on
the top right of the “Visiting Support” dialog. You will be presented with a dialog as
follows:

End Support Phase - X
i

Start Date: |

End Date: 03712/ 2010 | E

Support Type: | Yisiting-Short te medterm, mod. to high intensi

Comments:

Going to visit client every thursday

Dutcome: | —Select— W

(& End Support | @ Close |

A

The above dataset is described as follows:

Field Type Description

Start Date Date(readonly) The date that visiting support
occurred

End Date Date(readonly) The date that the phase was
ended

Support Type Text (readonly) The type of Visiting Support that
will be provided in this phase.

Duration Dropdown (mandatory) A list of time values that that
specify how long the last visit took

Comments Text (not mandatory) Any user comments to add.
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Outcome Dropdown (mandatory) The user selects the outcome of

the visiting support phase from
this dropdown.

18.3.1. Exercise

For one of the clients created in a previous exercise, browse to the Visiting Support
tab and end this support phase for the client.
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19. EpIT PROJECTS (PMR ONLY)
Project Managers have the ability to manage certain aspects of their project, as well
as the ability to add new users to their project.

19.1. Manage Projects

On the upper navigation bar, select Admin > Manage Projects.

You will be presented with the following dialog which shows all the projects that you
are project manager of, as shown below:

Marne

) Movas Hostel

DCC - Homeless Services

Crganisation

Movas

Dublin City Coundil

10 perpage W

Ernerg. &ccor Visiting Supp.

O
|

Clicking on the “Edit” icon presents the following dialog:

“iewy Edit Project Detailz

iy
Project

Movas Hostel

Organisation

| Mov as

Project Type

W

Provides Yisiting Support Local Authority Service

Greater Dubln

William Flanagan
Super Administrator
Project Manager
540 Tes?

| 43 add
Save |@ Cancel |

STA Hostal - Support Ter |:| |:|
Address 1: Address 2:
Address 3: Address 4:
Landline: | Provides Emergency Accommodation
Mohiles: Mo, of Beds: Availability:
| 10 o % e
W b
Regions Users

The project dataset is described as follows:
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Field Type Description
Project ~ Text(read-only)  The name of the project |
Organisation Dropdown (mandatory) The organisation that owns this
project
Address 1 Text (not mandatory) The first line of the address
Address 2 Text (not mandatory) The second line of the address
Address 3 Text (not mandatory) The third line of the address
Address 4 Text (not mandatory) The fourth line of the address
Landline Text (not mandatory) The landline contact number for

this project

Mobile Text (not mandatory) The mobile contact number for
this project

Provides Checkbox Whether or not this project
Emergency provides emergency
Accommodation accommodation

No of Beds Numeric The number of beds in the

accommodation. Required if
Emergency Accommodation is
checked.

Availability Numeric The current availability. Required
if Emergency Accommaodation is
checked.

Regions Read-only list The region that this project
belongs to.

Users Multi-select (mandatory) Manageable list of users that
belong to this project
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19.1.1.

Exercise (Project Manager only)

Manage your project and add address and contact details.

NOTES

19.2. Manage Users
A project manager can manage the users in their project by going to the upper
navigation bar, and selecting Admin > Manage Users.
You will be presented with the following dialog which shows all the users that are
members of projects that you manage, as shown below:
Username First Name Surname Project Role
| | | | | C%Searl:ll
Lsername Firstname Surnarne Projects Role Last Logon
[ =0 wilanagan@openskydata.c Wiliam Flanagan DCC - Homeless Services, Movas Hostel PMG 03/12/2010 13:28:45
=D prno@dublincity ie Project Manager DEpaul james street, Simon Shelter, Movas PG 04/11/2010 10:24:50
Hostel
T lao@dublincity.ie Local Authority DCC - Homeless Services LAD 12{08{2010 16:56:48
T homelessservices@dublingil Local Authority DCC - Homeless Services L&D
D) freephonetest2@dublincit, Freephone Test2 DCC - Homeless Services FRO 12/03f2010 12:04:23
D freephonemanager@dublic Freephone Manager DCC - Homeless Services FROM 12/03f2010 11:59:13
FED freephone@dubincity.ie  Freephone Operatar DCC - Homeless Services FPO,SRES 02/10/2010 09:40:35
=D fro@fpo.is foo foo DCC - Homeless Services FPC 22/04/2010 12:47.08

As can be seen above, search criteria has been provided to allow for filtering of the
user list. Clicking on the “Edit” icon, or by clicking the “Add User” icon presents the

following dialog:
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WiewEdit User Details . 4
ny
Email Date of Birth (ddnyimyy)
whanagan@openskydata.com | 111074 I_nl
Firstname Surname Maothers Maiden Mamea
William | Flanagan | m
Contact Phone Mo.
01 88559944 |
Projects DCC - Homeless Services |
*Movas Hostel
21 add
Role Password
{E} Leawe unchangad
{:} Faorce password reset after their next lagin,
{:} Reset the password bo the systern default,
Last Logon Invalid Attempts (Max iz 3)
037122010 12:28:45 0
Save | ﬂ Delete | a Cancel |
A

The following general user fields can be modified:

Field Type

Description

Text (mandatory)

The user’s email address (will also

become the user’s logon name)

Date of Birth

Date (mandatory)

The user’s Date of Birth (required
for login purposes).

First Name

Text (mandatory)

The user’s first name

Last Name

Text (mandatory)

The user’s last name

Mother’'s
Maiden Name

Text (mandatory)

The user’s mother’'s maiden name
(required for login purposes).

First Name

Text (mandatory)

The user’s first name

Contact Phone
No.

Text (not mandatory)

The contact number for this user

Projects

Multi-select (mandatory)

A list of projects that the user
belongs to (the project manager
can only add projects that he
himself is a member of).
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Role Multi-select (mandatory) The role or roles assigned to the
user

The following fields apply exclusively to user password management.

Field Type Description

Password Radio Button (mandatory)  The project manager can choose
one of the following options:

e Leave the password
unchanged

e Force the user to change
password at the next
login

e Reset the password to
the system default (which

is “password”).
Invalid Numeric (mandatory) This is the running total of in-
Attempts valid login attempts for the user.

Each time the user successfully
logs in, this is reset to 0. When
this number reaches 3, the
account is locket. The project
manager can reset the account by
setting this number back to 0.
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19.2.1. Exercise (Project Manager only)

Add a user to your project and assign a role to them. Log out and confirm that you
can log in as the user you have just added.
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20. APPENDICES
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