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Introduction by Matt Luckham

This part 5 of the December / January 2020 update. This document details some of the

other important changes that have

Staff Files Integrity Checks

We have included an area that will examine the integrity of staff files. This is very similar to

the existing Care Plan Integrity in that it will examine your data and recommend areas that

you should look at.

been included in this update.

Only active staff are used as part of this check.

To Access the Staff File Integrity Checks you need to go to: -

€ Care Control Administration - Spring House Residential Care Home - Windows System Version: 3.29

g:; Administration of Care Control

Common Options Staff Area Time & Attendence Client Area
Staff / Client Changes Care Planning
I Add / Edit Staff Records ] Manage Monitoring
! Belelo ey Bacie - Monitoring Analysis
I Staff File Integrity Checks 1 Care Plan Corrections
re Plan Integrity Checks

Other

Incident Analysis ]

Current User:
Matt Luckham

O x URGENT ISSUES

I’

Income Care Planning Communication Advanced Stuff

Time and Attendence Communication Area
| Roster System ] | Add / Amend Calendar Entry ]
| Todays Rota ] | Create a Message ]
| Record Holiday ] | View Your Messages ]
| Holiday Requests ] | Administer Messages ]
| Record Absence ] | Document Library ]
| Analysis Reports ]

Quit Care Control

€ staff Files Integrity Checks

Filter Your Results Set

Select Staff Member: (All Records)

What to Show?:  Warnings and Errors ~  Check Area:
Staff Member Check Area
| Another A Critical Documents

The Critical Document Missing: Reference

‘Geraldine Bailey Critical Documents

The Critical Document Missing: Reference

| Angela Biram Critical Documents

The Critical Document Missing: Reference

| Jodie Biram Critical Documents

The Critical Document Missing: Reference

Kerrie Biram Critical Documents
The Critical Document Missing: Reference

Record: 4 1of385 » M T, Unfiltered | Search

{All Records) - [:]

Issue Level Issue Detail

A Critical Document is missing for this staff
member

A Critical Document is missing for this staff
member,

A Critical Document is missing for this staff
member,

A Critical Document is missing for this staff
member.

A Critical Document is missing for this staff
member,

Print Report
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Full Check List

The below if the full set of checks completed in this area: -

Area

Test

Output

Next of Kin

Has the staff member got next of kin

details on file?

Warning Generated

Staff References

Has the staff member got any staff

references?

Error if non on file

Warning if 1 on file

Staff References

A staff reference has not had a response

within 7 days.

Warning Generated

Staff References

A staff reference has not had a response

within 14 days.

Error is Generated.

Note — there is a new
system setting to set

the renewal period

DBS Check No DBS Check exists for the staff Error is Generated
member.

DBS Check The DBS Check has not been confirmed | Error is Generated
after 7 days.

DBS Check DBS Check is due for renewal. Warning Generated

Visa Check Visa for the staff member will expire Warning Generated
within 90 days.

Visa Check Visa for the staff member will expire Error Generated
within 30 days.

Visa Check Vias has expired for this staff member. Error Generated
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Staff Training

Training for one or more roles
associated with this staff member is due

to expire between 30 and 60 days.

Warning Generated

Staff Training

Training for one or more roles
associated with this staff member is due

to expire between 0 and 30 days.

Warning Generated

Staff Training

Training for one or more roles
associated with this staff member is

overdue!

Error Generated

Staff Email

Staff email address is missing from the

staff record.

Warning Generated

Staff Allergies

Staff Allergies is missing from the staff
record. “None” should be entered if no

allergies are relevant.

Warning Generated

Staff Medical No staff medical conditions are on file. Warning Generated
Conditions “None” should be entered if no medical

conditions are relevant.
Staff Pay One or more staff roles have no pay Error Generated

rates.

System Security

One or more of the passwords used to
secure areas on the admin module is

weak.

Error Generated

System Security

The Master Password or Pocket

Override Password is weak.

Error Generated

PIN Code Check

The PIN Code for non-admin staff is not
strong. Pin numbers should not use

sequential or repeating numbers.

Warning Generated
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PIN Code Check The PIN Code for admin staff is not Error Generated
strong. Pin numbers should not use

sequential or repeating numbers.

Critical Documents The critical documents that have been Error Generated
tagged for staff are missing from the staff

file.

Integrity Check Switches

The integrity checks have a number of switches associated with them. These are available
within the System Settings area: -

€ Your Care Control Settings...

Configuration Area Setting Details

Company Details
Key Features

Settings for Integrity Checks

This Device
Sign In / Sign Out We have added the ability for you to turn off some of the checks. However, we strongly advise that
Staff Files you leave these checks on. This tool is for guidance only and we believe it is helpful to know what
Care Management areas you may not yet be using.
heck Rules
Videos and Images Care Plan Integrity Checks On or Off
QR Codes Service User Picture is older than 6 months v
Check Lists
Allocations #Custom Field Name# Information Missing On -
Docur.nent Library Consent AND Capacity Both Active - Please check this is correct On v
Security
No Meal Choices Recorded on -
Pock
ECHcckersetnes This review does not have an associated consent. On v
Staff File Integrity Checks On or Off
Check the pay rates for staff On v
Check the current training status for staff On

C
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Document Tags

Included in this release is a new feature called Document Tags. Document Tags are useful
if you want to ensure that key documents that should be associated with staff or service
users are in place.

Creating Tags

You can create the tags within the system settings of your system: -

€ Your Care Control Settings... X
Configuration Area Setting Details

Company Details -
Key Features

This Device Document Library Main Screen Documents
Sign In / Sign Out
Staff Files Important Procedure 1: Resident Information Sheet Template v

Care Management
Integrity Check Rules

Important Procedure 2: Death of a Service User Procedure v

Videos and Images Important Procedure 3: Whistle Blowing / Safeguarding Policy ~
QR Codes — -
Check Lists Important Procedure 4: Disciplinary Policy and Procedure v

Local Document Library Path: \\staff-pc\Spring House\CareControlNew\Documents\

. 1 ) . .

CC Pocket Settings Critical Document Tags: Tag Name Linked With

C

When you add a tag, you can select a staff or service user: -

€ Add Document Tag... X

Tag Description:

Linked with:

All Active Clients
All Active Staff

In the below example, we have added a tag associated with all Active Staff: -
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€ Add Document Tag...

Tag Description: ‘Reference

Linked with: ‘AII Active Staff

When we click the Add Tag the documents tag table will look as follows: -

Critical Document Tags:

Tag Name
Reference

Linked With
Staff
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Attaching a Tag to a Document

When you add a document you can now add a tag value: -

€ Add / Update Document Library Entry... X
Name:

Description:

Document Type: v

Associate with Client: v
Associate with Staff: v

Optional Password:

Critical Document Tags: ‘ ~
TagName AssociatedWith
Storage of your DocurReference Staff
®) Store Document in the Cloud T Store Document on Your Network

You have 988.90 MB of cloud storage remaining.

Document / Web Address: E

Tip! Try and stick to PDF Documents if you can. They are read only
and work on the Tablet computers.

You can also paste web addresses directly into this box if you like.

[ ]

Highlighting Tag Issues

If you have any staff members or service users that do not have a critical document tagged,

they will be shown in the integrity checks: -

Kerrie Biram Critical Documents A Critical Document is missing for this staff
member.

The Critical Document Missing: Reference
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