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Adding Working Hours

In order for CareFree to provide more accurate insights into capacity planning
and allocate Carers more effectively it is helpful to add your Carers working
hours to the database.

Entering Carers working hours into CareFree will not prevent you from
allocating calls outside of this time period. You will simply be warned that the
call falls outside of the Carers working pattern.

Completing this task will affect how accurate the recommendations are that
are returned when filling unallocated calls.

Specify a Working Pattern

1. Open the Carers screen Ratas |v|

Letters
Mezzages

Popup notes
Preferences
(14 zchedule
Faotas

Work flow

2. Select the Carer whose working hours you wish to
add in the list on the left of the screen

3. Click on the drop-down arrow next to the Rotas
button

4. Select Working Hours

73 Carer working hours: "l e EI@
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(| Select the Carer here
22| Working hours are added here

2} | Use the arrows to skip through weeks




5. Right-click on the blank area where working hours are added (point 2 on
the previous screenshot)

6. Click Add New Time Period

B Add working period details it
1 — | Dayofcal [Monday ~] [0 4
Tirme in and out |EIE:EIEI to |1 700 IWDrking ‘EI/
Carer nare | -
2 I Cucle & weeks |2 ﬁ 'I|7 2 30 40
B & [ &8
" Monday Monday
Tuesday
i Eweny day but Maonday ‘wednesday
Thursday
i Ewveny Day Friday +— | |
[ 5 aturday —8§
3 IR i+ ‘weekdayz [] Sunday
i wieekend
Save Cancel

(.| Enter start and end times for working periods here
For Carers who work alternating shift patterns, specify how many

=]
weeks the cycle runs over = and then say which week(s) you are

specifying for the working pattern for il
el | Choose a pre-set pattern for the days the Carer works here

A Either working, non-working, cover or office hours can be specified
here
51| Select the days to create your own pattern here




Specify a One-Off Working Week

A one-off working week may need to be entered when the Carers working
pattern changes for a week or for a certain period of time.

1.

6.

7™
In the Working hours screen, click the One-off tab -

at the bottom of the screen Standard | Ope-off |

Instead of seeing week 1, 2, 3 etc, at the bottom
of the screen. Instead there is the option to select
a specific week. Go to the week where the one-
off working time period needs to be entered

51072018 =] Mon

Right-click on the blank area where working hours are added

Click Add New Time Period

. The screen that appears is the same screen as described on page 6

except there is no option to specify a week cycle as this is a one-off time
period. It is important to note that you will need to plan the whole week
of working hours if this option is used.

= Add working period details -
Day of cal |M0n15 Oct LI ID
Tmeinandowt [o7.00  to [1430  |woking  ~|
Carer name ITester, James

" Mon 15 Oct v Monday

Tuesday

= Ewery day but Mon 15 Oct wednesday
Thureday

= Ewery Day Friday

"] Saturday
i+ weekdaps [] Sunday
™ weekend

Save I LCancel |

Click Save and repeat on additional weeks if necessary




Advanced Rotas and
Rostering

In the first day of training we covered the basics in terms of building packages
of care and adding calls to the Rota. We will now look at the more advanced
features and functions in relation to Rotas and rostering.

Adding and Deleting Away Periods

You would normally add an away period to the Rota when you have been
made aware that a Client or Carer is going to be away i.e. Client is in respite or
Carer is on holiday.

e Away periods can be added to an individual call or for a specific block of
time

e Away periods always show blue if a Client is away and yellow if a Carer is
away

e The reason for the away period will be displayed at the top of the day(s)
in which the away period(s) show

Adding an Away Period to a Call
This method of adding away periods is commonly used for when a Client has
cancelled a call.

1. Select the call on the Rota with a single left click
2. Right-click on the Rota and click Away Periods

3. In the sub-menu choose the most appropriate away reason

Show unallocated calls

Allocate »
Unallocate »

Restore Rotation

Add and delete calls

Align calls

Alerts and time-critical visits

Sl

Add an away block between dates

v v v v v

Double-up calls
Away periods
View travel details » Delete an away block between dates

SMS and email » Aol

— Verify calls EBreak
View planner Client Cancelled
View package Client Cancelled <24 Hours Notice

Print rota Client Cancelled <48 Hours Motice

The away reasons list can be amended in the items screen




An away period will then be added to the call on the Rota.

11 Monday 12 Tuesday |13 Wednesday 14 Thursday 15 Friday 16

o — e — ——
LT (DY ||| 18301550 i = LT

I Aunay periodsl Agreements I

Adding an Away Block for a Client or Carer

An away block could be added to a Client or Carer Rota for a number of
different reasons. For example, Carer holiday, Carer sickness, Client in
hospital, Client in respite etc.

To Add an Away Block
1. Go to the Rota for the Client or Carer where an away block needs adding

2. Right-click on the Rota
3. Click Away Periods

4. Select the first option in the sub-menu which allows you to Add an away
block between dates

T T
Double-up calls > | [_.—J.J
FAway periods > Add an away block between dates
|- View travel details > Delete an away block between dates
5MS and email Awol
Viarifi calle Braal




To Add an Away Block continued...

E5 Add a block of diary entries b e
* Add a block between start date/time and end datestime Monday
 Add arepeat block for selected days between times Tuesday
1 Perzon I ;I
Thursday
\Date from  [13/08/2018 =] o [13/08/2018 =]
Timefiom  [00:00 to 2353 5 aldsy | Mo E!M
2 — | Beason IHDIida_Irl ﬁ hold ] Sandzy
Holiday I'l_ IEver_l,l week ;I

B

————

Save

Cancel |

known click the No End button

Specify a start and end date for the away period. If the end date is not

23:59

Specific hours within a day can be chosen for the away period.
Alternatively, the All Day button can be used which enters 00:00 —

entitlement

When adding away periods for Carer holidays use this box to deduct
the correct amount of annual leave hours or days from the Carer’s

Specify the reason for the away period here

To place a Client or Carer on Hold. Place a tick in the On Hold box

Notes can be added to show on a Client or Carer Rota

10




If a Carer is allocated to call when you add in an away period, you will be

notified which calls will be affected. It is possible to allocate the affected calls
to a different Carer from within this notification window by clicking on the
drop-down arrow next to the Carers name and selecting an alternative Carer
from the list.

If you do not wish to re-allocate the calls there and then they will automatically

7 3 calls have been affected by the carer being away
Date Times Carer Client Need
Thu 14/06/2018  |11:00-14:00 Basic
Fri 15/06/2018 10:00-11:00 B 24/7 Livedn
Y REEEEEEET R e Basic

Click the Carer calumn to allacate a new carer

|These are all the calls which the carer can no longer do|

Allocate |

Preview |

Cloze

be added to the list in the unallocated calls screen.

To learn more about the unallocated calls screen please refer to the CareFree Day 1

Training Guide

The away period will now display on the Rota.

[11/08/2018 ;l:[: fon | | Standard

;I I~ Show travel time

1 Monday 12 Tuesday 13 Wednesday 14 Thursday 15 Friday 16 Saturday 17 Sunday
[ Holidayfull day ][ Holidayfullday ]
06%
o7
08%
09 |
1000 S e 1000-11:00
24/7 Live-in e?(
11
13:00-16:00
er

11




Adding Repeating Away Blocks

Repeating away blocks can be used for away periods which happen regularly
on a Client or Carer Rota. Possible scenarios for the use of repeating away
blocks would be a regular day of respite care for a Client or a Carer who
regularly attends college on a specific day of the week.

1. Go to the Rota for the Client or Carer where an away block needs adding
2. Right-click on the Rota
3. Select Away Periods

4. Select the first option in the sub-menu which allows you to Add an away
block between dates

Double-up calls > l [_—J‘
Away periods ¥ Add an away block between dates
|- View travel details > Delete an away block between dates
5MS and email > Awal
Varifie calle Preal-
53 Add a block of diary entries =
1 \ i~ Add a block between start date/time and end date/time ] monday
A bdd a repeat block for selected days between times [ Tuesday
Wednesday
Person IEaton, dlitair LI Di
] Thursday 4
2 —— | Datefiom  [14062m18 =] ‘o [pa0/0s <] Fidy <4
Timefrom  [0g00  to (700 Aldsy | Hoend | g&
Sunday
3 P Reason IHDspital I B L O e —
Haliday ||:| (0 haurs holiday remaining IEVEF}' week E— - 5
|
.6
Save LCancel |

Ensure the options to Add a repeat block for selected day between times is selected

Ensure the date range covers the period during which the Client or Carer will be away

Select an appropriate reason using this drop-down menu

Choose which day/days the away period should be repeat on

Select the frequency with which the away period repeats

o U B W INBE

Click Save to save the away period

12




Deleting, Amending and Ending Away Periods
The most straightforward way of deleting or ending away periods from a Client
or Carer Rota is by using the Away Periods tab in the Rota screen.

[11/06/2018 ] Mon | [Standard |
11 Monday 12 Tuesday - 13 Wednesday 14 Thursday 15 Friday 16 Saturday 17 Sunday ~
072 07-00-08:00
€
0s%™

09” [ ovov-1000 | ([ sovso-1000 | (T o 0300 1000 [ |
™ ¢ | 5
10% e
- 0 pzed

1®

12%

130

142

4301530 ———1430-1530 B 1230-1530 [ S e 14301530 14301530 | | [ s 14301530
g e B B e [ B e

150

16%

Fiotas I Auay peliudsl Agreements

Calls for this week - Planned

Use the away periods tab to access and amend away periods which have
previously been added to the Rota. The tab also allows you to delete away
periods which are no longer required.

Month I Framn ITn IHeasnn IType INotes
All months 18/06/2018 00:00 | 24/06/2013 23:53 | Respite Away

/'DE£2D18 13/06/2018 14:30 | 13/06/2018 15:30 | Client Cancelled Call

|2 |+

——— 3

R o
Rotaz  Away periods | Agreements |

(. Select the month the away period is in

22| Double click on an away period to open and amend details

=) | With an away period highlighted click the ﬁl icon to delete it

13




Where an away period has been added to the Rota with no end date the away
periods tab can be used to access the details and to specify an end date when

the Client/ Carer returns.
Go to the Rota

Open the Away Periods tab

A N

temporary hold

Locate the away period and double click on it to view the details
Enter the end date of the away period in the To Date field

Uncheck the On hold option if the Carer/Client had been placed on

B Away periods

From date |mso3s2me - ||ooo0 Mlday |

To date [19/06/2m8 ~1[2353  Noend |

pod

Reazon I Fiespite

[+ O hald

Save

LCancel

It is also possible to add away periods to Client or Carer Rotas from within the

away periods tab. Simply click on the +liconto begin adding a new away
period. This is useful for when you need to add Carer holidays a long way in
advance as the Rota screen only displays data for the next 13-week period.

14




Shadowing Calls

Within the Rota screen you are able to allocate single or multiple calls to a
Carer to shadow another Carer on their Rota.

1. Open the Rota you wish to create shadowing calls on

2. Either highlight one call or hold down the CTRL key on the keyboard and
left-click on each call you wish to select

3. A black outline will _ e |

appear around the Add and delete calls > Add new calls
Align calls ¥ Replicate calls
Selected Ca”s Alerts and time-critical visits > Delete calls
Double-up calls ¥ Make shadowing calls
. . Away periods > Set planned times to match actuals
4' nght-cIICk On the ROta ViewytheI details ¥ Szz\greem:ntlDt o
SMS and email ¥ Add a QA schedule
5. Select Add and Delete erts cal [

Calls

6. Click Make Shadowing Calls

7. Select the Carer who will be shadowing
on the selected calls

8. Click OK

A Select the carer x
Carer I Phone Ho I Statuz
Anderson, Shauna 07412 548365
Bedford, Jessica (07548 215633
Cardisz, Caral
Dranicls, Jack (07152 958145
Duck, Donald 07416 269215
E aton, Alistair (07529 £54123 i
Frog, Alan
Fulthorpe, Gina
Fulthaorpe, Firsty 07485154725
Hariizon, Daniel
Hogan, Kay'les 07545 625489
Jones, Jim 07189521458
Jones, Penny
Simmong, Richard
Smith, Nicola (07548 245159
Smith, Paul 07834 152948
“williamszon, David (07862 532421
“wWilliamson, George 075e5 112188
“Wiliamson, Lyndsay 07585112188

“Wiliamzon, Penny
Mousze, Minnie [Inactive)
Smith, Jahn [Inactive]

Lancel |

9. Shadowing calls for all selected calls will then be added to the selected
Carers Rota

15




Adding Rotational Calls

A Rotational call is one which occurs weekly but is covered by Carers who work
in Rotation for example, Carer A covers week 1 Carer B covers week 2.

It is possible to make only certain Carers available to cover calls in specific
weeks. Specify which Carers will work on each Rotation in the items screen.

Setting Carer Rotations in the Items Screen

L

1. Open the Items screen &ﬁ

[termns

2. Select Carers and Weeks in the box at the top left of the screen

il lterns

g8l Carers and weeks

=]l 8 ]

— Carers and weeks

Week 2
wheek 3
Week 4
Wweek 5
week B
Week 7
Week 8

Charge bands
m: I:Iien?types — ek g IWEEk 1
il Compary
[ifl Contact types Carer
Il Contract types -
il Counties »

Branch

T T T T TTTTRRERRYRY Y

—

Find |

Edit

Delets |

Cloze

16

Select Carers and Weeks from the items list

Pick the Rotation week you would like to make Carers available for

Enter edit mode and click ] to select the Carers you want to make

available in the selected Rotation week




Adding a Rotational Call

1. Go to the Rota of the Client you want to add a Rotational call to
2. Right-click anywhere on the Rota

3. Select Add and Delete Calls from the right-click menu

4. Select Add New Calls

£ Add calls for e X
Call detailz | Needsl Alets, Time Critical & Eventl Notesl Ewpenzes and Milsage ®) This day only
() Every day except
Start date - Type i
[16/06/2018 x| [1330 Twe Ritation » 2 Carer [Nore] <] | |O every say
Enddate  [1g/06/2018 | [14:00 ) Weskdays
Doublewp [ Medication I[None] ;I () Weekends
Copy times
LI Fun |:| Mon 11 Jun
Wweek 1 [(one) | [1z30 [1400
- : I[None] ;l ] Tue 12 Jun
ek 2 Nane) | [1z30 [1400 [ wed 13 Jun
] Thu 14 Jun
[ Fri15 Jun
Site Sat 16 Jun
5 6 I[None] ;I D Sun 17 Jun
[T Site call must be allocated
Contract
Overide the default rale 9]
I[None] ;I "C;)"" i
O
Wwhen changes are made - apply them to
{  This week '11 ME/208  ~| O Uptowe [24/06/2008 ]| & This wesk & beyond |IENBGGGN  11/05/2018
IF'D P Save LCancel
Val

7 8

(.| Specify at least one need for the call

2 Use the date field to specify the week that the call(s) will first appear on the Rota

3 Select the Rotational pattern you need in the Type menu

i Complete all other call details as per the content covered in the CareFree Day 1
Training Guide

5 Choose the Carers who will cover the calls in the Rotation

6 Different call times can be specified for each week of the Rotational pattern

7 Select the appropriate working mode

5y | Click Save to add the call

Once created you can see at a glance which week of the Rotation a specific call
relates to as it will show a number in the
bottom right of the call box as shown to the
right.

17




Rota Split Screen View

The split screen view enables users to view the Rotas for both Clients and
Carers simultaneously. To open the split screen Rota view:

1. Gotothe View menu & CarcFree

File = View Tools Timesheets Personnel Repo

Rotas Ctrl+R.
Rota split screen
. Planners Ctrl+P
2. Select Rota Split Screen o
[ty comparies) =] [ty branches) | [17me/2018 ] = Mon
Carer - 11 Mon 12 Tue 13 Wed 14 Thu 45 Fi /16 Sat 17 Sun A [Clent = 11 Mon 12 Tue 13 Wed 14 Thu 15 Fi |16 Sat 17 Sun A
oo 00:00
0500 0000
0o ——o | —— 1100
e o> wm 07T™
o700 %00
0300 l o pao
04:00 087 00:00 087
o100 530
o0 pge mm gg® —m ]
oo B 0100 - - Pl AED)
e —— — o —
zon 102 84,00 10%®
oo B 00:00
E YT 00 Taree
0000 1z 0500 n=
oo.on 0300
oceo0 425 00:00 12% |
0200 - 00:00 -
0 000 -
1000 132 13>
oo
142 14>
15% 15%
16% 16
SN 77 LA
[Standsd BT o [Standard -] 1g® v
Apply the changes to
’—"- Thisweels © This week & beyand Allocate Refresh Preview |v|  Close

Carer Rotas are listed on the left of the screen and Client Rotas are listed to the
right of the screen.
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Set Rota Split Screen as the Default Rota View
Users can opt to use the split screen as their default viewing mode for the

Rota.
1. Goto the Tools menu

2. Select Options and Settings
and choose Personal Options

To change the default viewing mode:

[Split Rotas: Carer - Williamson, George (6), Client - Munday, Maureen (36)]
w | Tools Timesheets Persennel Reports Letters Window Help

- Options and settings > Personal options
Reports setup Shared options

Mandatory fields NMDS Carer setup

EANERTE |

Change your own password...

3. Ensure General & Rostering is selected on the left of the screen

4. Scroll down to the section Rostering and Rota Screen on the right of the

screen

5. Tick the option named Use the split screen as the default

6. Click OK to save the changes

fE3 Personal Option [¥ Confiim al delefions ~
% General | & Rostering Safety options [V Confitm when exiting
People ¥ Double-ciick editing
Rotas Lock screen i idle for '« minutes 0
External Links = Regions & manping
I Regions [T
Emal g  Eire
5MS & Telephony  Google Maps
Mapping " Microseft MapPoint
[ Use the browser to display maps
Googe Maps ™ Use the diections AP for distances
Excel exports [ Excel US dates
Messages
0
0
Meszages sound
Alett sereen [V Modal screen
Inbox [~ Popup for new messages
© Rostering and Rota screen
¥ Use matching eriteria for rastering
¥ Show carer working hours on ota
[¥ Calcula I
I~ Show
[V Red b
Options  Alow d
[ Highlit located
[~ Use the g s
[V Show status icon on the calls
¥ Show diver icon on the calls
Highlight by contiact type .
Collapse all Apply | TTRE | Close

Once saved the next time the Rota is opened the split screen will launch.
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[ 1Mty comparies) =] [y branches) | [1e7z01a ]+ Mon
Carer + [Hous | 11 Mon 12 Tue 13 Wed 14 Thu 15 Fri |16 Sat 17 Sun A [Clent 11 Mon 12 Tue
00.00 0000
\ 03:00 00:00

Allocating Calls in Split Screen View

The split screen provides useful insight into Carer workloads and helps to
identify suitable spaces in Rotas when users are attempting to allocate calls on
Client Rotas. Users can simply move down through the list of Carers until an
appropriate space is identified. Once an appropriate Carer has been found
users can:

1. Select the Carer who you wish to allocate the call to
2. Select the call on the Client Rota

3. Click the Allocate button 3 4

@ Sat 09:00-10:00 [P1471]

Merning Call - Get Up And Breakfast
Run: Morning Run

~ 0000 1400 (Rotation week 2)
-~ v o7 [ o 072 Contract
0700 wm Driver
0300 n 00.00 w Status: Missed
w08 w082
[ET EE T
00 9% [ER T - -
0000 0100 . in 65
0530 —— wm —
wzon  10% ] son 102
2 0000 &0 wm
mon 5 [ET T
B w12 wm M2
J— [T
o000 wo 12% [
02:00 - 0000 —
—— 0 — wn —
on 132 13
oe:00
142 4%
15% 152
16% 162
N T L
Standard ERETX o [Standard ~] 18w
Apply the changes to
(r-‘ This wesk ¢ This wesk & beyond fhm, | Behesh Ereviewil| = P crse

1 Select a Carer on the left of the screen

") | The selected Carers Rota has a suitable space for the unallocated call. Working
hours are also shown on this screen. Refer to page 5 for more information on
working hours

ci | Select a Client on the right of the screen

4 Select the unallocated call to allocate to a Carer

5 Select Allocate to allocate the selected Client call over to the selected Carer’s Rota
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Site

You may wish to use this functionality if you provide care to Clients at external

Types and Site Rota View

sites and locations e.g. care homes, day centres etc. To begin using the Site
Rota View, a list of alternative Sites and Site Types must first have been
created within the Items screen:

1.
2.

Open Items
Go to Site Types in the list at the top left of the screen

Click New to create a new site type and complete the details in the
boxes

il ltems

Lo e

- Site: typs

Name  [Caie Home |2

Code

Find Hew Edit Delete Close

Once the Site Types list has been updated, you can begin to store details for
the Sites you require:

1. Open Items

2. Go to Sites in the list at the top left of the screen

3. Select New to create a new site and complete the details in the boxes

Wil ltems

[=)ie s

Home [ [+
Company [(a) comparies) =
Addess [

ientation
il Site types
it Sites
il Special nesds =
] Task types

Add new sites to the appropriate site type category using the Type drop down

menu.
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Creating Site Calls on the Rota

Once the list of sites has been populated, return to the Rota screen to begin
categorising calls which take place at alternative locations.

1. Either double click single calls, or highlight multiple calls, right click and
select View Multiple Calls

2. Select the site from the drop down menu

=f Call details for x
Call detail: I Needs' Alerts, Time Critical & Eventl Motes I Expenses and Mileage'
Startdate [T/05/2015 -] [1To0 Tvee [eskly | cae | =]
Enddate [{g/06/2015 ] [1200
Medication Ipmmp, LI
Fiun
I[Nnne] ;I
Contract
| =
Site
I[Nune] j
~

"When changes are made - apply them to

v
* This week IH./DE/EU‘IB vl " Upta wie |24,'05j2013 - ﬁ " Thiz week % bepond [31/1272093 ZEIe720T8
F1510 Save | LCancel |

Calls allocated to different sites can remain unallocated if the Site call must be
allocated box is left unchecked.

Site

| =

[ Site call must be allocated

The option to leave site calls unallocated enables users to send multiple Clients
to care homes/day centres for extended periods without having to allocate
Carers to the calls. A Carer could be allocated to just one of the Clients but in
reality, could be providing care to a number of Clients at the same time.

A tab has also been added to the Rota screen to enable users to view all Clients
and calls for each site type and site. This can be found by:

1. Opening the Rota |

2. Clicking on the Sites tab Run | Sites| PenciledIn|
Earerl Elientl Da_l,ll
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24/7 - Live-in Functionality

CareFree includes rostering functionality for organisations that deliver 24/7
live-in care to Clients. 24/7 live-in care packages can be viewed within the
planner screen once calls have been added to the Rota.

A Client type of 24/7 live-in must be specified in the Client screen to enable
users to create 24/7 live-in calls on a Client Rota.

[My comparies) ] Agreements | Heods & skils| Warings| History | Budget | Dutcomes | Sent bos | Ennunuuy|

[iMy branches) <] Genel || DOther details| Contracts | Inveices | Contacts | Loa | Atachments| Extias| Notes |

Hame 2 [R[Phone no [Postcode [Hours -
N 7 00.00

14:.00
00:00
00:00
21:.00
04:00
00:00
00:00
00:00
00:00
00:00
02:30
00:00

e oy
me ptcece ] T
14:00 D.0B. - Aoe

02.00 KeySafe | (]
R T 17600 O

gg 23 fﬂ:i’ljn " CalConfim [
00:00
o1:00
00,00
8400
00:00
0000
0300
0300
00:00

c =
ctive | Inactive | On hold| &l H:356:00 3

BRI EEREE

Call Moritor type: PIN
eziTracker

EEREEEER:

3

a

i
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Adding 24/7 Live-in Calls from the Rota
1. Open the Rota

2. Right-click on the Rota

3. Select Add and delete calls then Add new calls

1 £ Add calls for Rupert, Tropicana *
\ H P . L . B
] 1 | Needsl Alerts, Time Critical & E\-'entl Mates I Expenses and Mlleagel O This day only
Start date [11.087 oxo0 Tvee O Every day except
I MI - IWBEH}' j' Carer I[None] LI ® Every day —
Enddate [11/08/2018 x|  [20:00 O Weskdays
Double-up r Medication I[None] LI O westends > 2
B Mon 11 Jun
|[N0ne] Ll Tue 12 Jun
Wed 13 Jun
Thutddun X
Fri 15 Jun
Site Sat 16 Jun
I[None] LI Sun 17 Jun
I~ Site call must be allocated
. Contract
Owerride the default role @ Lesds City Council . 3
I[None] LI /
‘when changes are made - apply them to =
{  Thiz week |11 206208 .[ © Uptow/e [24/06/2018 ]| @ Thisweek & beyond |EENERGEN 706/2018
IF'D Save | Lancel |

(| Specify the start time and end time of the shift the Carer will do at the
Clients home.
2| Specify which days this shift needs to be added to

Ensure This Week & Beyond is selected to ensure the calls are added
to every week going forward

You may need to repeat this process if there are numerous shift changes through the
day

If the Carer stays at a Clients home for a number of days the start time must be set to
00:00 and the end time set to 23:59 to ensure the block of time appears on the Rota
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Adding 24/7 Live-in Calls from the Package Wizard

Call Monitar -
email Detailz
|ssued itemns
Letters
tedication

1. Open the Client with 24/7 care

2. Go to the Rota drop down button and click Packages

The package wizard is explained in greater detail in the Day 1 Training Guide - this

section will explain how to add 24/7 Live-in calls through the package wizard

| Every day

3. Click the pen symbol L2 to the left to highlight the 3:::::2

whole row, then right-click and select Every day Mon - Sat
Clear

4. Use the times to enter when Carers will be changing shifts. In the
example below a Carer will be at the Clients home 8am — 8pm then
another Carer will take over from 8pm — 8am

If there are more shift changes than this example, add more rows in the
package wizard

25

i Care Package Wizard .
wesk [09/07/2018 =] Mondayl
M{T|W|T|F|5][5]|=2 Times Spanz |Call Type Contract MHeed Medication tMed Time
e |e®|e ||| || 08002000 [0 weekly Midlands County © | 24/7 Livedn
_ﬁ’@ ||| |®|® | 20000300 1 waekly Midlands County 0 | 2447 Live-n
[o][e](s]is]e](e][e]e] -
[o]ie]is]is]e](e][e]le
jo]ls][e]is] o] e][e]s]
[olle]is]lisle)elle]le]
[o]le]is]is]s](e][s]le
[o]e]is]is]le](e][e]ls]
[o]ie]is]is]e](e][e]le
[o]is][s]is] o] s][e]e]
[o][e](s]is]e](e][e]e]
[o]ie]s]is]s](e][e]le
[o]e]is]is]e](e]le]ls
[o]e]is]is]e](e][e]le]
[s][e][e][s]e][s][s][s]
[olle]islislelelle]le
<1 i
¥ Automatically append the call details to the Package notes
f+ Addtothe cunent package Owenwrite the current package Reset Crgate | Close |

5. Click Create once completed




24/7 Live-in Planners Screen
Once 24/7 Live-in calls have been created using the Rota, it is possible to view
overall live-in packages in the planner screen. To get the packages to display in
the planner, you must first change specify which Clients you provide 24/7 live-
in care for.

1. Open the Clients screen

2. In the general tab change the Type drop-down box to 24/7 Live-in
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I [My branches]

=

M ame i I F|| Ref

I Hours I Com :I

!
E:

[ B Bl==0b-3

A

‘“ijeEsESSCECESCESEEEES
m

Active | Inactive | On hald|_a1]

Find I

3200
00:00
00:00
24:30
0:00
28:00
0313
0000
00:00
04:00
0000
0000
00:00
0330
00:00
0715
03:00
0000
20:04

nn.nn

H:390:53
Ciz10

00—
000
000
00:0c
00:01
0330
02410
000
0.0
0.0
000
0.0
0.0
0.0
000
0.0
00:0c
000

01:20
nn.nr—
3

Client:  Ziggy (10)

=l=]E

Meeds & skillsl W'amingsl Hiztory | Budget | Outcomes | Sent box | Contirwity | Personalisationl
General | Other detailsl Eontractsl Invoices I Contacts I Log I Attachmentsl Extrasl Notes I Agreements I
Surname ’ | Title Mrs -
Forename |Ziggy |‘ID Sex IFemaIe 'l
Initials F S5 Ref I Ref Mo I
Type Dormiciliary Care LI Also knowin as I
Site Domiciliary Care Hoarme tel 1 l—
Residential Care
Addresz | Independent Living Residence Home tel 2 I
Hame tel 3 I
Location Code I
A Age Category 90+
pc=tzode El Call monitor problemns? [None) =
D.0B. —3 Age I -
| |Call Monitor type FIM
Fey Safe |1 005 ezilracker [
Entr - RoadRunner v
metf:lod See zecurty at the front gate CallConfim oo O
I Fotas |v|  hew | oK | eme |

Once the Client types have been changed and the packages have been added,
the 24/7 live-in planner will be available to view.

LCancel |




1. Open the Planners screen

Planners

2. Select 24/7 Live-in using the drop-down menu at the top left of the

Planmer hd I
Flariner
ok flow
E fficienc
) Planner - 12/07/2018 to 12/07/2018 (==
[2477 Givein =] BrEnch [y berches) = [~ Homeorly [cals] [ Show legends
Thursday 12 Jul 2018 Friday 13 Ju
12 AW 01 AM 02 AM 03 AM 04 AM (05 AM | 09 AM P10 AM 11 AM M 04PW 0SPM 06PM 0OTPM 08PM 0SPWM 10 P1PM 12 AM G
Client W 01 0 03 04 05 8 08 10 M 6 17 18 18 20 21 23w
Azalea, Ziggy i DS il Ferrell Ao
] € m >
Carers  Service Users I Away options {34 options
by =] \Caus E”cnem canceued,Hulid..|:||Assessmemsmnms,maha|e.. |:||12fuwzu1sﬂ:| Today Previsw ”_ RS I Closs

3. Ensure the option to view Calls is selected in the drop-down menu at the

bottom left of the screen

4. Use the Refresh button at the bottom right of the screen to refresh the

data

The Planner screen is explained in more detail on page 47 of this training

guide.
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Capacity Planner Screen

The Capacity Planner screen is available to assist with planning and helps
decision making when considering whether or not a new Client/care package
can be accommodated with current workloads. To open the Capacity Planner

1. Go to the View menu
2. Click Capacity Planner

The classification of low, medium and high capacity can be changed by altering
the values in the boxes at the top of the screen.

bz Capacity Planner E@.
ICarefree ;I INorlh ;I WEeleSﬁU?QmSLl—i‘ Mon I Lo |3_:| Med IS_:I W Warking howrs ¥ Home

9 Monday 10 Tuesday .“- ‘Wednesday q 12 Thursday 13 Friday 14 Saturday 15 Sunday ~

7®
‘08"
09%
10%
1%
12%
T3
14%
‘15%
16%
7
185 | w2 scarers
19
0%

02:00 - 4 Carers.
(]

Low capacity is carers of 3 or below [red), Medium is 4 to 5 [yellow], High is § or above [green] {Hefresh | Preview | - | Close

2

Users can choose display the capacity planner based purely on the number of
Carers not currently allocated to calls at a specific time or can opt to include
Carer working hours if these have been specified within CareFree. Select or
de-select the working hours tick box to change the % Working hours
view.
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More on the Unallocated Screen

In addition to the standard view of the unallocated screen which we looked at
during day 1 of our training, there are several extra views/screens which can
provide further insights and assistance when attempting to cover unallocated

calls.

Advanced View

The advanced view of the unallocated screen enables a coordinator to see how
an unallocated call would fit into their Carers current Rota and provides access
to the matching criteria data from the call allocation screen.

1. Double click Unallocated in the status bar at the bottom of the screen

Rotas | Ikems |

ThJ [Adrninistrator]

| Unallocated ITITI? ’T | Mo new meszages | Mo Q4 Warmnings

Support: +44 845 862 0405

2. Click on the Advanced tab 2 3
‘Week  [08/07/2018 |- Manday Name | Phoneno | LJ2]3[4]5]6]7 ]3] Mies ] Time [ Hows [Tra. <
Mybanche =] n A GFIII IR Un Foe 30488 Ow
Philip A Kof  0lm Home |20483.. Ow
T0%e §F H i o o
Mon D3/0772018 8 | 10338 Sue | Kl [17.5m Home 0160 Ow
Tue 10072018 7 | 063 Wenu ¥ H o [15.4m Home |0-4871.../Car ..
Mwed 11/072m8 8 0708 Judy i Kof 18.9m Home (0169 Ow
Thu 12/07/2018. 10 | 21:08 James |+ Ko 30.0m Home 0480
Fii 130772018 14| 1:00.42 Mickey ¥ |+ Ko 30.0m Home |0:43:0 —
Sat 14072018 12 | 1038 Clairs FrE Rof 23 0815 04864 Ow
Sun 15072018 13 | 20:38 Saly j}{ ;j Home |0-42-95... Ow.
wiC 09/07/2m8 | 72 Lynd Home |0-48.0
Serena o F o B of 154m Home |16480 |Car
Jim R RE B AT ) 461 0w
Davi | SRS 63n Home 0480 Ow
Devina i Ko 21.7m Home 0482 Ow
Hel i B B fome B3 Du |
Sotby [Time in and ot - 3 b4 ¥ A 15 (i Horme | nt2n) 7
1 ~
Format -
Standard Phillip Holly Sue
& Week 3
"
F
r 082
¥ Shan
¥ Wor 09
10%
1®
< ||| | >
Standard view  Advanced | Ticked & Infomed |
Alocate Rota | FPreview |+v|  Refiesh Ch

Select a week and day to view unallocated calls for

Click an unallocated call in the list to highlight it and begin looking for a suitable

Carer

<} | The advanced view allows you to see CareFree’s matching criteria here

Click on the advanced tab to open this view of unallocated calls

s) | The red call is the one you are trying to allocate. See how it fits into your Carers

existing Rotas here

5| When you have decided who will cover the call click the Carers name in the list

then click Allocate
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Ticked & Informed Tab

This allows users to tick if the Client or family have been informed of a new
Carer being allocated to a call. It is also possible to override the original start
time with an amended one.

1. Double click on Unallocated in the status bar at the bottom of the

screen

2. Click on the Ticked & Informed tab

ek [09/07/2018 ]~ Monday

Original | Amended | ||.0yaabie Carer Carer alocated Cliert Name Clint Tel No (Bt || el

lme__|time informed | informed
[My branches) 2 07 ] Sleve m] [m]
Doy Date [ Cals [ Hows | Sieve EREE]
Mon 03/07/2008 B 10338 11/07 (0800|0800 Mabel m] [m)
\1}1: mg;ﬁglg g gs gg /07 (1100 |11:00 Bil m] [m]

o }

Thu 12/07/2018 10 | 21:08 A7 1200 1200 Suz o ]
Fri 1a/07/2018 14 10042 147 1200 [1200 Alex [m] [m]
Sat 14/07/2018 12 | 1038 AF 1214 1274 Alex [m] [m]
Sun 15072008 13 2038 T 00 1300 Niabel o o
Wit 03/0720E | 72

Sot by [Time in and out -
Format [ tandard -

@ week  Futue

I~ Auto refiesh after allocating

I~ Home anly (advanced view)

¥ Show away [advanced view)
¥ ‘warking hours (advanced view]

Standard view |_Advanced | Ticked & Informed |
—_—

3. Tick Client Informed and/or Family Informed if changes have been

made to the call. This is recorded in the call details

¥ Call details for

Call detail: | Meed

—&lerts & Time Critical

Maureen - Week 2

Mates I Expenzes and Milzage

Time critical Locked

Mo show alert minutes
Mo go alert rinLtes

Mo stay alert minutes

Lead carer Mo -

7777

Agreement 1D I

Prefered times |1 200

Client informed - Yes
Family informed - Y'es

{897AZBFD-C439-4FED-81

L

Event details

Actual times
Cruration

Job Code

whork Code
Urnknown client
tanual time entry
Site Mismatch
Autologouk
Unexpectad cal
Uzes unknown site
Uszes unknown CLI
Uzes site mismatch
Ewent IO

Changed reazon
Changed by

00:00

es
Mo
Mo
Mo
Mo
Mo
Mo
Mo

"When changes are made - apply them to

i+ This week IDSJU?£2D18 vl = Upto wle |22£D?£2D18 vlj = This week & beyond [371,12/2099

30/04/2018

IP‘I 475

Save | Lancel |I
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Tracking Requests for Cover

The unallocated screen also provides the option to tick which Carers have been
contacted about covering a call from within the standard view tab.

1. Open the Unallocated screen

2. Click into the Carer column then use the drop-down arrow to track cover

Penciled In / Auta | Postecode

3. Use the tick boxes in the Called? column to mark off the Carers who
have been contacted to request cover

Carer I Phone Mo I Bay IDESI Tmnspmtlcdhd?

[Mone]
Yes | Owncar
D car

-
[ui]
o

Ye: | Owncar
W alking
Yes: | Owncar

-
[y!]
]

Qv car
Skatebo...
Qv car
D car
Hover Car | |w

-
[ui]
o

Dwin car
Dwin car
Dwin car
vy car
‘ez | Train

_I_I_I_I_I_I_I-I_I_IEI_I_I_ITI_I_ITI_I_I_II
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Pencilling in Carers

It is possible to pencil in Carers to cover calls from within the unallocated
screen. Once a Carer has been pencilled in, users will need to either confirm
the allocation in the Rota screen, or select a different Carer using the

unallocated screen.
1. Open the Unallocated screen
2. Locate the call you wish to pencil in a Carer for

3. Click into the Pencilled in / Auto column, then use the drop-down arrow
to select the Carer

Pencilled In / Auto | Postcode

14:30
10:00

4. The same screen will appear, as it does when you are tracking cover for
calls. This will not allocate the call to the Carer but will attach them to
the call ready for confirmation

Once a Carer has been pencilled in to a call, they are then confirmed from the
Rota screen.

1. Open the Rota screen

2. Go to the Pencilled in tab

Manday 2470272014

Tuesdap 25/02/2014
wednesdsy — 26/02/2014
Thursday 27/02/2014
Fiiday 28/02/20 4
S aturday 01/03/2014
5 unday 02/03/2014
ek comm  24/02/2014

Planned in future

Carers |_Cients] Day
P 77045

ers
Appy the changesto
(] AT000 ’75 Thisweek " This week & beyond Carfirm Befresh Preview |v||  Close

Items | Reports _Rotas | Unallocated oals |

3. Select the call you wish to confirm

4. Click the Confirm button to confirm the allocation of the Carer
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Auto Allocate Carers

The auto allocation function will pencil in Carers for unallocated calls, based on
the 9 matching criteria within the CareFree rostering system. When auto
allocating, Carers are only pencilled in allowing users to check the suggestions
made by CareFree and either accept or reject the recommended allocations.

Open the Unallocated screen and select the Standard view tab

1 2 3: 4
Ngectescamwet oo v/ | // (o= )

Week  [09/7/2018 ]~ Monday

My companies) -
My branches] -

AL
Mon 09/07/2018 13 4:03:30 /

Tue 10/07/2018 10 400:30
‘wied 11/07/2M18 12 40230
Thu 12072018 1 4:01:30
Fi 13/07/.2M8 11 40130
Sat  14/07/72M8 12 40230
Sun 15/07/2M8 12 40230
wi/C 09/07/2M8 81

Sort by [ Time in and out -
Fomal |6 andard + Address -

* ‘week  Future

I~ Auto refresh after allocating
[~ Home only [advanced view)

Standard view | Advanced| Ticked & Informed

; &wo. 1 Boa Freview |¥|  Eefiesh Close

> 6
Use the date controls to locate the calls you wish to auto allocate

To select a single call to auto allocate click | the box to the left of the
date. Use the CTRL button to select multiple calls
Selected calls are highlighted in blue

The suggested Carers will appear in the Pencilled In / Auto column
Ensure the Standard view tab is selected
Click the Auto button to auto allocate Carers to calls

o Ul B W N =

To confirm the allocation of Carers who have been auto allocated follow the
same process for confirming pencilled in Carers described in the previous
section of this guide.
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Holidays

Holiday Entitlements

It is possible to specify whether holiday entitlements are calculated in hours or
days within the CareFree options and settings.

1. Go to the Tools menu

2. Go to Options & Settings and select Shared Options in the submenu

3. Select Employment & Holidays in the list on the left-hand side of the

screen

4. In the options for holidays select Show holiday as and set it to either
days or hours using the drop-down menu

=2 Shared options

‘= Rotas and Rostering

Fotas

Fiostering

External links

(=3 Irvoices, wages & exports
Invoices
Wages

% Employment & holidays
Exports

{3 Call maonitaring, SMS & Ernai

Call monitoring

SMS and alerts

Ernail

Mileage

K= Security & flavour

Security

Flavour

Help & support

Bank holiday default » 2 -
Public holiday default » 2
Late timesheets 4
M awimum hours 43
Monthly capped hours 1]
Start-finizh break time 50
wage
Minimum pay per hour £7.83
“Waiting time for shift breaks a0
Include travel time in shift breaks v
Automatically add top-ups r
Top up expense tupe Minirurm ' age Compliance Top Up
E Holidays
¥ Show holiday entitlernent
v Calculate anrual leave
[ Kesp holiday call detil
[~ Exclude sick from wages
Holiday options [~ UseEire BH. & sic:ll< Tules
[~ Always use taken' value for away reports
[v Uz e holiday entitlernent caloulated daily
[ Use dates a3 the default taken value
[ Fieplace holiday weeks with wesks from start of pear
[ Ahways use the guide value for calculations
She as Days ;I
Holiday fund % F_
Holiday calc % Hours
Holiday divizion h2.00
Holiday weeks LK 13
Heoliday weeks Eire 13
Holiday year starts from January
Holiday calculator Standard
Holiday pay expenze type Y]
Show holidays as
Chaoose between dayz or hours when dizplaying holiday values

Collapze all Apply ok Lloze
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Deducting Holidays Taken from Entitlements

There are two main ways in which holidays can be deducted from a Carers
entitlement.

Using the Carers Holidays Tab

1. Open the Carers screen
Go to the Carer who is taking holiday
Click on the Holidays tab

2

3

4. Click Edit
5. Right-click in the white box
6

Select New

& Corer W Carol ) ==
I[M.'r' comparies) LI Generall Other detailsl Qualificationsl Wages | Security | Branchesl Lag | Attachmentsl Extrasl
|[My branches] LI Nates I Cortacts  Holidays | F'ayrolll Outcomes | Sent box I Plariner I Histary I Continuity I

Mame S I Phone no I Postoode - Holiday Entitlement

= ‘whorking days vou wish to uze in the calculation 5

@ - Guide dayz bazed on the lazt 13 weeks in CareFree 1.38

] Current holiday entitlement from January 2018 [5 days « 5.6] 28

@ Holidays taken this pear 0.00

o Balance remaining 28

[ ]

= From date To date = Entitlement Taken Left

® ]

a

[ ) Mew

: Edit

"] Delete

a

a

[ ]

! -

4 | | »

dutive | Inactive |_On hold|_ai se00 20
Find I

PaS5Sgeniuz | Inu Fiotas | - | Hew oK Delete LCancel
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7. Ensure the Holiday radio button is selected

= Holidays *

From date [feso7/zis <[00 Al day |
Todate [fevo7iziis ~|[z358 No end |

* Holidays ¢ Entitlernent

Tatal taken ID
Reason |Holiday ~|
[~ On hold

Save I LCancel

8. Fill in the details for the holiday, specifying the from and to date, the
number of hours/days to be deducted in the Total Taken

9. Using the Reason drop-down box choose ‘Holiday’ then click Save

10. The holiday will be deducted from the entitlement and an away period
will be added to the Carers Rota

Adding an Away Period on the Rota

Use page 8 of this guide for best instructions on how to add an away period via
the Rota. Ensure that you add the following information when adding the
away period.

1. Using the Reason drop-down box choose ‘Holiday’

B3 Add a block of diary entries

>

& fdd a block between start date/time and end date/time Wonday

© fadd a repeat block for selected daps between times Tussday

Person [ Shauna =] Werhmhv
1] Thursday
Datefrom 17077208 -] ‘o [iaazz0e <] A Fisey
Timefiom  [qp:00 ‘o [2359 [ ] toend | é:d':yw
Rowsn  [Fgis =] [ Onkeld |
Haliday lg_ 26 days holiday remaining Every week j'
il LCancel

2. Deduct the correct number of hours/days of holiday from the Carers
entitlement
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Holiday Pay Calculator

The holiday calculator enables users to see the average amount of hours or pay
a Carer has earned over a specific time period. It can also be

used to add pay as an adjustment to Carer wages based on | Teols Timesheets Pesonnel Reporis Letters |
Opticns and settings ¥
the calculation it performs. | Reporssetup
- Mandatory fields

Change your own password...

Using the Holiday Pay Calculator

1. Open the Tools menu and select Holiday Calculator Vel e ’

Pay and charge rules Ctrl+G

Holiday calculator Ctrl+H
1 e o=
\\f'am’h ICarefree Group j I[My branches) LI [#]+ Completed [ Missed
Carer I Shaura ﬂ NDRNCH I Invoice 5

[v] W wages A Abarted /

2 Dates Date range | Default pf’hourl P Penalty C Cancelled

\ 01012017311 2/2093 £0.01 [IE) wating 2 Unknow 6
¥ Show pay nat hours / —
- - Usge actual times for pay
iete [ <] P [T ey [ o ey 4 L 7
3 e seks 13 :’ om |26/03/2013 —"m' ¥ Include holidays taken in this period d——

¥ Exclude blank weeks (those without hours) |

Select the relevant branch and Carer

Select the date from which the calculation will be made

Set the number of weeks to calculate average pay/hour over. The default is set to
13 as this tends to be the most common working practice

Tick the relevant call statuses to include into the calculation

Tick Show pay not hours to show the average pay of each day/week, untick this
box to show average hours of each day/week

Tick Use actual times for pay to look at actual times rather than planned

Tick Include holidays taken in this period to include annual leave that has been
taken by the Carer in the date period selected

Tick Exclude blank weeks (those without hours) to exclude any weeks within the
selected date period where no hours have been worked by the Carer

2. Click Calculate to start the holiday pay calculation

There must be some finalised wage sheets in the Carers records for the Holiday Pay

Calculator to work out the calculation
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The following calculation has been worked out with pay instead of hours. If the
calculation is worked out with hours the principal is the same the calculation
will show hours instead of currency.

k. Holiday & sick pay calculator EIE
Branch Ica[ef[ee Group ] |[M}. branches] | [+ Completed [ Missed
» )

Carer sh - o, NCR T Invaice
| na = [ W wages A Aborted

Dates [1ate range | Default pihou | P Penaly {C Canceled

A /2017-31.12/2099 £0.01 W’aiting ? Unknown

¥ Show pay not haurs

- - Usze actual times for pay
Week I Fi I - I—' r ) o .
R L :I oM |26/03/2018 —'IMI ¥ Include holidays takern in this period

1 ¥ Exclude blank weeks [those without hours) 3
\ "Week |Date rdon Tue wed Thu Fri Sat Sun Total /
~L_ » 1 01/01/2018 17.00 2560 17.00 30.45 30.45 12040
2 08/01/2018 17.00 17.00 2550 26.10 2610 111.70
3 = 1540142018 17.00 25560 17.00 30.45 30.45 12040
4 2240142018 17.00 17.00 28800 26100 2810 111.70
=] 29/01/2018 17.00 2560 17.00 30.45 30.45 12040
E |05/02420018—p 17.00 17.00 2550 26.10 2610 111.70 4
2 - | 7 12/02/2018 17.00 2560 17.00 30.45 30.45 12040
a8 1940242018 17.00 17.00 2550 26,10 2610 111.70
E] 2640242018 428 21.25 4.258| 2375 21.25[ 3480 3480 15035
10 05/03/2018 17.00 17.00 2550 26.10 2610 111.70
11 12/03/2018 425 21.25 E.38 ,32/38
12 1940372018 17.00 17.00 2550 26.10 2610 111.70
0.00 5
Total haurs A X
Average pay as0| &s0 @es| 1013 1863 2409 2409 10262
Howrs / Days

Wages... Preview | - | Cloze

Each week included into the calculation is displayed here

2 The calculation will work out how much the Carer has earned/worked on each day,
which is displayed here

2f | The total number of hours/pay for that week is calculated at the end of the table
showing how much the Carer has earned/worked

i The total number of hours/pay on each day of the week (Mon-Sun) are worked out
to display the average pay/hours

5} | The totals of the week’s hours/pay are calculated to display the average pay/hours
over the 12 weeks
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Adding Holiday Pay/Sick Pay to a Wage Sheet

If the holiday pay calculator is being used for holiday pay and/or sick pay the

following option can be used to add the pay to the Carers wage sheet.

Click the Wages button to add an expense to the Carers wage ’:‘
Wanges...

sheet.

A Choose the days off and add to the wages *

 Expenze item / 2
Carer |

Shauna =

Week |Date
1 09/04/2018

—
=
@
=%
—
=
]
=

2 16/04/2M 48
3 23/04/28
4 a0/04420 8
] 07/05/2M48
5
7
g

Reason IHU“da}' Pay Ly

- 3
Tax type IGloss pay LI /

Description /

14/06/2018
21/06/2018
20/05/2018

5 [04/0e/201g

10 [11/06/2018

11 [18/06/Z018

12 |25/06/2018

13 |02/07/2008

14 [09/07/Z008

15 [16/07/2018
16 —123/07/2018

17 |30/ R
p 15 [Oe/0sz018
19 [13/08/2018

0 [20/06/Z00E

A1 |27/06/z00E

Amount £ |54.42 < ||

* |lze average from tatal line <4 |
 Daily averags: weekly 102.62 .n’l?_j*\‘ 6
z \

 Daily average: weekly / daps worked '\

~

OooROooooooooooooooooolE

O00XKOO00000000000O0O0C |§

O0O00OFRO0O000000000000000=

O0000000000Oo00ooooooos

O00FOO0O000000O00O0000O0O0000m

O0O0ROOO000O000000000000c0

O0O0000000000000o00O0ocac0o

Save ;l LCancel |

Tick which days the Carer will not be working where they will be paid

Use the Reason drop-down box to choose what expense reason will appear on the
Carers wage sheet

Use the Description free text box to enter any additional information in about this
expense

The amount will be calculated when you select a date. This will change depending
on what option you set underneath

Use the average from total line will use the average totals from each day. Looking
back on the screenshot from page 38 at point 4 each average for Mon-Fri was
added up giving a total of £54.42

Daily average: weekly 102.62 / 7: This setting is working out what the Carer has
earnt on a daily basis by taking the average weekly pay of 102.62 (calculated in the
previous screen) then dividing this by the number of days worked (this number can
be amended). In this example 102.62 / 7 is £14.66. As 5 days have been ticked the
total would work out as £73.30 (£14.66 * 5)

Daily average: weekly / days worked: This setting is similar to the previous option
but the number of days worked out is worked out automatically

Click Save to add the expense to the Carers wage sheet for the dates you have
selected on point 1. The expenses will appear in additions and adjustments

39




Linking to Documents,
Policies & Procedures

CareFree provides the option to link to your organisations guidance
documents, procedures or policies in various places throughout the database.
These links are designed to assist employees when dealing with issues which
require a set process to be followed.

For example, if a complaint is received which needs recording as a log entry in
a Client record. It is possible, to create a quick link to your complaints
procedure document to provide appropriate guidance for the co-ordinator
creating the log. Once the link has been created the co-ordinator can click the
icon in the log entry screen to access the complaints procedure document.

i# Contact log record - | X
bate  [rzorzoietiar | |
Owaner IS hauna
Caller | [1z/07/2015 =] Stats [Open  +|
Type I[N ane] ;I | Administators only [
Categary I[N are) 4| Show on portals Iml
Linked ta anather Client I [Marne] LI
Linked to anather Carer I [Mare] LI
For a specific user name I[A" uzers) ;I
Details
Outcome

Lessons Learned
Aftachments

Description Folder or location

7 Create a new workflow using I[None] ;I

Resaved [_s_/ =] Duean [/ 7 '~ Save | Cancel |

The process of creating links to documents, policies and procedures involves
two stages:

e Specifying document types

e Configuring the links

40




Specifying Document Types
First you must specify what type of documents you wish to add into CareFree.
You can create document types via the Items screen:

1. Open the Items screen
2. Go to the Document types list

3. Click New to add or edit to update the list of document types. Think
what documents you would like to provide quick access to throughout
the system. Press Ok to save any changes

il Items EI

— Document ypes

Jetl Dizcounts

It Docurment tepes
letl Employment status
litl End destinations
lefl End reaszong

letl Envelope sizes

[i#l Ethnic groups LI

[ I=

Mame |Eomplaints Procedurs |2

Accident / Incident Procedure
Care Plan

Camplaints Procedure

Conzent

General Rigk Aszessment
Induction Documents

Medication Aszessment

taving and Handling Assessment
Training Guides

Find | Hew Edit Delete Cloze
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Configuring the Links

With the Document types created in the Items screen, it is possible to specify
the way the links will work within CareFree. To do this:

1. Goto the Personnel menu and click Documents & Policies

2. You will be presented with a list of your document types

__{ Documents & policies =N e =)

Document File name

[ Accident | Incident Procedure
— Care Plan
— Complaints Procedure

— Consent

—~ General Risk Assessment

~ Induction Documents

— Medication Assessment

[~ Moving and Handling Assessment

— Training Guides

LCloze

3. Right click on the screen and select New to begin creating your links

using the document item window

File name IT:HEareFreeHTraining M aterialsPre Courze DocumentsiMew Training dgendasiy @ |“

Type I Complaints Procedurs ;I <
Mame IEDmpIaints Frocedure —— 3
Description IThis iz the official compary document to follow when logging a complaint from a custo
Contact log I ;I -~
G& type I ;I
.5

Save < —’EEW:EI'_—I—

find the document you wish to create a link to

Click on the magnifying glass to browse your computer network and

Select the Document Type

Give the document an appropriate name and/or descriptio

n

Select which area of CareFree this document will be linked
either QA or the Contact Log drop down

to. Select

Click Save to add to the document and create the link

By adding a document from a shared drive this will allow all other users/machines who

have access to the shared drive to have access to this document. If the document is

attached locally only that machine and user will be able to access the document
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Workflow

Workflows in CareFree are fully customisable checklists which can be used to
easily track processes with defined stages. The stages must be signed off or
completed, for the overall process to reach a conclusion. Workflows are often
created in CareFree for processes such as:

e Tracking the recruitment of Carers
e Tracking Client referrals
e Following a formal complaints procedure
e Carerinductions
There are 3 steps involved in creating and using workflows:
e Creating a workflow
e Attaching the workflow to a Client or Carer

e Tracking workflow progress

Creating a Workflow
To create a workflow, you will need to give it a name and specify the stages
which will make up the process as a whole:

Perscnnel Reports  Letters Window  He

1. Go to the Personnel menu and select QA Schedule Ctrl+) E
D ts & polici
Workflows ccuments & policies i
= Woarkflows

2. Ensure the Edit Workflow radio button is selected and click New

o Workflow setup o )fE- ]
Auto-add Stage | Desciplion Days_| Oplional
i

Tnform Carer to finish remainder of call and come into the office 1

No

S

sk Carer 1o sign aceident book

=
2
o

T
| Aisk Carer to inform GP 5 Mo
o

No

=

Ask Carer to speak with HR

=
2

@ Ediwnifiouf Stages Preview v Hew Edit Delete Chose
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3. Give the workflow an appropriate name

4. Tick Automatically add to new
Carers for the workflow to

® Workflow Name

Mame |Hecruitment
attach to new Carer records

automatically v Automatically add to new carers

5. Click Save Save Cancel

6. The radio button will move from Edit Workflow to Stages as soon as the
new workflow is created

= Edit workflaowe % Stages

7. Click New to add the first stage to the workflow New

8. Complete the details for the workflow stage

® Workflow stage bt 3
Stage I‘]
1 \W*Hetlieve references
,[EES’—"VIE— O pinal IN':' ’vl 4
22— -
Source I Cligrits A/LI
Letter | &I 5
. —

Give the stage an appropriate Description

2 Specify the number of Days the stage should be completed in from the start date of the
workflow before it is classified as overdue

3 If the stage isn’t a mandatory part of the overall workflow choose Yes in the Optional
drop-down menu

4 Users can send mail merge letters to recipients as each stage of a workflow is completed.
To set up mail merge, choose the contact type you would like to send the letter to in the
Source drop-down box and select the letter template in the Letter drop-down box

5 Click Save

9. Repeat this process for all stages of the workflow until completed

Change the stage number when adding a new stage to re-order stages if a stage has

been missed




Attaching Workflows to a Client or Carer

1. Open the Clients or Carers screen

2. Go to Workflow in the Rotas Drop Down Menu [

Letters
Meszages
Popup notes

(14 zchedule

3. Use the lists on the left-hand side of the screen to go to the Client or
Carer you wish to attach the workflow to

1 Carer Workflow: — Carol (20) EI
I[My companies] ;I Stage |Detai|s |Noles |Days |Starled | Statug |
I[My branches) -

Hame | Phone no I F'nstcm:lel
a
a
. |
a
a
a
a
a
a
a
a
a
a
a
a
@
a
a
a
a
a
Kl i
Carer I Cliert | W Active only
[ — Preview v Hew Edit Delete [Else
4. Click New
5. Use the drop'down bOX e Workflow iterm X
Workflow type to choose the Dwner [ Cao
workflow you want to attach Worklowype | Recriment =
. Start date |25£1D£2D1? vI [~ Mo start date
the Carer/Client
Sawe I Cloze |

6. Select the Start Date for the workflow, if there is no start date tick No

Start Date

7. Click Save to attach the workflow to the Carer/Client
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Tracking Workflow Progress

Once a workflow has been attached to a Carer or Client, it will be visible within
the workflow screen.

documents nees
RECOM9/RECOZ0/RECO21

Stage | Details [Mates [Days [Started Status
Hecruitment 16/09/2014

1 Applicatian form screened Loaks promising 1 17092014 | Completed
2 Eqlial SpparURI moniioiing o 1ecetved and data securely stored Il deials checked T THAITTAT Y Completed ™
k] Telephone iierview proma sheet T A

4 Invite to interview letter sent out and documents to bring with you list o 21/08/2014

5 Fiecwitment checklist created and linked 7 2B/

& Interview questions and scoring it - RECT0S (IR VT )

7 Rightto work in the UK docs checked - RECTTG/RECON7 0 2m09a014

8 Passport expiy date 0 28092014

El Wisa expiy date o 28/08/2014

10 CRE document check list prirted out - CRE Check list 0 2mAOS/2014

11 Check CRE ded and copy candidate documents - 0 2B/

It is possible to complete stages within the workflow and track progress using

the workflow screen.

H w o nNoE

Open the Clients or Carers screen

Navigate to workflow in the Rotas drop down menu

Stage

|22fDBJZD1 ix
|1

® Workflow item *
Duwrer I Shauna
“workflow type: IComp\aints Procedurs ;I
Start date

Days |1—

Completed

/.

/.

Get details from cliznt

Stals [ tandard -

2 —_ | Motes |
==

Save Close

Locate the Client or Carer who is engaged in the workflow

Double click on the stage of the workflow you wish to complete

Enter the date the stage was completed

1
2

Add any notes then click Save

A more user-friendly way of tracking Workflow progress is available within the

Planner screen in CareFree and this will be explained on page 49 of this
training guide.
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Planners Screen

The Planners screen in CareFree provides an overview of current business
activity and enables users to identify peaks and troughs in resource allocation.
There are four different planners within CareFree and we will look at each in
turn.

E

1. To open the Planners screen, click on the Planners icon Planners

2. To select a planner to view, use the drop-down menu in the top left
corner of the screen

I Planrer - I

Work flow
Efficiency
2447 Live-in

How the Planner Can Be Used

There are a variety of ways the Planner can be useful to co-ordinators. A
number of examples are listed below:

e Overlay the calls and working hours Planners to identify appropriate
gaps in Carer working patterns when trying to accommodate/allocate
new Clients/care packages

e Use the QA Planner to keep a track of planned training and assessments
on a weekly/monthly basis

e Overlay QA and call planners to ensure there are no conflicts

e Use the away planner and filter by away reason to view Carer sickness
patterns or view holidays booked
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Planner

The main CareFree Planner provides a calendar style overview of activities
relating to both Clients and Carers. Data can be filtered according to a variety
of criteria.

2

3

1 Planner - 01/05/2018 to 31/05/2018 ===
Flanner ~|  Company [Caefiee Group | Branch I[My branches] | ¥ Hame onlp [cals] [ Show legends
May 2018
T1 w2 T3 F4 55 36 M7 T8 W§ T10 F1 512 513 M14 T15 W16 T47 F18 519 5
Carer 18 19 20
Any Assessor qualif
Moving jand Handling
Stoma Qualificaion
Moving jand Handling
H
5 :
R T E————
A Basiq Skills qualification at level 1
Stoma Qualificajion
I Infection Control2
6 ///_‘
\ =
Carer | Client Auway options 04 options
Freview I Befresh * LCloze

/

10

/

11

/

12

<
/'IMonth LI Away, 04 AwolBreak, Client Ca... |ABasic Skilliquahﬂcatiun at I... Ma;‘ls t Tndayl
i J—. Dol

13

Select the Planner view in the drop-down

Filter data by company and branch

Select to view the data from the home branch only

Show legends displays a description against data on the Planner

Planner data is displayed here

A single click on any of the planner blocks will reveal further detail. Double clicking on
away periods, QA schedules, and calls will open full detail windows

Select to display data for Client or Carers

Use the drop-down menu to select the time period you wish to view data for

Use the second drop-down menu to choose the data to display in the Planner (QA, calls,
away periods, working hours)

periods you wish to view

If an away period is selected use the Away Options drop-down menu to select which away

view

If a QA is selected use the QA Options drop-down menu to select which QA’s you wish you

Select the date you wish to view data for

Click Refresh to update the Planner screen after changing options
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Workflow Planner

As mentioned in the previous section on workflow, the workflow Planner
presents a more user-friendly way of tracking workflow progress in CareFree.

1. Click on the Planners icon Planners

2. Select Workflow using the drop-down menu in the top left corner of the
screen

Planner - I

Planmner

E fficiency
2447 Live-in

3. Use the Workflow Planner to complete stages within a workflow for
Carers and Clients

4. Double click on the stage you wish to complete and enter a completion

3 Carer added to the
1 Application 2 Fomnal appliation 4 Formal application |5 References 6DBS detals 10Gend decision |11 Back induction
1 Cz= teceived fiorm issued f:g‘gg;”;:”‘“h EEEEEEE dback  |recever d received P D | s b Al for inlerviens |y haining
261072017 | 1240772013 23/07/2018 E/08/2018 0E/08/2018 06/08/2018 /08/2018 0E/08/2018 0E/08/2018 E/08/2018
20/01/2017 | 1170472018 [14/07/2018 19/07/2018 26/07/2018 03/08/2018 03/08/2018 03/08/2018 05768/2018 03/08/2018 03/08/2018 03/08/2018

4 5

List of Clients or Carers who are engaged in the workflow

Choose to view workflows for Clients or Carers

Select the workflow type you wish to view data for

White indicates a stage is complete or it hasn’t reached its due date

Red indicates a stage is overdue

Double-click on a stage to enter a completion date

Workflow stages are listed across the top of the screen

0 N o U B W N R

Use the Refresh button to refresh data on the screen
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Efficiency Planner

The efficiency planner shows the percentage of hours a Carer has been
allocated compared to their available hours.

1. Click on the Planners icon | Planners

2. Select Efficiency using the drop-down menu in the top left corner of the
screen

IEH |||||| 0 LI Branch I[My brarches) ;I I Home on Iy v Show legends

il Ju1g t Today
-

4 5 6

(.| Carers are displayed to the left of the screen

Use the drop-down menu to choose either Working Hours or Start-
Finish.
The Working Hours option will look at the Carers efficiency based on
what working hours have been entered against what calls have been
allocated to the Carer.
The Start-Finish option will look at the Carers efficiency based on their
shift (the allocations of calls between their first call and their last call)
2} | The percentage of efficiency is displayed at the end of each Carers row
here
| A green bar will indicate the Carers efficiency visually

51| Select the date you wish to view data for
¢ | Click Refresh to update the Planner screen
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It is possible to change both personal user options and shared system options

Preferences and Options

within CareFree.

Settings changed can be reversed

Be aware whether the change you are making affects you, or all users of

the system

Accessing Options & Settings

1. Open the Tools menu

2. Go to Options & Settings

3. Select the required option from Personal Options or Shared Options

Tools  Timesheets  Personnel
Qpticns and settings
Reports setup
Mandatory fields

Chanmeeouir oosen nacoseserd

Reports

Letters  Window Help

» Personal options
Shared options
MMDS Carer setup

Ctrl+CQ




Commonly Used Options & Settings

Below is a list of the most commonly amended settings within the system.

Reports Toolbar

This option allows you to store your most commonly used reports at the
bottom of every screen for ease of access. To use the reports toolbar, it must
first be activated. To activate the toolbar.

1.

2
3.
4

Open the Tools menu

. Go to Options & Settings

Select Personal Options

. Place a tick in the box next to Show reports toolbar which can be found

under General Options

Click Apply to save changes

{3 Personal Dptions E General options A
% General & Rostering @ Large with caplions

People " Small without captions
Ratas " Mo toolbar
External Links
Iriu
Email
5SS & Telephony

General options

¥ Shaow group bres on reports

Once activated you will see the report toolbar displayed at the bottom
of your screen

& Reports menu |

Create a Link to a Frequently Used Report

1.
2.

52

Open the Reports screen

Select the appropriate report group in the box at the top left of the
screen

. Click and drag the name of the report down onto the report toolbar

[ @ Feportz menu | #F Fota: and tmesheets | ¥ O call report |

To remove the report right-click Report Menu and remove the report in
guestion

4 Reports mge | 8 D el iccecci | e
— Remove report:

1. Rotas and timesheets

ThiJ [Admimistrat 2. On call report




Showing Mobile Numbers on Lists

This option will show your Carer mobile numbers on the list of Carers in
CareFree and on the Rota.

1.

2
3.
4
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Open the Tools menu
Go to Options & Settings
Select Personal Options

Select People in the list on the left-hand side of the screen

=¥ Personal Options EI
#= Personal Options = Client options -
General & Rostering W Corvert names to proper case

*eople I Show reference number on lists
Fiotas ¥ Show home rumber on lists
Extemal Links ¥ Show postonds on list

I Show initials on list

InVu. Defaul I Show commissioned hours on list
Email taults ¥ Show detail hows for curent week.
5MS & Telephony W Show rota hours for curent week,

¥ warn it duplicate sumarne iz entered

I Show farename then sumame where possible
I~ Show 55 ref instead of Ref no on reparts

W Show risk type on list

= Carer oplions

v Conwert names to proper case

I Show referencs number on lists

¥ Show mobile rumber on lists _
W Show postcade on list

I Show initials on list

Defaults ¥ Show contracted haurs on list

¥ Show detail hours for curtent week

¥ Show rata hours for current wesk

¥ wamn i duplicate sumame is entered

I Shew farename then sumame where possible
¥ Highlight when hours below contractsd

I Erforce UK. National Insurance format

Duplicate Nl Mo, Allowy duplicate but warn first

Client options ‘

Collapse al | Apply | oK | LCancel |

Place a tick in the box next to Show mobile number on lists which can
be found in Carer Options

Click Apply to save the changes

There is also an option to Show home number on lists in the Client
Options on this screen




Allow Dragging and Dropping of Calls

This option allows users to turn on and off the drag and drop function when
working in the Rota screen. Whilst drag and drop can be useful, some
organisations prefer to limit access to the functionality to reduce the chance of
errors occurring.

1. Open the Tools menu

2. Navigate to Options & Settings

3. Select Personal Options

4. Select General & Rostering in the list on the left-hand side of the screen
5. Scroll down to the options for the Rostering and Rota Screen

6. Either tick or untick the option to Allow dragging and dropping of calls

7. Click Apply to save the changes

=2 Personal Options = =
Perzonal Optiohs . @ Google Maps A
= g Genelallj& Rastering Mapping & MiC'gSUH MpapF'oint
e Qe dninme:
External Links Excel exports [ Excel US dates
Intfu E Messages and alerts
Ermnail Check for mezzages 0
SM3 & Telephony Check for notifications 1]
Alerts zound
Messages sound
Alert zoreen V¥ Modal screen
Inbox [~ Popup for new messages

E Rostering and Rota screen

[v Use matching criteria for rastering
¥ Show carer working hours on rota
[¥ Calculate the distance betwesn calls
[~ Show call details using italic font

Eelfars [v Fied barders for 'This week & beyond'
-puong [v iliow dragging and dropping of calls
[ Highlight mame if amy calls are unallocate

[ Use the split soreen as the default
[¥ Show status icon on the calls
¥ Show driver icon on the calls

Highlight by contract twpe

Options
Options far rostering calls and rota screen views

Collapze all Apply Ok LCancel
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Red Borders for This Week and Beyond

This option helps to highlight when users are making changes which affect the
whole care package by selecting This Week & Beyond in the Rota screen.

1.

2
3
4.
5
6
7
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Open the Tools menu
Navigate to Options & Settings

Select Personal Options

Select General & Rostering in the list on the left-hand side of the screen

Scroll down to the options for the Rostering and Rota Screen

Either tick or untick the option to Red borders for this week & beyond

Click Apply to save the changes

=¥ Personal Options == S
' Perzonal Options Mapping o« G_oogle Maps ) ”
% General & Rostering " Microsoft MapPoint
s Google Meps it it iukyondidl
External Links Excel exports [ Excel US dates
I E Meszages and alerts
Email Check for messages 1]
SM3 & Telephony Check for natifications a
Alerts sound
Meszages zound
Alert screen ¥ Modal screen
Inbox [~ Popup for new mezsages

E Rostering and Rota screen

Highlight by contract type:

¥ Use matching criteria for rostering

W Show carer working hours on rota

[v Calculate the distance between calls
[ Show call details using italic font

W iFed borders for ‘T his week & beyond?
v Aliow dragging and dropping of calls

[~ Uze the split screen az the default
[¥ Show status icon on the calls
[¥ Show driver icon on the calls

<

[ Highlight name if any callz are unallocated

Options

Options for rogtering calls and rata screen views

Collapze all

Apply aK

LCancel




Rostering Warnings

There are numerous warnings which can be triggered in CareFree to warn
users where allocating a Call to a particular Carer, which may result in a
conflict, or would contravene preferences which had been set for the
Client/Carer. To access and change these Rostering Warnings:

1.

Open the Tools menu
Navigate to Options & Settings
Select Shared Options

Select Rostering in the list on the left-hand side of the screen

2
3
4.
5
6

Click Apply to save the changes

Select which warnings you would like to activate in the Warnings box

=2 Shared options

(o] 2 s

‘= Rotas and Rostering
Rotas
% Rostering
Extemal links
{3 Invoices, wages & exports

{3 Call monitaring, SMS & Emai
Call monitoring
Sk5 and alerts

B Unallocated calls

[ Priet blark lines at end

[V Show PINz on the repart

[ Show darker colour if na un assigned

[ Show darker colour if allocated but na e

Invoices =] Warnings

' ages [ wam if call langth is changed from origingl
Emplayment & holidays I~ Wwam if skill st doesn't match

Exports [~ 'wiam if genders don't match [as set by the Need)

[ wam if allocating meets any exclusion reazons
[~ 'wam if allacating is outside of working hours

[~ 'wam if allacating means exceeding mayx hours
[~ 'wam if changes are made for this week & beyond

Email [~ wam if changing times of a double-up call
Mileage [~ 'wam if changing the day of a cal

{3 Security & favour [~ Wwamn !f rultiple contracts .exist when adding calls
Security [ wharm if warkflow security is not completed
Flavour [ Stop if workflow security is not completed

Please note that these are global (shared) settings so any changes you make will affect

other CareFree users in your organisation
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The Rota is what we use to
plan the delivery of care for

Verification

Using CareFree to help manage the delivery of care to your Clients should
follow a step by step process from using the Rota to planning your care calls,
through to invoicing your Clients and paying your Carers. The verify screen fits
in between these two processes and provides a simple interface for managing
what is actually happening out in the field as your Carers visit your Clients.

Verify is where we manage All this data is fed into the
exceptions and make pay and charge rules to
adjustments for what has help produce invoices and

our Clients
happened out in the field wages in reports

Using the Verify Screen

The Verify screen is used to manage any situation where what was planned on
the Rota is not what was actually delivered by the Carer out in the field.

Variations from what was originally planned through to what was actually
delivered can occur for a variety of reasons and it is important to ensure that
the Verify screen is used to ensure that the correct data is fed through into the
pay and charge rules to generate accurate invoices and wages.

The way in which the verify screen works varies depending upon whether your
organisation is using Electronic Call Monitoring (ECM) or if you manually
monitor care delivery.

=
. e L Lz .
To view the Verification screen. Press from the top of the screen in

CareFree.
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v ¥ »
Branch (M branches) =] [F7/merme =] Mon| A20min| 0min | <5 | [u[T[w]T]F[5[s [v[<=1|wlalp|c|@?
I ame o | Phone no | Hours :I Day Times Dur... £ | Client | Contract Need Luway 5 [0 |L :I
0000 — |Mon27fug |15309600 |00a0 | ~ PersondlCae i —!
gggg Tus2BAug  |1530-16:00 |0030 Persandl Cate <
04200 Wwed294ug  |15:3016:00  |00:30 Personal Care '
0000 Thu 30 Aug 15:30116:00 | 00:30 Personal Care '
06:00 Fii 31 Aug 15:30-16:00  |00:30 Personal Care «
gggg Sat 01 Sep 15:30-16:00 | 00:30 Personal Care '
. SR Sun025ep  |15:30-16:00 |00:30 Persanal Care '
0500 ton 27 Aug  [10:30-11:30  |01:00 Maming Call - Get ... '
gggg Mon 27 Aug (12001300 |00:00 Lunch Cal <
DD:DD ton 27 Aug  [16:30-17:30  |01:00 Huousewark '
49:00 Tue 28 Aug 10:30-11:30 | 071:00 Moring Call - Get '
0000 Tue 28 Aug 2001300 0100 Lunch Call i
] . ﬁﬁﬁﬁ e LT /! 1301730 |01.00 [r— "7 =
Carers ients | Day fccrc R
Aurd Sites ‘ Flarned 35:¢U Calls 35 MCR 0 [00:00) |
Find / / Figfresh Preview ‘ - I Fiota | LClose

5 6 7

Use the date control to navigate to the week of the calls you wish to
verify

Use filter buttons to include/exclude call where planned & actual times
exceeded specific parameters

Use the filter buttons to either include or exclude data for specific days
of the week

Use the filter buttons to include/exclude calls with specific call statuses

Users can choose to view verify data by Carer, Client or for individual
days of the week

Double-click on an individual call to view more detailed information

Click Refresh to update the screen when parameters have been
changed

It is possible to view more than two weeks ahead in the Verify screen. A
column is also available to view the screen which shows Clients Phone
Problems.

To view this column:

4=
e Click on the Verify icon to open the Verify screen Verity
e Right-click in the verify screen
SROW TOTE OVETTTOE
e Select Show Phone Problems | Show phone problems
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Call Status

The status of a call in the Verify screen will determine what information is fed
into Invoicing and Wages. A brief description of each call status is provided
below:

Call Completed
o [¥]

e The call has been completed as planned on the Rota

e For organisations who don’t use ECM, we recommend setting the
default status of all calls to Completed when creating Contracts

e For organisation who use ECM, the status of a call will change to
completed if a Carer logs in and out at the call within set tolerances of
the planned start and end time

e Completed calls will be picked up for both Invoicing and Wages

Missed Call
o« K

e The call has not taken place as planned on the Rota

e For organisations who don’t use ECM, a coordinator may need to go into
Verify and apply Missed as an override status to a call if a Carer failed to
complete a call

e For organisations who use ECM, a call will register as Missed in the
Verify screen if a Carer does not log into a call within a set tolerance
period on the planned start time on the Rota

o Alerts can be triggered for coordinators in CareFree when calls are
missed

o If a Carer has simply forgotten to log in/out at a call, a coordinator
can apply an override status of Completed
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No Call Required

H
L=

[ ) R

e The call has been cancelled on the Rota and a Carer is no longer required
to attend

e The call will have been cancelled by a coordinator adding an Away
Period to the Clients Rota

o Adding Away Periods to specific calls, or adding Away Blocks

between dates will result in calls appearing with the status NCR in
Verify

e NCR calls will not be picked up for Invoicing & Wages

o Itis necessary to apply an override status to an NCR call if a Client
has cancelled their call without providing sufficient notice and you
wish to charge them for the call, and/or pay the Carer

Invoice Only
o I

e (Calls marked as Invoice Only will not be picked up in Carer Wages runs,
but will appear in Invoicing for Clients

Wages Only
o W

e (Calls marked as Wages Only will not be picked up in Client Invoice runs,
but will appear in Wages for Carers

Aborted, Penalty & Cancelled Calls
o A[P[C

e Aborted, Penalty and Cancelled are all call statuses which can be tailored
by users to feed specific data into Invoicing and Wages. This will depend
on the business rules, terms and conditions your organisation has
adopted

e The method for changing the rules behind Aborted, Penalty and
Cancelled Calls is covered in detail at the end of this section
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Unexpected Call
o 7

e An Unexpected call will be generated in Verify when a call which has not
been planned on the Rota occurs

e Unexpected calls are only generated when ECM is in use

e A common reason for an Unexpected call appearing is where Carers
agree to swap calls without notifying the coordinator

o Inthis situation, the original (planned) call will register as Missed
in Verify and the call completed by the wrong Carer will appear
with the status set to Unexpected

o Itis possible to match up and fix these calls in the Verify screen
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Call Status & Override Status

All calls will be assigned a status in the Verify screen. For organisations with
ECM, the default status of all calls should be call waiting until a call is either
completed or missed by a Carer logging in and out within a specific time
period. For organisations without ECM, the default status of calls is set when
creating contracts (this is explained in our Day 1 Training guide).

It is possible to apply an override status to any call in the verify screen, when
the assigned status is incorrect or will feed inaccurate information into Invoices
and Wages. The most common reasons for applying an override status are:

e Carers forgetting to log in/out of calls where ECM is used, resulting in
completed calls registering as missed

e Calls which are cancelled by Clients which still require some level of
charge/payment to be levied

All calls will be assigned a status in the verify screen.
This will appear in the S column

An override status can be applied to calls, in
situations where the assigned status will not feed
the necessary information into Invoicing & Wages.
If an override status is applied, it will appear in the

O column.

Once the verification process has been completed,
calls can be locked to prevent further changes. If a
call is locked, a padlock will appear in the L column
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Applying an Override Status to a Single Call

There are several methods which can be used to apply an override status to a

call:

1. Double-click on the call in the Verify
screen

2. Select the override status using the
drop-down menu

3. Click Save
Or

Overide status |

Driver
H Miszed

Reazon

Changed by A sborted

P Penalty
C Cancelled

«f Completed

ariation details —| NCH Mo call required [
T Invoice only
W wages orly

Double-click in the override status column on the call to cycle through the
override statuses until you reach the one you require

Or
1. Select the call in the Verify screen
2. Right click and select Set Call Status

3. Select the override status required in
the sub-menu

Set call status

T
Set all as done

Filter by call status
Lock
Driver

Set variation reason

Show the away reasons
Show the exceptions

Show the variations

Show actual times and duration

Set all as missed
Set all as no call required

Set all as invoice only

Set all as wages only
Set all as aborted
Set all as penalty

Set all as cancelled

Clear override status

Applying an Override Status to Multiple Calls

It is possible to quickly apply the same override status to a batch of calls:

1. Select the first call and hold down the CTRL key on the keyboard

2. Select the other calls by left clicking on them. The selected calls will turn

grey
e T oo L e e s -
Fri 28 Sep 0&:00-15:00 0700 tidlands County Council | 2447 Live-ln e
Fri 23 Sep 15:00-22:00  |0F:00 Midlands County Council | 2447 Live-ln ~
Fri 28-29 22:00-08:00  |10:00 Midlands County Council | 2447 Live-ln ~
Sat 29 Sep 08:00-15:00 | OF:00 Midlands County Council | 2447 Live-ln ~
Sat 29 Sep 15:00-22:00 0700 w tidlands County Council |24/7 Live-ln of

3. Right-click and select Set Call Status

4. Choose the override status required in the sub-menu
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Changing Call Details Using Verify

A range of information relating to a call can be changed from within the Verify
screen:

LCall detailz | Needsl Supplematary datal Notesl Expenses*\

 Call detail 3
Date of cal IMDn 24 Sep I Capy times |

Planned times ta Duration .
LA IUE oo 15:00 0700

Actual times IT to IT Duration IW

Client narne I

=
Actual carer I _I
=

Original carer |

Contract IMldIands Courty Council

Run I [Mone)
Call status I? ICompleted

Override status I

=
E
2 » Driver m Adijust: P W I— 4

—Variation details

Reazon I [None] - |4
Changed by I

Previous | Nest |

(| Actual Times will automatically be populated when the Carer logs in
and out of the call if the organisation use ECM. These times can be
completed/edited by a coordinator if required

22| Change the Drive status of the Carer here for mileage payments

Needs and Expenses can be edited/added to call from within the
Verify screen if required

/1 A Variation Reason can be added to explain why changes have been
made to call details in the Verify screen. A variation reason list can be
amended in the Items screen
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Setting Options for Aborted, Penalty & Cancelled Calls

By default, Aborted, Penalty & Cancelled Calls will not be picked up in Invoicing
and Wages. The statuses were created to give organisations sufficient flexibility
to accommodate unique cancellation terms and business rules. To alter the

rules for Aborted, Penalty & Cancelled Calls:

1. Open the Tools menu

2. Navigate to Options & Settings and select Shared Options

3. To set the rules governing Customer charges select Invoices in the list on

the left

4. To set the rules governing Carer wages, select Wages in the list on the

left

‘3 Fota: and Fostering B Wages

Rataz Lapse time [weeks) 1
1 Fostering Zero padding of numbers 5

External links Pay MCR calls ]

{23 Invaices, wages & exports Tax free allowance £0.00

\A Invoices Expense reasan

_ [ Keep working hours

Employment & holidays: ) [ Underpayments
Ewparts Uther options [~ Group mileage by carer

‘=3 Call moritoring, SMS & Emnai
Call moritoring

SMS and alerts

Ermnail

tileage

A Security & flavour

Secuity

Flawaour

Help & suppart

Group mileage
Group travel time
Aborted calls
Abarted option
Penalty calls
Penalty aption
Cancelled callz
Cancelled option

[ Group travel time by carer
At the end
At the

0

Percent
50

Percent

(.| Select Invoices or Wages in the list on the left

22| Rules behind Aborted, Penalty and Cancelled calls can be specified

here
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Aborted, Penalty and Cancelled Call Setup Scenario
For demonstration purposes, our scenario presumes the following business
rules exist:

If a call is cancelled with less than 24 hours’ notice, the Client will be
charged and the Carer will be paid 100% of their costs /wages

If a call is cancelled with less than 48 hours’ notice, the Client will be
charged and the Carer will be paid 50% of their costs/wages

If a call is cancelled with more than 48 hours’ notice, there will be no
charges or payments to Clients/Carers

In this scenario, it is important to remember that regardless of how much
notice is given, all cancelled calls will appear in Verify with the status NCR (No
Call Required). This happens once the coordinator has cancelled them using an
Away Period on the Client Rota. As NCR calls are not picked up for Invoicing
and Wages, we will need to change the status of the calls where a Client gave
less than 24 hours’, or 48 hours’ notice to ensure that the correct charge and
pay information is fed through into Invoicing and Wages. To do this we would
recommend the following:

1.

2
3.
4

6.

Open the Tools menu

. Go to Options & Settings and select Shared Options

Select Invoices in the list on the left

. Change the Penalty Calls value to 100 and change the Penalty Option

from Minutes to Percent

Change the Cancelled Calls value to 50 and change the Penalty Option
from Minutes to Percent

Then select Wages in the list on the left and make the same changes

We can now use the call Override Status Penalty on any NCR calls in verify
where a Client gave less than 24 hours’ notice, and can use the Cancelled
status where a Client gave less than 48 hours’ notice.

66




Using Away Reasons to Cancel Calls

It often helps to pick up the cancelled calls which need an override status
applying in the Verify screen if appropriate away reasons have been added in
the Items screen. In our example scenario, a coordinator may wish to have 3
away reasons for when a Client cancels a call:

e Client Cancelled
e Client Cancelled 24hr
e Client Cancelled 48hr
To add or edit away reasons:
1. Open the Items screen
2. Go to the Away Reasons list in the box at the top left
3. Click New to add new items to the list

Away Reasons can be displayed in the verify screen to allow coordinators to
quickly identify the calls which need an override status applying.

Meed Bamay S |0 L
il | 2447 Livedn f
il | 2447 Livedn .
il {2447 Livedn Client cancelled s, | P S
il | 24/7 Live-ln Client cancelled NGH P &
il | 24/7 Livedn Client cancelled "=, | (2 &S
il | 24/7 Livedn Client cancelled s, | (0 &
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Using QA

QA is used in CareFree to schedule events such as training courses,
assessments, spot checks and meetings etc for both Clients and Carers. It is
possible to display QA’s which have been scheduled on a Client or Carers Rota
and QA events can be configured so that they automatically re-schedule
refresher events after the appropriate time period has elapsed.

Creating & Editing QA Types in the Items Screen

Before creating schedules for your Carers or Clients, we recommend spending
some time updating the information relating to QA in the Items screen.

The QA types list contains all the training courses and assessment types you
might wish to schedule for your Carers and Clients. You may wish to create QA
Types to schedule regular checks of Carer driving licences/insurance details, or
to plan regular staff meetings.

[t OA bype categonies

1. Open the Items screen F@I
ltems

2. Goto QA Types in the box at the top left ¥ A tupes

|t Qualifications
of the screen [itl Recent concerns

[§f] Becruitment sources
|§f] Religions
|§f] Risk areas LI

L
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3 5
4
6

il Phane problems QA up
P Name = [yanual Handing [
1 05 tcton s N i = " 7

| OA type categories Category  [(Nane) - /

18 bypes. Code I— ¥ Payzble [T Chargeable o

Diploma in Health & Social Care [Dementia L3) | A
Diploma in Health & Social Care [L.Disahilitp L2)
Diploma in Health & Social Care [L.Disability L3]
Diploma in Health & Social Care [Mo Pathway L2
Diploma in Health & Social Care [Mo Pathway L2
Diploma in LD'SS [Connesions Pathway L)
Diploma in LDSS [Education Wwelfare Pathway L
Diploma in LDSS [Learning Mentor Pathway L]
Diploma Learning Development pathway [L3]
Diploma Social Care pathiway [L3)

Fire Safety

First Aid

Health and Social Care NYQ level 2

Health and Social Care NV level 3

Health and Social Care NV level 4
Introduction to Practice Teaching ['5 day') fuwan

y L20 or other Mentoring MV
Medication
Mental Health Social Work Award [MHSWa)

Interventions I Months
Warnings Iw’eeks -

Linked qualifications

Client ID
warn befare |2

I~ Show on portals

e

¥ &dd to new people /

Ig days from start 4

M anual Handling

Select QA Types from the Items list

Select a QA type and click Edit to amend its properties. If the QA type
that is required is not there click New

Choose an appropriate Name for the QA type

Can the QA type be scheduled for Carers or Clients or both groups?

Category and Code relate to NMDS data uploads

Specify how often the QA type needs to be scheduled for by entering a
number in Clients or Carer. Then select weeks or months in the
interventions drop down box

Specify how close to the schedule date you want a QA warning to

appear. This warning appears at the bottom of the #
T 0a Wamlngsl

CareFree menu when the QA is due

Tick Add to new people if this QA needs to be added to new
Clients/Carers. Type in how many days after their start date that the
QA would be need to be scheduled in for

Use this box to link the QA type to a qualification. The qualifications
list can be configured in the Items list
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Linking QA to Qualifications

It is possible to link QA Types with Qualifications. Once this link has been
made, the Qualifications tab in the Carer screen will automatically be updated
when QA schedules are completed for Carers. Before linking QA Types to
Qualifications, you may wish to update the Qualifications list in the Items

screen.

Scheduling QA for Carers & Clients

1. Open the QA screen by clicking on the QA icon OA

[ File View Tools Timesheets Personnel Reports Letters Window Help HEER
B Z % A VY -~ WA £ #AF o =2 § m
Rotss  Planners  Clients  Carers Contracts | Search  ltems  Inbox  Rules Veify QA Reports Letters  COS Exit
x| T Heme  [rype Honth Scheduled  © Completed By whom Expres. Assignedto  Times Rota  Location Hotes.
Phans no Hov 2020
oct2020
- — Hov 2019
Oct 2019
= Juiz018
D) Manual Handing Jl2018 za0T2019 2800712020 No
L@ Fire safety Jl201e za0T0e 2800712020 No
Aug 2018
}»JALAZDrnMErAsstrMVD Aug2018  13/082018 13082018 09:00-17:00  Yes
}»4 ManualHanding Aug2018 13082018 13082018 1340872019 09:00-17:00  MNe
[ any Assessor quaification Aug2018 OINERMIE 01082018 0001300 Ves
Jui2018
K Pracice Teacner Award (FT4) w2018 18072018 No
L Wanual Handing Q2018 18072018 180712018 1800772019 03001800 Yes
ISNA |E 2un 2018 L
L & Medication Jun2018  14ME2013  140B2018  PAC 1410872020 13301830 Yes
May 2018
Oct2017
[ mar 2017 5

7 Active only

L — (Al gatypes) K@ res. | mew | en | peme | owe |
ety | ltems QA |
TMJ (dchniristiator 1] | Unallocated | 14 | 21 [ 107 [ 100 | W e 04 warnings | | Support +44 B45 552 D405 | CorcFree CoreShaw | CFSOLDEMOOTDEMD 1555 CarcFree_CareShow
=

(.| Select an individual Carer or Client to display their QA schedule

2| Use the tabs to display QA for either Carers or Clients

Scheduled, completed and missed QA items for each Carer and Client
are displayed here

Z= 1 Filter the list to display on specific QA types here. Use buttons to
show/hide QA by status

5} | Use the New button to create a new QA schedule. Use the Edit or
double-click on a QA to amend an existing QA schedule
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1. Click New to c

1 ) Newenty =
\  Schedule detail
(> Seheduled type: IManuaI Handling ;I =
2 /—’r Scheduled manth lm Scheduled year [ong & i
Scheduled on ¥ [znoszoe -
Campleted on O By whom I
Responded on m I~ Accredited
Lacation | / i
Wenue I [Mane) ;I
Learning type: [None] v
! | -« =
Satisfaction scare I [Mane) T-

reate a new QA schedule

Al |

Owirier I

Rota detail
Assigned to I LI
Planned times Igg_gg ta |1B_DU |¥ Show on rota

\*> Mew Log..

a
zl

Save "La{ll

Select the QA type you wish to schedule

Select the month and year for the QA schedule

the month

Place a tick next to Scheduled On to specify the date the QA will occur.
If the exact date is not yet known the system will default to the 1% of

Use the Location field to manually input a location or pre-populate the
Venue list in the items screen to pick frequently used venues and allow
mileage calculations

Populate the items list for Learning Types (e.g. e-learning, classroom)
and Satisfaction Scores (the score would be given by the attendee)

Rota

To assign another Carer as the trainer or assessor for the QA, pick their
name in the drop-down list here. The QA will also then appear on their

Add Planned Times and add a tick to Show On Rota to make the QA
appear on the Rota (keep spot checks hidden!)

Click New Log to create a log against the QA

Click Save to schedule the QA item




Completing Scheduled QA Items

Once an assessment or training course has been completed, it is important to
ensure that the QA schedule is updated.

To complete a scheduled QA item:

1. Open the QA Screen by clicking on the QA icon

2. Go to the Carer or Client who has completed the QA

3. Double-click on the QA schedule that requires completion

Schedule detail

Scheduled type
1 Scheduled month

Scheduled on

Completed on

Rezponded on
3 Location

WVenug

Leaining type

I td anual Handling

~ [Foemies]
sl
[

-ls| 2
Scheduled year |2U18 'I

By whom |Lyndsay Williamson A/

V¥ Accredited

[/ akefield

IEarefree Offices

IEIassrnnm Training

Satisfaction score IVEW Good

Qa0

I{FSBFBBAS-CBDA-4503-ABDA-SE F8323979DE}

r~ Fiota detail
Aasigned to

Planned times

Owarier

|
0x00 o IW? oo

El

I~ Show onrota

LY
2

Mew Log... | LCancel |

(.| Place a tick in Completed On and specify the date on which the QA

was actually completed

22| Add the name of the person who is signing off the QA in By Whom

Responded On is a space to log an additional date if tracking is
required i.e. sending certificates

4. If you are completing a QA schedule which has been created with a
specific intervention period in the Items screen, the following warning
when will appearing when saving the QA

5. Click Yes if you would like CareFree to add a new schedule for when the
QA is next due to be repeated
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9 The next intervention for this schedule type is 12 months
R )

Do you want CareFres to create the nest entry automatically?

Based an the Completed date, the next date is Oct 2019




\ — Copy schedules from ‘/ — Copyto
| |Baldin, Claire

Copying QA Schedules to Multiple Carers

It is possible to copy the same QA schedule to multiple Carers. This is useful
when arranging a training course or a meeting which several Carers will attend
at the same time.

1. Open the QA Screen

2. Create the QA schedule for one Carer by following the steps listed on
page 71

3. Click on the Tools button

2
> QA Tools -

AIEarers j * Append to existing list " Replace existing list
liem [ Schedued [Conf/ Comp| _Times [Rota = v SUU—

[ Medication Mov 2020 141142020 |13:30-16:30 | Yes

[ First Aid Oct 2020 28/10/2020 Mo e 4

[ Demertia Awarress Mov 2019 | 17/11/2019 Mo

[ Manual Handing Oct 2019 13410/2019 09.00-1700 Mo /

[ Manual Handing Oct 2019 16/410/2019  09.00-16:00 Yes ;
\ [ Marwal Handing Jul 2019 28/07/203 Mo

L | [ Fire Safety Jul 2019 28/07/2019 Mo
' tManual Handling Aug 2018 13/08/2018  09:.0017:00 Mo

[ Ay Assessor qualiication Aug 2018 01/08/2018 10001300 Yes
[T 41, A2 or ather Assessor NVD Aug 2018 13/08/2018 | 0%:00-17:00  Yes

[ Practice Teacher Award [PT4] Jul 2018 18/07/208 Mo

[ Manual Handing Jul 2018 16/07/2018  09.00-16:00 Yes

[ Medication Jun 2018 1440642018 13:30116:30  Yes 5
[ Dementia Awarness May 2018 17/08/2018 Mo

[ Marual Handiing May 2018 | 28/05/2018 Mo

™ Fire Safehn ban 2 e PRAORIM A Ma LI A

E] IRRRRRRRRRRRRRR

V' Active only

" | Choose to copy the schedules from either Carers or Clients

7’| Use the drop-down menu to locate the Carer/Client for whom the QA
was scheduled

el | Place a tick next to the QA schedule you wish to copy

i Tick the Carers/Clients that require a copy of the QA schedule to. The
two boxes a'F the bottom of this list are used to tick or untick []
all Carers/Clients

5| Click OK to copy
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Reports

The Reports screen is where you would go in CareFree to get specific data out
of the database.

The Reports Screen

The Reports screen always works in the same way, regardless of the type of

Report you wish to output. Once you have mastered running an individual

Report, you will be able to apply your knowledge to use all the Reports within
the database. To open the Reports screen:

1. Click on the Reports icon 5

Reports

3

5

1\‘

&7 Service delivery

7 Clignts

€7 Carers / Staff

#7 tain Carers

#7 |nvoices

7 \Wages

#7 Business

#7 Electronic Monitaring
&7 Analpsis and statistics
#7 COC & RGIA

&7 Others

&7 our custom reports

Create and finalise invoices
Reprint finalized invoices
FPayment history

Fieturns & schedules
Walue by customer
Wariations

LV

v Show report descriptions

— Date option:

 Last 4 weeks |03309£2D18

to fa0/09/2m8

7 Last 2 weeks |1?;US;’2U18

to fans09/2ms

O Lastwesk  [24/08/2018 to [30/09/2018

O Lastmonth  [01/09/2015 to |30/09/2018

O Thisweek  [01/10/2016 o foz0/2ms

" Custom [1e/06/2018 ~] o [osaorizors ~]

" Periods I ;II LI

‘wieek starts on IMonday vI

Time range I_:_ |_:_

W Fiefresh print for list when
dates are changed

Frirt report for Statuz Invoice frequency  Tupe Filker
IEustomers ;I IActive ;I I[AII frequencie;l I[AII types) ;I ISeIect all ;I
I~ Duplex Calculate | Finalize |‘ Preview |V| LCloge |

6

7

8

Select which group of reports to view using this box

There will be multiple reports available within each group — choose the most

appropriate report

Specify a date range using the Choose the dates tab (if applicable)

Select people or groups of people to include using the Select from the list tab

Use the other tabs to select options and specify parameters which can vary
depending on which report is being ran

Use these drop-down boxes to specify further options, choose reports formats and
place filters on data

Financial reports will need to be calculated before they can be previewed

Click Preview to view the report. Use the drop-down menu to see the

Print/Email/Export options
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Using Reports to Generate Carer Rotas

One of the most common reasons to access the Reports screen is to output

Carer Rotas. The Rotas can either be printed in hardcopy, or emailed directly
to Carers if email addresses and email server details have been stored within
CareFree.

#F Service delivery

#7 Clents

@7 Carers / Staff

7 Main Carers

7 |nvaices

7 Wages

#7 Buziness

#7F Electronic Monitoring
1. Open the Reports screen €7 Analysis and statistics
7 CAC L ROIA

. . . 7 Others

2. Select the Service Delivery group of reports in 7 Your custom reports

the box at the top left First ime call -]

Full weekly rota
Hiztom of allocation

3. Select the Rotas and Timesheets report in the Missed calls

On call report
bOX beIOW Overlapping calls

Packages of care _I
Fotaz and Heshests ;
Site attendance
Time critical calls

Timesheet checklist LI

[ Show repart descriptions

4. Ensure the report is set to print for Carers with the status set to Active in
the two drop down menus at the bottom of the report

Print repart Far Statuz

I Carers ;I I.i'-.ctive ;I

5. Use the Choose the dates tab to specify the date range for the Rota

a. Use the pre-set date ranges or use the

. . ' Next4wesk [ig/10/208 o o4/11/2018

Custom option to specify the date C Nenzwesk [T @ [FEG

range for complete flexibility @ Newwesk [o7i0z0is | to [1471072018

© Nestmonth  [01/11/2018 te [30/11/2018

b. Choose which day of the week your O Thisweek [or70/2008  to [070/2018
' Custarn [1a/08/2018 «] to [03/07/2018 x|

Rota starts on using the Week starts
on drop down menu

Week start -
c. Use the Time range boxes to specify start Ti: [:n: o IWI
and end times for the Rota period L -
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Use the Select from List tab to choose the Carers for whom you wish to
output the Rota to
You can leave all Carers selected, de-select all or pick individuals from
the list

Use the top drop-down menu to select a different

format for the Rota — to gain access to other formats go
to the Reports Setup. See page 78 for more information

IRRINRRRRRRRRRRRREEE]

Oither optionsl Planned & actual rulesl Statuz I Branchesl

Use the second drop-down menu to filter
the list of Carers to show only the people
with email addresses stored in the database.
This is useful when some Carers accept email

Rotas and some require a hardcopy

e Recruitment Active i’ — Rota & e-mail options
Marth Active
Sovith Active
Marth Achive
Recruitment Active IShow all people
Midlands Active
Recruitrment Active [~ Phone problems only
South Active
Marth hotive [~ Cover calls only
Harth Active I~ Prirt a blark rota
gli:;nds iz:::: [~ Show mileage on ratas
South Active
Midlands Achive
South Active
South Active
South Active
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9.

Sguth Act?\re ;I ||:||
ot i Use these buttons to tick or untick all Carers

Use the Status tab to decide which
call statuses to include on the Carers
Rota

a. This allows a decision to include

NCR calls on a Rota — showing
the Carer that a call has been
cancelled

Use the Branches tab to
include/exclude specific branches
when outputting the data
a. By de-selecting some
branches, the list of Carers in
the select from list tabs will be
altered accordingly

Choose the datesl Select from the fist | Other oplionsl Flanned & actualrules  Status I Branchesl

[w]~ Completed
?( Miszed
1" NER

I Irvoice
[l W wages
A sborted
P Fenaly
[1C Cancelled
W’ait\ng
? Unknawn

I Use actual times for pay
|~ Use actual times for charging
I lgnoe call status when calculating

Choosge the dalesl Select from the \istl Dtheroptiunsl Planned & actual rules | Status B

Branches

=] Carefree
W] Midlands
[ North
E Recruitment

[ South

MO

I~ Home branch anly




10. After the relevant selections have been made, click the Preview button
to view the Rotas on screen
11. The report preview screen will open showing the Rota for the first
Carer you selected in the list
12. Use the arrow buttons to click through the preview for your other
Carers

Click on the toggle group tree
button to access a list of the

previews on the left-hand side
of the screen

Use this drop-down box to magnify the
report for better viewing. By selecting Page

Width the preview will be easier to read

‘ BusinessObjects

= R T /1 |ﬂﬂ1m‘xv
Preview I
-
[
& Carer Rota CareFree CareShow 08-0ct-2018 to 14-0ct-2018
i - - | — -
[
[H- - .
Day and date Times Client Address Need PIN Key
B Mon 08/10 09:00-10:00 Drink Water, 4254
[H- Housework,
- Morning Call -
B Get Up And
Breakfast
11:00-12:00 30 Minutes Of 1234
Exercise, Drink
W ater, Lunch
Call
15:00-16:00 Tes Time Call 1234
12:00-20:00 Personsl Care, 56843
Wash Hair
20:00-21:00 x2 Put To Bed - 1234
Davis, Laurs Secure Premises
Tus 02110 11:00-12:00 30 Minutes Of 1234
Exercise, Drink
W ater, Lunch
call
15:00-16:00 Tea Time Call 1234
19:00-20:00 Personal Care, 5843
Wash Hair
20:00-21:00 x2 Fut To Bed - 1234
Secure Premises

Click on a Carers name in the list to
quickly jump to their Rota preview
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Gain Access to more Report Formats using Reports
Setup

Over many years we have created hundreds of bespoke report formats for our
Clients in response to their specific organisational requirements. It is possible
to browse through the formats we have created to see if any of our existing

Rota/Invoice/Wage Sheet/Care Plan/Risk Assessments would suit the needs of

your organisation.

1. Open the Tools menu

2. Click Reports Setup

Tools

Timesheets

Personnel

Reports  Letters

Options and settings

3

Reports setup

Select the
Report Type
using this drop-
down menu

Report name

v & and L Rota

jin

v & Grade

[ &-Best

[ &1 Quality

[ &bbey Care Carer Fota
[V &bbotts Care

[V ble Care

[V sblewellCane

[V sblev/ellCarer

[V &cme Care

[¥] ACS Care at Home

[¥ &ge Concem Calderdale
[¥ &ge Concem Corrwal
[¥ &ge Concem Doncaster
[ Age Concemn Footcare
¥ &ge Concem Salisbury
[ &ge UK Dover

¥ g UK Rota

¥ fge UK ¥mas
] dirsmnrth

Type

I Carer rotaz

=

MOl =

Llose

Use buttons to

select all format
in the library

Click OK to save

3. Once you have selected some new formats and clicked OK to save, close
the reports screen and re-open to refresh the formats drop-down menu

4. Go back and try running your Rotas using a different format, using the
drop-down menu in the Select from List tab
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Select from the list | Oither optionsl Flanned & actual rulesl Status I Branchesl
h Fecuitmeit Active - Rota & e-mail options
] North Aclive  —1
Dtz South Active I Standard LI
N arth Active
hda Recruitment Active StarCare. carer
h Midiands Active HlaCactae
; . tarz Social Suppart
e Recnitment 'QCt!VE Stepping Stones To Indepenc
iy Sauth Active SteppingStonesRota
a Marth Active StludesFiota
ly Marth Active StludesHoata Livedn hd
. kAL " H




Useful Reports in CareFree

There are over 300 different reports within CareFree. Once you have practiced
generating Rotas in reports, it is best practice to access some of the other
reports within the database. The reports module is extremely flexible and you
should be able to find information relating to virtually any aspect of your
business within the system. Listed below are some useful reports with brief
descriptions and guidance on locating them.

Report Group
Service Delivery

Report Name
Full Weekly Rota

Report Descriptionscoo

Shows all calls for all Clients and Carers for
a full week, grouped by day

On Call Report

Report intended to be used by on-call
organisers who don’t have access to
CareFree at nights/weekends

Verification

Hardcopy of the verification screen
showing full list of calls with statuses

Clients Birthday List Quick list of all Clients who have a birthday
in the near future — can specify how many
months in advance the report will show
(also available for Carers)

Contact Logs List of all contact logs for all Clients.
Report can be filtered by contact log type
and grouped by Client name or log type
(also available for Carers)

Keysafe Numbers All keysafe numbers for all Clients

QA Schedules All planned and completed QA items for all
Clients (also available for Carers)

Invoices Create & Finalise Invoices Calculate, preview and then finalise
Invoices

Wages Create & Finalise Wages Calculate, preview and then finalise Wages

Business Forecast Spend & Revenue One-page summary showing total care

hours and net profit. You can enter
prospective hours to see the effect on cash
flow

Profit & Loss

Compares calculated or finalised Invoice
values with wages to give indicative
profit/loss figure

Electronic Monitoring

Planned & Actual Times

Simple comparison by Client, Carer or date
showing planned against actual care time
delivered

Analysis & Statistics

Client Statistics

Shows the number of Carers, Clients and
care hours now compared with 12 months
ago highlighting % increase/decrease

cQc & RQIA

AQAA Dataset

Shows some numerical data relevant to
the AQAA dataset

Continuity of Care

Compliance report showing each Client
with the number of Carers allowed against
the number actually used

People Statistics

Statistical report showing people with age,
gender, ethnicity and start date
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CareFree Mail Merges

CareFree has the ability to export a mail merge template, with that template
you can then create letters via Microsoft Office or some other compatible

desktop publishing application. In this example we will be using Microsoft
Office Word.

Once the letter has been created with the correct merge fields, its then
possible to import that letter back into CareFree and use the system to create
the letters for printing or emailing.

| etters

1. Go to Letters from the top menu bar in CareFree

2. To export a merge template, change the Source drop down box to
export Clients, Carers, Staff etc.

Source I Dactar LI

[~ Letters i
Carers
Staff

[~ Labels Customers I
Cliniz

[T Erwelopes |Comespondence Care Of ]
Diigtrict Murse
Dractor il

3. When the correct source has been selected tick all sources on the left of
the screen

Address

o
=
m
4

SRRz

L«

4. Usethe | &0l boxes to either tick all or un-tick all items
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http://knowledge.homecaresoftware.co.uk/lib/exe/fetch.php?cache=&media=2018-08-08_11h24_57.png
http://knowledge.homecaresoftware.co.uk/lib/exe/fetch.php?cache=&media=wiki:2018-08-08_11h21_58.png
http://knowledge.homecaresoftware.co.uk/lib/exe/detail.php?id=letters&media=2018-08-08_11h43_14.png
http://knowledge.homecaresoftware.co.uk/lib/exe/detail.php?id=letters&media=wiki:2018-08-08_11h21_18.png
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5. The number of sources in your CareFree depends on how long this
export will take. A progress bar will load indicating a visual of completion

6. A prompt will appear letting you know where the merge export has been
saved to

The data has been exported to
Ch\Users\lyndsay. wD0000\Documents\MergData\ MM-Clients-20180808

-113853.xds

Remember to note down this location as we will need it to create the mail merge document

7. Open a new Microsoft Office Word

document

8. Click into Mailings

9. Click into Select Recipients

10. Click Use an Existing List...

Use an Existing List...
Choose from Outlock Contacts...

Design Layout References Mailings

o 7

Se Edit Highlight Address Gree
EESIRIERISS Recipient List | Merge Fields  Bloch Lir
EZ  Typea New List... Writs

11. This will open your file explorer, locate the document we exported from

CareFree

12. When found, Word will give us the following prompt

13. Click OK

Select Table

? X

Mame Description  Modified

&=} MailMerges

<

8/7/2018 £3%18 PM  8/7/2018 :3%18 PM TABLE

Created Tvpe

First row of data contains column headers

ok || canca



http://knowledge.homecaresoftware.co.uk/lib/exe/detail.php?id=letters&media=2018-08-08_11h51_12.png

14. In the Mailings tab, use the Insert Merge Field to enter in what source
information you want on the document

Mailings =~ Review  View Help 2

s I (5 Rules~
S

5 ¥ Match Fields

Address Greeting
= Block Line (3 Update Labelg
Write & Ir D

RefNo
Surname
Forename
Title

DOB

15. Write up your letter using the merge fields to fill in the source
information

«Title» «Forename» «Surnames
whddress»
«Town»

wPostcode»

Dear «Title» «Forename» «Surname»,

Please be informed that our Christmas opening hours as follows:

Monday 24" December = 09.00AM — 13.00PM

16. If this document would need to used multiple times, i.e. monthly, the
document can be saved but ensure the document is saved as a Word
Template. Save the word document as usual but in the Save as
Type drop-down change this to Word Template

File name: | Christrnas Opening Hours.dotx v|

Save as type: | Word Template (*.dot) v |
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17. To run the mail merge ensure you have the correct merge document
open, go to Mailings

18. Click Finish & Merge

19. Choose the most appropriate option, we recommend to Edit Individual
Document to allow you to check over the merge

Mailings Review View Help P Tell me what you want to do

D B (3 Rules - @ M4 > M 'D_.,'
2% Match Fields [0 Find Recipient 5
Address Greeting Insert Merge Preview Finish &

v,
s Block Line Freld - F Results [*( Check for Errors Merge~
Write & Insert Fields Preview Results :‘E Edit Individual Documents...

[& Print Documents...

[ send Email Messages...

Merge to New Document ? X

Merge records

20. Ensure All is selected then click OK @i

() Current record

) From: | | To: | |

[ ok || Cancel |

21. The mail merge will then fill in all the merge fields with the exported
information we retrieved from CareFree

Miss layne

Dear Miss Jayne "

Please be informed that our Christmas opening hours as follows:

Monday 24" December = 05,004M — 13.00PM

Each page of the merge will be an individual source allowing each page to be sent individually \
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