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1. Create a new Adolescent Development Service Referral  
  

This Help Guide explains the process of making a referral to the Adolescent 

Development Service (ADS) from the EHM system.  

Search for the record of the child young / person to view their demographics page. 

Click the Create a new Adolescent Service Referral link:   

 

The Start Pathway box will appear. Enter the start date and click start: 
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Please note: if relationships have been recorded on the system for the adolescent, the 

Family Pathways pop up box will appear. The ADS service does not accept grouped 

referrals, so each child needs to be referred individually. 

Click the tick next to the listed relationship to deselect any related persons so they are not 

included in the grouped episode.  

 

  
 

Check the start date and click on Start: 

 
 

The next step is to choose to assign the referral to a team or individual. ADS referrals 

should be referred / assigned to yourself. Select the Assign to Me option. Enter an 

optional comment, and click ‘Assign’:
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The task will open automatically as shown on the next page. This is how it will appear in 

the assigned worker’s work tray. Click the task to open it and begin work: 

 

 

Select the ‘Create a new Adolescent Development Service Referral’ button: 

 

The system will advise if there are any previous enquiries for the subject and whether you 

have the option to copy them forward. In the example below, the only option is to select 

‘Start Blank.’ 
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2. The ADS Referral form / task 
 

Enter the required information: 

• The date the referral was received. 

• Select a radio button to indicate who is completing the referral / how it was 

received: 

 

Complete each section down the left-hand side of the form. Please note, any questions in 

red text are mandatory: 

 

Once all the pages / sections of the form are completed, select Finalise Enquiry: 

(Please note, it is advisable to click Save regularly while completing forms.) 
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The form will be automatically sent to the Group ADS New Referrals (EHM) tray for 

authorisation / decision making: 

 

 

The approver will pick up the task, open it, and check through the sections / pages. An 

additional section / page ‘Referral Outcomes’ will appear. The approver can record 

their decision / outcome here.  

(Please note, an outcome decision of No Further Action will result in the, the workflow 

automatically closing.) 

 

Finally, the approver must select Finalise Enquiry.  
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The approver can then Authorise or Request further information. 

 

 

The ADS referral will be returned to the assigned worker and appear as below in their 

work tray: 
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3. The Active ADS Episode Task  
 

Click on the ‘Active ADS Episode’ task to open it: 

 

 

The decisions tab will open. Two outcome choices will appear. Enter the date of initiation 

or completion and a reason for the decision, then click the Start button for the chosen 

outcome choice: 

 

 

Please note: Where the chosen outcome is End Adolescent Development Service 

Episode, the workflow will automatically close.   
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Having selected to refer the case Stronger Families, enter a date and reason for 

decision.  Select Confirm to proceed: 

 

The following screen will appear: 
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In the assigned worker’s work tray there will now be two tasks: 

 

 

4. Targeted Support Programmes - Refer to Stronger Families task 
 

Select the Targeted Support Programmes – Refer to Stronger Families task from your 

work tray to open it. This is the transfer record: 

 

 

You have the option to copy forward answers from previous documents / forms. Tick the 

forms you would like to copy forward and click Copy Forward Selected or click Start 

blank to begin a blank form: 

 

Complete the boxes and enter the name of the manager who has agreed to accept the 

case by clicking on the blue link: 
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Select from any contacts listed or use the search options down the left-hand side of the 

screen.  

 

Click confirm to select the chosen manager: 

 

For further guidance on searching, please refer to the LCS Searching guide on the 

intranet. 

Complete all the pages / sections of the form listed down the left-hand side: 
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Once all the sections are completed, select Finalise Record. 

 

Click OK to confirm: 

 

Select a team to authorise the ‘Targeted Support Programmes Transfer to Stronger 

Families’ task.  Add an optional comment and click Assign: 
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The task will appear in the work tray of the chosen approver, who must click the task to 

open it, review the form and choose to approve or request further information. 

 

The form will open. An extra section entitled: ‘Manager Decision’ will appear on the left-

hand side of the form.  

The approver must indicate their decision from three options.  

They must add text in the ‘Management Oversight’ box and enter the date the transfer 

record was completed: 

 

Finally, the approver should click Finalise Record: 
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The task will then need to be approved. The approver can select the blue link to view or 

amend the task and then decide to either Authorise or Request Further Information: 

 

 

5. The Early Help Episode 
On approval, the Targeted Support Programmes task will trigger an Early Help Episode. 

Select the team tray / worker you wish to assign the Early Help allocation task to. Click 

Assign: 
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The Early Help episode task is triggered and appears in the assigned work tray as below.  

Click on the Early Help Episode Allocation task to open and begin it: 

 

 

Any recorded relationships to the person will be listed. De-select any relationships that 

you do not want to be included in the Early Help Episode by removing the tick(s). 

(Relationships can be updated by using the blue ‘click here to update relationships link.) 

Click Start Early Help Episode: 

 

The copy forward option will appear.  If no forms are available to copy forward. Click on 

Start Blank: 
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The Stronger Families Episode Record will open. Further guidance on this process can be 

found on the intranet: 

 


