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To start the Early Help pathway search for the and navigate to the demographics 
screen 
 
In the actions section click on the hyperlink Create a new Early Help Episode 
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The Early Help Pathway will now open 
 

 
 
 
Click in the round button for you as the lead professional  
then click on the grey “Assign” button  
 

 
 

The episode “Start Early Help Episode” box is 
blue this means this is the current piece of work 
you are completing. When you have finalised this 
piece of work the box will automatically turn grey 
and the next episode you need to start work on 
will be blue this is the same for each episode in 
the pathway. 
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In the Family Pathway make sure you tick/untick the relevant family members that 
need to be included in the episodes 
 
Click on the Start Early Help Episode Grey Button  
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The form opens – by the name you will see the  Flag has appeared this means 
an Early Help Episode is noe open, if you hover over the E is will give you details and 
date of what the flag is for. 
 
Complete details in each section as relevant on the Early Help Episode Form  
 
When completed lick on the grey Finalise button  
 

 
 
 
a new window appears click OK to confirm 
 

 
 
Click on the “Home button from the toolbar and navigate to your Task Tray  
Search for the person whose record you are in and click on the Early Help Episode – 
Obtain Consent  
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He following screen opens, tick in the created box and then click on the grey button 
“copy forward selected” this copies some information from the previous form into this 
form 
 

 
 
The consent form opens, work through the sections entering information in the 
mandatory fields, “date of consent”, “Consent decision maker”, “method of consent”,  
“related persons deciding on consent” – select each names as required by selecting 
and the click on the update button, “other person deciding on consent” – if relevant. 
 

 
 
 
 
When you are at the Consent restrictions section click on the hyperlink “Specify 
consent restrictions” 
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Alongside the green tick you will see that System Support and you as the lead 
professional have access to the record, DO NOT CLICK EITHER OF THE X BESIDE 
THESE NAMES  Underneath the line you can see Click here to add user department 
of group, if you click n this hyperlink you can give consent to relevant persons or 
groups.  
 

 
 
To find a professional Enter the surname and forename then click on the grey search 
button  
 

 
 
If the person is known a name or a list of names will appear, select the name of the 
person who needs access to the record  
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When the next window appears you select the grey button Confirm this will then add 
the person to the Access granted list. 
 

 
 
You follow the same process as above if you need to select one of the groups by 
entering in the group name, remember you can use the wild cards% or * 
 

 
 

When you have completed the consent record click on the grey  button  
 
Click Ok to confirm 
 
Navigate back to the task tray – the tasks here will remain in you task tray whilst you 
are the lead professional for this family 
 

 
 
 
Click on the Early Help Assessment link 
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Click on the grey Start Assessment Button 
 
 

 
 
If this is the first assessment Click on start blank, if It is a previous assessment you 
can select and copy forward answers from a previous assessment 

In this example the “Start Early Help 
Episode” and “Obtain Consent” 
Episodes have been completed and 
saved.  The boxes have automatically 
turned grey. The work you now need to 
complete in the pathway way are the 
blue boxes  
“Early Help Assessment” and “Active 
Early Help Episode” you will find the 
episodes in the task tray  

When you click on the Large Blue Box 
“Active Early Help Episode” you are 
taken to the secure area of the Early 
Help Pathway.  When details have 
been completed in this section, only 
people with the correct level of access 
will be able to view details  
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When the form opens you will see sections on the left hand side, work through each 
section of the assessment 
 

 
 
When you start the section “Whole Family Assessment” you will see there are six 
mandatory criteria questions, if you answer No the table does not appear however a 
score but still be entered.  If you select Yes the table opens, you will need to enter 
information into every box.  The last section “What needs to Change” any 
information entered into this section will copy forward to your Early Help Plan. 
 
 

 
 
When you have completed each of the 6 criteria at the bottom of the page the scores 
for each section have been automatically populated, these scores will populate the 
webstar 
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The last mandatory questions are in the additional information section answer by 
clicking in each of the yes or no circles  
 

 
 
When you have completed all the sections apart from “Managers Decisions” click on 

the grey finalise button at the top right hand side then click OK 
to confirm  
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Click in the circle of the relevant person to assign this assessment to and click on the 
grey assign button.   If this needs to go to a manager then select and send to the 
relevant Hub  
 

 
 
 To self authorise click on the grey authorise button  
 

 
 
If the assessment has been sent to a manager, the manager clicks on the Amend 
hyperlink to view and read the assessment completing the managers decisions 
section in the assessment  
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Once completed the manager clicks  finalise assessment then 

authorise then OK.  You are now able to open the Webstar from Standalone 
Forms- Please see separate USER GUIDE using Standalone Forms  
 
 
 
You are taken to the Decision’s tab in the Early Help Assessment – click on the Start 
button for the relevant outcome 

• Early Help Plan 

• Progress to Children’s Social Care (Step Up) 

• Continue with existing process (Re-start an assessment or plan) 

• Early Help Episode Completed (Close)  
 
To start an Early Help Plan Click on the Grey start button  
 

 
 
Click on the grey confirm button  
 

 
 
Click on the grey button to Start the Early Help Plan  
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Click on the copy forward selected button to copy from previous forms 
 

 
 
The Plan opens, you will see the information from the assessment has carried 
forward into the plan, enter the start date and complete the form making any changes 
to information as appropriate.  
 

 
 
In the meeting update section complete the details from the current meeting 
 
If this is the last meeting and you are closing the case you are able to open and 
complete an exit plan from here by clicking on the hyperlink Start Early Help Exit Plan 
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When complete select the grey button Finalise Plan  
 

 
If you need to complete an exit plan click on the hyperlink – this will then present 
another hyperlink with the date the exit plan is to be completed, click this hyperlink 
 

 
 
Click on the grey button - copy forward selected  
 

 
 
Enter the details in the exit plan  
 

 
 
In the outcomes section there is a hyperlink to the Start Strengthening Families 
outcome measures if you are closing the case you will need to complete this form by 
selecting and clicking on the hyperlink 
 

  
 
If you are not closing this case but Stepping down then click on the YES circle by the 
“Step Down to Early Help”  a new pop up appears – click on the hyperlink to select a 
manager to send the exit plan to for authorisation    
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When the plan is completed click on the button 
 
Now the plan is finalised there are three options to choose from. If work with the 
family has not competed select continue with existing process then click confirm, this 
will keep the record open for the next plan/review 

• Continue with existing process (Re-start an assessment or plan) 

• Progress to Children’s Social Care (Step Up) 

• Early Help Episode Completed (Close)  
 

 
This is also shown in the workers task tray this can be selected from here by clicking 
on the hyperlink  
 

 
 
If the episode is not opened from the task tray select from the decisions tab and Click 
on the grey button to Restart the Early Help Plan this will copy all details from 
previous plan into the new plan, apart from the meeting as this is new with each plan 
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Click on the confirm button  
 

 
 
Once confirmed the plan will be in the task tray and you can open and complete the 
plan. 
 

 

 
 
Click on the large Blue box in the pathway Active Early Help Episode a set of sub 
menus appears  
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You scan scroll on each tab: 

• Episode Details shows who the co-ordinator (Lead professional is) and a new 
consent statement can be launched from here  

• Personal Details show what is in the demographics page 

• Forms    – a)shows all forms that have been completed  
 

 
 

b) Any standalone forms that have been completed  
 

Please note for Standalone forms if they need copying to siblings this needs to be 
done manually 
 

 
 
   c) The ability to start a new standalone form  
 

 
When you click on the down arrow a list of standalone forms appear  
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Click on the form to be launched – the webstar has been chosen  
 

 
 
The form will appear in the box – click on the grey start button 
 

 
 
if there are siblings that need to be copied into the form then click on the 
consolidation tab at the top of the screen before you copy forward and tick who 
needs to be copied in 
 

 
 
Now select the Copy Forward Selected  
 

 
 
You will see all details have copied forward 
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Select the webstar section from the side bar menu 
 

 
 
You will see the scores have also copied forward and the webstar has been 
produced 
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Click  and then OK 
 

• Activities – Will show any cases that have been transferred to social care and 
any contact that have been opened/closed on the case 

• Involvements – Shows the following  
 

 
 

• Access -  shows who has access to the case- you are able to add access here  

 
 

• Case Notes –  Click on the bottom  link add case note 
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Enter a Contact Date – the date of the note 
 
Enter a contact type – select from the list  
 
Contact Regarding – click on the green arrow and include any siblings and tick the 
relevant boxes  
 
Reason for Contact – enter details here  
 
If there is not further need to add any more information or to restrict the case note 
select Finalise 
 
If you need to restrict access to the case note select Create and Close  
 

 
 
From the front screen of the case note click on the case note 
 

 
 
From the side bar menu select Restricted Access 
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Currently everyone has access to this record Click on the hyperlink Change Access 
to this Record.  If you want to deny access you would use the red cross X  section  
 

 
 
 
Search for a professional, department or group 
 

 

Click on the person/group/department- lick on the  button access has 
now been given, click on the OK- restrict Access button at the top left hand side. 
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A Document may need to be attached to the record for example written consent, 
anything with a signature on it or a report from another professional – Click on the 
link Create Attach / Document  
 

• Documents-  
 

 
 
Enter a Category and document type – click next 
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Click on the Browse button – this will take you to where you document is stored on 
your network drive – click on the document you want to save this will then bring the 
document back to the attach file click on the Finish button  
 

 
The document is now attached on the front screen you can click on this at any time 
and it will open the document for you  
 

 
 
 

• Services- Will show any services that being provided 

• Consent – Shows who has consent 

• Access Requests – will show any person who have asked for access 
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If you have finished working with your family start the Early Help Episode 
Completed step by clicking on the grey start button   
 

 
 
Enter the date and click the grey confirm button  
 

 
 

Click on the Grey Start Early Help Button  

 
 
Enter details in the Early Help Closure Record  
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When details have been entered select the  and click OK 
Select Assign to me by click on the circle by your name of select one of the hubs 
is this needs to go to a manager to sign 
 

 
 
 
Before a case can progress to social care the MAAF standalone form must be 
completed in the FORMS section of the Active Early Help Episode (Large Blue 
Box on the Pathway)  copy instructions as above (page 17)  
 
From the drop down select Multi Agency Referral Form   
 

 
Click on the boxes to copy forward from previous forms 
 

 
 
Complete Each Section of the form  
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When the form is complete Click  and click OK to confirm  
 
The form is now completed 
 

 
 
Click on the decision tab  
 

 
 
 
Click on the start button to Progress to Children’s Social Care  
 
Enter date and click on the confirm button  
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Tick the forms that need to be copied forward  
 

 
 
Click the copy forward grey button – the forms are then transferred into the 
transfer form –  
1) select the forms that need to be transferred to Social Care 
2) Select any case notes that need to be transferred 
3) Select forms that need to be transferred – You must transfer the Multi Agency 

Referral form, if this does not appear in the list then you have not completed or 
finalised it.  
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Click on the consolidation tab and tick any other siblings to be included in this 
transfer 
 

 
 
 

Click  the case has now been transferred to Social Care  
 
 
 


