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Welcome to the HFI
User Guide

HFI allows our team to manage attendance
and behavior incidences from local schools.

For quick navigation of the guide,

click on any of the headers within
the table of contents!
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The HFI Process

The HFI process begins when a student is referred to the HFI/DA Office either through the case
management system or by direct referral. In the case management system, this is coded as
“new offense”.

If the “new offense” involves unexcused absences, a warning letter, email, and/or text message
is sent to the parent/guardian. While each circuit sets its own threshold for unexcused absences
that trigger a new offense based on unexcused absences, early intervention remains the most
effective approach. After the warning is sent, the case status is then updated from “new offense”
to “closed.” In some cases, if an immediate need is identified, the case may be moved to the
assessment / “in progress” stage rather than being closed.

If the “new offense” involves discipline violations, a warning letter, email, and/or text message is
sent to the parent/guardian. The case status is then updated from “new offense” to “closed.” In
some cases, if an immediate need is identified, the case may be moved to the assessment / “in
progress” stage rather than being closed.

If unexcused absences and/or discipline violations continue after the warning, an “assessment
letter” is sent inviting the parent/guardian and student to meet. At this point, the case status is
changed from “closed” or "new offense” to “in progress.”

If the parent/guardian declines the assessment meeting, the case status is updated from “in
progress” to “closed.” If the parent/guardian agrees to meet, the case status is changed from “in
progress” to “active.”

Once the case is “active”, referrals for immediate needs may begin. The case officer should
conduct interviews and/or home visits with the family and the initial North Carolina Family
Assessment (NCFAS) is completed. Three priority areas for intervention are identified.

An Individual Intervention Plan (IIP) is then developed for the student and family, with referrals
coordinated through the Interagency Team (IAT). The case officer provides the family with the
IIP and all relevant referral information and continues to monitor progress through “follow-up”
communication to ensure services are being utilized.

If the student and/or family demonstrate sufficient improvement, the case officer completes a
“closure” NCFAS, and the case status is updated from “active” to “closed.”

If insufficient progress is made, the case officer completes a “reassessment” NCFAS. The case
is then returned to the IAT to revise the IIP and referral plan, and monitoring by the case officer
continues.



The HFI Process
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Home

When opening the HFI solution, a dashboard will display unexcused absences

and violations/infractions for your district, including cases that are assigned to

YOU as a case worker.

Each student’s information is downloaded from ALSDE for each academic

school year weekly so you have the most up to date information on students in

your district.

Each case is assigned a status of New Offense when it enters the system.

Dashboards will update in real time.

@ Helping Families Initiative (@) Home B cases & Admin

Welcome back, Mitzi

My Cases

10,680 n 66 1,848

My Tasks

FollowsUp: Note

Follaw-Up: Note

NCFAS-G Assessments

Attendance [ Violations

My Tasks for follow up messages will display Case Notes that need to be

readdressed at a later date for each case officer.

If the case officer has partially completed a NCFAS-G, the system will alert you

of incomplete assessments.

You may also filter the Attendance/Violations bar charts based on different

status of cases.



NEW OFFENSE 10,680 IN PROGRESS 21 ACTIVE 66 CLOSED 1,848
View Cases - View Cases View Cases View Cases
My Tasks
Faollow-Up: Note 8/2026
Follow-Up: Note 2/28/2026
NCFAS-G Assessments

No pending NCFAS-G Assessments.

Attendance / Violations

| MEW OFFENSE IN PROGRESS ACTIVE

CLOSED

PENDING |

Hovering over the green bar graph will display the number of cases in that

category. A list of cases based on the green bar will display once the green bar

is clicked.

3 UAs

® Cases 1,465

3
3 UA
3 UAs
® Cases 1,465
| 3 UA



Case List View

A list of cases will show up for the Unexcused Absence count you chose. The
list of cases can be filtered or letters printed from the application at this point.

@ Helping Families @ Home B3 cases ® Admin )| (R

.
AllCases 1ac: 0selected it o 5 P

Abernathy, Westen Dakata
ABRAM, MARQUEL HENRY

Abuhussein, Yazan

The Case List view will allow you to choose several options for searching and
printing letters. The “Search Cases” bar will allow you to narrow quickly down
to one student in your list.

The “Search” at the top right will search across all students in your district.

To use “Filters” will narrow your search even more based on a school and other

criteria.
@& Helping Families @) Home 3 Cases & Admin MH
AllCases a5 0selected 3 m
Clicking the “Filters” button will display multiple Advanced Filters x
filters you can use to narrow your search in the —
application.

Date Created

Date Clogad

Date of Birth

Sehool System
schoal

Zip Code
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Actions

The “Actions” button is where you will choose whether to send a letter, email or
text to your families.

@ Helping Families @ Home [ Cases (D Admin anaw MM

Aernathy, Werten Dakata

ABRAM, MARQUEL HENRY

To batch print letters, send emails and/or text to ALL students in a list of cases,
click the “All Cases” button. Once that is chosen, go back to the “Actions”
button and choose which method you plan to use for contacting parents.

DAI!Cases 165 0 selected iters ) (0 Retresh ) Action
(&) AncCases .. ! Filters ) Refresh Actions (A + Add

All 1,465 cases matching your filters are selected

All letters, emails and texts can be sent from the
system. Team Leaders can update the Case

& Print Attendance Warning
status for a group of students and a list of & Print Violation Warning
students can be exported to send to Attendance @ Print Assessment Letter
Oﬂ:l cers & Print Custom Letter

. . B Email >
Team Leaders will be able to reassign cases from 5
Text ¥

this area as well.

£ Update Case Statuses

[«

Export As... >

% Reassign Cases

11



Adding a Case

If you don't find a student in the application, you can create a case with the

information you have available.

& Helping Families Initiative @ Home [ cases $3 Admin ek MH
All Cases o055 0 selected % Filters 2 Refresh Actions + Add
Once you hit the “+" button, begin e
completing your information. mats o
Student State ID *
If unknown, enter a random 10-digit identifier
First Name *
Middle Name
Last Name *
School *
Cancel
B il
If the student number is
Create C b4
unknown, create a mock Student .
. y d *
State ID until the student's e e b
number is found. We suggest 019MH001234 2
using your circuit number, case First Name *
officer initials, “00” and 4 more i
d |g |ts Middle Name
Test
Last Name *
Case

School *

Abrams Elementary School

12



Once the student has been added, Guardians can be added.

Mitzi Test Case
Assigned To
Status IN PROGRESS

7 Edit

NCFAS-G P Documents

Guardians School

Checklist IAT Meetings{Journal

Overview

Guardians

Name

Jane Case

Phone

(205) 837-1318

Case Detail

Overview

Email Address

A student’s overview will provide multiple data points for a case officer to

review.

Assigned To
Status CLOSED
Bedsonfer Administrative error
Closure
\.
{ actions ~ # Edit
y
Overview Guardians School
Test Case #1
1773074925184

Attendance/Violations:

undefinedundefined

Case officers will be able
to send a letter, email or
text for individual
students.

NCFAS-G e IAT Meetings/Jourmnal Documents

Assessment Checklist

Journal Show system notes

Nicolas Cheatwood changed case status from "In Progress” to

“Closad".
NG Nicolas twood - 415202
Testing bulk close cases -NC
Nicolas Cheatwood changed case status from Closed to In
Progress,
Ne : &
Assigned To Ms  Myesha Snow X
Status CLOSED
Reason for n
Closure }
Actions [ 7 Edit
/
Letters
15 Sehool Attendance/Violations Assessment Checklist NCFAS-G 114 IAT Mee
S Print >
& Email b4 Journal Show systen
O Text » & A )
Myesha Snow 31/2026 1:21 P
MS tyesha 1/2026 1:21 F

Myesha Snow changed status frc
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4 Myesha *

NEW OFFENSE

In addition, you may edit the “flags” for each student so that they display on
their Overview. If the student or parent is in Active Status, their case will be
closed for HFI.

Edit Student X
Student Demographics Contact | Flags
504 Plan Diagnoses/Medication Retained
IEP Plan Honor Roll Active Juvenile Status
ELL Free or Reduced Lunch Active Guardian
cution
Homeless
Cancel @
L y
Edit Student X
Student Demographics Contact Flags
504 Plan Diagnoses/Medication Retained
|EP Plan Honor Roll Active Juvenile Status
b4 ELL Free or Reduced Lunch Active Guardian

Prosecution

L4 Homeless

Flags chosen will display on the Overview tab for a student.

504 PLAN IEP PLAN ELL HOMELESS DIAGNOSES/MEDICATIONS FREE OR REDUCED LUNCH

& Edit

Assigned To
Status NEW OFFENSE
Overview Guardians School iolation: Checklist NCFAS-G 114 IAT b i Journal o

If Active Juvenile Status or Active Guardian Prosecution are chosen, the case
will close automatically unless someone changes the status manually.

Journal Notes

If Active Juvenile Status or Active Guardian Prosecution are chosen, the case

will close automatically unless someone changes the status manually.

14



Overview Guardians School AttendanceViolations Assessment Checklist MNCFAS-G (4 IAT Meetings/Journal Documents

Mitzi Test Case Journal

019MHO01234 [

Once clicked, you can add a case note,

Not X
change the date of your note and -
Date *
choose a tag to document for o
03/11/2026 09:14 AM
reporting. All case notes need a tag for Note -
accurate re PO rti ng. After a phone call with mom, | met with the family today at

their home fto discuss the NCFAS-G Assessment.

Tags *

Case Note X Home Visit X Phone Call X

To create a follow up date or copy a note, you click the three dots to open this
menu.

Actions ? Edit

& Edit
ndance/Violations Assessment Checklist NCFAS-
4 Create Follow-Up
@ Copy
Journal
Show system notes ¥ Export
Test Note....

Clicking on “Create Follow Up" allows you to set a date and topic for all follow
ups. Follow ups are recommended for every note.

Create Task X

Title *

Follow=Up: Note

Due Date

Description

Test Note....

Cancel

15



Clicking on the “Copy” button, will allow you to copy a note to one or more
students. Each student must be chosen individually.

Copy this note X

Copy to Case *

Choose where to put the copy

r

TEST X

Case #1, Test
Case #2, Test

I Student, Test

Only one case at a time can be chosen, but the note can be copied to another

student’s case file.

To copy to another student, simply open the three dots again, choose “Copy”
and you can choose another student who will receive a copy of the note.

Copy this note X

Copy to Case *

Choose where to put the copy

Case #1, Test X <

Cancel Copy to this case

Once the note is copied, a dialog will display at the bottom of the screen which

will take you to the case that received the copy.
Note copied
Your note was copied successfully. Click here to view.

If a note is critical to a case and you want it to ALWAYS populate to the top of
your list of notes, click the “pin” icon and the note will display first.

Journal

Show system notes | & Export | + Add
. /’

Mg  Myesha Snow - 5/19/2026 2:26 PM b

Myesha Snow changed case status from
"Mew Offense" to "Closed".

16



Guardian

Guardians are provided by ALSDE, but if you have additional information, you
can edit and/or add a guardian.

Overview Guardians School iolation: Checklist NCFAS-G (1 IAT Meetingsf/Journal Documents
Guardians + Add
Name Phone Email Address
4008 Case (205) 837-1318 mitzi@mossrock.cor AODRESS LOCKED [3
2etings/Journal Documents
Z Edit Guardian
@ Update Address '
ress O Remove Guardian

- ADDRESS LOCKED

17



Editing a guardian, allows you to set

the primary guardian and also to lock EdEOUardin

the address of the family. First name *

Jane

Last name *

Case

Phone

+12058371318

Email

mitzi@maossrock.com

Relationship

Mother

n Primary Guardian

n Address Locked

Prevents ALSDE edits to this address

School

The School tab will display a student’s school history.

Status IN PROGRESS
Overview Guardians Attenc iolati Checklist NCFAS-G e IAT Meetings/Journal Documents
School Start Date End Date

Abrams Elementary School
Bessemer City

3(5/2026

Attendance/Violations

The Attendance/Violations tab provides a detailed attendance and behavior

infraction history, as well as correspondence sent to a family.

Overview  Guardians  School ‘ AttendanceViclations J Assessment t Checklist — NCFAS-G P AT MeetingsiJournal  Documents.

Attendance (9)  Infractions (0) Truancy (0) Correspondence (1) History (0) ‘

Code Date School Unexcused?
UA 114/2026 sty A uNExcusED
ua 121192025 gessemar.City Midche 5chod UNEXCUSED
uA 12/4/2025 cmlhdicea s UNEXCUSED
uA 10/30/2026 Selisn Sl iidie el UNEXCUSED
uA 10/27/2025 esamer ¢ Bliddieseht UNEXCUSED

nnnnnnnnnn

18



You can choose the academic year and be

ce (0) History (0)

able to print a list of absences and/or

Academic Year

violations. : | (& prnt

The date and time the correspondence is sent displays. If you need to reprint a
letter, go to the Documents area.

Overview Guardians School Tolati Checklist NCFAS-G 113 IAT Meetings/Journal Documents.

Attendance (9) Infractions (0) Truancy (0) Correspondence (1)  History (0)

Correspondence Date Action Type Sender

3(5/2026, 2:14:47 PM Print Assessment Letter MH  Mitzi Howard

Assessment Checklist

The Assessment Checklist will help make sure all items for a case are
completed.

| AttendancefViolations Assessment Checklist NCFAS-G 1P IAT Meetings/Journa
Juvenile Status Check Parent/Guardian Criminal History
Parent Interview Child Interview
Education Records Review School Personnel Interview, if available
NCFAS-G Intake Assessment scored IIP with 3 Problems Developed
IIP reviewed with Parent/Guardian IIP reviewed by |AT
IIP Implemented All Referrals Documented
Utilization documented Weekly Monitoring Documented
Case Closure Documented NCFAS-G Closure Assessment Scored
Review with Case Supervisor Supervisor Approval Documented

NCFAS-G

NCFAS-G tab present the Overview and all Assessment choices. An Intake
Assessment will be the place to start.

Overview Guardians School Checklist NCFAS-G

P AT Meetings/Jowrnal Documents

Overview Overview

Intake
~  Environment
Reassessment

Plesiira Subdomain Intake Reassessment Closure Change

History Housing Stability

Safety in the Community
Environmental Risks

Habitability of Housing

19



Choose “Intake” and press the “Add” button to begin an assessment.

Overview Guardians School At Violation: 1t Checklist NCFAS-G P IAT Meetings{Journal Documents

Overview Intake

Intake

Reassessment

Closure
~ Parental Canabilities

o Get Started  —— @ Environment ~  Parental Capabilities ~ Family Interactions 4

6 Youth Well-being 7 Social/Community Life 8 Self-Sufficiency 9

Environment 0
Housing Stability
N/A +2 <1 0o -1 -2 -3 UK

Safety in the Community

NIA +2 <1 Qo A1 -2 -3 UK
Environmental Risks

NIA +2 <1 Qo A -2 -3 UK
Habitability of Housing

NJA +2 1 Qo -1 -2 -3 UK
Learning Environment

NJA +2 Qo o -2 -3 UK

All scores on a subdomain can be set.

N/A v Set All Scores

0 N/A +2 +1 0 -1 =2 -3 UK

Clicking the “I" icon next to each domain and
subdomain will display an explanation of how to
score each domain.

Family Safety 5 Child Well-being

Family Health (]l Review & Submit

Clear Scores

Environmen .

Score Definitions /j
Environment

Clear Strength

Refers to family receiving very high ratings in the following
areas: housing stability, safety in the community, environmental
risks, housing habitability, and learning environment.

Baseline/Adequate

Refers to family experiencing a few minimal issues in the
following areas: housing stability, safety in the community,
envir risks, housing t ility, and
learningenvironment. However, issues do not interfere in
family's ability to function, and issues do not need to be
addressed. Some minimal challenges may be due to or made
worse by poverty-related issues rather than skill or attitude of
caregivers

Serious Challenge

Refers to family receiving very low ratings in the following
areas: housing stability, safety in the community, environmental
risks, housing habitability, and learning enviranment.

20



Once all domains and subdomains have been completed, choose “Review and
Submit” to see all scores before you cursor to the bottom of the screen and
choose “Complete Assessment.”

Transportation -1

Family Health UK
Parent(s)'s/Caregiver(s)'s Physical Health UK
Parent(s)'s/Caregiver(s)'s Disability LK
Child's Physical Health U«

Child's Disability UK

Child's Mental Health Lk

Family Access to Health/Mental Health Care L

it & Previous B Complete Assessment

Once completed, the scores for the domains will be displayed on your screen
in the Intake area. The green dot next to Intake indicates an assessment has

been completed. You can also review the scores in the Overview.

Overview Guardians. Schooil Checkiist NUFAS-G (I 1AT Meetings/Journal Documents

Overview Intake

Intake «

[— -~ Environment 1
Closure Subdomain Score
History Housing Stability A 2 +1 o @& -2 3w
Satety in the Community WA 22 <1 o @ -2 -3
Environmental Risks NA +2 +1 0 o -2 -3 UK
Habitability of Housing NfA +2 +1 0 o -2 -3 UK
Learning Environment N +2 +1 o o -2 3 UK
~ Parental Capabilities UK
The up and down carats
will allow you to view ETEI O
. . nt
each subdomain and its Subdomain niake P
scores. Housing Stability -1
Safety in the Community -1
Environmental Risks -1
Habitability of Housing -1
Learning Environment -1
Overall -1

Parental Capabilities




1P

To create the |IP, choose the add button and, for completed NCFAS-G
assessments, choose from the “catalog" of domains and subdomains.

A custom goal can also be created if needed.

Overview Guardians School Attendance/Violations. Assessment Checklist MNCFAS-G (13 IAT Meetings/Journal Documents

Goals  Referrals  Notes

Goals B prid + Add
Goal Referral Date Referred Follow-up Date Services Provided u -
@ Custom
Choose a subdomain o —— =
to create the Goal. sout NCFAS
Score

A. Environment - Housing Stability

A. Environment - Safety in the Community

A. Environment - Habitability of Housing

Once selected, a referral to one of the Community Service organizations can be
added.

o

Goal Referral Date Referred Follow-up Date Services Provided Utilization

Present housing i not thestened. l:|

Creating a referral, allows for

Referral e

multiple services provided by a

Services Provided *

Adult Mental Health Services X

single organization. A drop down

Child Carefafter School X x z
of the circuit's Community Ghlkrote Servioss
Service organizations is provided. ko e

MCDA HFI Community Resource List
|t IS lmportant for reportlng Date Referred * Follow Up Date
purposes to include who the el
service is for, the referral date, a vilizedz”

Yes No Unknown o Referral
fO| |OW date, etC Referral For
© Family Guardian Student None

22



Once Goals are chosen, create Referrals and set Follow Up dates to confirm

of the Referral.

Overview Guardians School

Goals
Goal

Present housing is not threatened

IAT Meetings/Journal

Follow-up

Checklist NCFAS-G I3
Goals Referrals  Notes
Date
T
Referral referred

Community Action

Agency of

Northeast AL

Refers to caregivers” occasionally planning tme for learning activities.

Caregivers do not actively seek out constant involvement with children’s
scheol, but make time available as requested. Some age-appropriate games

or toys are present.

ABC Kids-Tracing
and Phenics

4)8/2026

4/8/2026

Date

4/24/2026

4424/2026

Document

ts

Services Provided

Housing

Job Training/Suppent

Education Support

Utilization

HEFER.

use

The Referrals tab displays each Service Provided and allows edits to show the

Service was “Utilized."

Overview Guardians School
Referrals
Domain Services Provided
Addiction Treatment
Housing
A
Job Tralning/Support
A Education Support

Checklist

Goals

Agency

Fall
Community Action Agency of Martheast AL

ABC Kids-Tracing and Phonics

Referrals

NCFAS-G

Notes

113

Follow-up Date

Af2[2026

4f24/2026

4j24/2026

IAT Meetings/Journal Documents

Referral For Date utilizatien
3312026 REFERRAL

Family 4/8/2026 REFERRAL

Family 482026 VE

From either the Goals or Referrals tab, the Individual Intervention Plan (lIP) can

be printed.

Overview Guardians Scheol
Referrals
Domain  Services Provided
Addiction Treatrent
Housing
A
Job Training/Support
A Education Suppart

Checklist

Goals  Referrals

Agency

@m

Community Action Agency of Northeast AL

ABC Kids-Tracing and Phonics.

NCFAS-G

Naotes

[

Follow-up Bate

4/2[2026

4424/2026

4[24/2026

IAT Meetings/Journal

Referral For

Family

Family

Documents

& print | + Add

Date Utilization
31312026 REFERRAL
482026 REFERRAL
4f8/2026 ES

In addition, Notes regarding the |IP can be added here to keep confidential or

make public.

Overview Guardians School

IIP Notes

Checklist

Goals

Referrals

MCFAS-G

Motes

[

IAT Meetings/Journal

Documents

23



Adding an IIP Note, the date, tag and note
M *
are required. If you want to make a note o

Date *

113 . n
Public,” you can choose the Advanced P ———

area. _—

Review educational goals with your case officer and your
teacher

HELPING FAMILIES INITIATIVE
Indtial Individualkized ntervention Plan
Autauga, Chilion, Elmore Countes [y

€1 Rotisuon

Tags *

Please provide one or more note type

OVERVIEW IIP Created >
STUDENT PARENT F GUARDIAN

~
w

Test Case #1 Test Ciuardian #1

REPORT BATE Advanced
AR2026

GOALS & REFERRALS

Cancel
BoMAN SUBSCALE DBATE REFERRED
A Bavimonment Hlousing Stabilicy ARG
REFERRAL
Comeminity Action Agency of Nonthest AL - Housing, b Training Suppon
aaAL
Prescni bousing is nof ihreaicncd.
oA sunscALE GATE FEFERRED Note e
A, Bsvironmssn [ — R
REFERRAL
ABE Kids-Tracing and Phosics - Education Support Date *
aaAL
Refe -~ o o B HEC V. Carnpineed il Aol vl 098 o 04/08/2026 08:46 AM

il vemert with childns s hool, bt make time availabl s roquestod, Some apc-appmpriats games of oy an: presonl
Webnite: Froe Bucston App Mote *
Review educational goals with your case officer and your
OTHER REFERRALS teacher

211« Addiction Treatment

Phome: E58-421-1266
Emal info# I | vonsecusdabama oo

Tags *
Please provide one or more note type
IIF Created x >
Advanced A
@ Visibility

Wibsise: 71 | conmectratahama org
Addreas: Mostgomeny AL 36107

@5 Public

Enable this option on printed reports
SIGNATURES
Case Worder Farent/Giussdisn Daie Cancel Save
NOTES

ARD006 - Wizl Howard
Review educationad goals with your case oficer and your teacher



IAT Meetings (Under Development)
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Administration
Documents

Documents will display all letters, texts and emails sent and can be recreated

using the 3 dots if needed.

Heason ror

Administrative error x
Closure
7 Edit
Overview Guardians School Attendance/Violations Assessment Checklist MNCFAS-G ne AT Meetings/Journal Documents
(‘b Drag files here or click to browse...
Filename Uploaded At Type Size
s} t 3/9/2026 12:00 PM 1i if 29kB
D ng T 3/9/2026 12:02 PM U if 3kB
Size
n/pdf 351.3 kB
n/pdf ]
I} 3% 4, Download
T Remove

Users

The Administration module contains details for the circuit that are primarily
handled by the Team Leader.

7 N
@ Helping Families Initiative @ Home B Ccases k@ Admin | O More ek MH

)

> Users

A, Users B Circuits (@) School Systems £} Schools @ Community Resources B contacts IAT) <& Services. B Templates

£ Sessions

Users £ Compose Email + Add

Name Email Phene Role

ay Meyda Vilegas

April Rocker

AR " fialabama.con 4 1078 TEAM LEADER

Azaria Parker
BB .Birbara Bruce

 Becky Bearden

Becky Cox

8888888}

pL  BessieLove



Use search to find a particular team member or list of team members. Emails

can be sent to all team members. Each user must have an email address.

Choose Add to add a new team member.

B, users P Circuits (@) SchoolSystems &b Schools @ Community Resources  [B] Contacts (1AT) & services [ Templates

£ Sessions

Users

Name Email

AV .NE\'!?EVI"EQBS.

AR Ap(ll. R.cu;ker )

Add all of the details for this user,
including a phone number if you plan to
use the Case Officer phone number in
your letters.

Choose 3 dots on right and “Reset
Password.” Provide a password of at least
8 characters and a special character, not
including the User's Name.

Always reset the password and provide it
to the User.

Phone Role Active?
TEAM LEADER [ O]
TEAM LEADER O]
Add New User
First Name *
Cage State
Last Mame *
Admin 3
Email *
SURPETE2@Mossrock.com
Phone
Role *
Circuit *

@ |:

/ Edit Info

3h Manage Schools

-] Signin as Case

@ Reset Password

[J Remove

27



To assign your user to a list of schools, go to the
Manage Schools.

@@

Z Edit Info

£h Manage Schools

2] Signin as Case

@ Reset Password

J Remove

To make a school active, click on the toggle button and the school will become

active.

Manage Case's Schools

Q

School

Abrams Elementary School

Acceleration Day and Evening Academy

Circuits

Circuits will house details about each circuit.

& Helping Families Initiative (@ Home B cases & Admin & More

> Administrat * Circuits

=
2 users | A Circuits l School Systems &b Schools @ Community Resources B contacts (14T)

L2 sessions
Circuits
Circuit HFI Contact District Attorney
Programs in Development Froarams in Development
§5T &

State Support Team  State Support Tear

Choctaw|Clarke/Washington Counties DA

0 OF 614 ACTIVE

Active?

& Services B Templates

Signature

~signature I:l
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Details on the school can be provided choosing the Edit button. Also, a list of
school systems and schools within the circuit will be displayed.

The Edit button will allow you to upload an image of your District Attorney's
signature. The image for the signature must be in the acceptable file types.
Acceptable file types include: PNG, GIF, JPG/IJPEG, SVG, WebP, AVIF, HEIC, and
HEIF.

A PDF will not work currently.

£ Edit
C.L, 2H - View School Systems
C]_ W Az SAamaill coam
View Schools
Scott A Fii|
SA ' o }axbeijaﬂ-v

Once edit is chosen, click and choose the image you want to use.

Email

Phone

+1-256-351-4610

Signature

Counties

A new section, Counties, will allow you to track your Community Resources for
each county that is served.
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2 Users é) Circuits 0 Counties Scheool Systems m Schools @ Community Resources

@ Contacts (IAT) & Services @ Templates P Sessions

Counties

Q

Name Circuit

ACME County 999: ACME County

Autauga 19: Autauga, Chilton, Elmore Counties DA
Calhoun 7: Calhoun & Cleburne DA

Chilton 19: Autauga, Chilton, Elmore Counties DA
Cleburne 7: Calhoun & Cleburne DA

Choose the add button to add the counties. You can also search for counties in

the search bar.

2, Users B Circuits School Systems @} Schools @ Community Resources

[E contacts (IAT) <2 Services [B) Templates /2 Sessions

Counties + Add

Q

Name Circuit

ACME County 999: ACME County

Autauga 19: Autauga, Chilton, ElImore Counties DA

Add the county name and save.

2 Users & Circuits 0 Counties School Systems £ schools ® c

@ Contacts (IAT) & Services @ Templates ﬁ Sessions

County Name *

Autauga

Circuit *

19: Autauga, Chilton, Elmore Counties DA

School Systems

School systems can be added along with the contact information for the
Superintendent and Attendance Officer.



2 users B Circuits [ Counties  [E] School Systems @ Schools

£ Sessions

School Systems

System

School System System Email hose

ACME Schoals
Albertville City 101
Anniston City

Auburn City

The 3 dots will allow you to
edit the school and mark

t#1
Whethel’ the SChOOl |S “ACtive" t@mail.com

and HFI has a “Signed MOU."

Manage Contacts allows you to edit and
add new contacts and View Schools will

show you the list of schools involved.

/ Edit

B Manage Contacts
Barber

rber@auburnsc

{3 View Schools

@ Community Ressurces

Superintendent

Acme Contact #1
AC

uR  Bart Reaves

AOD

JP

E comacts AT} 8 Services  [B Templates

Attendance Officer

Attendance Officer
A

Jardan Phillips
® o berth

Joy Barber
1

Attendance Officer

acme+ao@r ssrock.com

£ Edit

E Manage Contacts

& View Schools

School System Name *
ACME Schools

School System Code *
O99TEST
Circuit *

ACME County

Email

nick@mossrock.com

Phone

+1(205) 470-4929

Street Address

101 ACME Street

City State
Birmingham AL
Active?
Signed MOU?
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Bart Reaves

Jordan Phillips

Clicking the View Schools will take
you to the list of schools for the
system chosen.

/ Edit

B Manage Contacts

View Schools

Schools

Schools section includes all schools in a system and new schools can be added

if necessary.

» Schools

B users B Circuits [0 Counties [0 SchoolSystems & Schools @ Community Resaurces

£ Sessions

Schools

School Cireuit

AU Y ESUCALIOR Lanipt Lee County District Altorney

Auburn High School Lee County District Attorney

Auburn Junior High School Lee County District Attorney

# Edit

Edit Contact

First Mame

Jordan

Last Name

Email

jor Lorg

Phone

+1256€

Role
Administrator

o Attendance Officer
Primary
Superintendent

System

B contacts (1AT) B Services B Templates

Email Phone
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Information can be added to

School Name *

each school. oy s

School Cade *
0005

School System *
Auburn City

Streat Address

city

Active?

State

Community Resources

Community Resources houses ALL agencies that serve families in each circuit.

» Community Resources

&, usws  ® Circuits (D Counties  [@ School Systems & Schools l @ Community Resources | [E Contacts (1AT) & Sorvices [ Templates

£ Sessions

Agencies

Name Contact

100 Black Men of Greater Mobile

100 Black Men of Metre Birmingham Mentoring
15t UMC

2-1-1 First Call for Help

m

Each resource can be updated/edited.

Cireuit

Services Provided

Mantoring

Basic Needs/Emergency Assistance

Basic Needs/Emergency Assistance

Basic Needs/Emergency Assistance

Childron's Services

Rl MasdsFmarnnney Lecktanna

istance

/ Edit

@ Visit Website

istance

T Remove
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Community resources allows you to choose the county(ies) involved and what
services are provided.

& Sessions

Agency Name *

100 Black Men of Greater Mobile

Cireuit
13: Mobile County DA

Counties Served

Mobile County %

Services Provided *

Mentoring X \

Addiction Treatment

Adult Mental Health Services

Basic Meeds/Emergency Assistance
Child Care/After School

Children's Services

Childrens Mental Health Services

P imiAlankal Edimatinn

Community Resource phone numbers and web addresses need to have the
following format. Phone numbers should include +1 before the area code and
the website link should include https:// before the web address.

]

Strest Asdren
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contacts

Contacts for all roles in agencies and HFI can be added using the + button.

¢ @ Helping Families Initiative Q crte k| MH

> Ad trat » Contacts

2\ Users & Circuits M Counties School Systems Schools @ Community Resources [ Contacts (IAT)

& Services B Templates /2 Sessions

Contacts + Add
Name Agency Address Phone Email
Yolanda  Fam idance Center of 2358 Fairlane Drive
V7 A 7 Montgomery, AL 36116

Contacts can be edited and/or removed.

Each contact can be assigned to an agency that has been added. If the
individual is part of the IAT team, you can mark it here and they will display in
the IAT meeting tab if chosen. Confidentiality Form completion can be

documented here.

Agency *
Family Guidance Center of Alabama
FAINeED diild LHNAren CAReneiing epdiduun (FAwes)
Family Assistance Program (DHR)
Family Counseling Columbus
Family Court Judicial Assistant-Russell County { Linda Elias)
Family Court of Jefferson Co
Family Guidance Center

+ Family Guidance Center of Alabama

IAT Active?

Confidentiality Form Signed
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Services

All services provided by agencies are listed here and will populate in the
Community Resources drop down.

B Users B Circuits 00 Counties  [E) School Systems & Schools ® Community Resources [ contacts (IAT)

& Services B Templates /2 Sessions

Services Provided

Service

Addiction Treatment

Adult Mental Health Services

Basic Needs/Emergency Assistance
Child CarejAfter School

Children's Services

Childrens Mental Health Services

DrugfAlcohol Education

Faith Community Outreach
Financial

Health Services

Housing

Job TraininalSuppart
Law Enforcement

Legal Services

Mentoring

Parent Education/Support
Parenting
Recovery/Support Groups
$chool System Services

Transportation
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Templates

The Templates module will allow you to create your own letter, text and email
templates to send to families. Below are examples. Each template will show in
the drop down on case list views and/or individual cases.

2 Users ﬁ Circuits M0 Counties School Systems (Ei Schools @ Community Resources @ Contacts (IAT)
& Services B Templates &2 Sessions

Letters Text (SMS) Email

Title Type Updated Created Letterhead

Spanish Test

Assessment TEST - Drayton

Assessment

ASSESSMENT

ASSESSMENT

ASSESSMENT

VIOLATION WARNING

Apr 14, 2026, 01:44 PM

Apr 14, 2026, 11:41 AM

Mar 31, 2026, 12:30 PM

Mar 31, 2026, 12:30 PM

Apr 10, 2026, 11:45 AM

Apr 14, 2026, 11:41 AM

Mar 19, 2026, 08:21 AM

Mar 19, 2026, 08:31 AM

NO

NO

NO

NO

Behavior Alert Letter

A:tt.eljdance Alert Letter Mar 31, 2026, 12:30 PM

Mar 19, 2026, 08:51 AM HO

To add a new letter template, click the + button.

+ New letter

Updated Created Letterhead
Apr 14, 2026, 01:44 PM Apr 10, 2026, 11:45 AM NO
Apr 14, 2026, 11:41 AM Apr 14, 2026, 11:41 AM NO

L T T S e Ra_Am AAAs ASLAE AR =
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Letters

To add a new letter template, click the + button.

+ New letter

Updated Created Letterhead
Apr 14, 2026, 01:44 PM Apr 10, 2026, 11:45 AM NO
Apr 14, 2026, 11:41 AM Apr 14, 2026, 11:41 AM NO
hdar 31 A& 1720 DA AMar 10 02R MS-91 AkA min

All templates require a title of the letter, i.e. Assessment Warning letter
and a type of letter is also required so that the letter choices will be
display properly when you choose them.

Create letter

Template

Assessment

Cancel
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Either a letterhead pdf can be uploaded or you can create a letter by uploading
images to create the letter.

Letters Text (SMS) Email

New Letter Template: Assessment Letter Test 2

0 0 Left width
, Letterhead PDF T, Top Image . Footer Image *, Left Image Standard
Font size
12px Cancel
L RT3 TR w0 Switch to backside

Dear {{guardianFullName}},
{{streetAddress}}
{{city}}, {{state}}, {{zip}}

It has been reported to the Helping Families Initiative that your child, {{childName}}, may benefit from additional resources to
succeed in school.

One of our top priorities is to build a relationship with you and develop a plan to reduce the possibilities of future legal interaction.
We look forward to working together to keep your child on the path to graduation and future success.

Please contact us within five (5) days so you can connect with the Case Officer assigned to your family. Contact Test Thirteen to
review with you the resources and options that can support you and your child in this journey.

Using images, you can scale the size of the image in the system. Once an
image is uploaded, you can increase or decrease the size of the image. We
recommend setting the image size before adding it to the template.

B, Users Cireuits () Countles School Systems Schools Community Resources Contacts (IAT) <2 Services Tempiates Sessions
¥

Letters  Toxt (SMS)  Email

New Letter Template: Assessment Letter Test 2
) —C) Left width Font size

Footer Image Loft lmags Standard i2pn Cancal Q

o - ® Switch ta backside

Dear {{guardianFullName}},
{{streetAddress}}

{Leity)), {{state}}, {zip}} £ mossRoCK
It has been reported to the Helping Families Initiative that your child, {{childName}}, may benefit from )

additional resources to succeed in school,

One of our top priorities is to build a relationship with you and develop a plan 10 reduce the possibilities of o -
future legal interaction. s

We look forward to working together to keep your child on the path 1o graduation and future success,

Please contact us within five (5) days 50 you can connect with the Case Officer assigned to your family.
Contact Test Thirteen to review with you the resources and options that can support you and your child in
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Choosing this icon will allow you to place

various placeholders in the letter. Only these = B
placeholders can be used. Make sure to not use psssailiont am
, {childName}}
an old letter that doesn’t use them. o
{{circuity} ip}}
{teity)) » the
{{currentDate}} a
3505
{{currentUserEmail}} .
{{currentUserMame}} rkin
{{currentUserPhone}} iin fi
for

{{daMame}}

You can switch to the backside of the letter to create a Spanish version. If you
want letterhead on both sides, choose the toggle button to create it on both

sides.
FOOTEr IMmage | L LeTT IMmage sTandaarg 'l.sz

Switch to backside

To keep from having your letter go to a second page, please change the size of
fonts using the Font button.

Please see this video for additional instructions.

Texting

Similar to letters, text templates can be created for each type of letter you send

to a family.

B, users @ Cicuits (0 Counties [0 School Systems {5 Schools (@ Community Resources B comacts (A1) & Services B Templates 2 Sessions
Letters Teat (SMS) Email

Title Type Updated Created

e R LA Mar 18, 2026, 0902 AM Mar 11, 2026, 02:57 PM

Tt Atlandance Al Mar 18, 2026, 09:02 AM Mar 11, 2026, 03:00 PM

Text: Year-End Closure Mar 18, 2026, 08.:59 AM Mar 11, 2026, 03:26 PM

Tat: Atigndance AND Bebavior " Mar 18, 2026, 08:57 AM Mar 11, 2026, 03:26 PM
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https://public.3.basecamp.com/p/hpydjGywfc6dk7NQ4idzXMx5

Create text template .
E Each template will have a

Text template title ‘ title and template type. You
| Text Template Title ' have Warning, Assessment
cl e L and Custom types of
Template templates for each text.
Assessment 4
Cancel

Various placeholders can be used to complete your templates.

Letters Text (SMS) Email

TEST Custom Template Insert Placeholders

Taxt temgplate cortent

Hi {{guardianFullNama),

‘We lock forward 1o seeing you at our office on May 20th at 2:00 pm for cur Open House. To discuss {{chikiName})'s recent absences. According to
schoal records, i b d we want 1o help you improve yous child's sttendance record|

Cancel Save Text Template

All texting templates may be edited or duplicated for new template creation.

e eTE o
Created

May 11, 2026, 09:25 AM

Mar 11, 2026, 02:57 PM & Edit

() Duplicate
Mar 11, 2026, 03:00 PM
[J Delete

Mar 11, 2026, 03:26 PM

Mar 11, 2026, 03:26 PM
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Email

Email templates can also be created for attendance, behavior and custom

communications with families

Leters  Text (SMS) Email

+  Mew Email Template

Title Type Updated Created
e Mar 30, 2026, 08-57 AM Mar 11, 2026, 0314 PM
Exmall; Bahiavior Alst VIOLATION WARNING Mar 30, 2026, 08:57 AM Mar 11, 2026, D314 PM
SR L S Assessmnt Mar 30, 2026, 08:54 AM Mar 11, 2026, 0314 PM
HEAR: Ariampl 0 comact cusTam Mar 19, 2026, 08:59 AM Mar 19, 2026, 08:57 AM

The functionality for emails is identical to text templates.

Sessions

The system will also log who enters the system and the “green dot”

distinguishes user currently in the system.

> A 3 Sessions

2 users  f ciecuts [ Counties  [E) School Systems ) Schools @ Community Resowrces [@ Contpcts 1AT) P Sorvices B Templtes | P Sessions

Sessions
user Date Pattorm Circuit
nE] Dori Giles 5{1/2026, $:37:54 AM Mozilla/5.0 (Windows NT 10.0; WinGd; x64) ... Marshall County DA
FP_ Febcity Palmer 5{1[2026, 9:32-14 AM Mozilla/5.0 [Windows NT 10.0; Wingd; x64) ... Jfustaisga, Chistor, Elmore Counties DA
OH  Duanid Howard B{11/2026, 92311 AM Mozila/5.0 [Windows NT 1000; Wing4; x64) ... Autauga, Chifton, Elmore Counties DA
S Samantha Rudolph 5{11/2026, H2215 AM Mozilla/s.0 (Windows NT 10.0; Winéa; x64) ... Conecuh, Monaos Countias District Attomay
D!\‘ Deshanna Austin B{11/2026, 9:96-65 AM Mozila/5.0 (Windows NT 10.0; Wing4; x64) Jefterson County - Birmingham Division
MH  Minzi Howard SIT[2026, 91296 AM Mozila/5.0 (Macintosh; Intel Mac OS5 X 10_15... Autauga, Chifion, Elmore Counties DA
BL, Bessie Love 5{11/2026, 9015 AM Mozilla/5.0 (Windows NT 10.0; Winga; v64) .. Dallay/BibbiHalePernyWileex Counties DA
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More

In this section, additional features include: Referrals, Community Involvement,

IAT Meetings, and Reports.

@ Helping Families Initiative

Referrals

Referrals

@ Home

B Cases

MH

B8 Community Invoheement
B3 1AT Mestings
Lt Reports

& Upload Manually Sent Lattars

Families and/or students who are referred to a service but DO NOT have a case
should be recorded here. Public referrals allow you to serve more families than

those recorded in the system.

@ Helping Families Initiative

Referrals
Date Circuit Agency
52026 24 Genesis Felowship Ministries
4282026 24 Pickens Co Community Action
A[I32026 34 Heahth Connect America Russelivite Office
ANT2026 7 Auburn Sustenance Project
ANT2026 7 Auburn United Methodist Church
AB[2026 % Family Success Conter

Add Referral

Services Provided *

Adult Mental Health Services X

Addiction Treatment

«~ Adult Mental Health Services

Basic Needs/Emergency Assistance
Child CarefAfter School
Children's Services

Childrens Mental Health Services

© Admi MH
=D
Services
Transpostation
Basic NeeduEmerpency Assistance Edit  Delete

Chidrens Mestal Health Services

Dalets

Assction Tremmant  Adul Mestal Health Services

Public referrals will allow you
to choose multiple services
from one agency if offered.
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Once the services are chosen, the Referral Agency and Date Referred can be
chosen.

Add Referral X

Services Provided *

Adult Mental Health Services X

X 2
Children’s Services X
Referral Agency *
Alabama Department of Public Health 4

Date Referred *

05/11/2026

Referrals can be edited or deleted.

y- =
Referrals 'f

Date Cireuit Agoncy Services

E2026 8 Alabama Department of Public Health Adut Montal Health Services  Children's Services. Edit Delete
572026 24 Geness Fellowship Ministrias. Trandgartation. Edit Delote
42812026 24 Pickens Co Community Action Bask NesdwEmergency Assistance Edit Delete

Community Involvement

When you attend community events, record details in the solution so those can
be counted in statewide reporting.

. SIS g &
‘@ Helping Families Initiative @ wome B caows @ sdmin (O more ) anex | MH
Con
Community Invelvement m
Type Circut Date Attendance Mot -
Lo P esonted ata i ram at Acevile Micle Schoo
e % on0e 500 Presented at a Black History Program at Alcevili Midde Scheol,
Commus
et 7 3uwe 400 ACHR Resource Rally
oy ] cee
g meating
ofessional
Traning 7 aE0s 50 Monprofit Development Meeting
Attended
SUTRC 7 a0 18 Fanily, Vouth, Education Mesti -
el armily, Youth, Education Mesting
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Types of community involvement can be recorded. If there are additional
community event types, let us know.

Edit Community Involvement X

Type *

Professional Training Attended|

Community Meeting
Community Presentation
Professional Training Presentation

+ Professional Training Attended

Notes

Nonprofit Development Meeting

Cancel

IAT Meetings

Interagency Team Meetings should be recorded in the system so that
reporting can be accurate.

FIEIRING FETIIES INITEaUYE

1AT Meetings

Date | Location Cases Attondeos Cireuit
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Choosing the “Add +" button will allow you to choose a beginning and ending

time for your IAT meetings. Locations could be a conference room, zoom,
teams, etc.

Start * End *
O5{01/2026 12:00 PM 05/01/2026 12:00 AM

Lacation ‘ May 2026 ¥

Meating Summary n

4 & & 7 8
CLBNE - S - T T I -1
7B oW 0 o 22 3

% W/ 7 W/ W

B 0o am v
o« E300

gr 01 PM

o8 02

oo 03

n M

o0

P o

Once the meeting is added, then Attendees can be chosen.

IAT Meeting: 5/1/2026

Details & Attendees (0} Cases (0) Documents (0}

Start * End * Attendees L Download
05/01/2026 12:00 PM 0B/01/2026 01:00 PM
Ham:
Location

Conferance Room

Mesting Summary

Reviowing sevoral student cases:
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Attendees can be added by choosing their names from the list provided in

the IAT Contacts list.
Add Attendees

Contact

.=. 3, Yolanda .

1, Scott

; ;,.I..aVennia
,r,..Sherunda
1, Chelsea
. 3 Lak.eita
.‘ iy, Cryst.als

L .. Jacklyn

Cancel

Once chosen, attendees will display on the right and can be downloaded if

needed.

IAT Meeting: 5/1/2026

Details & Attendees (2)  Cases (0)  Documents (0]

Attendee:

Eng

D5/01/2026 12:00 P 05012026 01:00 PM
Hamo

Scatt *

Conforence Room
Yolanda

Cases tab here will allow you to choose what students you want to involve in

the IAT meeting.

IAT Meeting: 5/1/2026

Cases (0)

Details & Attendees (2)

Start *
05/01/2026 12:00 PM

Documents (0)

End*
05/01/2026 01:00 PM
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IAT Meeting: 5/1/2026

Details & Altendees (2] Cases [0) Documents (0)

Cases = ::'

Student Status

Similar to adding Attendees, student cases can be added and/or searched for

using the Search box.

Add Cases X
Q
KA i K_er_en F CLOSED
= , Maddox CLOSED
AA A|dar.1 ’ NEW OFFENSE

MA

,Mark ) NEW OFFENSE

Cases will display once chosen and a list of students can be downloaded.

Detaits & Attendees (2) Cases (2] Dacumen| ts (0]
cavs Y - )
Student Status

Documents can be added to the file by browsing your computer and/or drag
the files in from a desktop.

IAT Meeting: 5/1/2026

Details & Atendees (2] Cases (0} Decuments (0}

(13 Drag files here or click to browse...

Filename Uploaded At Type Size
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Reports

Multiple reports are provided and can be limited by date range, school
system, school and case officer. The state team can limit by Circuit as well.

' 5
& Helping Families Initiative @ Home B cases ® Admin [ © More /: ek MH

Start Date End Date
Circuit
Schoal System

School

e g s
Attendance Report Case Worker Contacts Report
Casual Referrals Report Correspondence Report
Correspondence Detail Report Journal Entries Report
Violations Report IP Report
MCFAS-G Report Percent of Negative Scores by Domain
Percent of Negative Scores by Sub-Scale Services Provided Report
No Recent Journal Updates Report Overall Stats Report

Example of Case Worker Contacts Report

[ Lsnadent Student State 1D Case Officer Cate Snatar Schosl Schoal Syitem Tags

Blazjas v . hurnee Alaya 2002630545 Myesha Snow Chosed Prattville Primary Sct Autauga County

B/22/25 - - lenathan 1973895773 Myesha Snow New Diffense Prattlle Jusior High Autauga County

B/28/25 [ 5, Wley Brovke 1ITOEITSH0 Mhyetha Snow Caved Martury High School Axsaugs County Phone Call
B/28/25 + william Thomas 1972058790 Myesha Snow. Chosed Prattville High School Autauga County Phone Call
Bf28/25 £~ * Ofivda Katheym 19TE2 741 Myesha Snow Chosed Prattlle High School Astauga County Precne Call
BIZB/ES howees g, MeKenaie Lyen 1963402998 Miyeika §now Cloted Pratiille High School Astaugs County Agency Referral
B/28/25 .7 .., McKenaie Lynn 19653452998 Myesha Snow Chosed Prattville High School Autauga County Pheone Call
RIFRIE Fadan Mamics  3nmsyIsia M s Plrcad  Brareullo Drimarns Sob xiniims Dty

Example of a Violations Report, which shows counts of ALL types of behavior
infractions.

Circuit All Interpersonal Nonviolent Substance Weapons
! | Autauga, Chilton, Elmore Counties DA 1234 153 991 Bl 9
i
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An example of the Percent of Negative Scores by Sub-Scale report

A B v v 3
[subscale |Domain # of Student: Percent Total
Housing Stability Environment p 1.61
Safety in the Community Environment 2 323
Environmental Risks Environment 2 323
Habitability of Housing Environment 1 161
Learning Environment Environment 2| 323
Supervision of Children Parental Capabilities 3 4.84
Disciplinary Practices Parental Capabilities 3 4.84
Provision of Development & Enrichment Opportunties Parental Capabilities 2 323
Use of Drugs & Alcohol Interferes with Parenting Parental Capabilities 0 0
Promotes & Safeguards Child's Education and Development Parental Capabilities 2| 323
Parent(s)'s/Caregiver's Literacy Parental Capabilities 0 0
Parental Resilience Parental Capabilities 3 4.84
Bonding with Child Family Interactions pl 1.61
Communication with Child Family Interactions p 161
Expectations of Child Family Interactions 0 0
Mutual Support within the Family Family Interactions 1 161
Relationship Between Parents/Caregivers Family Interactions 1 161
Family Routines/Rituals Family Interactions 0 [i]
Family Recreation and Play Activities Family Interactions 0 0
Absence/Presence of DV Between Parents/Caregivers Family Safety o 161
Absence/Presence of Other Family Conflict Family Safety 1 161
Absence/Presence of Physical Abuse of Child Family Safety 0 0
Absence,/Presence of Emotional Abuse of Child Family Safety 2 323
Absence/Presence of Sexual Abuse of Child Family Safety 1 161
Absence/Presence of Neglect of Child Family Safety 2 323
Absence/Presence of Access to Weapeons Family Safety [1] 0
Child's Behavier Child Well-being 1 161
School Performance Child Well-being p 161
Child's Relationship with Parent/Caregiver Child Well-being 0 0
Child's Relationship with Sibling(s) and Peers Child Well-being 0 0

Circuit Specific
For the Mobile office, since most of their letters are sent by the school system,
we have a way to upload a spreadsheet provided by the school system.

ne h & Referrals

iore Col )
2 Community Involvement

y Cas B IAT Meetings

E

Reports

1, Upload Manually Sent Letters

» Upload Manually Sent Letters
Upload Manually Sent Letters

Only rows where STUDENTS. Letter_Name = DLS will create a journal entry. HFI will attach the note to the student's active
case, set the journal date from STUDENTS. Letter_Send_Date, and generate an Attendance Warning Letter note that
reads "EWT warning letter printed on MM/DDMYYYY".

EWT Spreadsheet
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	If a note is critical to a case and you want it to ALWAYS populate to the top of your list of notes, click the “pin” icon and the note will display first.
	Guardian
	School
	Attendance/Violations
	Assessment Checklist

	NCFAS-G
	Choose “Intake” and press the “Add” button to begin an assessment.
	All scores on a subdomain can be set.
	Clicking the “I” icon next to each domain and subdomain will display an explanation of how to score each domain.
	Once all domains and subdomains have been completed, choose “Review and Submit” to see all scores before you cursor to the bottom of the screen and choose “Complete Assessment.”
	Once completed, the scores for the domains will be displayed on your screen in the Intake area. The green dot next to Intake indicates an assessment has been completed. You can also review the scores in the Overview.
	The up and down carats will allow you to view each subdomain and its scores.
	IIP
	Once Goals are chosen, create Referrals and set Follow Up dates to confirm use of the Referral.
	The Referrals tab displays each Service Provided and allows edits to show the Service was “Utilized."
	From either the Goals or Referrals tab, the Individual Intervention Plan (IIP) can be printed.
	In addition, Notes regarding the IIP can be added here to keep confidential or make public.
	Adding an IIP Note, the date, tag and note are required. If you want to make a note “Public,” you can choose the Advanced area.
	IAT Meetings (Under Development)
	Administration
	Documents
	Users

	Use search to find a particular team member or list of team members. Emails can be sent to all team members. Each user must have an email address.
	Choose Add to add a new team member.
	Add all of the details for this user, including a phone number if you plan to use the Case Officer phone number in your letters.
	Choose 3 dots on right and “Reset Password.” Provide a password of at least 8 characters and a special character, not including the User’s Name.
	Always reset the password and provide it to the User.
	Circuits
	Counties
	School Systems
	The 3 dots will allow you to edit the school and mark whether the school is “Active” and HFI has a “Signed MOU."
	Manage Contacts allows you to edit and add new contacts and View Schools will show you the list of schools involved.
	Schools
	Community Resources
	Community resources allows you to choose the county(ies) involved and what services are provided.
	Community Resource phone numbers and web addresses need to have the following format.  Phone numbers should include +1 before the area code and the website link should include https:// before the web address.
	Contacts
	Services
	Templates
	Either a letterhead pdf can be uploaded or you can create a letter by uploading images to create the letter.
	Using images, you can scale the size of the image in the system. Once an image is uploaded, you can increase or decrease the size of the image. We recommend setting the image size before adding it to the template.
	Please see this video for additional instructions.

	Texting
	Each template will have a title and template type. You have Warning, Assessment and Custom types of templates for each text.
	Various placeholders can be used to complete your templates.
	All texting templates may be edited or duplicated for new template creation.
	More
	Referrals

	Community Involvement
	IAT Meetings
	Choosing the “Add +” button will allow you to choose a beginning and ending time for your IAT meetings.  Locations could be a conference room, zoom, teams, etc.
	Once the meeting is added, then Attendees can be chosen.
	Attendees can be added by choosing their names from the list provided in the IAT Contacts list.
	Once chosen, attendees will display on the right and can be downloaded if needed.
	Cases tab here will allow you to choose what students you want to involve in the IAT meeting.
	Similar to adding Attendees, student cases can be added and/or searched for using the Search box.
	Cases will display once chosen and a list of students can be downloaded.
	Documents can be added to the file by browsing your computer and/or drag the files in from a desktop.
	Reports
	Circuit Specific

