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Welcome to the HFI
User Guide

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



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.
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Case List View

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.

Clicking the “Filters” button will display multiple
filters you can use to narrow your search in the
application.



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.

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

All letters, emails and texts can be sent from the
system. Team Leaders can update the Case
status for a group of students and a list of
students can be exported to send to Attendance
officers.

Team Leaders will be able to reassign cases from
this area as well.
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Adding a Case
If you don’t find a student in the application, you can create a case with the
information you have available.

Once you hit the “+” button, begin
completing your information.

If the student number is
unknown, create a mock Student
State ID until the student’s
number is found. We suggest
using your circuit number, case
officer initials, “00” and 4 more
digits.
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Once the student has been added, Guardians can be added.

Case Detail

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

Overview

Case officers will be able
to send a letter, email or
text for individual
students.
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Flags chosen will display on the Overview tab for a student.  

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.

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.
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Once clicked, you can add a case note,
change the date of your note and
choose a tag to document for
reporting. All case notes need a tag for
accurate reporting.

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

Clicking on “Create Follow Up” allows you to set a date and topic for all follow
ups.  Follow ups are recommended for every note.
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Clicking on the “Copy” button, will allow you to copy a note to one or more
students.  Each student must be chosen individually.

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.

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.

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

Guardian
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Editing a guardian, allows you to set
the primary guardian and also to lock
the address of the family.

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

Attendance/Violations
The Attendance/Violations tab provides a detailed attendance and behavior
infraction history, as well as correspondence sent to a family.
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The date and time the correspondence is sent displays. If you need to reprint a
letter, go to the Documents area.

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

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

You can choose the academic year and be
able to print a list of absences and/or
violations.
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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.
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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.
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IIP
To create the IIP, 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.

Choose a subdomain
to create the Goal.

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

Creating a referral, allows for
multiple services provided by a
single organization. A drop down
of the circuit’s Community
Service organizations is provided.
It is important for reporting
purposes to include who the
service is for, the referral date, a
follow date, etc.
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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.
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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.
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IAT Meetings (Under Development)
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Documents will display all letters, texts and emails sent and can be recreated
using the 3 dots if needed. 

Documents 

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

Users

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

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

Circuits
Circuits will house details about each circuit. 
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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/JPEG, SVG, WebP, AVIF, HEIC, and
HEIF.

A PDF will not work currently. 

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

Counties
A new section, Counties, will allow you to track your Community Resources for
each county that is served.



Add the county name and save.
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Choose the add button to add the counties. You can also search for counties in
the search bar.

School Systems
School systems can be added along with the contact information for the
Superintendent and Attendance Officer.
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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.
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Clicking the View Schools will take
you to the list of schools for the
system chosen.

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

Schools
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Information can be added to
each school.

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

Community Resources

Each resource can be updated/edited.
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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.
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Contacts
Contacts for all roles in agencies and HFI can be added using the + button.

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

Services
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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.

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

Letters

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.
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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.
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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.

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.

Choosing this icon will allow you to place
various placeholders in the letter. Only these
placeholders can be used. Make sure to not use
an old letter that doesn’t use them.

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

https://public.3.basecamp.com/p/hpydjGywfc6dk7NQ4idzXMx5
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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.
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Email templates can also be created for attendance, behavior and custom
communications with families

Email

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.
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More

Referrals

In this section, additional features include: Referrals, Community Involvement,
IAT Meetings, and Reports.

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.

Public referrals will allow you
to choose multiple services
from one agency if offered.



44

Once the services are chosen, the Referral Agency and Date Referred can be
chosen.

Referrals can be edited or deleted.

Community Involvement
When you attend community events, record details in the solution so those can
be counted in statewide reporting.
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Types of community involvement can be recorded.  If there are additional
community event types, let us know.

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

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

All of the reports can be created after filters are chosen.

Example of Case Worker Contacts Report

Example of a Violations Report, which shows counts of ALL types of behavior
infractions.
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An example of the Percent of Negative Scores by Sub-Scale report

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.
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