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Purpose

This document is intended to provide a resource for youth justice community support service (YJCSS) staff undertaking recording in the client relationship information system for service providers (CRISSP). This guide will provide a quick reference to assist with common functions and where to locate further assistance as required.

Please refer to the business practice guidelines for further information relating to CRISSP, including the core components of the system’s functionality and business rules to support the processes undertaken in relation to youth justice funded clients. The following documents are also available to assist YJCSS workers and managers to ensure that all minimum data information is entered into each young person’s CRISSP case:

· CRISSP youth business practice guidelines

· CRISSP youth report reference guide
· CRISSP youth user guides (revised 2013)
Quick reference guide
	CRISSP Area
	Guide to assist

	access to CRISSP
	· registering for ebusiness

· self-registration

	creating clients, eligibility and service provisions including linking youth justice court orders
	· creating a client

· creating a youth case for YJCSS

· viewing youth justice court orders

· adding and closing service provisions for THM Housing

	relationships
	· creating roles and relationships

	alerts
	· alerts

	case notes
	· creating case notes

· activity

	activities
	· activity

· creating case notes

	issues
	· issues

· case plan

· case plan review

	case plan and case plan review
	· issues

· case plan

· case plan review

	THM-YJ housing pathways initiative
	· adding & closing a service provision for THM housing

· recording THM-YJ housing

	accommodation and respite
	· recording accommodation & respite

	client expenditure
	· recording client expenditure

	inter consortia transfers and transfers of case management
	· case transfer

	case allocation
	· change allocation

	YJCSS checklist and CRISSP data check
	· CRISSP checklist

· data check for YJCSS

	closing a case
	· closing a case 

· CRISSP checklist

· data check for YJCSS

	YJCSS reporting
	· CRISSP youth: YJCSS reports reference guide
· CRISSP youth: business practice guidelines

	IT support for CRISSP: help desk (SRM/CRM Support)
	· Phone: 1300 799 470

· Email: IT.ServiceCentre@dhhs.vic.gov.au

	CRISSP youth justice user group
	· For enquires relating to the CRISSP youth justice user group, contact Amelia van Lint, Youth Justice and Disability Forensic Unit on 9096 7973 or email amelia.van.lint@dhhs.vic.gov.au


Detailed explanations

Access to CRISSP

Workers require a username and password to access CRISSP. There are several steps to completing the registration including application for an eBusiness account and the CRISSP self-registration screen.

Troubleshooting

If you have not received your username and password, check with your organisational authority who is the initial person from your organisation to approve your application.

Password issues: if entering your username and password at login page and the fields both delete, please call 1300 799 470 for a password reset.
Creating clients, eligibility and service provisions including linking youth justice court orders

CRISSP provides an electronic client file. Creation of the client and case for YJCSS requires a referral from the youth justice worker.
The client’s eligibility is recorded and a case is created. Each YJCSS client file must have a service provision created to reflect ‘episodes’ of involvement. Clients who are also receiving a THM service will have an additional service provision of THM-YJ created.
Troubleshooting:
If the YJCSS service provision has been successfully created workers will see a yellow link to the youth justice court orders. If this link does not appear you may need to contact the CRIS/SP helpdesk for assistance to close and reopen the service provisions. Step 22 of the creating a youth case for YJCSS guide provides screenshots and clear instructions on how to complete this task.

Relationships

CRISSP allows for the recording of roles and relationships to be recorded within the client’s case.

Troubleshooting:

Once a role or relationship has been created within your agency i.e. a local doctor, that person can be searched for and selected. This allows for the immediate updating of details should they change.

All relationships and roles can be edited and/or ended when appropriate with the exception of allocated workers.

Alerts

There are 4 types of alerts that can be created within a CRISSP youth file:client risk, informational, other and worker safety. Different alert types will display coloured/flashing icons on the client’s 360 degree view page.

Troubleshooting:

Alerts require team leader authorisation to change the status from pending to active.

Alerts require a review date which enables a reminder to be sent to the workers CRISSP worklist.

Case notes

Notes and documents can be created using the quick note from several places within CRISSP or the notes and documents tab. Notes are used to record duration of contact and travel time and provide a way to link an activity to a case note.

Troubleshooting:

Attachments can be added to case notes as required (file size limits apply).

Check with your agency about naming conventions for case note subjects (i.e. starting all notes that are about the case plan with plan as the first word) or using the note type and/or mode to allow for easy filtering of notes.

Activities

The activity component in CRISSP is used to record information pertaining to the support that is provided to the young person. This includes the need to record the following average support contacts per week, number of case coordination (care team) meetings and types of intensive support and/or referral service.

Troubleshooting:

Activities can be recorded from the link in a case note or from the activities tab within the CRISSP case.

Refer to the business practice guidelines for detailed information.

Issues

The issues component in CRISSP is used to record all issues identified for the young person. The issues component is linked to the case plan component in CRISSP. You must complete the issues component prior to creating the young person’s case plan in CRISSP.

You can continue to add issues that arise throughout the duration of the client’s case

Troubleshooting:

Selections should be made from the issues categories of youth justice issues and youth justice involvement.

Case plan and case plan review

YJCSS clients must have case plans and case plan reviews created to meet key performance indicators. There are time rules that apply to when case plans and case plan reviews must be created and finalised. Refer to the business practice guidelines for further information.

Troubleshooting:

Issues must have been added to the clients CRISSP case to be selectable. You can add issues from the content tab.

Remember to generate the document (refer to the how to guides for assistance)

Refer to the business practice guidelines for detailed information.

THM-YJ housing pathways initiative

An additional service provision must be created in the active youth case indicating the young person is receiving a THM-YJ service.

Troubleshooting:

For clients who do not appear on the THM-YJ report please check there is an open service provision with a service of THM-YJ housing.

A referral is not required to create the THM-YJ service provision.

Clients must also have a YJCSS service provision, the THM-YJ service is an additional service provision.

Accommodation and respite

The accommodation & respite component in CRISSP enables the user to record respite placements as well as various accommodation settings experienced by the young person.
Troubleshooting:

Multiple accommodation and respite episodes can be recorded within this tab.

Client expenditure

The client expenditure component in CRISSP enables users to record and track brokerage and other funds allocated to a young person. This component also provides users with a running total indicating the balance available to spend.

Troubleshooting:

One or more grants can be created at any time.

The grant will automatically calculate amount remaining.

Inter consortia transfers and transfers of case management

Case transfer can be used to transfer the youth case within the agency to a different location.

Troubleshooting:

If the case is going to a new worker refer to the change allocation how to guide for assistance.
Case allocation

This function allows users with a team leader security profile only to re-allocate one or more clients from one worker to another.

Troubleshooting:

If the case is being relocated to another office within the same agency, use the transfer function instead. Refer to the case transfer guide for assistance.

YJCSS checklist and CRISSP data check

The checklist has been devised to assist workers and managers ensure that all minimum data information is entered into each young person’s CRISSP case.

Troubleshooting:

The data check can also be of assistance with identifying the mandatory and recommended items to be completed.
Closing a case

The case can be closed when the YJCSS and THM involvement has ceased. The information within the case can still be viewed by those agency staff with CRISSP access if required.

Troubleshooting:

Case notes can be added to a closed file if required.

A new case is opened if there is a subsequent episode of involvement.

YJCSS reporting

The YJCSS report requires all mandatory data to be added in accordance with the business practice guidelines for data submission.

Troubleshooting:

Access to the YJCSS report is required through eBusiness.  

Refer to the business practice guidelines for detailed information.
Refer to the CRISSP youth reports reference guide for specific field requirements.

IT support for CRISSP: Helpdesk (SRM/CRM Support)

For support, advice or to log an issue with CRISSP you can contact the IT Service Centre on:

Phone: 1300 799 470
Email: IT.ServiceCentre@dhhs.vic.gov.au
CRISSP youth justice user group

The youth justice and disability forensic unit, statutory and forensic services, in conjunction with the SRM/CRM agency application support team have maintained a CRISSP youth justice user group. The user group includes users from YJCSS consortia across the state and relevant departmental stakeholders and aims to:

· Provide a mechanism for feedback on the use of CRISSP for the YJCSS
· Promote consistency in recording in CRISSP system and business practice

Highlight areas in the CRISSP youth case for potential future enhancements.

For enquires relating to the CRISSP youth justice user group, contact Amelia van Lint, youth justice and disability forensic unit on 9096 7973 or email amelia.van.lint@dhhs.vic.gov.au
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