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Introduction to Children in Employment and Entertainment

Ol ‘ Introduction to Children in Employment
and Entertainment

Overview of Children in Employment and
Entertainment

Children in Employment and Entertainment (CIEE) is part of the Applications module within One
v4 Online. There are two separately licensed modules, Children in Employment and Children in
Entertainment. Although there is some shared functionality, each area also has specially tailored
tools.

The Children in Employment area is used to maintain child employment applications, employer
details and generate work permits when an application is approved. The module can also
maintain the working hours and licence conditions for each application.

The Children in Entertainment module is used to maintain applications and issue licences for
children involved in entertainment. This area is also used to maintain chaperone applications,
including the recording of all the registration processes and generating chaperone licences. The
Children in Entertainment area also maintains the details of each employer, including details of
performances, associated child performers and their performing schedule.

Using this Handbook

To make the information in this handbook easier to find, topics are generally grouped into
module specific chapters. These chapters are grouped together with other chapters related to
the specific area.

The first chapters of this handbook cover the configuration and usage of the Children in
Employment module and the second part covers the configuration and usage of the Children in
Entertainment area.

What’s new in this release?

To help you identify changes made to this document, content that has been updated for the
most recent release is highlighted in yellow.

The Module Defaults tab has been renamed to Employment Defaults.

When creating an entertainment application, a warning message is now displayed if you attempt
to add a performer older than the school leaving age. You can still add them to the application if
you want.

When searching for an application, a message is now displayed if there are no matches found.

Managing Children in Employment and Entertainment Handbook -



Introduction to Children in Employment and Entertainment

Permissions

CIEE uses business processes to determine the user groups that have access to specific CIEE
functionality. User groups are assigned Read, Read-Write, Read-Write-Delete or Deny
permissions to each CIEE business processes. Permissions are maintained in the One v4
Client. One System Administrators should create user groups with the desired level of access to
the following business processes and main business processes:

Main Business Process Read Read-
Business Write
Process
CIEE v
Children in v
Employment
Children in v
Entertainment
CIEE - Common v
Employment Routine v
Entertainment v
associated Chaperone
Bases Permissions for these main business processes can be set to whatever the
required level is for the selected user group, however they cannot be set to
Student Data | Deny.
Person
Administration

More Information:

RG_Permissions reference guide available from the One Publications website
(www.onepublications.com).

Managing Children in Employment and Entertainment Handbook
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02 ‘ Configuring Children in Employment

Introduction

One Administrators can configure Children in Employment via the Administration area.

There are two employment related configuration tabs, Employment Defaults and Terms and
Conditions Defaults.

For organisations that have migrated an existing version of the CIEE software from the One v3
Client to One v4 Online, your administration settings are maintained. However, you can edit
these settings in the One v4 Online if required.

For organisations setting up CIEE for the first time, complete these procedures to configure your
system as required.

Understanding the Employment Defaults Options

The Employment Defaults tab is accessed via Applications | Administration | CIEE and is
used to configure the following key areas of the employment related CIEE software:

m Employment Defaults

m Work Permit Conditions

m Work Permit Reports

m Work Permit Reprint Reason
= Working Hours.

Employment Defaults

Employment Defaults are used to prepopulate selected fields when a user is recording
employment applications and work permits. The following table provides the default value for
each employment default item, what it controls and where it used in the software.

Name Description/Location

LA Code The prefix that is used to generate the
Employment Card Number displayed on an
employment application when a work permit is
generated. This is alpha-numeric (upper case only)
and must contain 4 characters.

Default Terms The text entered here is added automatically to the
Term and Conditions text box in the Terms and
Conditions tab when an employment application is
created. The text can be edited in the application
directly, if required.

Default Visitor This is the default person in the Visitor field when
adding an employment inspection report via the
Employer Details | Inspection tab.

Managing Children in Employment and Entertainment Handbook -



Configuring Children in Employment

Name Description/Location

Default end date to This is the default value for the employment End
Date used when creating a new employment
application. When a Start Date is entered and the
user tabs out of the field, the End Date is
calculated automatically using the selected default
method.

Maximum School Leaving date - This will use the
Start Date of the employment record together with
the child’s date of birth to calculate the last day of
the child’s compulsory school education. This date
will be the last Friday in June of the year that they
turn 16.

One Year from Start Date - This will use the Start
Date of the employment record and calculate the
end date as one year on from the Start Date, i.e. a
start date of 09/11/2001 will calculate an end date
of 09/11/2002.

Blank - There is no generated automatically default
End Date provided.

Work Permit Conditions

When any of these options is selected, the LA must obtain and record permission for each of the
selected entities. If permission is not recorded in the Authorisation section of the Terms and
Conditions tab, you cannot generate a work permit. The available permit conditions are:

m Parent/Carer Authorisation
= EWO

= LA Approval

m Employer

m Head Teacher Approval

Work Permit Reports

Before any work permits can be created in One v4 Online, a work permit report must be
selected. The work permit report is a Crystal Report that CIEE uses to format the information
contained in an employment application and to create the printable version of the work permit.
Click the browse button to select the Crystal Report you wish to use when generating the work
permit and also the default number of copies.

Work Permit Reprint Reason

Select the default Reprint Reason that is displayed when a user attempts to reprint a work
permit.

Working Hours

The Recalculate Edited Hours check box determines if One calculates automatically the total
hours of work when adding working hours in the Working Hours tab of an employment
application. If selected, One calculates automatically the Total Term Time and Total Holiday
Time values when recording working hours via the Days of the week method. If not selected,
the user must update the total values manually.
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Editing Employment Defaults Options

1. Select the Administration area and ensure the CIEE page is selected.

2. Ensure the Employment Defaults tab is open.

One Home

Applications

Employer Chaperone Reports

Batch Processing

Vi) Welcome SYSADMIN | OpenNewTab | Help | Logout

G&B

SR e o el Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues Routine

Employment Defaults? edit
LA Code : SELB
Default Terms : These are the Default Terms of the Authority/Library Board.
Default visitor :

Default end date to : Blank

Work Permit Conditions
Parent/Carer Authorisation : Yes
EWO : Yes
LA Approval : No

Employer

Work Permit Reports = add

Work Permit Reprint reason
Reprint Reason :

Working Hours
Recalculate Edited Hours Mo

: Yes
Head Teacher Approval : No

3. Click the Edit hyperlink to enable editing.

Welcome SYSADMIN | OpenNewTab |

CIEE G&B

Employment Defaults

These are the Default Terms of the Authority/Library Board. 3

Visitor 4

Default end date to

Maximum School Leaving Date O
One Year from Start Date O
Blank ®
Work Permit Conditions
Parent/Carer Authorisation[¥/] Employer

EWO
LA Approval O

Work Permit Reports® Add

Head Teacher Approval [ |

Work Permit Reprint reason

| Reprint Reason | Y

Working Hours
Recalculate Edited Hour_]

e |

NSRSl Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues Routina

a
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Configuring Children in Employment

Make any required changes. For more information on each value, see Understanding the
Employment Defaults Options on page 3.

. After making the required changes, click the Save button to record the updates.

Adding a Work Permit Report
To add a work permit report, complete the following procedure:

Open the Employment Defaults tab and enable editing. For more information, see Editing
Employment Defaults Options on page 5.

. Click the Add button adjacent to the Work Permit Reports section to display the Select
Workpermit Reports dialog.

If necessary, enter text in the text box to filter the report list.
Select the check box adjacent to the reports to wish to add.
Click the Select button to add the reports.

Removing a Work Permit Report
To add a work permit report, complete the following procedure:

Open the Employment Defaults tab and enable editing. For more information, see Editing
Employment Defaults Options on page 5.

. Click the Remove button adjacent to the work permit report you wish to display the Remove
Work Permit dialog.

Click the Yes button to remove the report.

Adding Predefined Text for Terms and Conditions
Details

You can add text to employment applications to indicate any special terms or conditions that
apply to the student’s employment. These additional terms and conditions are included in the
work permit.

To help users save time, you can add commonly used text in the Terms and Conditions
Defaults tab. Items added here are available for users to quickly add in the text editor, accessed
in the Terms and Conditions tab of an employment application.

When creating a new piece of text, you must enter a Description and Text. Users see the
Description when they click the Append Text drop-down list in the Terms and Conditions text
editor. When the user clicks the Append hyperlink, the predefined text is added to the text
editor.

To create additional predefined text, complete the following procedure:
Select the Administration area and ensure the CIEE page is selected.
Select the Terms and Conditions Defaults tab.

- Managing Children in Employment and Entertainment Handbook
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One Home Applications Employer Chaperone Reports Batch Processing RGIIEENGLN Welcome SYSADMIN | OpenMNewTab | Help | Logout
G&B

Employment Defaults [yttt Rae s e I ol Entertainment Defaults | Performance Groups Venues Routine

Terms and Conditions Details ¥ Add

T E — E— — — —E —E —E — —E——E—E—E—E—E—E—E—E—E—E—E—E—EE————————G—,

Chemicals The student should not work with the chemicals at the site. / Edit

1l Delete
Intervals for meals and rest
Rest/Meals AEdic Tl pelete
There shall be no employment for more than four hours continuously
i Ensure employees are provided with footware suitable clothing as appropriate to all
Clathing circumanEesyBe p 9 perep Z Edit Tl Delete
Records Keep a written record of name, address, date of birth, occupation, place and hours of work / Edit ﬁDehte
Hours The child named shall not be employed outside the hours stated in the Notice. A Edit Tl Delete

3. Click the Add hyperlink to display blank Description and Text fields.

o b~ D E

Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE G&B

Employment Defaults et et et i i = il Entertainment Defaults | Performance Groups Venues Routine

Terms and Conditions Details = Add

|

Cancel m

Enter a Description.
Enter the Text.

Click the Save button to add the item to the Terms and Conditions Details list.

Editing Predefined Text for Terms and Conditions
Details

Select the Administration area and ensure the CIEE page is selected.

Select the Terms and Conditions Defaults tab.

For the entry you wish to update, click the Edit hyperlink to enable editing.

Make the required updates.

Click the Save button to record the changes.
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Deleting Predefined Text for Terms and Conditions
Details

Select the Administration area and ensure the CIEE page is selected.
Select the Terms and Conditions Defaults tab.

For the entry you wish to delete, click the Delete hyperlink to display the Terms and
Conditions Defaults confirmation dialog.

Click the Yes button to delete the text.

_ Managing Children in Employment and Entertainment Handbook
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03 ‘ Creating Employment Applications and
Work Permits

Introduction

After configuring the Child in Employment area, you can create applications and issue work
permits. In order to create a work permit that can be printed and distributed to the relevant
parties, you must complete the following six steps.

Create a basic employment application.
Add working hours.

If required, add terms and conditions.

If required, record any authorisation details.
Generate and print the work permit.

Although the intermediary steps can be completed in any order, the first step must always be to
create an employment application and the final step must always be to issue and print the work
permit.

Understanding Employment Application Status Codes

An employment application requires an Application Status. By default, there are nine status
codes, although a One administrator can alter these in the One v4 Client. Most of the codes are
for your reference only and do not affect the application directly. However, only applications with
a status of APP or REV can be used to generate a work permit.

Code ‘ Description ‘

APP Approved - The default status for all
applications.

Al Awaiting Information.

DRFT Applications can be saved as drafts without

completing all fields and can then be
searched for and completed at a later date.
When all the mandatory information is
available a draft application can be assigned
another status e.g. Approved

ISS Issued - The application has been approved
and the LA has generated the work permit.
This status cannot be selected manually; it is
set automatically when the licence is

generated.
QUE Query.
REF Referred.
REJ Rejected.
REV Revised — The application has been updated

and needs to be reissued.

Managing Children in Employment and Entertainment Handbook -




Creating Employment Applications and Work Permits

Code Description

WIT Withdrawn.

oL Working in another LA.

Creating a New Employment Application

The first step in issuing a work permit is to create an application that links a student to an
employer. Each application can have only one student associated with it. After creating the basic
application, you must add working hours and authorisations (if any are required) before
generating and printing the work permit.

1. From the One homepage, click the Applications button to display the Applications area.

2. Click the Add New Application hyperlink to display the Add New Application dialog.

3’ Add New Application

Select the Application Type

Employment Application ®
Entertainment Application O

Cancel Select

3. Select the Employment Application radio button then click the Select button to display the
Add New Employment Application page.

Welcome SYSADMIN Help Logout
CIEE G&B
3/ Add New Employment Application
| Employer Name ’||z| ‘ Student Name "”E
=k Add New Emplover =P Add Employer from Bases =k Add New Student
Business Category : Student ID
Address 3 DOB
Phone 3 NCY :
Email H Registered Base :

Basic Details

v/ Active |inactive Reason *| v |

|A,a,o.'fca.'."o.'l Status *| w | | Employer Contact *| v |
| i [ 100222015 |
| [r] | [ri]
| Employment Type *| v | | Referred to *| v |

cancel | Create Application |

4. Click the Employer Name browse button to display the Select an Employer browser and
choose the required employer.
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Creating Employment Applications and Work Permits

Alternatively, you can Add New Employer or Add Employer from Bases. For more
information, see Creating a New Employer on page 63.

To add an existing student, click the Student Name browse button to display the Select
Student dialog.

If you need to search for students with different search criteria, enter the new search criteria
then click the Freeze & Search button. The students you have already selected remain selected
and the students that meet your new search criteria are displayed below a red line.

Q Select Student

| Begins with | e | |'5'=‘»-;‘-'9--_: Name or Unigue Pupil Number

Student 1D | | NCY | v | | Performance Group | v |

[pos: wammyy | | Genae || [Postcose | actve students ony 2

|:, ase Name, URN or School No |

Clear Search | Search

'ostcode

oy Sclect |

Alternatively, you can Add New Student. For more information, see Creating a New Student to
Add to an Application on page 92.

Search for and select the required students then click the Select button to add the students to
the application.
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Welcome SYSADMIN Help Logout

CIEE G&B
3/ Add New Employment Application
| ' 1 Centre ‘“E E A ‘E
= Add New Employer =F Add Employer from Bases = Add New Student
Business Category : Butcher Student ID HE)
Address T 23 Avenue, , Emmmshire, M S5 DOB 2 g9
Phone 3 NCY
Email : Registered Base : PRU

Basic Details

Active |.'.".a:_f-'_.-5--?eg.sjn E v|

[opication et T =

| i [rouars | --

| i | = g‘]

Cancel | |

Select an Application Status, Application Received Date, Employment Type and Employer
Contact. These are mandatory.

If known, enter a Start Date and End Date for the application.

Click the Create Application button to create the basic application and display its details. If you
created applications for multiple students, the application for the first student selected is
displayed.
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©One Home Applications Employer Chaperone Reporis Batch Processing  Administration
G&B
3/ Centre | B A
View Emplover Details View Student Details
Business Category : Buicher Student ID HE
Address i 23 Avenue, shire, MF S DOB 13 o)
Current Contact : C d
NCY
Phone 3 :
Eai 5 Registered Base : PRU

Parent Company

Welcome SYSADMIN | Help | Logout

o Generate Workpermit E"ﬁ D

Basic Details Working Hours | Terms and Conditions | Employer Applications

Application Summary # Edt
Active 1 Yes

Application Status : Awaiting Information

Employer Contact M

Application Received : 10/02/2015

Application Entered » 10/02/2015

Start Date 1 110272015 End Date

Employment Type : Counter Assistant

Employment Card No . SELBO0DD32

Employment Permit Issued :

Working Hours

Term Time : 00:00 hours Holiday Time : 00:00 hours

elete Application

¥ Back to Application Search

Memo: [§ UDF

<

After the basic application is created, you must add working hours and record any authorisation

requirements before generating the work permit.

list of other applications that you created at the same time.

the Employer Applications tab.

TIPS: If you created multiple applications, click the Back to Application Search hyperlink,to display a

To view all the other applications for the employer associated with the currently open application, select

More Information:

Adding Working Hours on page 13

Editing Terms and Conditions on page 17

Editing Authorisation Details on page 18
Generating and Printing a Work Permit on page 21
Adding a Photo to a CIEE Application on page 92

Adding Working Hours

Working hours can be entered using one of the following methods:

by day of the week

daily hours

total hours per week

total hours per month.

You can add different hours for term time and holiday time.

Managing Children in Employment and Entertainment Handbook




Creating Employment Applications and Work Permits

Adding Working Hours for Specific Days and Times

You can enter hours for specific times on specific days of the week. Hours can be assigned as
session 1/session 2 hours or as daily hours, but only one method can be used per day.

Open the required application. For more information, see Opening an Application on page 93.

Select the Working Hours tab to display the Working Hours grid.

Basic Details BRI Terms and Conditions | Employer Applications

Working Hours _#Edit <Previous (Revision 1 of 1) Next= Last Updated Information

Start Date: 27/01/2017 End Date: 14/07/2017

Term Time

Monday

Tuesday

Wednesday
Thursday

Friday

Saturday

Sunday

Total Term Time:

4 | /¥

Click the Edit hyperlink to enable editing.

Basic Details L EEGTEl Terms and Conditions | Employer Applications

| *

Working Hours #’Edit

Start Date: | 27/0172017 E End Date: 14/07/2017 Memo: [

Term Time
(® Days ofthe week (O Total hours per week  (C) Total hours per month

Monday ] ] [:] ] ] B

Tuesday ] ] i ;]

Wednesday ] i1} :: ]

Friday ] i :] i

Saturday :} :] B B

|
|
|
Thursday |
|
|
| B

Sunday ] ]

1 | I

Select the Start Date for the working hours pattern.

To enter working hours for specific days, enter the required hours in the appropriate From and
To fields.

If the student is working the same hours every weekday, you can enter the hours in the Monday
row then click the Copy Hours hyperlink to add the hours to Tuesday through Friday.
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Basic Details  EEMOREERTER Terms and Conditions | Employer Applications

Start Dale:ﬁ End Date: 14/07/2017 Memo: [ |
Term Time 1
(® Days of the week () Total hours per week () Total hours per month
T e e —
"oy  Fom  To  Hows  Fom  To  Hows  Fom  To  Hours
Monday [06:00 [m| [o07.00 [m] [01:00 |m| [16:00 [m| [47:00 [a] [o1:00 [m] | E =] | =]
Tuesday [06:00 [m| [o7:00 [m] [o1:00 |m| [t600 [m| [47:00 [m] [o100 [m] | Ell =] | = |
Wednesday [06:00 [m] [o7:00 [m] [o100 |m| [t600 [@] [17:00 [&] [o100 [m] | E =] | =]
Thursday [0600 [m] [o700 [m] [o100 [®| [t600 [@] [17:00 [&] [o100 [m] | E =] | =]
Friday [06:00 [m| [o700 [m] (o100 |w| [t600 [| [i7:00 Ja] [o100 [s] | E =] | [=]
Cauri O O e -
- = = i
Total Term Time: hours
=
< I+

NOTE: If enabled by the system administrator, when entering working hours as Days of the week, the
Hours, Total Term Time and Total Holiday Time hours are calculated automatically and cannot be
changed. However, if this functionality is disabled by your One administrator, you will have to enter the
values manually. For more information, see Working Hours on page 4.

If required, enter the Holiday Time working hours.

If the student will work the same hours in holiday time, click the Copy to Holiday Time hyperlink
to populate the holiday working hours.

Click the Save button to record the working hours.

Adding Working Hours as Daily Hours, Total Hours Per Week
or Total Hours Per Month

In addition to recording working hours for specific days and times, you can also record them for
generic time periods, including the total working hours for a day, week or month.

Open the required application. For more information, see Opening an Application on page 93.

Click the Working Hours tab to display the Working Hours grid.

Basic Details RUGICTINEERTEE Terms and Conditions | Employer Applications

Working Hours #Edit <Previous (Revision 1 of 1) Mexi> Last Updated Information |
Start Date: 27/01/2017 End Date: 14/07/2017

Memo: [§
Term Time

T A L L T i —  —

Monday

Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

Total Term Time:
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3. Click the Edit hyperlink to enable editing.

Basic Details PGSR Terms and Conditions | Employer Applications

-

Working Hours # Edit

Start Date: | 27/01/2017 ﬁ End Date: 14/07/2017 Memo: [§

Term Time
(®) Days of the week  (O) Total hours per week () Total hours per month

Session 1 Session 2 Daily Hours

]
Day From To Hours From To Hours From To Hours |

Monday

Tuesday

‘Wednesday

Friday

Saturday

|
|
|
Thursday |
|
|
|

Sunday

4 | | »

4. Select the Start Date on which the working hours will begin.

5. Select the radio button for the method you wish to use to record the working hours.

Bask Details UGS VEE TG Terms and Conditions | Employer Applications

Working Hours # Edit

Start Date: | 27/01/2017 ﬂ End Date: 14/07/2017 Memo: [§

Term Time
(O Days of the week (&) Total hours per week (O Total hours per month

Total Hours Per Week: | hhzmm |h0urs

&/ Copy to Holiday Time

Holiday Time
(O Days of the week (&) Total hours per week (O Total hours per month

Total Hours Per Week: | hhzmm |h0urs

L Copy fo Term Time

oy oo |

6. Enter the required hours in the hh:mm field. The surrounding text adjusts depending on the
radio button selected.

7. If required, enter the Holiday Time working hours.

If the student will work the same hours in holiday time, click the Copy to Holiday Time hyperlink

to populate the holiday working hours.

8. Click the Save button to record the working hours.

Revising Working Hours

It is possible to edit a student’s working hours to reflect changes in their working time
arrangements. However, to maintain a historical record of the working schedule, a new Start
Date must be entered before saving. This creates a hew revision record. Any revisions can be

viewed, but only the most recent revision can be edited. Additionally, any new start date must be

after the previous revision’s start date.
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1. Open the required application. For more information, see Opening an Application on page 93.

2. Select the Working Hours tab to display current working hours.

Basic Details Working Hours  [ELEENLREOLITLE

Working Hours _# Edit (Revision 1 of 1) Last Updated Information

Start Date: 24/05/2013 End Date: Memo: B
Term Time

Total Hours Per Week: 10.00 hours

Holiday Time

Total Hours Per Week: 10.00 hours

Click the Edit hyperlink to enable editing.

4. Make the required changes to the working hours. For more information, see Adding Working
Hours for Specific Days and Times on page 14 or Adding Working Hours as Daily Hours, Total
Hours Per Week or Total Hours Per Month on page 15.

5. Select a new Start Date.

IMPORTANT NOTE: If you do not update the Start Date, when the record is saved, the existing record
is overwritten and no revision record is created.

Click the Save button to display the Working Hours confirmation dialog.

Click the Yes button to record the working hour changes.

Basic Details Working Hours  [RESHSEILRRGTD T

Working Hours /Edit =Previous (Revision 2 of 2) Last Updated Information

Start Date: 25/05/2013 End Date: Memo: B
Term Time

Total Hours Per Week: 10.00 hours

Holiday Time

Total Hours Per Week: 20.00 hours

Editing Terms and Conditions

The Terms and Conditions tab consists of two areas, the Terms and Conditions text box and
the Authorisation section. The Terms and Conditions text box enables you to view and enter
specific information related to the student’s employment. The Authorisation area enables you
to view and edit information related to the permissions granted by interested parties, such as
parents and Local Authorities. For more information, see Editing Authorisation Details on page
18.

Open the required application. For more information, see Opening an Application on page 93.

2. Click the Terms and Conditions tab to display the Terms and Conditions text box.

Basic Details LG LT Terms and Conditions

|

¥ Terms and Conditions  Edi Open All | Close Al

¥ Authorisation # Edi a
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3. Click the Edit hyperlink to display the Terms and Conditions editing window.

Q Terms and Conditions
| ppend Text v | < Append
. EEEN == W | e | 2% M
B Ullaar][¥ x|[aArZ- W
Font Paragraph Insert Tools
A Toolbar| (W] W 100 % |~ A {3 Print

4. Enter any required text. Use the tools to format the text as required.

5. If required, you can select pre-defined messages from the Append Text drop-down list then
click the Append hyperlink to add the text to the text box.

Click the Save button to save the text.

When all the required text is entered, click the Close hyperlink to return to the Terms and
Conditions tab.

N oo

More Information:
Adding Predefined Text for Terms and Conditions Details on page 6

Editing Authorisation Details

The Authorisation area records whether or not a specific third party has provided their consent
for the child to participate in the employment. If the required authorisations are not recorded, the
work permit cannot be created.

1. Open the required application. For more information, see Opening an Application on page 93.
2. Click the Terms and Conditions tab to display the Authorisation area.

Basic Details LGOI TN Terms and Conditions

¥ Terms and Conditions # Edt Open All | Close Al

¥ Authorisation # Edt -
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3. Click the Edit hyperlink in the Authorisation section to enable editing.

Authorisation £

| = | 0
| i 0 | [rls
| &0

Cancel

4. For each party from which you have received authorisation, enter the date when the
authorisation was received. The check box is selected automatically when a date is entered.

Alternatively, you can select a check box without entering a date.
5. Click the Save button to record the authorisations.

More Information:
Work Permit Conditions on page 4

Viewing School Attendance Details

Before issuing a work permit or when reviewing a work permit that has already been issued, it
can be useful to view a student’s school attendance record. You can view the attendance
information that has been recorded for the student in the One v4 Client.

Viewing School Attendance via Student Details

1. Open the required application. For more information, see Opening an Application on page 93.
2. Click the View Student Details hyperlink to display the student’s details.
3. Select the Employment Details tab.
4. Click the Attendance Details hyperlink to display the Attendance Details dialog.
Attendance Details : Mugs P a
Attendance Search
i R i R

Clear Search [ Search ]

Close

5. Enter the dates for which you wish to view the student’s attendance and select the required
base from the drop-down list.
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Click the Search button to display the attendance details.

5 Attendance Details : M., PL ¥ i

Clear Search Search

Attendance Details

(&) Weekly View () Monthly View

Attendance Marks Attendance ion Perc Attendance v Print
I Present (AM) 176 Al 9462 95.16 e 16 43
Absences .
v Present (PM 177 Monda 100 100 Unauthorised
(PM} ¥ Absences 3 0.51
lliness (NOT Possi
; Tuesd 100 100 =il
medical or dental 16 ay i a2
etc. appointments)
Mo reason yet Wednesday 9474 9474
M provided for 3
ShSEIInE Thursday 8974 89.74 HEEE g
# School closed to 358 Activity
ils and staff M| Present: 54.85%
puplis and s Friday 2974 9231 Lates before 0 =
reg. closed (] Authorised: 4.30%
Lates after reg. .
Saturday 0 0 e a o [m] Unauthorised: 0.81%
Sunday 0 0 Unexplained 0 ] Missing: 0.00%
Absences -

29/08/2011 # # ! \ # # # #

05/09/2011 ! \ ! \ ! \ ! \ ! \ # # # #

A mamna ' \ ' \ ' \ ' \ ' \ - - - - -

Viewing School Attendance via the Student Employees List
Open the required application. For more information, see Opening an Application on page 93.

2. Click the View Employer Details hyperlink to display the employer details.
3. Click the Attendance Details hyperlink to display the Attendance Details dialog.

' Attendance Details : Mug= P "0 00 1 |
Attendance Search

11/092012 |

‘ Altendance Base | v |

| 041042013 |

Clear Search Search

Close

4. Enter the dates for which you wish to view the student’s attendance and select the required
base from the drop-down list.
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5. Click the Search button to display the details.

_," Attendance Details : M P
-
Clear Search [ Search J
Attendance Details
(&) Weekly View () Monthly View
Attendance Marks Attend. ion Perc Attendance v Print
00 ning M ﬂ ﬂ ﬂm Es«ms MEQ& “
i Present (AM) 176 Al 9462 9516 Authorised 1% 43
Absences .
\ Present (PM 177 Monda 100 100 Unautharised
(PM} ¥ Absences 3 0.81
lliness (NOT Possibl
mediical or dental 16 Tuesday 100 100 i 372
etc. appointments)
Mo reason yet Wednesday 9474 9474 | |
M provided for 3 m
absence Thursday 2074 8074 Ap;_:l_ove Educ. 0
# School closed to 358 Activity
) . g
pupils and staff Friday . Lates before . (W] Present: 94.89%
reg. closed (] Authorised: 4.30%
Lates after reg. .
Saturday o o closed a 0 (M| Unauthorised: 0.81%
Sunday 00 Unexplained 0 [] Missing: 0.00%
Absences -
am pm am pm am pm am pm am Ppm am pm am pm
29/08/2011 # # ! \ # # # #
05/08/2011 ! \ ! \ ! \ ! \ ! \ # # # #
ﬂﬂﬂﬂﬂﬂﬂﬂﬂ - - - - hd

Editing an Employment Application Status

An employment application’s status can be manually changed to any value but ISS — Issued or
REV — Revised.

1. Open the required application. For more information, see Opening an Application on page 93.

2. Inthe Basic Details tab, click the Edit hyperlink adjacent to Application Summary to enable
editing.

3. Select the required Application Status.

If the application is approved, select APP — Approved. After saving, you can then issue the
work permit.

4. Click the Save button to record the status change.

Generating and Printing a Work Permit

After an employment application is approved, the work permit can be issued. Issuing the work
permit is a two-stage process. First, you must generate the work permit, then you must print it.

When you choose to generate a work permit, One runs the following validations before issuing
it:

m Checks the Work Permit Report is selected (this is configured by your system
administrator).

m Checks the application status is either Approved or Revised.
m Checks that working hours are entered for the application.

m Checks whether all the required Authorisations in the Terms and Conditions tab have
been obtained.

If all the preconditions are met, you can create a work permit by completing the following steps:
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Open the required application. For more information, see Opening an Application on page 93.

Click the Generate Workpermit hyperlink to create the work permit and display the Generate
Workpermit confirmation dialog.

Click the Yes button to close the dialog and complete the process.

The Application Status is now Issued and the Employment Permit Issued is populated with
the issue date.

Click the Print Workpermit hyperlink to print the work permit.
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Deactivating an Employment Application

Employment applications can be deactivated so that they are not visible by default when
searching for employment applications. The routine used can deactivate multiple applications at
once, which can be useful if you want to deactivate all applications for students over 18, for

example.

Deactivated applications can be viewed by deselecting the Active Only check box when
searching for applications.

You can make any employment application inactive. You can also delete the application if no
licence has been issued against it. For more information, see Deleting an Application on page
97.

NOTE: To deactivate an employment application, you must be a member of a user group with Read-
Write access to the Employment Routine business process under the CIEE main business process.

To deactivate an application:

1. Select Administration | CIEE | Routine to display the Routine to deactivate Employment
Applications page.

1 Logeut

One Home  Applications Emplayer Chaperone Reports  Batch Processing  [ESLIENEURDE Welcome SYSADMIN |

G&B
Module Detaults | Terms and Condions Detaults | Entertainment Defaulls | Ferformance Groups.

Routine to deactivate Employment Applications

12 - 5 n e tan S -

2. Select the search criteria for the applications you want to deactivate.

1 Logeut

One Home  Applications Emplayer Chaperone Reports  Batch Processing  [ESLIENEURDE Welcome SYSADMIN |

G&B

Routine to deactivate Employment Applications

1‘9. 7 - - ..\.\.FP.Annm'.'én -
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3. Click the Search button to display all the applications that match the search criteria.

One Home  Applications Emplayer Chaperang Reports T R L Administration Welcome SYSADMIN | OpenbewThe | Help |
G&B

Module Defaults | Terms and Condiions Defaults | Entertainment Defaults | Ferormance Groups

Routine to deactivate Employment Applications

12 | p—— w. | APF . Approved -

Clear Search | Search

& s ® G 245 2 1 ol p— Cleaning Cu. By

" , , 2 " %
0« u 23 BT v 12 Appiroved Hewangent B
0 o = e 1 24 12/ 35 M- Approvedt Hewsagent ':i

4. Select the check box for the applications you want to deactivate. Selecting the check box next to
the Student Name column header selects all the applications.

One Home  Applications Emplayer Chaperang Reports T R L Administration Welcome SYSADMIN | OpenbewThe | Help |
G&B

Module Defaults | Terms and Condiions Defaults | Entertainment Defaults | Ferormance Groups

Routine to deactivate Employment Applications

12 | p—— w. | APF . Approved -

H s K 18/ 0 E2] n® p—— Cleaning Cu. B

R = i 2200 3 a2 A Hewangert o

: : : 2w "' - : ram
s A

0 a u 121 24 12 Approved Hewangent 5

5. Select the reason you are deactivating the applications from the Inactive Reason drop-down
list.
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One Home  Applications. Emplayer Chaperone Aeports  Batch Processing G GGTETEHT Welcome SYSADMIN | OpenbewTsb | Hep | Logout

Routine to deactivate Employment Applications

[12 Tl [ " = | [aPP - Approved -

Llear Fearch Search

W s [ 4 IEIE0TS 2ANO0E x 2 Approved Cleaning G0 &
o A I TR0 TR o8 2 B Appraved Hewsagent e ol
0 o e [ 1207013 4mm w = Apprered Newangent :

| LEET - Lot Visturitarity - W

6. Click the Deactivate button to display a confirmation dialog.

7. Click the Yes button to deactivate the selected applications. An additional confirmation dialog
displays when the routine has finished.
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04 ‘ Administering Entertainment Options

Introduction

One administrators can configure Children in Entertainment via the Administration area.

There are three entertainment related configuration tabs, Entertainment Defaults,
Performance Groups and Venues.

For organisations that have migrated an existing version of the CIEE software from the One v3
Client to One v4 Online, your administration settings are maintained. However, you can edit
these settings in One v4 Online if required.

For organisations setting up CIEE for the first time, complete these procedures to configure your
system to suite your needs.

Understanding Entertainment Defaults

The Entertainment Defaults tab can be used to configure the following key areas of the
employment related CIEE software:

m Licence Condition Defaults
= Report Defaults.

Licence Condition Defaults

When any of these options is selected, the LA must obtain and record permission for each of the
selected entities in the Licence Conditions tab of the entertainment application before the
licence can be issued. The available licence conditions are:

m Birth Certificate

m Photos

m Declaration

m Head Teacher Approval
= Medical Clearance

m Contract

m Parent/Carer Authorisation.

Report Defaults

Before any entertainment licences can be created in One v4 Online, the report defaults must be
selected. The report defaults are Crystal Reports that CIEE uses to format and create the
printable version of the performance licence.

Select a report for each type of licence, Performance (Composite) Default Licence,
Performance (Individual) Default Licence and Chaperone Default Licence.

Click the browse button to select the Crystal Report to use when generating the work permit and
the default number of copies.
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Editing Entertainment Defaults

To edit any of the values in the Entertainment Defaults tab:
Select the Administration area and ensure the CIEE page is selected.
Select the Entertainment Defaults tab.

Click the Edit hyperlink to enable editing.

0N PF

Make the required changes. For more information, see Understanding Entertainment Defaults
on page 26.

5. After making the required changes, click the Save button.

Managing Performance Groups

Performance groups are collections of students that have been grouped together to make the
creation of new performance licence applications quicker. When creating a new entertainment
application, a performance group can be selected as a search criterion and only the members of
that group are displayed in the search results. Users can then select the required students and
create the applications.

Creating a New Performance Group

Select the Administration area and ensure the CIEE page is selected.

2. Select the Performance Groups tab to display the Performance Groups and Associated
Students lists.

One Home Applications Employer Chaperone Reports Batch Processing  Watelilli =i 0] Welcome SYSADMIN | OpenNewTab | Help | Logout
G&B

Performance Groups ) Associated Students

| Group Name J m = Add New Group | Student Name I =k Add Student

Group Name Student Name

Littls Performers ~ Edit @ Delste cl Remove
a Remove
ch Remove
Hi Remove
Li Remove
Li Remove
Li Remove
M Remove
M Remove
M Remove
Pe Remove

3. Click the Add New Group hyperlink to display the Add Performance Group Details section.

Managing Children in Employment and Entertainment Handbook



Administering Entertainment Options

Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults [ENye e ettt

Add Performance Group Details

Group Name | Group Name =t|

Save

4. Enter a Group Name.
5. Click the Save button to add the group to the Performance Groups list.
Welcome SYSADMIN |

One Home Administration

Applications

Employer Chaperone Reports Batch Processing

OpenNewTab | Help | Logout

G&B

Performance Groups

B

Associated Students

=k Add Mew Group |5M -

| _searcn |
T

/' Edit @ Delete

/ Edit ] Delete

Cardington Country Dancers

Little Performers

No results found

= Add Student

6. To associate a student with the group, click the Add New Student hyperlink to display the

Select Student dialog.
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Q Select Student B8
Begins with | | |
(008 e 8| | | Acive sucents ony
Clear Search | Search |
Student Name Attendance Chosen Name Given Name Middle Name UPN Base Name Studentld DoB Address Postcode NCY

Close

Enter the required search criteria then click the Search button to display a list of students who
meet the entered search criteria.

Select the check box adjacent to the required students in the list.

If you need to search for students with different search criteria, enter the new search criteria
then click the Freeze & Search button. The students you have already selected remain selected
and the students that meet your new search criteria are displayed below a red line.

Click the Select button to add the students to the Associated Students list.

Editing a Performance Group

Select the Administration area and ensure the CIEE page is selected.

Select the Performance Groups tab to display the Performance Groups and Associated
Students lists.

For the performance group you wish to edit, click the Edit hyperlink to display the Edit
Performance Group Details section.

Edit the Group Name.
Click the Save button.

Deleting a Performance Group

Select the Administration area and ensure the CIEE page is selected.

Select the Performance Groups tab to display the Performance Groups and Associated
Students lists.

For the performance group you wish to delete, click the Delete hyperlink to display the
Performance Groups confirmation dialog.

Click the Yes button to delete the group.
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Removing a Student from a Performance Group

Select the Administration area and ensure the CIEE page is selected.

Select the Performance Groups tab to display the Performance Groups and Associated
Students lists.

For the student you wish to remove from the performance group, click the Remove hyperlink to
display the Performance Groups confirmation dialog.

Click the Yes button to remove the student.

Managing Venues

Venues are the names and addresses of places that can be selected as an interview location
when recording a chaperone interview. If more than one venue is added in the Venues tab, you
can set which venue should be the default option when a user is creating a new interview
record.

An entirely new venue can be created or you can add a venue that is already a base in One.

More Information:
Adding a New Venue That is Not a Base on page 30
Adding a Venue from a Base on page 32

Adding a New Venue That is Not a Base

Select the Administration area and ensure the CIEE page is selected.

Select the Venue tab to display the Venue list.

One Home Applications Employer Chaperone Reports GEW GG N Administration Welcome SYSADMIN | OpenNewTab | Help | Logout

G&B
Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues m_

Venue = Add Venue < Add Venue From Bases

Name Default Address
Children Entertainment Office No ~ Edit @ Delete
Whembly Stadium No 13 s # Edit ﬁ Delete

Click the Add Venue hyperlink to display editable Name and Address fields.

Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE G&B
Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues m_

Venue = addvenue o Add Venue From Base

Enter a venue Name.

Click the Address browse button to display the Address Manager browser.
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Q Address Manager

|E-"-:'er Post code or streef address ‘

o= Add a new address

e [T

6. Enter any known address details and click the Search button to display a list of locations in One
that meet the entered search criteria.

7. Highlight the required address then click the Select button to add the address to the venue.

If none of the results correspond to the venue’s address, click the Add a new address
hyperlink to display blank address detail fields. Enter the new address details then click the
Save button and select the address.

Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE GaB
Employment Defaults | Terms and Conditions Defauits | Entertainment Defaults | Performance Groups [JRERVNSN _

Venue == AddVenue s« Add Venue From Bases

|Cardington Sheds ==|

EX v &

[] Default

8. If the venue should be the default option when creating a new interview record, selected the
Default check box.

9. Click the Save button to record the venue details.
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Adding a Venue from a Base

Select the Administration area and ensure the CIEE page is selected.
Select the Venue tab to display the Venue list.

One Home Applications Employer Chaperone Reports E W e To== Ml Administration Welcome SYSADMIN |

OpenNew Tab | Help | Logout

G&B
Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues _

Venue == Addvenue o Add Venue From Bases

Children Entertainment Office No ~ Edit Delete

Whembly Stadium No 13 - s / Edit il Delete

Click the Add Venue From Bases hyperlink to display the Base Name field.

Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE G&B

Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups

Venues _

Venue = addvenue o Add Venue From Bases

Base Name iy

Base Type: Base Address:
School No.: LA No.:
[] Default

Cancel I} Save I

Click the Base Name browse button to display the Select a Base browser.

Q Select a Base

(® Home LA () All Bases

cnce [N

Enter the required search criteria then click the Search button to display a list of bases that
meet the entered search criteria.

Highlight the required base then click the Select button to close the dialog and populate the
venue information with the selected base information.
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If the venue should be the default option when creating a new interview record, select the
Default check box.

Click the Save button to record the venue details.

Editing a Venue

After creating a venue, you can edit its name or address and whether or not it is the default
venue for interview records.

Select the Administration area and ensure the CIEE page is selected.
Select the Venue tab to display the Venue list.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout

G&B

Module Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues

Venue Hk AddVenue < Add Venue From Bases

MName Default Address

Ultra Cool Office Building Mo 231 Sheeptrail Rd., Old Romsey Road, Lingleville, Leicestershire, F61 0ZZ / Edit m Delete

For the venue you wish to update, click the Edit hyperlink to enable editing.
Update the name and address as required.

Set the Default value as required.

Click the Save button.

Deleting a Venue

If a venue is no longer required, you can delete it from the venue list. However, you cannot
delete a venue if it is associated with any chaperone interview records. Therefore, you must
either update any chaperone interview records currently using the venue to a different venue or
delete chaperone interview records entirely before deleting the venue.

Select the Administration area and ensure the CIEE page is selected.

Select the Venue tab to display the Venue list.

One Home Applications Employer Chaperone Reports E W e To== Ml Administration Welcome SYSADMIN | OpenNewTab | Help | Looout

G&B
Employment Defaults | Terms and Conditions Defaults | Entertainment Defaults | Performance Groups Venues m_
A

Venue == Addvenue o Add Venue From Bases

Name Default Address

Cardington Sheds No 80" / Edit i Delete
Children Entertainment Office No / Edit ]ﬁ[ Delete
Whembly Stadium No 131 BVS / Edit [l Delete

For the venue you wish to delete, click the Delete hyperlink to display the Delete Venue
confirmation dialog.

Click the Yes button to delete the venue.
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Creating Entertainment Applications and Licences

05 ‘ Creating Entertainment Applications and
Licences

Introduction

After configuring the Children in Entertainment module, you can begin to create applications and
issue performance and chaperone licences. In order to create a licence that can be printed and
distributed to the relevant parties, you must complete the following six steps.

Create a basic application.

Add a performance schedule.

Add a chaperone.

If required, record any licence condition details.
Generate and print the licences.

Although the intermediary steps can be completed in any order, the first step is to create a basic
entertainment application and the final step is to issue and print the licence.

NOTE: In previous versions of CIEE, entertainment companies were called applicants, this terminology

has changed and they are now called employers.

Understanding Entertainment Application Status
Codes

An entertainment application requires an Application Status. By default, there are five status
codes, although these may have been altered by a system administrator using the One v4

Client. Most of the codes are for your reference only and do not affect the application directly.
However, licences can only be generated from applications with a status of APP — Approved.

The following table summarises the types of entertainment application codes.

Code ‘ Description

APP Approved - The default status for all applications.

AWI Awaiting Information.

ISS Issued - The application has been approved and the LA has

generated the licence. This status cannot be selected manually; it
is set automatically when the licence is generated.

PEN Pending.

REF Refused.

Types of Entertainment Applications

There are three types of entertainment applications: standard, open licence and body of person.

Standard entertainment applications require both an employer and student. This is the default
application type. Unless one of the other options is selected when creating the application, this
is the type of application that is created.
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An Open Licence application enables you to add either an employer or student, depending on
your needs. If you choose to add an employer, you must select a performance, but you do not
need to specify the students taking place in the performance. The licence is issued to the
employer for the selected performance.

Conversely, an open licence with a student added is issued to the student with no mention of
specific employer or performance.

A body of person application is a standard entertainment application but with the optional
Session Absent, Earnings and Part fields disabled.

Creating a New Entertainment Application

The first step in issuing a licence is to create an application that links students to an employer
and a specific performance. After creating the basic application, you must add performance
schedules, chaperones and any other conditions before generating and printing the licence.

You can create the basic applications for multiple students at once. However, when the
application is created, One creates an individual licence application for each student with only
the basic details populated. Each application must then have the required details added, such
as performance schedule, before the licence can be issued.

NOTE: Before a person can be added as a chaperone to an application, they must be registered as a
chaperone first. It is recommended that you ensure any chaperones you require for an application are
registered in One before you begin creating the application. For more information, see Registering a New
Chaperone on page 49.

1. From the One homepage, click the Applications button to display the Applications area.
2. Click the Add New Application hyperlink to display the Add New Application dialog.

3¢ Add New Application a

Select the Application Type

Employment Application ®
Entertainment Application O

Select ]

Cancel [

3. Select the Entertainment Application radio button then click the Select button to display the
Create New Application — Entertainment page.
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Welcome SYSADMIN Open New Tab

CIEE G&B

3/ Add New Entertainment Application

Employer Name "|E [] Body Of Person [_] Open Licence Student Name ‘|E|
o Add New Employer = Add Employer from Bases = Add New Student
Busi 5
usiness Category Select Parent/Carer ||:|
Address
DOB 8
Phone NCY
Email
Registered Base
Basic Details
v/| Active |lnactive Reason *| v |
|F’en‘crmance Name “‘ v | ‘

Pert. Start Dat

[ Appitcation status *lw [ Reject Reason [

|.=.a~' | |L 00 ‘

MW Croale Application |

4. Click the Employer Name browse button to display the Select an Employer browser and
choose the required employer.

Q Select an Employer

Filters

Employer Name | | Empioyer Category v |

2 Employers

Dance School

Stage Company

o soect |

Alternatively, you can Add New Employer or Add Employer from Bases. For more
information, see Creating a New Employer on page 63.

5. Click the Student Name browse button to display the Select Student browser.
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Q Select Student

Clear Search Search ]

Wy select |

6. Search for and select the required students then click the Select button to add the students to

the application.

If you need to search for students with different search criteria, enter the new search criteria
then click the Freeze & Search button. The students you have already selected remain selected
and the students that meet your new search criteria are displayed below a red line.

Q Select Student

| Begins with ‘ v ‘ |br

Performance Group ‘ v ‘

NCY | v |

sy Freeze & Search |

QEE Limit of 200 reached. First 200 students returned matching "br, Active People".

A Altendance A B

Ag Aftendance  As B

A Attendance A B

Al

O al Attendance Al B Jok
[[]  Alreron, e Aftendance Al C Bry

Attendance Al A Bri ITe 9 a0

Al a 99
As School 5 00
All 1 Aided Junior School 8 00

Cs ) 1008

It 9! 99

al I

oo (I

Alternatively, you can add a new student. For more information, see Creating a New Student to

Add to an Application on page 92.
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Creating Entertainment Applications and Licences

Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE G&B

3/ Add New Entertainment Application

|App\e Dance Company '” -.&‘ [] Body Of Person [_] Open Licence ‘A ] ‘H k k|
o Add New Employer % Add Emplover from Bases 4 Students selected = Add New Student
Business Category : Dance School S —— |b|
Address : 15 -
DOB 51
Phone : NCY
Email de
Registered Base H Primary School

Basic Details

Active | Inactive Reason ’| b4 |

_— . - _—
| Performance Name ‘ - | | Performance Type ‘

= Add New Performance

Cancel | ‘

If required, select a parent or carer.

Select the Performance Name.

If the required performance is not listed, you can add a new one:

a. Click the Add New Performance hyperlink to display the Performance Details dialog.

3/ Add New Entertainment Application

Performance Details(New Performance Record) UDE
[Portormance Name : F— =
[ o o .
| | | &
[From Time i [ [0 rime i [@]
Rehearsal Details
o = e 9
| [ | [

[0 rime hhimm_ g

||;| Active |— Reason 5 v|

concel NS

b. Enter the performance and rehearsal details. Performance Name, Performance Type,
performance From Date and performance To Date are required fields.

TIPS: The No. of Days fields for a performance or rehersal are calculated automatically when you
add the required start and end dates. However, if there is not a performance or rehersal every day,
you can manually edit the fields. You can also enter a duration for the performance or rehersal
manually.

c. Click the Save button to add the performance to the application.
Select the required Application Status.
If known, enter a Performance Type, Start Date, End Date and Part for the application.
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11. Click the Create Application button to create the application and display the application detalils.
If you created applications for multiple students, the application for the first student selected is
displayed.

o Generate Workpermit E 5

Delete Application

“" Back to Application Search

Basic Details Performance Sch-edule Chaperone i Licence Conditions | Employer Applications

Application Summary # Ed & print Licence Memo: [§§ UDF
Active : Yes

Performance Name : DocTest Performance

Performance Type : Game Show Attendee

Start Date : D1/04/2013 End Date : 017062013
Application Status : approved

Session Absent H| Earnings : 0.00 )
Part : L h l
Address : _—

Location

12. If you created multiple applications, click the Back to Application Search hyperlink to display a
list of other applications that you created at the same time.

TIP: To view all the other applications for the employer associated with the currently open application,
select the Employer Applications tab.

More Information:
Adding a Performance and Rehearsal Schedule on page 39

Associating a Chaperone to an Application on page 42
Editing Licence Conditions on page 43
Generating and Printing a Performance Licence on page 45

Adding a Performance and Rehearsal Schedule

Each performance licence application must have a performance schedule associated with it.
Optionally, you can also add a rehearsal schedule.

Open the required application. For more information, see Opening an Application on page 93.

2. Select the Performance Schedule tab to display the Performance Schedule grid.

Managing Children in Employment and Entertainment Handbook _



Creating Entertainment Applications and Licences

©One Home Applications Chaperone Reports Administration

Welcome SYSADMIN | Help | Logout
G&B

3 HHH | A .

Alert 'E More optio 1
View Emplover Details View Student Details

Business Category : Film Company Student ID
Address 3 DOB
Current Contact o M

NCY 3T/
Phone 3 .
Email Registered Base : M School

. Generate Licence Dﬂ i @ Normal View

Basic Details

Performance Schedule Chaperone Licence Conditions

Performance Schedule 4 Add

No Performing Group to display for the Student

Click the Add hyperlink to display the Add Performing Group dialog.

NOTE: If no performances schedules are available in the Add Performing Group dialog, they must be
added in the Performance Schedule tab of the Employer Details page. For more information, see
Adding a Performing Group on page 83.

M. Add Performing Group

Performance Name: DocTest

D DocTest Group Rehearsal 0

[[] DocTest Group Performance 0

Close ||

4. Select the required performance schedule.
5.

If required, select the required rehearsal schedule.

6. Click the Select button to add the selected items to the application.
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©One Home Applications Chaperone Reports Administration
G&B

3 HHH | Ames

View Emplover Details View Student Details

Business Category : Film Company

Student ID B
Address 5 DOB . 1
Current Contact o Mroem
NCY 3T/
Phone 3 .
Email 5 Registered Base : N L | 7 School

"4 Generate Licence E?ﬂ Delete Application @ Normal View

EEEE TN Forformance Schedule [RREIE IS Licence Conditions

Performance Schedule 4 Add

Performance Name: DocTest

Performance Type: Film

DocTest Group Performance 1 View Time Details Delete
DocTest Group Rehearsal 1 View Time Details

&=

Delete

Deleting a Performance Schedule

1. Open the required application. For more information, see Opening an Application on page 93.
2. Select the Performance Schedule tab to display the Performance Schedule grid.

One Home Applications Chaperone Reports Administration

Welcome SYSADMIN Help Logout

Welcome SYSADMIN
G&B

2 HHH | Ames

View Employer Details View Student Details

Business Category : Film Company Student ID HL
Address : DOB o -
Current Contact t M
NCY Eh
Phone 5 ;
Email 5 Registered Base : N LB} ¥ School

" Generate Licence F1?ﬂDelmeA lication @ Normal View

Basic Details Performance Schedule Chaperone Licence Conditions

Performance Schedule & Add

Performance Name: DocTest

Performance Type: Film

DocTest Group Performance 1 View Time Details

DocTest Group Rehearsal 1 View Time Details

&=
%

For the schedule you wish to delete, click the Delete hyperlink to display the Performing Group

confirmation dialog.

Click the Yes button to remove the performance schedule from the student’s application.
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Associating a Chaperone to an Application

Each application requires at least one chaperone before the licence can be issued.

NOTE: Before a person can be added as a chaperone to an application, they must be registered as a
chaperone first. It is recommended that you ensure any chaperones you require for an application are
registered in One before you begin creating the application. For more information, see Registering a New
Chaperone on page 49.

1. Open the required application. For more information, see Opening an Application on page 93.
2. Select the Chaperone tab to display the Chaperone list.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout
G&B
3' Busy BeeS | 1 u Alert :ﬁ More options... 15
View Employer Details View Student Details
Business Category : Film Company Student ID
Address 5 DOB
Current Contact
NCY HL
Phone 3 .
Email . Registered Base :

<. Generate Licence F1iﬁDelete.ﬁ\ lication @ Normal View

Basic Details | Performance Schedule Chaperone Licence Conditions

Chaperone < Add

No Chaperone details to display

3. Click the Add hyperlink to display the Select a Chaperone dialog.

Q Select a Chaperone
Filter Chaperone Name |:| Parent / Carer
-
O Al Chaperone

A Chaperone 4 [@zmail.com =
O A Chaperone 4 (@rediff.com

|:| B Chaperone 2 [@mail.com ]
D B Chaperone

D B Chaperone

|:| D, Chaperone 9 @yahoo.com

06 Chaperone 3 1@msn.com B

Cancel ||

4. If necessary, filter the list of available chaperones.
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Enter a name in the Filter field to find a specific person. Select the Parent/Carer check box to
limit the results to only parents and carers.

Select the check box for each required chaperone.

Click the Select button to add the selected people to the chaperone list for the application.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout
G&B
3J Busy Bees | & fiert @3 More options... |
View Employer Details View Student Details
Business Category : Film Company Student ID
Address : DOB
Current Contact 3 |

NCY H
Phone

Email Registered Base :

* Generate Licence EDeleieA lication |E| Normal View

Basic Details Performance Schedule Chaperone Licence Conditions

Chaperone < Add
aperone Name ype ne Num ail

O & Chaperane

Removing a Chaperone from an Application
Open the required application. For more information, see Opening an Application on page 93.

Select the Chaperone tab to display the Chaperone list.

Basic Details Performance Schedule Chaperone Licence Conditions

Chaperone = Add

T Tvope

O A & ] Chaperone

[] Am Chaperone (@rediff.com

Select the check box for the chaperone you wish to remove.

Click the Remove Chaperone hyperlink to display the Remove Associated Chaperone
confirmation dialog.

Click the Yes button to remove the chaperone from the application.

Editing Licence Conditions

The Licence Conditions tab records whether specific pieces of information such as birth
certificate, contract, or parent approval have been presented to the Local Authority. If the
required information or authorisations have not been presented to the LA and recorded in One,
the performance licence cannot be created. The required licence condition items can be set by
your One administrator.
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Open the required application. For more information, see Opening an Application on page 93.

Select the Licence Conditions tab.

Basic Details Performance Schedule Chaperone Licence Conditions

Licence Conditions # Edi

Birth Certificate : No Medical Clearance : No
Photos : No Contract : No
Declaration : No Parent/Carer : No

Head Teacher Approval : No

Click the Edit hyperlink to enable editing.

Basic Details Performance Schedule Chaperone Licence Conditions

Licence Conditions # Edit

Save |

Cancel |

For each piece of information or authorisation, enter the date it was received. The check box is
selected automatically when a date is entered.

If no date is known, select the required check box and leave the date blank.

Click the Save button to record the information.

Basic Details Performance Schedule Chaperone Licence Conditions

Licence Conditions # Ed

Birth Certificate : Yes Medical Clearance : No
Photos : Yes Contract : No
Declaration : Yes Parent/Carer 1 No

Head Teacher Approval : No

More Information:
Editing Entertainment Defaults on page 27
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Editing an Entertainment Application Status

An entertainment application’s status can be manually changed to any value except ISS —
Issued.

Open the required application. For more information, see Opening an Application on page 93.

Click the Edit hyperlink adjacent to Application Details to enable editing.

Select the required Application Status.

If the application is approved, select APP — Approved. After saving, you can issue the licence.
Click the Save button.

Generating and Printing a Performance Licence

After an entertainment application is approved, the licence can be issued. Issuing a licence is a
two stage process. First you must generate the licence, then you must print it.

You can generate a licence for an individual student via their application or for multiple students
via the employer’s Student Performers tab.

When you generate a licence, One performs the following validations before issuing it:

m Checks the Individual Licence Report is selected (this is configured by your system
administrator).

m Checks the application status is either Approved or Revised.
m Checks that at least one chaperone has been added to the application.
m Checks that a performance schedule has been linked to the application.

m Checks whether all the required licence conditions have been met.

More Information:
Generating and Printing a Performance Licence for an Individual Student on page 45
Generating and Printing a Performance Licence for Multiple Students on page 45

Generating and Printing a Performance Licence for an
Individual Student

Open the required application. For more information, see Opening an Application on page 93.

Click the Generate Licence hyperlink to create the licence and display the Generate Licence
confirmation dialog.

Click the Yes button to close the dialog to generate the licence.
Click the Print Licence hyperlink to print the licence.

The Application Status is now Issued and the Licence Issued On is populated with the issue
date.

Generating and Printing a Performance Licence for Multiple
Students

Open the employer details for the employer organising the performance for which you wish to
issue licences. For more information, Viewing Employer Details on page 67.

Select the Student Performers tab to display a list of students with applications associated with
the employer.

Managing Children in Employment and Entertainment Handbook _



Creating Entertainment Applications and Licences

Select the check box for each student for whom you wish to issue a licence.
Click the Generate Licence hyperlink to create the licences for the selected students.

Open the required applications individually and click the Print Licence hyperlink to print the
licences.

Batch Processing

The Batch Processing area enables you to update the details of multiple applications at once.
For example, if an officer has left, you can search for all applications connected to the officer
and assign a new officer to all the affected applications. For more information on updating
multiple applications at once, see Updating Multiple Applications via Batch Processing on page
46.

Updating Multiple Applications via Batch Processing

From the One homepage, click the Applications button to display the Applications area.
Select the Batch Processing area.

One Home  Applications. Empioyer Chaperone Reports  EEROEGGRELEN I Administration Welcome SYSADMIN | OpenMewTeb | el | Logout

Gan

@) Entertainment Batch Process
[ | [en |

MR o Seach

Ensure the CIEE page is selected.
Enter the search criteria for the applications you wish to edit.

To search using more specific application details, click the More Options hyperlink to display
the More Search Options dialog.

Q, More Search Options a

Review Date

| & | | | i«

2/ Application

: Active Only [ |Feﬁo‘r’usn:e Licence ‘ | | ‘
Close

Clear Search | Search ‘

Click the Search button to display a list of results that match the entered search criteria.
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Baich Processing NIl
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Welcome SYSADMIN | OpenbewTab | Help | Logowt

GaD

:‘ Entertainment Batch Process

Mare Ogtigns

[ W Whiste Duen The Wind 24062013 28472013 ivsued
0 a A Ham Usnce LA o penaing
0O w Whistie Down The Wind 24062012 20072013 [T
0] ¥ One Pubs Daree O 15032017 JAMAR0T Approren
O a W Peiformance 15 TS 703 mwailing
0O g Partormancs 13 TR0 (LT awsiteg
[ A Bam Dance AT MO approved
] x5 B Onnce D4nTI2014 nOTRos pending
0O = A Prfermmnce 15 nnTEn mr ity

Lo
3
3 WO c
15 F
1 Uk o
& 106
s - -
WO
151
3 Link o
106
= ] -
e 1
15 F
30 1 Uk [
10E
15
Link a
1DE

7. Select the check box for each application to which you wish to make the same change, e.g. all
the applications for which you want to change the Application Status.

to the Student Name column.

TIP: To select all the displayed applications, select the check box in the top-left of the table header, next

8. Click the Display Applications button to display the selected applications in a grid.

button.

IMPORTANT NOTE: Although all selected records will be updated as expected, due to performance
issues, only the first 100 selected records are displayed when you click the Display Applications

One Home

Applications
GAD

Empilayer Chaperone Reparts Adiministration

2/ 5 Application(s) selected

Welcome SYSADMIN | Open New Tab lelp | Logout

Bagk o spglization Searh

[T P feurnnce: Schuchik:

Application Summary
W Actve i 8850 * -

v

[sooomatoent |

student Nome Employer Name Perfomance Name Tyve:
Feardash, ijay Wiz Kids ‘iWhistie Down The Wind Slage
Anmns, Thomns Wi ik WWhistie: Down The Wind Singe
Anbot, Beandon Apphcant 15 Ferformance 15 Wodeling
Avbotl, Beandun Agplicant 13 Perkemance 13 Madelry

9. Update the information in the tabs as required. The Performance Schedule details can be
changed only if all the selected applications are part of the same performance.

search results.

TIP: If you need to add more records, click the Back to Application Search hyperlink to display all the
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One Home: Applications. Employer Chaperane Reports Administration Welcome SYSADMIN | OpenbewTab | Help |

E Ga0

H H Back i Apgication Search

2l 5 Application(s) selected
Aadarsh Vigy) Wiz Kids. Wihiste Duem The Wind Slaye 40BN 200T2M3
Anrons, Thomas Wiz Kids Whistie Doan The Wind Singe 24060013 200703
Abboi, Brandon Agphcant 15 Pedormance 1% Modeling 10072013 NrRmd r
Abbott. Brandon Applicant 13 Performance 13 Mol 10072013 0782013

Application Summary
[ Active (necive fiesson |

APP - approved -

Laear W

10. Click the Process button to display a confirmation dialog.
11. Click the Yes button to update the records.
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06 ‘ Maintaining Chaperones

Introduction

All applications for an entertainment licence must have at least one chaperone assigned. In
order to add a person as a chaperone in Children in Entertainment, they must be added as a
chaperone to One. This process is called registration. Once a person is registered, they can be
assigned to entertainment applications and licences can be generated and printed to verify they
are the assigned chaperone.

The Chaperone area is used to record and maintain all details relating to chaperones, including
personal information, police checks, interviews and references. Chaperone licences for specific
performances and students are also generated from this area.

Registering a New Chaperone

Users with the appropriate permissions can register (add) the details of a new chaperone. You
can designate a person already in One or add a new person and register them as a chaperone.

The following process assumes that the person you are adding as a chaperone has not
completed all the required interviews and background checks and still needs to present required
documentation. Therefore, the following process will create a chaperone that is inactive, i.e. they
cannot be added as a chaperone to an entertainment licence. Once the registration is complete
and approved, you must make the chaperone active before they can be added to an application.
For more information, see Making a Chaperone Active on page 61.

After initially creating a basic chaperon application, you can then add interview details, referee
details and police check details before assigning the chaperone to a student and generating a
licence.

1. From the One homepage, click the Applications button to display the Applications area.

2. Select the Chaperone area to display the chaperone search.
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One Home

Applications Employer Chaperone

Reports

Batch Processing Adn Welcome SYSADMIN | OpenNewTab | Help | Logout

& Chaperone <= Add New Person

‘ | Chaperone

| L | Active Chaperone

More Options

Clear Search | ﬂ .

To select a person already recorded in the One:
a. Select Person from the Person Type drop-down.

b. Enter part or all of the Person Name.
c. Click the Search button to display a list of people who match the entered search criteria.

d. Click the required person’s name to display their Basic Details. Skip to step 5.

If the person does not already exist in One, you must add them first:
a. Click the Add New Person hyperlink to display the Add New Person dialog.

b. Enter the person’s details.
c. Click the Save button to add the person to One and display their Basic Details.
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One Home

Applications

Employer Chaperone

Administration

Maintaining Chaperones

Reporis

& M

Batch Processing

Welcome SYSADMIN |

¥ Person and Ethnic Details # Edit

Ethnic Origin: Home Language:

Y Impairments # Eatt

Registered Disabled: No  Disability Number: -
Day to Day Impairment:

View Current Disabilities Only:

No Disabilities Recorded

* Add Disabilities

Reference: - Asylum Seeker: No NI Number: -

Female # EditPerson Details
Forename : Surname : Address : UDE
Phone 3 Active  :Yes Email
@| Mormal View
Basic Details Registration Contact Details Address

Active: Yes

Open All | Close All
Memo: [§ MNotes: [§

5. Select the Registration tab.

Bask Details Registration Contact Details Address

v Application Summary / Edt

Chaperone Status
Application Received:
Previous Forename :
Previous Surname

Place of Birth

Active : No
Inactive Date

Inactive Reason

¥ Checks =k Add

No Check details to display.

Open All | Close All

Memo: [ UDF

6. Click the Edit hyperlink to enable editing.
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Basic Details Reqistration Contact Details Address
Open All | Close All

_/' Memo: [§ UDF

|

| [
| |
| |

Bom in: (& England () Abroad

‘ | ‘ Add Photo
Active

Cancel | Save |

i

Select the appropriate Chaperone status.
Enter any optional details.

NOTE: Although the Previous forename, Previous surname and Place of birth fields are optional, you
should record this information to help when performing background checks.

If the applicant has not completed all the required interviews, background and document checks,
deselect the Active check box to display the Inactive date field and Inactive Reason drop-
down list.

Enter an Inactive Date and select an Inactive Reason.
Click the Save button to record the details and create a basic chaperone licence application.

You can now perform the required checks and interviews, and record the details in the
application before assigning the chaperone to performances and generating licences.

More Information:

Recording Check Details on page 54

Recording Interview Details on page 55

Recording Referee Details on page 57

Creating a Chaperone Licence on page 59

Generating and Printing a Chaperone Licence on page 59
Making a Chaperone Active on page 61

Adding Additional Chaperone Details

The One Applications functionality tracks a wide range of chaperone related information,
including records of checks made on the chaperone, interviews with the chaperone and licence
details.
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Opening an Existing Chaperone Record

1. From the Applications area, click the Chaperone hyperlink to display the All Chaperones
page.

One Home  Applications S Chaperone Reports  Batch Processing Adn Welcome SYSADMIN | OpenNewTab | Help | Logout

8 Chaperone <= Add New Person

Person Name ‘ | Chaperone | v | Active Chaperone

More Options
Clear Search Search |

2. Enter your search criteria. Click the More Options hyperlink to display additional search
options.

Click the Search button to display a list of people who meet the entered search criteria.
4. Click the name of the person whose record you wish to amend to display their details.
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One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout
& S | Female  # Edit Person Details Alert |83 More options... 4|
Forename : Surname : 5 Address : DE

Phone 3 Active : Yes Email

F‘ﬁ Delete Chaperone @ Normal View

Basic Details Registration Interviews Licence Details | Entertainment Details

Open All | Close Al
v : . )
Person and Ethnic Details # dit Memo: [@ Notes: [B

Ethnic Origin: - Home Language: - Reference: - Asylum Seeker: Mo NI Number: - Active: Yes
¥ Contact Details # Edit

Address: - Business Phone: - Fax: - Mobile Phone: - Email: - Base Address: -
¥ Impairments . Edit

Registered Disabled: Mo  Disability Number: -
Day to Day Impairment: -

View Current Disabilities Only:

No Disabilities Recorded

== Add Disabilities

Recording Check Detalils

Open the required record. For more information, see Opening an Existing Chaperone Record on
page 53.

Select the Registration tab.
Click the Add hyperlink in the Checks section to display editable fields relating to check details.

v Checks #add

bl

Select a Clearance Type and a Date Requested.
Enter any other optional information.
Click the Save button.

v Checks Add

Application Ref Disclosure Ref H Clearance Type : Basic
Date Requested : 09/04/2013 Date Cleared 1 25/04/2013 Not Cleared Date
Countersignatory : Countersignatory Ref: Reply Destroy Date : 26/04/2013

Invoice Point Type : P - People  Invoice Point

Reference Requested Cleared
09/04/2013 25/04/2013 @ ./ Edit Delete

4
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Editing Check Details

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Registration tab.

For the check you wish to edit, click the Edit hyperlink to enable editing.
Make the required changes to the check details.

Click the Save button.

Deleting Check Details

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Registration tab.

For the check you wish to delete, click the Delete hyperlink to display the Delete Chaperone
Check dialog.

Click the Yes button to delete the check.

Recording Interview Details

Open the required application. For more information, see see Opening an Existing Chaperone
Record on page 53.

Select the Interviews tab to display the Interview Details section.

In the Interview Details section, click the Add button to display editable fields relating to
interview details.

Basic Details Registration Interviews Licence Details | Entertainment Details

Interview Details = Open All | Close Al

| [ =)
| Construction | % |2 |

Cancel

If a different venue is required, click the Interview Venue browse button to display the Select a
Venue browser.

Managing Children in Employment and Entertainment Handbook -



© N o o

o b~ W

Maintaining Chaperones

Q Select a Venue (X}

No ./ Edit
No /" Edit =
No / Edit
No o~/ Edit
No / Edit
== Add <k Add from Bases Close

Highlight the required venue then click the Select button to update the venue in the application.

Select an Interview Date.

Enter any other optional information.
Click the Save button.

Basic Details Registration Interviews Licence Details | Entertainment Details
¥ Interview Details < Add Open All | Close Al
Arranged Date @ 02/04/2013 Interview Date : 18/04/2013
Venue 1 Silly Tall Building Address : Silly Tall Building Estate, Tall Building Avenue, Tallington, Tallingcaster, Tallkowershire, Z708 977
Document Seen : Birth Cerlificate Outcome : Proceed
18/04/2013 Silly Tall Building Proceed ~ Edit Delete

Editing Interview Details

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Interviews tab to display the Interview Details section.
Click the Edit hyperlink for the interview you wish to edit.

Make the required changes to the interview details.

Click the Save button.

Deleting an Interview Record

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Click the Interviews tab to display the Interview Details section.

Click the Delete hyperlink for the interview you wish to remove to display the Delete Chaperon
Interview dialog.

Click the Yes button to delete the interview record.
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Recording Referee Detalls

You can record the details of referees for the chaperone. To record a referee against a
chaperone application, the referee must also be recorded in One.

1. Open the required application. For more information, see see Opening an Existing Chaperone
Record on page 53.

2. Select the Interviews tab.

3. Click the Add button in the Referee Details section to display editable fields relating to referee
details.

Basic Details Registration Interviews Licence Details | Entertainment Details

Open All | Close All

¥ Interview Details < Add

Arranged Date : 19/04/2013 Interview Date : 26/04/2013
Venue 1 Silly Tall Building Address . Silly Tall Building Estate, Tall Building Avenue, Tallington, Tallingcaster, Talltowershire, 7798 977
Document Seen : Birth Ceriilicate Outcome : Proceed

26/042013 Silly Tall Building Proceed o~ Edit i[ Delete

¥ Referee Details & Add

Referee Name - Address:
Referee Context | v | | Request Sent: (dd/mm/yyyy) ‘
‘ Reply Received: {dd/mm/yyyy) | |Sarisfa ctory | v |
carce (I
4. Click the Referee Name browse button to display the Person Search browser.
(4, Person Search
‘T-'r-'e E| Any E‘ |-C?o.“..‘ac.‘ Name | [Ffa.‘e E|
[Ge: del Include Name History [/] Active
Clear Search [|

More Options

Select \

= Add New Persen %‘

5. Enter the required search criteria then click the Search button to display a list of people who
meet the entered search criteria.
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4, Person Search
(o=l [l [ = -
Gender | v | Postcode ¥/ Include Name History [/] Active
More Options Clear Search [ Search ]
76 People matching "brown, Active People, Include Name I-iistory"r
m A ’
E
] F &
B
[ - Mr &
B
] = 2
1 i E Miss b
B
(] M 8
B
[ F 2
E
] 7 I Mr .
) N e B 8
B E Miss 3
== Add New Person Close [ Select J

Select the check box adjacent to the name of the person you wish to add as a referee.
Click the Select button to add the person and return to the Referee Details section.
Enter any other details.

Click the Save button.

¥ Referee Details < Add

Referee Name : Br Address
Referee Context : REV - review Request Sent : 22/04/2013
Reply Received : 27/04/2013 Satisfactory : Yes

Br! n REV - review 2742013 /" Edit Delete

Editing Referee Details

Open the required application. For more information, see see Opening an Existing Chaperone
Record on page 53.

Select the Interviews tab.

In the Referee Details section, click the Edit hyperlink for the referee you wish to edit.
Make the required changes.

Click the Save button.

Deleting a Referee

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Interviews tab.

In the Referee Details section, click the Delete hyperlink for the referee you wish to remove to
display the Delete Chaperone Referee dialog.
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Click the Yes button to delete the interview record.

Creating a Chaperone Licence

Before you can generate and print a chaperone licence, you must first add licence details in the
Licence Details tab of the chaperone record.

After adding licence details you should generate and print the chaperone licence.

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Licence Details tab to display a list of licences for the chaperone.
Click the Add hyperlink to display editable fields relating to licence details.

Basic Details Registration Interviews Licence Details [EUEEDTIE R ETEH

Licence Details <+ & Print Licence

‘ Bedfordshire 97 “| " |

| [ [

o sac |

The LA defaults to the default for the One environment.

If you need to change the Local Authority, click the LA name browse button to display the LA
browser.

Highlight the required LA then click the Select button to add it to the chaperone record.
Select the Licence Type, From Date and To Date as required.

NOTE: The options in the Licence Type drop-down can be edited in the v4 Client via Tools | Lookups
(Table ID: 1214).

Click the Save button to record the licence details and add them to the list of licences.

You should now generate and print the licence. For more information, see Generating and
Printing a Chaperone Licence on page 59.

Generating and Printing a Chaperone Licence

Open the required record. For more information, see Opening an Existing Chaperone Record on
page 53.

Select the Licence Details tab.

Managing Children in Employment and Entertainment Handbook _



Maintaining Chaperones

& w

03/09/1962 Female /Ed'rt Person Details Alert EE More options... 4
Forename : Surname : W Address : DF
Phone Active  : Yes Email

* Generate Licence (5] pelete chaperone @ Normal View

Basic Details Registration Interviews Licence Details BEUELELTNE A EETH
Licence Details == Add ds Print Licence
LA Name : Bediordshire 97 Licence Type : Temporary
From Date 1 25/04/2013 To Date o 1070572013
Generated By : System Adminisirator Date Generated : 22/04/2013
Bedfordshire 97 25/04/2013 10/05/2013 Temporary o~ Edit Delete

Highlight the record for which you wish to generate the licence, then click the Generate Licence
hyperlink to display the Generate Licence confirmation dialog.

NOTE: After generating the licence, you cannot delete a licence from the Licence Details list.

Click the OK button to close the confirmation dialog.
Ensure the correct licence is still selected then click the Print Licence hyperlink to print it.

Editing a Chaperone Licence

Open the required record. For more information, see Opening an Existing Chaperone Record on
page 53.

Select the Licence Details tab.

Basic Details Interviews

Registration

Licence Details EgCHETNEL =T

Licence Details = add & Print Licence
LA Name : Bedfordshire 97 Licence Type : Temporary
From Date @ 010572013 To Date @ 310572013
Generated By : System Administrator Date Generated : 22/04/2013

Bedfordshire 97

01/0572013 310572013 Temporary

NN
E

Bedfordshire 97 25/0412013 24/05/2013

m
(=
=

Temporary

&) [&l

For the licence you wish to update, click the Edit hyperlink.
Make the required changes.
Click the Save button.

Deleting a Chaperone Licence

If you have created a licence application in the Licence Details list but have not yet generated
the licence, it can be deleted.

Open the required record. For more information, see Opening an Existing Chaperone Record on
page 53.

Select the Licence Details tab.
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Basic Details Registration Interviews Licence Details JEUCLENNEY RG]
= Add & Print Licence
LA Name : Bedfordshire 97 Licence Type : Temporary
From Date : 017052013 To Date : 31/05/2013
Generated By : Date Generated :
LA Name From Date To Date Licence Type Memo
Bedfordshire 97 01/05/2013 310572013 Temporary Es " Edit Delete

For the licence you wish to remove, click the Delete hyperlink to display the Delete Chaperon
Licence confirmation dialog.

Click the Yes button to delete the licence.

Chaperone Active Status

Only chaperones with an Active status can be associated with entertainment licences. If you
cannot add a chaperone to an application, ensure that they have an Active status. For more
information on making a chaperone active, see Making a Chaperone Active on page 61.

You can make a chaperone inactive if you wish to temporarily prevent them from being
associated with student performance licences. You may want to make a chaperone inactive if
they have not attended a required interview or presented a required check. Making a chaperone
inactive does not delete the person or their chaperone related information from One. For more
information, see Making a Chaperone Inactive on page 61.

Finally, you can delete a chaperone from One. This does not remove the person completely
from the database, but instead deletes all the chaperone related information from the database,
such as the record of checks and interviews completed during the chaperone registration
process. For more information, see Deleting a Chaperone on page 62.

Making a Chaperone Inactive

Open the required chaperone record. For more information, see Opening an Existing Chaperone
Record on page 53.

Select the Registration tab.
In the Application Summary section, click the Edit button to enable editing.

Deselect the Active check box to display the Inactive date and Inactive Reason drop-down
lists.

Select an Inactive date and Inactive Reason.

Click the Save button to make the chaperone inactive.

Making a Chaperone Active

Open the required chaperone record. For more information, see see Opening an Existing
Chaperone Record on page 53.

Select the Registration tab.
In the Application Summary section, click the Edit button to enable editing.
Select the Active check box.

Click the Save button to make the chaperone active.
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Deleting a Chaperone

Before deleting a chaperone, you must ensure that they are not currently associated with any
entertainment applications. If they are associated with existing applications, you must remove
them from the applications before deleting their chaperone information. You can view the
applications to which they have been assigned in the Entertainment Details tab. For more
information, see Viewing Entertainment Details on page 62.

IMPORTANT NOTE: This process should be completed only if the person will never be a chaperone
again. If you would like to prevent the person from being assigned as a chaperone temporarily, you can
make their chaperone status inactive. For more information, see Making a Chaperone Inactive on page
61.

Open the required application. For more information, see Opening an Existing Chaperone
Record on page 53.

Click the Delete Chaperone hyperlink to display the Delete Chaperone dialog.
Click the Yes button to display the Delete Chaperone confirmation dialog.

Click the OK button to complete deletion of chaperone information.

Viewing Entertainment Details

You can view all the entertainment applications to which a chaperone is already attached via the
Entertainment Details tab.

Open the required chaperone record. For more information, see see Opening an Existing
Chaperone Record on page 53.

Select the Entertainment Details tab to display a list of all the entertainment applications with
which the chaperone is associated.

Basic Details Registration Interviews (ITe= AN ET Al Entertainment Details

Entertainment Details

Filter

Employer Name e Name DOB Current Base Performance Type Start Date End Date Application
ANT Dummy Film Show Jimmy Abbey 17/04/1998 Primrose Secondary Scl Film 16/04/2013 28/04/2013 View Application
ANT Base A DocTest Claire Abbot 22/04/1997 Molly Ann's Secondary & Film 22/04/2013 28/04/2013 View Application

If necessary, use the filters to limit the number of applications displayed.

To view additional information about a specific entertainment application, click the View
Application hyperlink.
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07 ‘ Maintaining Employer Details

Introduction

Users with the appropriate permissions can view and edit employer details. Some employer
detail tabs are specific to either employment or entertainment, but others are common to both.

= Common tabs

o Contact Person

e Inspection
= Employment specific tabs

e Student Employees

o Entertainment specific tabs
m Performances

e Student Performers

» Performance Schedule

A new employer can be added via the Employer area or by clicking the Add New Employer or
Add New Employer from Bases hyperlinks when creating a new application. You can view and
edit employer details via the Employer area, or via the View Employer Details hyperlink in a
completed application.

Creating a New Employer

A new employer can be added via the Employer area or by clicking the Add New Employer or
Add New Employer from Bases hyperlinks when creating a new application.

More Information:

Creating a New Employer via the Employer Area on page 63

Creating a New Employer via the Add New Employer Hyperlink on page 65

Creating a New Employer via the Add new Employer from Bases Hyperlink on page 66

Creating a New Employer via the Employer Area

Users with the appropriate permissions can add the details of an employer via the Employer
area.

1. From the One homepage, click the Applications button to display the Applications area.

2. Select the Employer area to display the All Employers page.
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©One Home Applications Chaperone Reporis Batch Processing  Administration Welcome SYSADMIN

] Employers &k Add New Employer

| Employer Name | ‘ All | - |

cmp.

| Business Calegory | L 4 | ‘ Farent Company Name |

Clear Search Search

3. Click the Add New Employer hyperlink to display the Add New Employer dialog.

& Add New Employer

Select the Employer Type

Employment ®
Entertainment O

Cancel Select ]

4. Select the required type of employer then click the Select button to display the Add New
Employment Employer/Entertainment Employer page.
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©One Home Applications Employer Chaperone Reporis Batch Processing  Administration Welcome SYSADMIN | Help | Logout

Add New Employment Employer

=+ Add Emplover from Bases

| ‘l |
| s | |
| | | |
| =

4 Add Parent Company

Contact Details
| i | [l
| | | |

Cance!

Enter the details for the employer. Employer Name, Business Category and Contact Name
are required fields.

Alternatively, click the Add Employer from Bases hyperlink to select an existing base from the
One database as an employer. For more information, see Creating a New Employer via the Add
new Employer from Bases Hyperlink on page 66.

Enter any additional details.

If required, add a parent company:

a. Click the Add Parent Company hyperlink to display the Parent Company Details dialog.
b. Enter the company details. Company Name is required.

c. Click the Save button.

NOTE: You cannot add a parent company when creating a new entertainment employer.

Click the Save button to display the details of the employer.

Creating a New Employer via the Add New Employer
Hyperlink

Users with the appropriate permissions can add the details of an employer that is not already
recorded in One while creating an application.

From the Create New Application page, click the Add New Employer hyperlink to display the
Add New Employer page.
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One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout

G&B

3/ Create New Application - Employment

Add New Employer - Employment

| *| ’
| | v

< Add Parent Company
Contact Details

23

| ¢
| |
| |
| ]

Cancel

Enter the details for the employer. Employer Name, Business Category and Contact Name
are required fields.

Enter any additional details.

If required, add a parent company:

a. Click the Add Parent Company hyperlink to display the Parent Company Details dialog.
b. Enter the company details. Company Name is required.

c. Click the Save button.

NOTE: You cannot add a parent company when creating a new employer via an entertainment
application.

. Click the Save button to return to the Add New Employment Application/Entertainment
Application page.

Creating a New Employer via the Add new Employer
from Bases Hyperlink

When creating an application or adding a new employer via the Employer area, users with the
appropriate permissions can add the details of an employer that is not already recorded in One
using an existing base.

From the Create New Application page or the Add New Employment/Entertainment
Employer page, click the Add New Employer from Bases hyperlink to display the Add New
Employer from Bases dialog.
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Applications Employer Chaperone eports B essing  Administration Welcome SYSADMIN | Help | Logoul

2/ Add New Employment Application

Add Employer from Bases - Employment
+
| ||
Base Type: Base Address:
School No.: LA No.:

| .

= Add Parent Company

Contact Details(New Base Contact Record)

(O Local Authority () School

| ]

| ]

| e | [ri]

Cance!

Enter the details for the employer. Base Name, Business Category, Role and Contact Person
are required fields.

Enter any additional details.

If required, add a parent company:

a. Click the Add Parent Company hyperlink to display the Parent Company Details dialog.
b. Enter the company details. Company Name is required.

c. Click the Save button.

NOTE: You cannot add a parent company when creating a new employer via an entertainment
application.

Click the Save button to return to the Add New Employment Application/Entertainment
Application page.

Viewing Employer Details

You can view an employer’s details from within an application by clicking the View Employer
Details hyperlink. When clicked from within an application, this displays the details of the
employer currently associated with the application.

To view the details of any employer recorded in the One database:
From the One homepage, click the Applications button to display the Applications area.
Select the Employer area to display the All Employers page.
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One Home Applications Chaperone Reporis Batch Processing  Administration Welcome SYSADMIN | Help Logout

] Employers &k Add New Employer

Empiover Name All -
Employer Name

| Business Calegory | L 4 | ‘ Farent Company Name |

Clear Search Search |

3. Enter the search criteria for the employer you want to view.

4. Click the Search button to display a list of employers of employers that meet the criteria.

One Home Applications Chaperone Reporis Batch Processing  Administration Welcome SYSADMIN | Help Logout

] Employers <= Add New Employer

|C HAII |v|

| Business Calegory | v | ‘ Parent Company Name |

Lo

Clear Search Search |

30 Employer(s) matching "¢, All"

‘EmployerName  EmployerType  Business Category Paront CompanyNa Company Con Company Address  Application € *
A Employment BUTGC - Butcher = s 2
A u Entertainment DANG - Dance School L 19
Am Entertainment rg%ﬁ'c‘y' Modelling 1 J
A Entertainment EAMDS.;&RMD 1
A Entertainment FILM - Film Company 1
Al Entertainment FILM - Film Company 1
Am Entertainment rg%ﬁ'c‘y' Modelling 1
A Entertainment 'F‘,"rﬁi;r“'”ﬁ“ 1
Al Entertainment 'F',"rlidsfc;r““m 15 1
Al Entertainment SPOR - Sport Agency || 14 1
A Entertainment SPOR - Sport Agency 1
A Entertainment FILM - Film Company E 1
-

5. Click the employer name to display their details.
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Editing Employer Details

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Click the Edit Employer Details hyperlink to enable editing.

& |Sam's Boat Shed ’| | BOAT - Boat Hire ) " Edit Employer Details
|Sam's Boat Shed, 21 Wendover 3ri-.| ™ | | |:| & [§ UDF
Clear Address == Add Parent Company
01234 7

Make the required changes to the employer details.
Click the Save button.

Deactivating an Employer

If you do not want an employer to be returned by default by the employer search, you can
deactivate the employer’s record. You might do this if the employer has ceased trading, but you
cannot delete the employer because it has had work permits issued against it in the past. If an
employer does not have any associated applications, you can delete the employer. For more
information, see Deleting an Employer on page 71.

To deactivate an employer:
From the One homepage, click the Applications button to display the Applications area.

Select the Employer area to display the All Employers page.
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One Home Applications Chaperone Reports Baich Processing Adn Welcome SYSADMIN | Open New Tab Help

& Em ployers <= Add Mew Employer

=

| | ‘AII

~|

| Business Cafegory | v | ‘ Parent Company Name | Active Cnly

PPN Search |

Mo matching Employer(s) found for "brown".

3. Enter the search criteria for the employer you want to deactivate.
4. Click the Search button to display a list of employers that match the search criteria.

One Home Applications Chaperone Reports Batch Processing Adn Welcome SYSADMIN | Open New Tab Help

& Em ployers <= Add New Employer

=

|br0wn | ‘AII d |

Business Cafegory | v | ‘ Parent Company Name | Active Cnly

Clear Search || Search |

1 Employer(s) matching "brown"

brown farms Employment CARC - Car Cleaning

5. Click the required employer name in the list to display their details.
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One Home Applications Employer Chaperone Reports Batch Processing Adn Welcome SYSADMIN | OpenNewTab | Help | Logout

“ brOWn farmS | Car Cleaning /Edt Employer Details ERemove Employer Back to Employer Search  Alert EE More options... 4|

> . o N -
Address: Email: Parent Company: [& uor
Phone : Fax : oERTE B T

Student Employees [REil=EHE Tyl WIE =T )]

Student Employees

No Student employee details to display

Click the Edit Employer Details hyperlink to enable editing.

|

Address | “ ‘5 mail ‘ (4 UDE

EEEN— — o Save |

Deselect the Active check box to display the Inactive Date and Inactive Reason fields.

|

s [Ema \ [ UDF

Inactive Reason * |
ﬁ| S | Cancel ‘ Save |

Select the required Inactive Date and Inactive Reason.
Click the Save button.

Fax ‘ Active [] | *

=

You can reactive an employer by selecting the Active check box.

Deleting an Employer

If you no longer require an employer record, you can delete it. However, you cannot delete
employers that are associated with any applications. If you want to delete an employer, you
must first delete any associated applications. If any of the associated applications have ever had
a work permit issued against them, then you cannot delete the application and therefore cannot
delete the employer record. If you cannot delete an employer, but you no longer want it be
returned when searching for employers, you can make it inactive. For more information, see
Deactivating an Employer on page 69.

To delete an employer record:
From the One homepage, click the Applications button to display the Applications area.
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2. Select the Employer area to display the All Employers page.

One Home Applications Employer Chaperone Reports Batch Processing Adn Welcome SYSADMIN | OpenNew Tab

Help

Logout

& Em ployers <k Add New Employer

| | |AII

~

Business Category | v | | Parent Company Name ‘ Active Only

Clear Search || Search |

Mo matching Employer(s) found for "brown".

3. Enter the search criteria for the employer whose details you want to delete.
4. Click the Search button to display a list of employers that match the search criteria.

One Home Applications Chaperone Reports Batch Processing Adn Welcome SYSADMIN | Open New Tab

Help

& Em ployers &= Add New Employer

|br0wn | ‘AII - |

Business Category | v | ‘ Parent Company Name | Active Only

Clear Search || Search |

1 Employer(s) matching "brown”

brown farms Empioyment CARG - Car Cleaning

5. Click the required employer name in the list to display their details.
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Click the Delete Employer hyperlink to display the Delete Employer dialog.

Click the Yes button to display a confirmation dialog.
Click the OK button.

Viewing Contact Person Details

Open the record for the employer whose contact details you want to view. For more information,
see Viewing Employer Details on page 67.

Select the Contact Person tab to display a list of current contacts in the Employer Contact
section.

Relevant contact details are displayed for the person selected in the list.
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Performances | Student Performers el ETR@ 2= 0] Inspection Performance Schedule
Employer Contact & Add
Contact Person : Job Title : Personnel Manager
Address : Flat 10, RPhone 0111111111
Fax : Email : madeup@thisdomaincouldnt]
Start Date : 01022013 End Date : 31/03/2013

T | | Personnel Manager 01/02/2013 31032013 @ o Edit Delete
CIEE Contact ./ Edit Delete
Director 01/01/2013 /2013 @ / Edit Delete

s Set as Primary Contact

To view details for a different contact, highlight their name in the list.

To view additional details about a specific person, click their name in the list to display the
Person Details window for that person.

Adding a Person as an Employer Contact

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Contact Person tab to display a list of current contacts in the Employer Contact

section.

Performances | Siudent Performers JefiEIwE =00 Inspection

Employer Contact < Add

Contact Person :

Address : Flat 10,
Fax
Start Date @ 01/02/2013

Personnel Manager

CIEE Contact

Director

Performance Schedule

Job Title : Personnel Manager

RPhone  : 0111111111
Email : madeupg@thisdomaincouldntp
End Date : 21/03/2013

01/02/2013 31/03/2013 @ / Edit Delete
_/ Edtt Delete
01/01/2013 31/01/2013 @ ./ Edit Delete

o Setl as Primary Coniact

3. Click the Add hyperlink to enable data entry.

|

Performances | Student Performers e iiclmns 0] Inspection Performance Schedule
Employer Contact & Add
Contact Person ) Job Title
Address: Phone:
| = [rE |
Email:

we [IETE

4. Click the Contact Person browse button to display the Person Search browser.
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({, Person Search
|'a |v | |~ |v| |-:‘.9.':i‘ac.‘ Name | |foa ‘v |
I Gender |..v |
More Options Clear Search ||

o Add New Person Close ||

5. Enter search criteria for the person you wish to add then click the Search button to display a list
of people who match the entered search criteria.

6. Highlight the required person then click the Select button to add them to the Employer Contact
information.

Adding an Employment Inspection Report

1. Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

2. Select the Inspection tab.

Student Employees | Contact Person QL

Inspection Details < Add UDE

Employer Contact : Contact! Contact Visitor M
Inspection Date  : 26/02/2013 Time Spent :
Reason : EWO Request Outcome : 2nd Warning

- - [T d—— 26/0272013 EWO - EWO Request IF3 / Edit Delete

160472013 AC - Anonymous Complaint Ei o~ Edit Delete

5

3. Click the Add hyperlink to display blank fields in the Inspection Details section.
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Student Employees | Contact Person IS

Inspection Details

& Add

D

e

1

£

cance [IIEEEN

Click the Employer Contact browse button to display the Select a Employer Contact browser.

Q Select a Employer Contact

Remove
Remove

Mr Remove

Algies Remove

Close | Select )

Highlight the required person then click the Select button to add them to the inspection details.

If required, select a different Visitor.

Add an Inspection Date.

Select a Reason from the drop-down list.

Select any other optional information.
Click the Save button.

Adding an Entertainment Inspection Report

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Inspection tab.
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Performances | Student Performers | Contact Person Inspection Performance Schedule

Inspection Details <= Add UDE

Location Name  : Manchestor Performance NameAchoring

Visitor : Mr Kumar Ram Inspection Date  : 22/09/2012
Time From 1 OBo0OD 03:00 Reason 1 review
QOutcome : Licence Present  : Yes

Location Address :

22/09/2012 Achoring IMr Kumar Ram Manchestor

Maintaining Employer Details

/ Edit Delete

Click the Add hyperlink to display blank fields in the Inspection Details section.

Performances | Student Performers | Contact Person Inspection Performance Schedule
Inspection Details <= Add UDF
Location Name : ) "|
|s|C = * ﬂ
Times From: [ nhmm @) To: [homm [a] |,|

£

| Visitor Outcome |

[] Licence Present

S sae |

Q Performance Location Name

666 Manchestor

663 Central

Close Select

Click the Location Name browse button to display the Performance Location Name browser.

Highlight the required location then click the Select button to add the venue to the inspection.

Click the Visitor browse button to display the Select a Visitor browser.
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Q Select a Visitor
Surname Forename Title
Aber Tessie Prof ]@' Remove
Kumar Kathir Mr ]]]E Remove
Hamis Harold Mr fil] Remove
Abboran Chris fiil Remove
Aarons Julie ]‘|_|'ﬂ] Remove
Beliles Garrizon ]'|'|m Remove

= Add Close [ Select ]

Highlight the required visitor then click the Select button to add the visitor to the inspection.
Select a Performance Name.

Select an Inspection Date.

Select any other optional information.

Click the Save button.

Viewing an Inspection Report

Open the record for the employer whose details you want to edit. For more information, see see

Viewing Employer Details on page 67.

Select the Inspection tab.

Select an inspection in the list to display the details in the Inspection Details header.

Editing an Inspection Report

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Inspection tab.

For the inspection you wish to update, click the Edit hyperlink to enable editing. For more
information, see Adding an Employment Inspection Report on page 75 or Adding an
Entertainment Inspection Report on page 76.

Make any required changes. Click the Save button.

Deleting an Inspection Report

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Inspection tab.

For the inspection you wish to remove, click the Delete hyperlink to display the Delete
Inspection Details confirmation dialog.

Click the Yes button to delete the inspection.
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Viewing the Student Employees List

You can view all the students employed by a specific employer in the Student Employees tab
for that employer. From the list, you can view information on any of the employed students,
including their attendance record, employment terms and conditions and working hours.

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

By default the Student Employees tab, which contains the Student Employees list, is
displayed.

Student Employees eI AsET LN MU L]

Student Employees UDE

Student Name

| [Botn

Filters B2

| | . Upper School Counler Assistant Yes Approved View Application
Upper School Checkoul/Stacking Yes Issued @| View Application
Upper School Care Assistant Yes Approved @| View Application

_ Aftendance Details I:/Terms and Conditions @Wnrking Hours

If required, use the filters to find a specific student.

To view a student employee’s details, highlight their name in the list then click the View
Application, Attendance Details, Terms and Conditions or Working Hours hyperlink as
required.

Viewing the Student Performer List

The Student Performers tab displays all the students who have an active performance licence
application associated with the selected employer. The list provides basic information about the
student and performance and also provides a link to view the entire application. You can also
access and edit the student’s licence conditions, view their performance history and schedules
via the provided hyperlinks.

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Student Performers tab.

=il =0 Student Performers S ETE g D] Inspection Performance Schedule

Student Performers

| | |Active | - ‘ ‘:_

Filters | Performance Nar

DocTest Performance Game Show Attendes

DocTest Performanc: Game Show Attende:

DocTest Performanc: Game Show Attende:

DocTest Performanc: Game Show Attende:

DocTest Performanc: Game Show Attende:

DocTest Performanc: Game Show Attende:

DocTest Performanc: Game Show Attende: .0

I

View Application

View Application

View Application

View Application

View Application

View Application

View Application

Kl

0O o o0 oo oad

rate Licences ‘erformance History = Performance

E] Licence Conditions [H]

Jate / Time
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If necessary, use the filters to locate the student whose information you wish to view.

Click the student’s name to display their basic details or click the View Application hyperlink to
display the entire application.

5. To edit the student’s Licence Conditions or to view their Performance History or
Performance Date/Time, select the check box adjacent to their name then click the appropriate
hyperlink.

Viewing the Performances List

The Performances tab displays all the performances associated with a selected employer. In
this tab you can also add, edit and delete performances.

1. Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

2. Select the Performances tab to display the performances associated with the employer.

NN EL N Student Performers | Contact Person Inspection Performance Schedule

Performance Details s+ Add

Filter I Active

Name Type Location From Date To Date Memo
Performance 1 Modelling Whembly Stadium 01/07/2013 2410712013 __.d jm
One Pubs Dance-Off Musical Performance Whembly Stadium 1510212017 28/0212017 __.d jM
13th Night Stage 261032013 05/0472013 [#  iDelete
Lés Happy Stage Star Theatre 1510812014 1710812014 [#  fiDeket
Bamn Dance TV Commercizl Star Theatre 0410712014 10772014 [ fiDekete

More Information:
Adding a Performance on page 80
Deleting a Performance on page 83

Adding a Performance

All applications must have a performance associated with them. A performance record contains
information such as the name, type, location and dates of both the performance and rehearsals.

Once created, performances should be associated with performing groups via the Performing
Schedule tab.

1. Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

2. Select the Performances tab.
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One Home  Applications Employer Chaperone Reports Batch Processing  Administratic Welcome SYSADMIN | OpenNewTab | Helo | Logout

“ Apple Dance Company Dance School /7 Edit Employer Details Fﬁl{::m--\f-: ‘mployer  Back to Employer Search ~ Alert |(&J More options... 4

’ Address: 15 BIRCHTREE DR, Unknown Email: dancingco@outluk.com L{’i UDF
Woolverton, MK31 1DE

Phone : Fax : Active : Yes

Nl Student Performers | Contact Person Inspection Performance Schedule

Performance Details 4 Add

Filter [Actlve v
Performance 1 Modelling Whembly Stadium 0170772013 2400712013 ’E‘ Tj][)gme
One Pubs Dance-Off Musical Performance Whembly Stadium 15022017 2810212017 ’@ ﬁlDelete
Lés Happy Stage Star Theatre 15/08/2014 17/08/2014 ’g‘ ﬁIDelete
Bamn Dance TV Commercial Star Theatre 0410772014 10772014 ’g‘ leDeIete

Click the Add button to display the Performance Details (New Performance Record) dialog.

[l Student Performers | Contact Person Inspection Performance Schedule

Performance Details(New Performance Record)

c
=
=

Rehearsal Details

Location HE

haperone ‘ Ly Active |.'.--..a;_r'.'-.-5- Reasan *

coce T

Enter the performance and rehearsal details. Performance Name, Performance Type,
performance From Date and performance To Date are required fields.

TIPS: The No. of Days fields for a performance or rehearsal are calculated automatically when you add
the required start and end dates. However, if there is not a performance or rehearsal every day, you can
manually edit the fields. You can also enter a duration for the performance or rehearsal manually.
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Ul Siudent Performers | Contact Person Inspection Performance Schedule
Performance Details(13th Night) UDF
|13m Night * |STGE—Slage * v|
= & [aaress B
|2af03r2013 - ﬁ | 050412013 B ﬁ Cl
Rehearsal Details
|Small Town Community Theatre H;| |Headquerler Towers, 000 Anywhere ||;|
0410212013 |ﬁ | 251032013 |ﬁ
T T R
|:_=."5-...';' Chaperone H;| Active | . v‘
W sove |

Click the Save button. The details are displayed as read-only.

Click the blue arrow next to the Performance Details heading to return to the performance list.

The newly added performance is now in the list of available performances.

O IC T Student Performers | Contact Person Inspection Performance Schedule
Performance Details # Add

Filter [ Active v

L ype

Performance 1 Modelling

One Pubs Dance-Off Musical Performance

13th Night Stage

Lés Happy Stage

Barn Dance TV Commercial

on o o emo

‘Whnembly Stadium 01/07/2013 2410712013 @ ﬁM

Whembly Stadium 1510212017 2810212017 @ T_TI Delete
26/03/2013 05/04/2013 @ ﬁ Delete

Star Theatre 15/08/2014 17/08/2014 @ T_TI Delete

Star Theatre 04/0712014 11/07/2014 @ T_Ti Delete

You can now associate the performance with a performing group in the Performance Schedule
tab. For more information, see Adding a Performing Group on page 83.

Editing a Performance

Open the record for the employer whose details you want to edit. For more information, see

Viewing Employer Details on page 67.

Select the Performances tab.

For the performance you wish to update, click the
Make the required changes.

Click the Save button.

Edit hyperlink to enable editing.
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Deleting a Performance

A performance can be deleted only if no active students are associated with it. If the
performance is associated with active students, it must be removed from the student
applications before it can be deleted.

1. Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

2. Select the Performances tab.

3. For the performance you wish to delete, click the Delete hyperlink to display the Delete
Performance confirmation dialog.

4. Click the OK button to delete the record.

Adding a Performing Group

After creating a performance, you must associate the performance with a specific performing
group. After a group is associated with a performance, the group can be associated with an
application in the Performance Schedule tab of the application. Although a performance can
have more than one performance group associated with it, a group can only be associated with
one performance.

1. Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

2. Select the Performance Schedule tab to display a list of groups and their associated

performances.
}g. Add Performing Group (X
| *l [ ® Performance Type:
Performance Details
Date Pattern Student Performers
() Daily () Periodical () Chosen Dates () Dates Not Specified
i i No Performers for the Performance group
~| ey ~| et

From: (3] To: (3
() Week Days Only

Rehearsal Details
Date Pattern Student Performers

Dai Pericdical Chosen Dates Dates Not Specified
@ Iy O O O P Mo Performers for the Performance group
| il [ | il

From:- i To: (2
[] Week Days Only

Cancel

3. Click the Add hyperlink to display the Add Performing Group dialog.
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ﬂ- Add Performing Group a

® Performance Type:

N — R *| N
|F’e:.‘-:'.--.-r.'.'-1g Group Name | Performance Name a4

¥ Performance Details

Date Pattern Student Performers
() Daily () Periodical () Chosen Dates () Dates Not Specified

o CET L CC

) Week Days Only

No Performers for the Performance group

¥ Rehearsal Details
Date Pattern Student Performers
() Daily () Periodical () Chosen Dates () Dates Not Specified

R CT i T

[) Week Days Only

Mo Performers for the Performance group

Cancel Save

Enter a Performing Group Name.
Select a Performance Name.

If the selected performance already has associated applications, the names of the students are
displayed in the Student Performers lists.
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‘,_@ Add Performing Group a

x|

| DocTest Peforming Group 2

. DocTest Performance . 4 Performance Type: Game Show Attendee

¥ Performance Details

Date Pattern Student Performers
(®) Daily () Periodical (O) Chosen Dates (C) Dates Not Specified m n
From:| 01/04/2013 |3 To:| 01062013 B O Anerson v approved L
(] week Days Only [[] Aarons, Juli. approved

[[] Aarons, Juli. approved

¥ Rehearsal Details

Date Pattern Student Performers
(®) Daily () Periodical (0) Chosen Dates (0) Dates Mot Specified m A
From:| 01/04/2013 ﬁ To:| 01/0672013 E (] Anderson, Vi approved L)
(] Week Days Only [] Aarons, Juli approved

[] Aarons, Juli approved

Cancel | Save |

6. Setthe Performance Details and Rehearsal Details as required for any associated students.

For more information, see Setting Performance and Rehearsal Details for a Performing Group
on page 85.

Click the Save button.

Setting Performance and Rehearsal Details for a Performing
Group

When defining or editing a performing group in the Performance Schedule tab, all the students
in the group must have the same performance and rehearsal schedules. However, you can
choose not to apply any schedule to members of a group by deselecting them. Changes made
here are reflected in the student’s Performance Schedule tab.

Although the following procedure starts by opening an existing group, the principles are the
same if you are setting schedules while adding a new performing group.

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Performance Schedule tab to display a list of groups and their associated
performance.

Performances | Student Performers | Contact Person Inspection Performance Schedule

Performing Group Details 4 Add

Filters |-5_=-"-:. ming Group Name | | Performance Name | v | |-39-:':.--?'-5-:ce Tvpe | hd |

Dancing thunders show 1 Film 1 View Time Details |
DocTest Performing Group... DocTest Performance Film 4 View Time Details il Delete
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3. For the performing group you wish to edit, click the Group Name to display the group’s details.

3 DocTest Performing Group 2
Open All | Close All
Performing Group Name: DocTest Performing Group 2 View Time Details
Performance Name: DocTest Performance Performance Type: Film
¥ Performance Details / Edit Performing Group
Performance Dates Student Performers 4 Students
21032013 TUESDAY Brown, Adam approved =
241052013 FRIDAY Erown, Alexandra approved
271052013 MOMNDAY EBrown, Donna approved
¥ Rehearsal Details
Rehearsal Dates Student Performers
[ |
21052013 TUESDAY [
22005213 WEDNESDAY
23052013 THURSDAY
Close
4. Click the Edit Performing Group hyperlink to enable editing.
3 DocTest Performing Group 2
Open All | Close All

|Do-c:Tesi Performing Group 2

Performance Name: DocTest Performance
¥ Performance Details  Edit Performing Group

Date Pattern
() Daily (&) Periodical () Chosen Dates () Dates Not Specified

Recur Every: Days
From:| 21/05/2013 - E To:| 310512013 - E

() week Days Only

¥ Rehearsal Details
Date Pattern
() Daily () Periodical () Chosen Dates () Dates Not Specified

From:| 21/05/2013 . E To:| 31/05/2013 * E

D Week Days Only

View Time Details

Performance Type: Film

Student Performers

-

Erown, Donn approved <5
Erown, Char approved
Brown, Alexz approved

Student Performers

[[] Brown, Donn approved -
[[) Brown, Char approved
approved

[[] Brown, Alexs

-

Cancel | Save |
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5. Select the check box for the Student Performers for whom you wish to update Performance
Details.

Select the required Date Pattern and enter any required details for the selected option.

To set specific times during the day, click the Save button then click the View Time Details
hyperlink to display the Time Details window.

D DocTest Performing Group 2 - Time Details <}

Performing Group Name: DocTest Performing Group 2  Edit Time Details
Performance Name: DocTest Performance

Performance Type: Film View Performing Group Details

Performance Details Cloze

21/05/2013 TUESDAY
22/05/2013 WEDNESDAY
23/05/2013 THURSDAY

Rehearsal Details

21/05/2013 TUESDAY
22/05/2013 WEDNESDAY
2305/2013 THURSDAY

m== Delete Date and Time

8. Click the Edit Time Details hyperlink to enable editing.
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u DocTest Performing Group 2 - Time Details >}
Performing Group Name : DocTest Performing Group 2 f Edit Time Details
Performance Name : DocTest Performance
Performance Type : Film View Performing Group Details
Performance Details Copy To All

211052013 TUESDAY m m

2210512013 WEDNESDAY m m [:E]

2302013 THURSDAY m m :E]
Rehearsal Details Copy To Al

21/05/2013 TUESDAY

23/05/2013 THURSDAY

9. Enter the specific times for performances and rehearsals.
10. Click the Save button.

D DocTest Performing Group 2 - Time Details >}

Performing Group Name: DocTest Performing Group 2 j Edit Time Details

Performance Name: DocTest Performance

Performance Type: Film View Performing Group Details

Performance Details Close

21/05/2013 TUESDAY 1200 1300 17.00 22:00
22/05/2013 WEDNESDAY
23/05/2013 THURSDAY

Rehearsal Details

21/05/2013 TUESDAY
22/05/2013 WEDNESDAY
23/05/2013 THURSDAY

m=m Delete Daie and Time
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Click the View Performing Group Details hyperlink to view the group details.

If required, click the Edit Performing Group hyperlink to edit the Rehearsal Details in the
same way.

Click the Save button.

Editing a Performing Group

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Performance Schedule tab to display a list of groups and their associated
performance.

Click the Group Name for the performing group you wish to update to display the details in a
dialog.

._@. DocTest Performing Group 2 a
Open All | Close All
Performing Group Mame: DocTest Performing Group 2 View Time Details
Performance Name: DocTest Performance Performance Type: Game Show Aftendee

¥ Performance Details /# Edit Performing Group

Performance Dates Student Performers
W = No Performers for the Performance group
01/0472013 MONDAY

02/04/2013 TUESDAY

03/04/2013 WEDNESDAY

¥ Rehearsal Details

Rehearsal Dates Student Performers
W = No Performers for the Performance group
01/0472013 MONDAY
02/04/2013 TUESDAY
03/04/2013 WEDNESDAY

Close

Click the Edit Performing Group hyperlink to enable editing.
Make the required changes to the performing group.
Click the Save button.

Deleting a Performing Group

A performing group can be deleted only if there are no active students associated with it.

Open the record for the employer whose details you want to edit. For more information, see
Viewing Employer Details on page 67.

Select the Performance Schedule tab to display a list of groups and their associated
performance.
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For the performing group you wish to delete, click the Delete hyperlink to display the Delete
Performing Group dialog.

Click the Yes button to delete the group.
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08 ‘ Managing Reports

Overview

The Applications module provides 16 preconfigured Crystal reports relating to Children in
Employment and Entertainment. The available reports are:

Active Performance Report

Applicant List
CE_Employee_Employment_Card(Employee) report
CE_Employee_Employment_Card(Employer) report
Chaperone Licence

Chaperone List (licenced) Report

Chaperones & Students

Employee List by Parent Company/Workplace
Employer List

Employer Covering Letter

Licence Not Issued (by Applicant)

Number of Employees by Employee Type

Licences Issued (By school)

Licences Issued (By Applicant)

Performance Composite Licence Report

Performance Individual Licence Report

Managing reports in CIEE is similar to managing reports in other areas of One v4 Online. For
more information on using the reports functionality, refer to one of the following reference
guides:

Managing Children in Employment and Entertainment Handbook
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09 ‘ Common Functionality

Introduction

For ease of use, wherever possible, the same or similar processes have been created
regardless of the type of application that is being created. This chapter details processes that
are similar across both the Children in Employment and Children in Entertainment areas.

Creating a New Student to Add to an Application

When creating an application, users with the correct permissions can add the details of a
student who is not already in One.

. From the Create New Application page, click the Add New Student hyperlink to display the
Add New Student dialog.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout
G&B

3/ Create New Application - Employment

Add New Student

| ] | | |
| i [cenaer ] [ver ] [orset Juvears
| @] | [EY

[croson Forenems | | |

| @]

Clear Address

| |

Cancel

Enter the details for the student. Forename, Surname, DOB and Gender are required fields.
Enter any additional details for the student.
Click the Save button to return to the Create New Application page.

Adding a Photo to a CIEE Application

If a student already has a photo associated with another application, One uses this photo when
creating a new application. However, if no photo exists, you can add one. If you attach a photo
to an application, One uses this photo in all applications for the student.

NOTE: The photo must be in either .jpg or .png file format.

Open the required application. For more information, see Opening an Application on page 93.

In the Basic Details tab, click the Edit hyperlink.

Click the Add Photo hyperlink to display the Open dialog.

Navigate to the location of the photo you would like to add to the student’s record.
Click the Open button to upload the photo to the database.

You can click the Change Photo hyperlink to change the photo before saving the application. It
is not possible to delete the photo until the application has been created.
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Opening an Application

Common Functionality

After creating an application, you can search for it using student details, employer name or

application specific details.

1. From the One homepage, click the Applications button to display the Applications area.

[, ASOI I Applications

Employer Chaperone

G&B

Reporis

Batch Processing

Administration

Welcome SYSADMIN |

Help | Logout

{J Applications 4 Add New Application

Student Name ‘ | Empiloyer Name

More Options

DoB

Clear Search ﬂ |

Address

NCY

2. Inthe Application panel, ensure the CIEE page is selected and enter your search criteria.

To search using more specific student or application details, click the More Options hyperlink to

display the More Search Options dialog.

@, More Search Options
-

L. Student

| |ﬂ Gender | v ‘ Student ID | Postcode | |5.:se Name |b|
3/ Application

| |ﬁ | Application Type | v ‘ Active Only

Close Clear Search

3. Click the Search button to display a list of applications that meet the entered search criteria.
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One Home

Applications

Employer Chaperone Reports

Batch Processi

Administration Welcome SYSADMIN | Help

G&B

a] Applications 4= Add New Application

| Student Name yer Name

Ivore Options

89 Applications matching"Female, Active Applications”
48 in Work Permit(s)
41 in Performance Licence(s)

Clear Search

N
rmance e
A g: 24022015 28/022015 17 Ab L
167 F
M Py 220B2014 250122014 05 Ca L]
A 1
B L 150812014 171082014 10 [t
A 16
G L 15082014 17082014 . 1 Qi
H f(' 15082014 17/082014 E,I 21 Qi
Ks A 15082014 17082014 ¢ [t
u L¢ cl
A 1
M L 150812014 171082014 o [T
M A 15082014 17082014 1 o1 Qi
Lé Damem
P A 15082014 17082014 © 14 Qi
Lé Jy
5 A 15082014 17082014 || 15 [t
L¢ Al 1
A :Ir-: 1TIOTI2014 200072014 i1 Ke
Fi 1L 17072014 200772014 © 1% K
1 Td Si 9 = 4
A 5
A piy 03072014 " 15 ci -

Sea

4. Click the required application to display its details.

One Home Applications Employer Chaperone Reports

Batch Processing  Administration

Welcome SYSADMIN Help

G&B

3 1 Community Centre | A, veas

View Employer Defails

Parent Company

View Student Details

Business Category Butcher Student ID : 8
Address 3 Avenue, X :, MK ] DOB 9
Current Contact H
NCY
Phone
. ) e
Emnan Registered Base : rimary School

Alert |E& More options.

L -

Basic Details Working Hours | Terms and Conditions | Employer Applications

Application Summary # Edt

Active 1 Yes

Application Status : Approved

Employer Contact HEN

Application Received : 01/06/2015

Application Entered © 01/06/2015

Start Date 1 D1/06/2015 End Date
Employment Type : Animal Husbandry

Employment Card No : SELBO0DOD13D

Employment Permit Issued

Working Hours

Term Time : 00:00 hours Holiday Time :

Fﬁ Delete Ay

Generate Workpermit lication 4™ Back to Application Search

Memo: [§ UDF

00:00 hours
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Common Functionality

TIP: Click the Back to Application Search hyperlink to display the results of your last search without

having to re-enter your search criteria.

To view all the other applications for the employer associated with the currently open application, select

the Employer Applications tab.

Editing Basic Details

1. Open the application you wish to edit. For more information, see Opening an Application on

page 93.
©One Home Applications Chaperone Reports Administration
Gé&B
Countryville Post-
3 Gi | Y

Standard

View Employer Details
Business Category: Office

Employer Address:
33 Does-nt-Exist Road, Countryville, Countrytown, Countyshire, YY99 9YY

Employer Contact: Sir
Phone:
Email:

Parent Company:

Basic Details Working Hours | Terms and Conditions

Application Summary # Edit
Application Status: Approved Active: Yes
Employer Contact: Sir B
Application Received: 22/03/2013
Application Entered: 22/03/2013
Start Date: 22/03/2013 End Date: 28/06/2013
Employment Type: Clerical Assistant

Employment Card No: WELCO000003

Employment Permit Issued:

Welcome SYSADMIN | Help | Logout

View Student Details
Student ID:2

DOB:

NCY:

Registered Base:

't Generate Workpermit s Delete Application |G |Norrr|a|\.”|ew

-

& Print Workpermit Memo: §{ UDF —

No photo
attached

2. Inthe Basic Details tab, click the Edit hyperlink in the Application Summary section to display

editable fields relating to application details.

Basic Details Working Hours | Terms and Conditions

Application Summary # Edit

Active |::'._=:.'.'f— Reason *

w

&k Print Workpermit Memo: [§§ UDF

| APP - Approved “| w |

| Sir Bamry St-Edmunds ‘| - |

No photo

2200312013 B ﬁ

|22|’03.l'2013

| attached

T

mwme i

| CLER - Clerical Assistd [ e

2
Employment Card No. WELCO000002 M‘m
Employment Permit Issued.
Term Time: 00:00 hours Holidays: 00:00 hours

3. Make the required changes to the application details.

4. Click the Save button to record the changes.
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Common Functionality

Generating Licences in Bulk

You can quickly view all the applications for an employer and then generate licences in bulk for
that employer via the Employer Applications tab, available from within any application. One
performs the standard validation checks for all the selected applications when you attempt to
bulk generate licences, so you should ensure that all selected applications can pass validation
before including them in a bulk licence operation.

NOTE: The following steps illustrate creating a workpermit. However, the process is the same when
creating a performance licence.

To generate licences in bulk:

Open any application associated with an employer for whom you want to bulk create licences.
For more information, see Opening an Application on page 93.

Select the Employer Applications tab to display all the applications for the current employer.

One Home Applications Employer Chaperone Reporis Batch Processing Administration Welcome SYSADMIN | Help | Logout
G&B
ar A | E , A; Alert [:'u‘;] More options...
View Employer Details View Student Details
Business Category : Butcher Student ID 280
Address : 23 Avenue, L MK S DOB L
Current Contact : G
NCY 3
Phone
Registered Base : B PRU

Email
Parent Company

E Delete Application 4™ Back to Application Search

Basic Details Working Hours | Terms and Conditions [yl el =TTy S

Student Employees

Fitters | | [Actve |

|:| Chosen Name Legal Name Current Base Employment Type  Start Date Active Appl.Status Memo Application =
[ - Bi E GCoffee Shop Assistant  04/D6/2015  Yes Approved [ View Application

D Ay Bi E Primary School Coffee Shop Assistant  D4/06/2015 Yes Approved Es View Application 1
D B A School Animal Husbandry es Issued B View Application

O D Al Animal Husbandry 01062015 Yes Approved I View Application

[l Ja . Al Animal Husbandry D8/07/2014  Yes Issued Eif View Application

O M Al Secondary School Animal Husbandry 0106205 Yes Approved I View Application |

= &

Review the details of the individual applications you wish to include in the bulk process. Click the
View Application hyperlink against an application to edit its details.

Select the check box for each application for which you want to generate a
workpermit/performance licence.

Click the Bulk Generate Workpermit hyperlink to display the Select a Work Permit Report
dialog.

(Workpermit creation only) Select the required report and click the Select button.

The workpermits/performance licences are generated.
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Common Functionality

Deleting an Application

If a student or employer’s circumstances change and the application is no longer required and
the related work permit or licence has not already been issued, the application can be deleted.

Open the application you wish to delete. For more information, see Opening an Application on
page 93.

Click the Delete Application hyperlink to display the Delete Application dialog.

Click the Yes button to delete the application and display the Delete Application confirmation
dialog.

Click the OK button to return to the Applications home page.

One v4 Online Common Functionality

The One v4 Online version of G&B shares functionality with other One modules. For help using
functionality shared with other modules, use the following resources.

m Alerts — Managing Alerts topic in the v4 Online help.

m Linked Reports — Managing Linked Reports topic in the v4 Online help.

m Linked Documents — Linked Documents topic in the v4 Online help.

= Communications Log - Maintaining the Communications Log topic in the v4 Online help.
m SQL Query Mail Merge — Maintaining SQL Mail Merge topic in the v4 Online help.
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