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Creating an EHCP Form Definition
The Education, Health and Care Plan (EHCP) form definition template can be customised to begin a student’s basic EHCP.
Instances of the EHCP forms can be created to record and complete a student’s EHCP. The data is carried forward to the next
EHCP; changes can be made and additional information can be added.
Capita One has provided an EHCP form definition template for you to clone; this is the recommended method of creating a
student’s EHCP form. However, if you wish, you can create a new form definition according to your local authority’s requirements.
A student’s EHCP form must be signed off before it is complete. After a form is signed off, it is locked for editing, but it can be
unlocked by the signatories, if required, and another version created.
The following should be considered before creating a new EHCP form definition template:
• Decide which templates you want.
• Decide on the content of each template.
• Decide on the layout of each template.
• Decide on the naming conventions of your templates.

Creating a New EHCP Form Definition
To create a new EHCP form definition:
1. Select Tools | Administration | Form Builder |
EHCP Forms | Form Definitions to display the
EHCP Form Definition Enquiry page.
2. Click the New button to display the EHCP Form
Definition page.
3. On the Form Details panel, enter a Title. This is
used in the chronology when selecting the current
template from which to create a student’s new
EHCP form.
4. Enter a Subtitle.
5. Enter a Form Definition Code. The Form
Definition Code must be unique for each EHCP
Form Definition.
6. Select an effective Start Date.
7. Enter the age range of the students who are the
subject of this EHCP form definition, e.g. 0 - 25,
0 - 5, 5 -16, 16 - 25.
8. Enter the Form Description.
9. If required, enter the Form Guidance Notes to
assist the user filling in the form; this information
can be printed on the EHCP form. For more
information, see RG_Administration_Printing ICS
and EHCP Forms.
10. Click the Save button.

Assigning Posts for Sign Off
The Sign Off panel is used to assign posts of One
users who are responsible for digitally signing or
counter signing a student’s EHCP form.
To assign posts to Sign Off By and Counter Sign
Off By:
1. Click the plus signs to open the navigation tree.
2. Select the required posts.
3. Click the Save button.
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Defining EHCP Form Questions
The Form Questions | Question Selector panel is the foundation of the EHCP form template.
The right pane of the panel is pre-populated with the sample EHCP form questions. These can be used to create your EHCP form
template, or you can define new questions.
Each question relates to a field within a panel and each question must belong to a group - the panel heading.
Click the column heading to sort by Question Code or Description.
To define a new question:
1. Click the Actions button on the right pane, then
select Create New Question to display the EHCP
Question Definition dialog.

2. On the Question Information panel, enter a
unique Question Code.
3. Enter a Description.
4. Select a Data Type; this controls how the question
is displayed on the form.
Text		
Integer Number
Date		
Decimal Number
Yes/No		
Image
An Agency
An Address
Service		
Service Provider Link
A Person with Roles - Adult or Student
5. If required, select the Memo check box.
6. On the Question Restrictions panel, define a
maximum character length for the answer.
7. If required, select Answer is spell checked.
8. If required, select Answer is Mandatory.
9. If required, select Answer appears on the
Chronology. This is a mandatory field if the data
type is Service or Service Provider Link.
10. If required, select Answer is constrained. This
only allows the answer to be is a specific format.
11. If the answer is constrained, enter the list of items
that will display as a drop-down list on the form.
12. Click the Save button; the new question displays at
the bottom of the list of questions.
To create additional questions, repeat the process.
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Adding Questions to Groups
To add the first question to a group:
1. On the right pane of the Question Selector panel,
highlight a question, then click the Actions button
and select Add Question To New Group On
Form to display the New Group [New Group]
dialog.
2. Enter a Data Group Name; this is the header of
the panel.
3. If required, enter the Data Group Guidance
Notes; these display above the panel.
4. Enter the Number on Form; panel number 1 is
used for the Student Details panel.
5. Select Does the group repeat to create additional
panels of the same question, e.g. People Involved.
6. Click the Save button to add the question and the
group to the left pane.
To add subsequent questions to a group:
1. On the left pane, highlight the group folder.
2. On the right pane, highlight a question, then click
the Actions button and select Add Question to
Form.
3. Repeat steps 1 and 2 until all the required
questions and groups are displayed in the left
pane.
4. Click the Save button.
If you wish to change the position of a question in
a group, highlight the question in the left pane and
click the Up or Down button.
To move a question to a different group, it must be
deleted from one group before it can be added to
another group.

Questions can also be added to
a group by using drag and drop.

Editing a Group
To edit a group:
1. Highlight a group folder, then click the Actions button and select Edit
Group to display the Question Group dialog.
2. Make the changes to the required fields.
If you change the Number on Form field, you are prompted with a
message that all subsequent groups will be renumbered and you are
advised to double-check all group numbers.
3. Click the OK button.
Related Reference Guides:
• RG_Administration_Cloning EHCP Form Definitions
• RG_Administration_Viewing EHCP Question Definitions

Capita One. Tel: 01234 838080. Email: info@capita-one.co.uk. Web: www.capita-one.co.uk.
© Capita Business Services Ltd. 2018 All rights reserved. No part of this publication may be reproduced,
photocopied, stored on a retrieval system, translated or transmitted without the express written consent of the publisher.
For more detailed instructions refer to the online help file or handbook. You can contact the Service Desk via My Account.
This guide is based on the version of the software (Summer 2014, 3.54) in use at the time of publication.

3

