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4 Starting a new Case –Consent 

If searching for an existing case has yielded no results, a user can create a new case: 

IMPORTANT NOTE:  Please do not create a new case unless you are certain that the child does not already exist on the system. please contact the helpdesk if you 

need support in finding any cases. 

 
  

To begin click on the ‘New 

Case’  

IMPORTANT NOTE:  Please 

do not create a new case 

unless you are certain that 

the child does not already 

exist on the system. please 

contact the helpdesk if you 

need support in finding any 

cases. 

 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

You will be taken to the Child/ Young Person details page: 

 

5. Date of Birth/ EDD 

 

The mandatory fields are marked with an *. 

You must provide at least: 

 

1. Case Name - This is the surname/s of the case 

family (Do not enter an individual’s full name in 

here). 

 

 2. Given Name(s) 

 

 
3. Family Name 

 

4. Gender 
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6. Please ensure that you enter an address: 

Enter the Post Code, click on the spy glass and click in the 

address field.  

If a list of addresses is displayed, scroll down and select the 

correct one. The full address information will then appear. 

 

7. Enter a Reference Number (Optional) 

 

8. Select an Ethnicity (Mandatory) 
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When you start entering a child (or adult’s) details, eEHA will flag up if there is a potential duplicate record. You should check to ensure you don’t create a 

duplicate case for a child: 

 

 

If there is a duplicate, click on the case to request access 
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If the child has a second phone number or lives at a second address,  you could add these by clicking on the plus icon. 
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You can add Multiple Case Members to a case: 

 

Once all of the relevant child details have been added, click Next. 

You will be taken to the Adult details page: 

Click on the Plus button at the top of the 

page to add additional Case members. 
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The mandatory fields are marked with an *. 

You must provide at least: 

 

3. Gender 

1. First Name(s) 

 

 
2. Surname 
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5. Once all of the relevant adult details have been added, click 

‘Next.’ 

4. An address is mandatory: 

Click on ‘Select Known Address’ to use the address already 

associated with the child. 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

4a Consent 

You will be taken to the Consent and Coordination page: 

 
  

2. This should always be No 

 

3. Name of the adult / appropriately 

aged young person who gave consent 

1. Enter the date consent was given. 

(This is the date that on their consent 

form for signature received/agreed). 

 

6. Once all the relevant 

details have been entered, 

click ‘Save Case’ 

5. Type the following: “Signed 

evidence of consent to be uploaded 

to case documents”. 

4. Relationship needs to be selected in drop 

down. 
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PLEASE NOTE: 

  

It is a MANDATORY REQUIREMENT to have a signed document to store as evidence of consent. However the following section still needs completion as you cannot 

create a case without completing it. 

Once the case is created Practitioners will need to upload the consent evidence into Case Documents (This is covered later in the guide) 

 

If you are unsure as to what document to use as evidence of consent, please contact us and we will supply you with two methods for this. 

  

Type the following: “Signed 

evidence of consent to be uploaded 

to case documents”. 
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Before proceeding to the next page; you must read the following Early Help Services  
 

PRIVACY NOTICE LINK: https://www.towerhamlets.gov.uk/content_pages/legal_notices/legal_notices.aspx 
 
  
  

https://www.towerhamlets.gov.uk/content_pages/legal_notices/legal_notices.aspx


EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

You will then be taken to the Case Summary, where you will see the components already saved. This typically acts as the home page of a case and can be reached at 

anytime by clicking these two links. This page is very useful and will take you almost every part of the case very quickly.  

(Please note: if at anypoint during navigation you are lost or unsure you should come back to this page) 

  

 

If you need to update the Child or Adults information; click 

on their names to go to their details. 

 

The Blue Status bar will give you key information about 

the case. 

1. The Case ID & Family Name 

2. The Case Coordinator 

3. The Case Status which is set to ‘Pre- Assessment.’ 

At present 

The Case Items list will grow as the case 

matures and you will appreciate the Case 

Summary page as the home page of a case. 

Where there are multiple children in a case 

thy will all have separate tabs. 


