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Workflows

If a student is being monitored within a staged standard LNorkﬂow, it is possible to manually change the workflow stage and/or apply
a new intervention from within the student record as shown below.
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On selecting the “ Edit’ option, you will be presented with a pop-up window as shown below. On changing the stage, the user will be
notified of open cases being closed. Click ‘Close intervention’ to save the changes.

Edit Workflow Status

Move Student 10 Stage
New Intervention
Nt Crasck Datn

Comenant

Depending on when you are escalating or de-escalating a student within a workflow, you may want to consider adjusting the next
check date. The check date is the next time the student will be checked on the workflow.

If the student is currently on a manual intervention stage, and there are further escalation points within the workflow, by changing
the stage, you may be required to open another intervention. Changing the stage along with the selection of ‘new intervention’ will
fulfil this. The original intervention will be closed as part of this process.

Examples:

Scenario: A Student has been escalated to stage 1 on the workflow due to poor attendance. On investigating, their attendance has
been manually updated therefore they need to be moved back to stage O.

Action: Select edit, from the ‘Move Student to stage’ option, select Stage 0. Click on ‘change workflow stage’ to Save.
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Scenario: A student who is on manual intervention stage 3 on investigating, is required to be escalated to the next intervention
stage.

Action: Select edit, from the ‘Move Student to stage’ option, select Stage 4. From the ‘new intervention’ option, select stage 4. Click
on ‘change workflow stage’ to save. The stage 3 intervention will be closed, and a new stage 4 intervention opened.

Note: These are some typical examples of actions however wording and processes may differ within your organisation.

Timeline

The timeline within the profile displays all activity for a student including workflow activity. The timeline can be filtered to display stage changes
and case activity.
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