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Keeping Your Staff Record Up to Date

Why Keep My Staff Record Up to Date?

There are now over 500 users of the Insight / Outreach system in Leeds. These are a
mixture of Youth Workers, Youth Service Admin Staff, Connexions Admin Staff and
Connexions PA's. For the first time in Leeds all these people are able to see what work
each agency is doing with any given young person.

As a result, many staff are now wanting to contact other workers who might be having
involvement with a young person they are working with.
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As a result, it is really important to keep our own staff records up to date so that our
contact details are correct and available to other workers who may need to contact us.

Accessing and Editing Your Staff Record

For Outreach users, click on the Staff link. For Insight users, click on the Contacts link.

This will open up a search screen (as shown left).
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At this point you should be able to see an overview of your staff record and the details
it contains.

To open up your record to Edit it, click on the Edit icon.

This will open up your record and allow you to change the
- information recorded within it.
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The key pieces of information that we would ask all staff to keep up to date are:
Organisation, Team Manager, Phone and E-mail

You don't need to worry about completing any of the others, as many of them are
redundant for IYSS purposes.

Do not make any changes to any of the fields with drop down YES / NO

flags as you may affect / disable your log in.

Staff Leaving

If you are a manager and you have a member of staff who has left, please contact the
Information Team to let them know so that the log in can be closed off and they can
advise you how to close the staff record accordingly.
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