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Coordinator Quick Guide
This is a brief summary of the various Touchpoints and processes you need to take in ETO when working with HIPPY families and staff.
	Families
	Join HIPPY
	HIPPY Delivery
	Leave HIPPY

	
	When a new family ENROLS in HIPPY
1. Add new family (HIPPY Child and HIPPY parent/carer)
2. Enrolment Journey
3. Assign family to Tutor with Tutor Caseload
	When a PACK DELIVERY occurs: Pack Delivery
When a GATHERING occurs: Gathering Enrichment
· When there is PACK DELIVERY at a GATHERING: Gathering Enrichment+ Pack Delivery
When providing an additional REFERRAL to an internal or external service: Family Referral
When contacting a family to SUPPORT them or when a family takes a PLANNED BREAK from delivery: Family Support
END OF YEAR 1: End of Age 3 Journey
	When a family LEAVES HIPPY EARLY
· Early Exit
· Dismiss HIPPY child with ‘early exit’ reason
When a family COMPLETES HIPPY
· Graduation Journey
· Dismiss HIPPY child with ‘graduation’ reason
When a family is MOVING to a new HIPPY site: Transfer

	Staff
	When a new staff member is EMPLOYED: 
1. Add Staff Member touchpoint: Upload their Working with Children Check, National Police check, and Staff Demographic Information form
When a staff member has a WWCC or National Police Check to RENEW: WWCC/NPC Renewal
	START OF THE YEAR:
1. Skill Development Activity (SDA)
2.  P2P Plan
	END OF THE YEAR:
1. P2P Review
2. End of Year 1 OR final Skill Development Activity (SDA) 
	When a staff member LEAVES HIPPY: 
· Staff Exit

The ETO Helpdesk will then dismiss the staff entity.

	
	
	When a Tutor has a SUPERVISED HOME VISIT: Supervised Home Visit
When a Tutor Undertakes a PROFESSIONAL DEVELOPMENT activity: Professional Development
When a Tutor has completed mandatory PRESERVICE TUTOR TRAINING or any staff member has completed SAFEGUARDING TRAINING: Professional Development 
When a TUTOR TRAINING session occurs: Tutor Training
If the tutor has a child in HIPPY the SAME AGE as the curriculum trained 
on: Tutor Training + Pack Delivery 
If a Tutor LEAVES HIPPY: Skill Development Activity (SDA)
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