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Background
The background to this case is described in the covering email. 
Completing this document 
As with any Word document, if you received this in an email you should save it on your system and work on the saved copy to avoid the possibility of losing any changes you make.
Returning the completed document
The completed document should be returned by December 25 2023 AT THE LATEST.
It can be returned by email to MarionWest@berrick.lscb.uk. If you do not have access to email, or your email system is insecure, send it on CD or memory stick to:
Marion West,
Case Review Administrator,
Berrickshire Safeguarding Children Board, 
Berrick New Town
BNT5 LB3
What to put in the table
Please keep to the following rules when entering events into the table at the end of this document. 
[bookmark: c8Dynamic01]NOTE TO ADMINISTRATORS: WHEN YOU CREATE A NEW INTERNAL CHRONOLOGY, CHRONOLATOR WILL REPLACE THIS SHADED PARAGRAPH WITH  INFORMATION ABOUT THE TABLE YOU SPECIFY.  IF YOU ARE EDITING THE MASTER CHRONOLOGY, PLEASE LEAVE THIS PARAGRAPH AND ITS ASSOCIATED BOOKMARK INTACT.  
The Chronolator tool
The table below has been produced with the Chronolator chronology tool, which facilitates the collation of data from the different agencies involved.. You must not change the headings in the Chronology Table, as Chronolator relies on them to check the data you enter. You can change the column widths, but you must not change the heading text or add or remove columns.
Quick Start Video
If you would like to watch a brief video about using Chronolator, please go to the Web page at www.chronolator.com/tutorials/quickstart01-chronology-recipient. 
Macros and the Chronolator Toolbar
Chronolator uses Word ‘macros’, and if you are prompted about them when you open this document you should ensure you allow them to run. 
After you have done so, Chronolator will create a toolbar on the Add-Ins tab of the Word Ribbon (the area at the top of the Word display). 
If the Add-Ins tab does not appear, please check Appendix A - Troubleshooting in Using Chronolator Documents for possible causes. You should have been sent a copy of Using Chronolator Documents along with this document; if not, please contact the person who sent this to you. Alternatively, you can view it online at www.chronolator.com/help/using-chronolator-documents. 
If for some reason you cannot enable macros, you can still update the document but you will not be able to use basic Word Save (you will get a message about macros being disabled). In that case, you should save your changes either by:
· using Save As, or
· closing the document and making the relevant reply when Word asks you if you want to save changes.
Accidentally changing the column headings
If you accidentally change the column headings and forget what they should be, you can generate a new set at the end of the document by pressing the Admin > New Table button on the Chronolator toolbar. After doing this, copy any data you have already entered into the new table.
Entering events
You can enter events as the records come to hand, and use the Sort Tables button on the Chronolator toolbar to put them in date order. 
You can enter dates and times as they appear on the original records, and use the Format Dates button to put them into a consistent format.
Error checking
Every time you close this document, Chronolator will check that the table conforms to the specifications made by the Case Review Administrator (see above), and that it is in chronological order.
· All problems are flagged with the symbol . You can scroll from one to another using the video-like buttons on the Chronolator toolbar.
· Non-blank invalid entries are highlighted in turquoise, and dates and times of out-of-sequence events are highlighted in yellow. 
· If you rest your mouse on the , a description of the error is displayed. 
· A full list of errors is also created at the end of the document. Double-clicking on a  in the list takes you to the actual error in the document.
CAUTION: Do not write anything after the error list as it will be deleted the next time Chronolator checks the document.
Please ensure that all errors are corrected before returning this document.
You can get Chronolator to check the table at any time by pressing the Check Tables button, and it also has many other features which you might find useful.
Combining a number of individual chronologies from your agency
If you want to devolve responsibility for data collection to several other people, you can forward this document to them and then use Chronolator to merge their individual chronologies. Using Chronolator Documents contains information about this and other features, together with some useful general tips about using Microsoft Word tables. 
Finding out more about Chronolator
As well as the Quick Start video mentioned above there are some other videos on the Chronolator web site: click the Help > Videos button on the Chronolator toolbar to view them, or go to www.chronolator.com/tutorials. 
See www.chronolator.com/getting-started.htm  for some sample documents and associated exercises you can use to practise using Chronolator. 
See www.chronolator.com/help/using-chronolator-documents for an online version of Using Chronolator Documents.
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