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Responsibilty – Customer Relations  
 

Withdrawn Right + Licence at address 
1.0 

Send Central Planning an email to ensure visits already generated are cancelled. 
 

1.1 

In CADH go to Communications tab and tick box of RIGHT TO VISIT REMOVED 
and put the date in Right To Visit Removed notes (this will stop any visits).  

1.2 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

1.3 

Send Letter – Withdrawn Right to Visit–Name or, Letter–Withdrawn Right to Visit–
No Name from the Letters Glossary in the Customer Relations/Personal Folders 
on the T Drive. Send the appropriate letter, depending upon if name supplied by 
customer, or not. Ensure letter is amended to reflect situation. 

1.4 

Send all details to [XXX] and [XXX] by email to update WOIRA Database 

 

 

Withdrawn Right not NLN 
2.0 

Send Central Planning an email to ensure visits already generated are cancelled. 

2.1 

Mul Guard to be applied in Lassy (To see how to apply Mul guard go to 11.0) and 
notes in Enfadd + Care  (To see how to apply  note in Enfadd go to 12.0) 

2.2 

Update ICMS by adding date guard applied in Inserted On box and note Mul 
Guard applied in the comments box in the Manual Guard screen. 

2.3 

In CADH go to theCommunications tab and tick RIGHT TO VISIT REMOVED box 
and put the date in Right To Visit Removed notes (this will stop any visits). 

2.4 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

2.5 

Send Letter – Withdrawn Right to Visit–Name or, Letter–Withdrawn Right to Visit–
No Name from the Letters Glossary in the Customer Relations/Personal Folders 
on the T/Drive. Ensure letter is amended to reflect situation that they have not 
advised us that they do not require a licence. 

2.6 

Send all details to [XXX] and [XXX] by email to update WOIRA Database 

 

 

 

Withdrawn Right NLN Already Applied 
3.0 

Send Central Planning an email to ensure visits already generated are cancelled. 

3.1 

In CADH go to Communications tab and tick box of RIGHT TO VISIT REMOVED 
box and put the date in Right To Visit Removed notes (this will stop any visits). 

3.2 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

3.3 

Send Letter – Withdrawn Right to Visit–Name or, Letter–Withdrawn Right to Visit–
No Name from the Letters Glossary in the Customer Relations/Personal Folders 
on the T/Drive. Send the appropriate letter, depending upon if name supplied by 
customer, or not. 
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3.4 

Send all details to [XXX] and [XXX] by email to update WOIRA Database  

 

 

Withdrawn Rights NLN Already Applied Over 7 Days Ago 
4.0 

Send Central Planning an email to ensure visits already generated are cancelled. 

4.1 

In CADH go to the Communications tab and tick RIGHT TO VISIT REMOVED 
box and put the date in Right To Visit Removed notes (this will stop any visits). 

4.2 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

4.3 

Send Letter – Withdrawn Right to Visit–Name or, Letter–Withdrawn Right to Visit–
No Name from the Letters Glossary in the Customer Relations/Personal Folders 
on the T/Drive. Send the appropriate letter, depending upon if name supplied by 
customer, or not. 

4.4 

Send all details to [XXX] and [XXX] by email to update WOIRA Database 

 

 

Withdrawn Rights NLN Not Yet Applied on Lassy 
5.0 

Send Central Planning an email to ensure visits already generated are cancelled. 

5.1 

NLN to be applied in Lassy and notes applied in Care 

5.2 

Next day in CADH go to Communications tab and tick RIGHT TO VISIT 
REMOVED box and put date in Right To Visit Removed notes (this will stop any 
visits). 

5.3 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

5.4 

Send Letter – Withdrawn Right to Visit–Name or, Letter–Withdrawn Right to Visit–
No Name from the Letters Glossary in the Customer Relations/Personal Folders 
on the T/Drive. Send the appropriate letter, depending upon if name supplied by 
customer, or not. 

5.5 

Send all details to [XXX] and [XXX] by email to update WOIRA Database 

 

 

Vulnerable Persons Not NLN 
6.0 

Mul Guard to be applied in Lassy (To see how to apply Mul guard go to 11.0) and 
notes in Enfadd + Care  (To see how to apply  note in Enfadd go to 12.0) 

6.1 

Update ICMS by adding date guard applied in Inserted On box and note Mul 
Guard applied in the comments box in the Manual Guard screen. 

6.2 

In CADH go to the Communications tab and tick RIGHT TO VISIT REMOVED 
box and put the date in Right To Visit Removed notes (this will stop any visits).  

6.3 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

6.4 

Send Letter depending upon circumstances of the particular case. 

 

 

 

 

Vulnerable NLN Not Yet Applied 
7.0 

NLN to be applied in Lassy and notes applied in Care. 
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7.1 

Next day in CADH go to the Communications tab and tick RIGHT TO VISIT 
REMOVED box and put date in Right To Visit Removed notes (this will stop any 
visits). 

7.2 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

7.3 

Send letter depending upon circumstances of the particular case. 

 

 

 

 

Vulnerable NLN Already Applied Over 7 Days Ago 
8.0 

Send Central Planning an email to ensure visits already generated are   
cancelled. 

8.1 

In CADH go to Communications tab and tick RIGHT TO VISIT REMOVED box 
and put the date in Right To Visit Removed notes (this will stop any visits). 

8.2 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

8.3 

Send letter depending upon circumstances of the particular case. 

 

 

 

 

Vulnerable NLN Already Applied 
9.0 

In CADH go to the Communications tab and tick RIGHT TO VISIT REMOVED 
box and put the date in Right To Vvisit Removed notes (this will stop any visits). 

9.1 

If you also want to stop letters being generated go to the Enforcement tab in 
CADH and tick UNDER ACTIVE COMPLAINT box and put date applied in 
complaint URN box. 

9.2 

Send letter depending upon circumstances of the particular case. 

 

 

 

 

Any Other Complaint Cases That We Are Investigating And Need A Temporary Stop 
To Letters 
10.0 

Mul Guard to be applied in Lassy (To see how to apply Mul guard go to 11.0) and 
notes in Enfadd + Care  (To see how to apply  note in Enfadd go to 12.0) 

10.1 

Update ICMS by adding date guard applied in Inserted On box and note Mul 
Guard applied in the comments box in the Manual Guard screen. 

10.2 

To stop letters being generated go to the Enforcement tab in CADH and tick 
UNDER ACTIVE COMPLAINT box and put date applied in complaint URN box. 

10.3 

Send letter depending upon circumstances of the particular case. 

 

 

How to Apply A MUL Guard in Lassy 
11.0 

Go to Enfadd screen 

11.1 

Key in MUL into the Type of address: field 

11.2 Press 

Enter 

11.3 

Record details of MUL guard on Excel spreadsheet. The path is: T:drive - 
Customer_Relations - Mul guard 2008-2010. 
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How To Add Notes To Enfadd in Lassy 
12.0 

Type ADDRES in the 'fastpath' field (i.e. top left on Lassy). Press F5. 

12.1 

Type in the postcode. Press enter. 

12.2 

Tab to the page with the address on you need with the F8 key. 

12.3 

Select the address by typing 'S' in the field next to it. 

12.4 

Tab to the bottom of the Action field at the bottom of the screen and input 'N'.  
Press enter. 

12.5 

This is the 'Notes' screen.  Type 'Implied Rights Case, Contact Legal' on the top 
line and put the COM/***** number on the 2nd line. 

12.6 

Press enter, (it should now have 'U' for Updated in the Action field at the bottom) 

12.7 

Press F3 to Exit. 

 

 

 

 

 

END OF WORK INSTRUCTION 

 
Related documents -  None 
Last Changes Made -  Updated by [XXX] issued 15/09/2011 
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