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1 Introduction

1.1 What is ChronoLator and what does it do?

ChronoLator makes it easy to produce the chronologies required for major incident investigations and other reviews. Since it is based on Microsoft Word, little specialist knowledge is required to use it. There are no new programs to learn or install, and only a basic knowledge of working with Word tables is required. 

People who need to collate data provided by diverse agencies will find that ChronoLator has many helpful features, such as:

· creating Chronology Documents for agencies to complete. Chronology Documents can be tailored to suit each different investigation;

· importing individual agencies’ chronologies into Composite Chronologies;

· merging, sorting and formatting Composite Chronologies;

· checking chronologies for errors such as out-of-sequence events and missing data.

ChronoLator ensures the integrity of the documents produced by different agencies, checking that they contain all the data required.

Internal Chronology documents are initially set up by a Case Review Administrator, who specifies what information is to be collected and under what headings. The Case Review Administrator distributes them to the various organisations from whom data is required.

If a recipient organisation needs to collect data from several departments, it can appoint a ‘Local Administrator’. The Local Administrator distributes copies of the ChronoLator Document to other people within his or her organisation. When they have been completed, the Local Administrator merges them into a Composite Chronology for the organisation and returns it to the Administrator who sent the original request. There is no limit to the number of levels of administration.
The flowcharts in Figure 1 on page 6 and in Figure 2 on page 7 illustrate the flow of documents between administrators and data collectors.

1.2 About this document

This document uses a fictitious case to illustrate how ChronoLator simplifies the actions required to produce a finished composite chronology for a case review.  It is not intended to be an instruction manual, although sample files relating to the case are provided with ChronoLator and can be used as practice data.
1.3 ChronoLator Documentation

Setting Up ChronoLator Documents describes how to produce ChronoLator Documents using the ChronoLator Online Workbench, and how to distribute them.

Using ChronoLator Documents describes how ChronoLator facilitates the production of accurate chronologies, and how to combine ChronoLator Documents into Composite Chronologies.
Illustration of Features (this document) describes the main features of the product using a fictional case history. The ChronoLator Documents pertaining to that history can be downloaded from www.chronolator.co.uk

 and used to evaluate or practise using the product.
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Figure 1 - multiple levels of administration - schematic document flow
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Figure 2 - multiple levels of administration - a possible scenario

2 Overview

2.1 The Case

The sample case concerns the death of a two-week old infant where Domestic Violence is suspected. In order to keep the illustration as short and simple as possible, the amount of data involved is kept to a bare minimum. Naturally, ChronoLator’s automation features become even more useful when working on lengthy real-world chronologies.

2.2 Workflow

The following assumptions are made for the purposes of this illustration:

2.2.1 Preparation

1. The organisation which instigates the Case Review is the ‘Berrickshire Local Safeguarding Children Board’.

2. Berrickshire LSCB appoints an officer to co-ordinate data collection and collation. This person is known herein as the Case Review Administrator.

3. The Case Review Administrator uses the ChronoLator Online Workbench to produce a ChronoLator Document, and circulates it to these agencies:

a) Berrickshire Police Service;

b) Berrickshire Social Services Department;

c) Berrickshire Primary Care Trust.

2.2.2 Data gathering
1. The Police and Social Services are able to gather their data without devolving responsibility within their organisations.

2. The PCT however wish to devolve their data-gathering to a number of departments under their wing. They therefore appoint a Local Administrator who forwards copies of the ChronoLator Document to: 

a) St Salome’s General Hospital A&E Department; 

b) St Salome’s General Hospital Community Midwifery Department;

c) St Salome’s General Hospital Labour Ward;

d) St Salome’s General Hospital Maternity Department;

e) Portmanor Medical Centre;

f) Berrickshire Ambulance Service;

g) Berrick New Town Community Clinic.
Each final recipient of the ChronoLator Document gathers data and enters it in the document. Each time the document is closed ChronoLator highlights any errors it finds, such as invalid or out-of-sequence dates and missing columns.

2.2.3 Data collation

When each ChronoLator Document has been completed and the person responsible for it is satisfied it contains no errors, it is returned to the Administrator from whom it was obtained. 

In our example, the Police and Social Services send their completed ChronoLator Documents back to the LSCB Case Review Administrator. 

The various PCT documents are passed back to the PCT Local Administrator, who uses ChronoLator to produce a Composite ChronoLator Document on behalf of the Health Services. This is then sent to the LSCB Case Review Administrator.

Finally, the LSCB Case Review Administrator uses ChronoLator to produce the final Composite Chronology.

3 The Case

3.1 Sample files

The files used to produce the following illustration can be downloaded from the ChronoLator web site, www.chronolator.co.uk

. You can use them to practise using the product.

3.2 Starting a New Case Review

3.2.1 Deciding what data to collect

The LSCB appoints Marion West as Case Review Administrator and tells her the background to the case and what information is required. Together they decide on suitable headings under which information should be collected. In our example, these are based on the format suggested by the London Child Protection Committee for Serious Case Reviews.

3.2.2 Starting the ChronoLator Online Workbench 

	The ChronoLator Online Workbench is like any other Microsoft Word document in all respects, but it does have certain added features. When Marion opens it, she notices that a new toolbar appears beneath her usual toolbars.
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	Underneath the new toolbar is Word’s Document Map.

Clicking on an item in the map takes Marion immediately to the relevant section of the Workbench. 
She will find this useful as she creates ChronoLator Documents, as it helps her find the information she needs with the minimum of fuss.
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3.2.3 Creating a new ChronoLator Document

	To create the new ChronoLator Document, Marion presses the New Internal Chronology button on the Online Workbench toolbar.
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	The Case Details Wizard appears. 

Marion follows the simple instructions in the Case Details Wizard to set up the new ChronoLator Document.

She can say whether events are identified only by their Start Date or also by other time information, what the column headings should be, which columns must always be filled, and so on.
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	When she has finished, she presses the Finish button in the Case Details Wizard, and ChronoLator creates an Internal Chronology to her specifications and asks her where to save it.

She chooses a suitable location and file name and presses Save. 

The new Internal Chronology document includes a table with the column headings Marion defined,  together with a preamble in which she can add some information about the case.
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3.2.3.1 Writing the preamble

Marion adds her own comments to the preamble. She can put in whatever she wants, as it is completely free-form and will not be processed by ChronoLator. 

ChronoLator generates a ‘What to put in the table’ section in the preamble describing the checks it will make as the table is completed. Marion can also update this part of the preamble to explain how she expects each column to be completed.
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3.2.4 Distributing the ChronoLator Document

The ChronoLator Document can be distributed in the same way as any Word document; on a floppy or a CD, or as an email attachment. To ensure confidentiality, Word’s password protection feature can be used if desired, the password being sent separately.

Marion sends a copy to each of the following people:

· Tom Lennard at the Berrickshire Primary Care Trust;

· Georgia Turner at Berrickshire Social Services Department; 

· Briony Edwards at the Berrickshire Police Service.

She also sends them a copy of the Using ChronoLator Documents manual, which describes what ChronoLator does and also provides a number of useful tips about working with Word tables.

Marion now gets on with her other work while she waits for the documents to be returned to her.

Georgia Turner and Briony Edwards can find out what they need to know quite easily, so they get straight down to completing their copies. Tom Lennard, however, decides to devolve responsibility for data collection, so he forwards copies of the document to various people in the PCT and other Health organisations. When they have completed them, they will return them to him, and he will merge them into a single document to return to Marion on behalf of the PCT.

3.3 Completing the ChronoLator Documents

Entering data into an ChronoLator Document requires a basic knowledge of working with Word tables – how to create a new row, how to move a row and so on. Users who are unfamiliar with these ideas will find that the Using ChronoLator Documents manual provides some useful tips.

	When a ChronoLator Document opens, a new toolbar is added underneath the other Word toolbars.
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Figure 3 - the ChronoLator Document toolbar


The rest of this section shows what the most important buttons do. We shall start with the following deliberately erroneous table
:
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Figure 4 - faulty Chronology table before checking

3.3.1 The Check Tables button

After pressing the Check Tables button, ChronoLator highlights errors it finds. Missing and invalid data is coloured turquoise, while valid dates which are out of sequence are coloured yellow. The table now looks like this:
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Figure 5 - faulty Chronology table after checking
Resting the mouse on a highlighted error displays a brief description of the error in a ‘tooltip’. In the illustration below, the mouse is hovering over ‘34 may 2004’.
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Figure 6 - tooltips explain each error
In a large document, the arrow buttons on the ChronoLator toolbar make finding the errors easy; pressing them scrolls from one error to the next. Additionally, a complete list of errors is generated at the end of the document.

ChronoLator also checks a document every time it is closed, highlighting the errors in the same way. If errors are found, the user is warned with the following message:
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Figure 7 - error message issued when a faulty document is closed

We shall now correct most of the errors in this document by:

1. removing the rows which had the wrong number of columns;

2. adding something in the mandatory Source of Information column;

3. copying and pasting the required data over the ditto marks and ‘See above’ text;

4. ensuring that the Date columns all contain valid dates. 
The table now look like this:
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Notice that the corrected errors are still highlighted. ChronoLator does not check for errors as you type because doing so would make your computer run very slowly. 
Pressing the Check Tables button again results in this:
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3.3.2 The Sort Tables button

The only errors we now see are the out-of-sequence dates. We can fix these by pressing the Sort Tables button:
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If we press the Check Tables button again we obtain this:
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3.3.3 The Format Dates button

We will look at this button when we merge documents.

3.3.4 Returning the completed Chronology

When the Chronology has been completed, it is returned to the Administrator from whom it came in the same way as any Word document; on a floppy or a CD, or as an email attachment.

3.4 Producing Composite Chronologies

When completed, the various Internal Agency Chronologies must be merged together into Composite Chronologies. As has been seen, this can be done at various levels if work is devolved within a particular agency.

3.4.1 Administrator Roles

ChronoLator recognises two kinds of Administrator; the Case Review Administrator who started the Review, and any number of Local Administrators like Tom Lennard at the Berrickshire PCT. Both of them need to create Composite Chronologies. 

As his will be the first one to be done,  we shall look at how Tom Lennard assembles the composite for the PCT
. 

3.4.2 Starting a new Composite Chronology 

	Tom opens one of the ChronoLator Documents which has been returned to him. 

He presses the Admin > New Composite Chronology button on the ChronoLator toolbar.
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	ChronoLator displays Word’s Save As dialog for Tom to choose what to call the new Composite and where to save it.

He enters a suitable name and location and presses Save. The Internal Chronology closes and the Composite Chronology opens. 
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	The Composite Chronology has a new toolbar. ChronoLator never displays buttons for irrelevant tasks, so a new Composite Chronology contains just two buttons.
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	After Tom has imported the first document, the toolbar will expand to include buttons for the other tasks that become possible.
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3.4.3 Importing Internal Chronologies into a Composite Chronology

	Pressing the Import Tables button displays Word’s Open dialog. 
Tom uses it to open one of the documents he has received.
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ChronoLator checks that the document relates to the right case (using the Case Reference Marion set up at the beginning) and that it contains at least one table matching the Case Details set by Marion.
 It prompts Tom for something to identify where each document came from. As this document is from the Berrick New Town clinic, that is what he enters:
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‘Berrick New Town clinic >’ will be added to whatever is already in the Source of Information column.

	The clinic’s document contains this entry:
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	. . . after Tom has imported it, the entry looks like this:
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Tom decides to import all the documents he has to hand before going on to merge them all in one go, identifying the source of each appropriately.

3.4.4 Merging tables in a Composite Chronology

Tom now has the following tables in his document (remember that the text before the ‘>’ character in the Source of Information column was added by ChronoLator to the tables provided in the individual agency ChronoLator Documents).
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Figure 8 - Chronology Table provided by Berrick New Town Clinic
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Figure 9 - Chronology Table provided by Berrickshire Ambulance Service
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Figure 10 - Chronology Table provided by St Salome Hospital Maternity Unit
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Figure 11 - Chronology Table provided by Portmanor Medical Centre
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Figure 12 - Chronology Table provided by St Salome Hospital Labour Ward
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Figure 13 - Chronology Table provided by St Salome Hospital A&E department
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Figure 14 - Chronology Table provided by St Salome Hospital Community Midwifery department

Notice that while all the tables contain the correct columns, the column widths vary from one to another. Using standard Word facilities to merge these tables would be difficult and time-consuming, but ChronoLator reduces the process to a single press of the Merge Tables button on the ChronoLator toolbar. Here are the first few rows of the merged table:
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Figure 15 - extract from Composite Chronology after merge
3.4.5 Sorting a Composite Chronology

The Sort Tables button really comes into its own when used on a Composite Chronology. All the rows are sorted into Date order at the touch of a button. The first few rows after Tom sorts the table look like this:
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Figure 16 - extract from Composite Chronology after sort

3.4.6 Formatting Dates

Tom had noticed earlier that the various departments in the PCT had all entered dates in different ways. This did not hamper ChronoLator’s validity checks, but it does look untidy. Tom uses the Format Dates button to put them all into a consistent format. 

This is how the first rows now look:
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Figure 17 - extract from Composite Chronology after formatting dates

3.4.7 Final checks

Tom uses the Check Tables button to make a final check that the Composite Chronology is valid as far as ChronoLator is concerned. 

Finally, he reads through it to make sure it makes sense. ChronoLator certainly simplifies the process of producing these documents, but it is only a computer program and cannot correct human failings! When he is satisfied with the document, he returns it to Marion.

3.4.8 Completing the final Composite Chronology (Case Review Administrator)

When Marion has received all the completed Internal Agency Chronologies and Tom’s Composite Chronology, she starts her own Composite Chronology from the Online Workbench. She then follows the same processes as Tom did.

When it comes to importing Tom’s Composite, she decides to give it a Source of ‘Berrickshire PCT’. This is how the first few rows of Tom’s imported composite look:
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Notice how ChronoLator has maintained a complete audit trail of the Source of Information of each event.

After her final sort, Marion realises that some of the time-critical events are not in the correct order:
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She puts the rows in the right order manually and resolves that next time she creates an Internal Chronology she will incorporate a Start Time column. ChronoLator will then use it to sort by time within date.

Nevertheless, she has found that ChronoLator has greatly eased the administrative burden of collating information from many different sources.
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� London Child Protection Procedures, Edition 2, p267  


� taken from Sample table with errors.doc in the Samples folder


� Case Review Administrators create a new Composite Chronology using the Online Workbench. However, once a Composite Chronology has been created the process of assembling it is the same for both Case Review and Local administrators. 


� There should only be one, but it is possible that someone might inadvertently have created more. ChronoLator will copy all tables which match the Case Details set by the Administrator.
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