
 

Education, Health and Care (EHC) Portal 
User guide – how to use the portal 

 

 
 

This guide is designed to support you in using the Hertfordshire County Council’s digital EHC Portal 

when wanting to request an Education, Health, and Care (EHC) Needs Assessment for either 

yourself or your child. You will be able to check the status and track the progress of your assessment 

and view the EHC Plan online. 

Please be reassured that the portal is very easy to use, but this guide will support you in the early 

stages of using it to help familiarise you. 

There is also full support in place for you if required when using the EHC Portal, please 

email EHCPortalSupport@hertfordshire.gov.uk.   
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Accessing Your Account  
 

Once you have created your account, enter your details into Existing users and press Submit and then enter 

the 8-digit code sent to your email address and press Finish. 

 

 

 

Once you have successfully logged into your account, you should be taken directly to your EHC Dashboard.  If 

you see the screen below, press on the View EHC Assessment and Plan Information button which will take 

you directly to your EHC Dashboard. 
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EHC Dashboard 
 

As shown below, here you will be able to: 

1. Be informed of key dates within the EHC process. 
2. See where you or your child is within the EHC process. 

3. See what is happening at a particular stage in the process. 

4. Get access to the Local Offer web page.  

5. See who your allocated EHC Coordinator is. 
6. See any forms awaiting completion, view any documents or new messages that have been sent to you 

by the SEND Service . 

 

Request/Application and Request Outcome 

 

 

Request/Application - will show you the date when your request was received, and Grey represents 

that this action has been completed 

 

Request Outcome - will show you the date when you can expect to receive a response to your 

request and Green represents that this action is in progress. 
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If you see anything in yellow, this represents what will happen next. 

 

EHC Process Dates 

 

 

 

This page contains details of the EHC needs assessment process 

dates so that you can review these at any point in the process. 

This page shows the name of your SEND Officer and other 

professionals we know are involved with your child. 
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Forms Awaiting Completion  

 

 

 

Documents  

 

 

  

This page contains any forms that have been sent for you to 

start or awaiting completion by the SEND Service. 

This page contains completed forms and documents about 

your EHC assessment and plan that have been sent to you 

the SEND Service. 
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New Messages 

 

 

  

This page contains messages you have been sent by the SEND 

Service. Please note, it is NOT possible to send new messages via 

the Portal, please use existing methods of communications. 
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Sending in Supporting Documentation   
 

Start by pressing on the Forms you can start or awaiting completion button. 

 
 
You will be now see the screen below where you need to press on Items to Complete and you can 
then access the Forms you can start section.  Press on the form you wish to start i.e. Parental 
Supporting Documentation. 
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You will now be redirected here where you can start to complete your assessment form by giving 

details of the attachment in the text box and uploading a document. 

By pressing on Upload Document as highlighted below will allow you to find the document you wish 

to use.   

 

 

You will now be able to see your attachment and you can either Remove this if it is not the correct 

form you wish to send in or you can press on Submit Form. 

 

Once you press on Submit Form, you will be asked if you are sure you want to submit this Self 

Assessment as no further changes can be made once this has been pressed.  Press the Submit 

button. 
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You will be redirected back to Items to Complete where you can see confirmation that your form 

was submitted successfully. 
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Receiving Documents  
 

When there is a document for you to view, an email will be sent notifying you of this and asking you 

to log into your account.  

Start by pressing on the Documents you have been sent button. 

 
 

You can now open up your document by pressing on the date as shown below: 
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An example of the type of document you might receive 
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Receiving a Message   

 
When there is a new message for you to read, an email will be sent to you notifying you of this and 

asking you to log into your account.  

 

Start by pressing on the New Messages button. 

 
 

You can then see who your message was from and the subject.  To open up your message, press 

anywhere on the message line as highlighted below.  

Please note, it is NOT possible to reply to this message via the Portal, please use existing methods of 

communications. 

 


