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Hertfordshire

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

Welcome to Hertfordshire's Children's Services Portal

Please select between the 'Professional Safeguarding Online Referral form' or the 'EHC Assessment and Plan Information' Dashboard

EHCP Dashboard

‘EHC Assessment and Plan Information® ‘Professional Safeguarding Referral’

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.
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Secure login - step 1
T Secure login - step 2

New to ire Children's Portal? Register for an account here or use the button below.
Already using Hertfordshire Children's Portal? Sign in below.

Prease enter the venfication code that we sent you

Existing users New users
Ifyou're new o Hertordshire Children's Parsa, sigh up for
Tl anaouehere
gk Code
Register fornewaccount
Password
Submit T
e e me e o

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.

Account Dashboard

[
b View EHC Assessment and Plan information

3 Details My Messages (0) 3:.3 Involvements
tor) EHM - BL

No New Messages

ﬁ Items to view E Items to complete (0)

Portal Request / to an Account No items to complete
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EHC Dashboard

As shown below, here you will be able to:

Be informed of key dates within the EHC process.

See where you or your child is within the EHC process.

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

Get access to the Local Offer web page.

See who your allocated EHC Coordinator is.

See any forms awaiting completion, view any documents or new messages that have been sent to you
by the SEND Service .

ok wNE

EHC Assessment and Plan - Tony Bread 1

2 Request/Application
Request Received: 01 Sep 2024

@What happens in this stage? A
st for 1d care assessment ha 1
on will be made whet

Il get in touch with pecple from education, health and care about support that has already been provided for your
a full assessment

F hweeks 3
4

S ® EHCP Coordinator - Robert Coombes

6 OEHC Process Dates B Forms you can start or awaiting completion (0)

No items to complete

& New Messages (Click to view all) (0) . Documents you have been sent

No New Messages EHCP - Information R rif

Request/Application and Request Outcome

EHC Assessment and Plan - Tony Bread

@Wwhat happens in this stage? A

A request for education, health and care assessment has been received. We will get in touch with people from education, health and care about support that has already been provided for your
child, and within 6 weeks a decision will be made whether or not to go ahead with a full assessment.

Local Offer

Request/Application - will show you the date when your request was received, and Grey represents
that this action has been completed
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EHC Assessment and Plan Process Tracker

EHC Assessment and Plan - Rob Test
)

Final Plan
Due: 19 Oct 2024

® EHCP Coordinator - Robert Coombes

If you see anything in yellow, this represents what will happen next.

EHC Process Dates

° EHC Process Dates

Date request made:: 07 Sep 2024
Who the request was from: Education Setting
Request outcome due:: 12 Oct 202+

Request Details

Back to EHC Dashboard >

EHC Request Details 5 This page contains details of the EHC needs assessment process
dates so that you can review these at any point in the process.

SEN Involvements >

Items to view >

Items to complete >

Messages >

SEN Involvements

Back to EHC Dashboard >
EHC Request Details >
SEN Involverments N This page shows the name of your SEND Officer and other
" : professionals we know are involved with your child.
ems to view )
Items to complete >
Messages >
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Forms Awaiting Completion

E Forms you can start or awaiting completion (0)

No items to complete

Items to complete

Back to EHC Dashboard
EHC Request Details
SEN Involvements

Items to view

This page contains any forms that have been sent for you to
start or awaiting completion by the SEND Service.

Items to complete

Messages

Documents

‘Docu ments you have been sent

EHCP - Information Requested - 6427917.rtf

Items to view

Back to EHC Dashboard
EHC Request Details

SEN Involvements

TR e > This page contains completed forms and documents about
your EHC assessment and plan that have been sent to you
the SEND Service.

tems to complete

Messages
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New Messages

¥ New Messages (Click to view all) (0)

No New Messages

Messages

Back to EHC Dashboard

EHC Request Details

SEN Invelvements

Items to view

Items to complete This page contains messages you have been sent by the SEND

Messages 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.

@ EHC Process Dates Birorms you can start or awaiting completion (0)

No items to complete
1 requ

Request outc

= New Messages (Click to view all) (0) ‘ Documents you have been sent

No New Messages EHCP - Information Requested - 6427917 rtf

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.

Children's Services Portal

. 4 Hertfordshire

A / PortalHome / My Account Portal Home  Help & Support  View My Submitted Forms & Anita Rixon v

Items to complete

This page contains any forms that have been sent to you for completion by the SEND Service.

Items Items to complete for Tony Bread
I Items to complete > I There are no items for you to complete
Messages

Forms you can start

Description

Parental Supporting Documents

Back to EHCP Dashboard
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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.

A / PortalHome / My Account Portal Home  Help & Support ~ View Submitted Forms & Anita Rixon v

Assessment Form Please complete the assessment form

1 Parental supportingbouments > Parental Supporting Documents

Please give details here of the €@ open
attached documents below.
« v T « Shared3 (\\Hertscc... > SHARE v U | Search SHARE -]
B u
Organise ~ New folder = m @
Submit EHCP related Documentation A~
b Music 2 Name 2
Attachment == D 2 wov wwanuuaiu
=/ Pictures

- Digital Transformation and Systems Del v
=~ Shared3 (\\Hertscc.gov.uk) (S:) v < >

) a CW THERAPEUTIC WORK
=~ SCCM Apps (\Hertscc.gov.uk\APP) (R) A

Submit Form

File name: ~ | |Allfiles hd

The following information is

Upload from mobile Open v Cancel

Your Details

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.

Assessment Form Please complete the assessment form

1 ParentalsupportingDocuments > Parental Supporting Documents

details here of the

ed documents below:

Test

B u 5 . A A A A Clear

Submit EHCP related Documentation

Attachment

@ Children_s Services document front sheet.doc

Remaove

X Upload Document

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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Submit Form

Are you sure you want to submit this Self Assessment now?

You will not be able to make further changes once it has been submitted.

Cance

You will be redirected back to ltems to Complete where you can see confirmation that your form
was submitted successfully.

Children’s Services Portal

Hertfordshire

A / PortalHome / My Account Portal Home  Help & Support  View Submitted Forms & Anita Rixon v

Items to complete

Back to EHC Dashboard

Your form was submitted successfully
EHC Request Details

SEN Involvements

This page contains any forms that have been sent to you for completion by the SEND Service.
Items to view

Items to complete >

Messages Items to complete for Tony Bread

There are no items for you to complete

Refresh

Forms you can start

Description

Parental Supporting Documents
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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.

@ EHC Process Dates Birorms you can start or awaiting completion (0)

Date request m. No items to complete

¥ New Messages (Click to view all) (0) ‘ Documents you have been sent

No New Messages EHCP - Information Requested - 6427917.rtf

You can now open up your document by pressing on the date as shown below:

Children's Services Portal

. “Hertfordshire

& / PortalHome / MyAccount Portal Home  Help & Support ~ View My Submitted Forms & AnitaRixon v

Items to view

This page contains completed forms and documents about your EHC assessment and plan.

Items to view > Tony Bread's Documents you have been sent

Items to complete APublished Date Document Date  Description
Messages 030ct 2024 (4 03 Oct 2024 EHCP - Information Requested - 6427917.rtf

Back to EHCP Dashboard
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An example of the type of document you might receive

Information Requested

The Local Authority will make contact with professionals that are involved with your child or
young person to gather any additional information. The tables below show which services we
have requested information from ahead of the Local Authority Multi-Agency Panel.

If you have any other documents that you feel will help with this decision, please send them
to EHCNeedsAssessment@hertfordshire.gov.uk or upload via your EHC Portal account.

Services Date Requested
District Medical Officer 01-Oct-2024
Educational Psychologist 05-Oct-2024
Social Care 08-Oct-2024
DCT (0-25 Service) 09-Oct-2024
Specialist Advisory Teacher 01-Oct-2024
Education Setting 22-0ct-2024
Speech and Language Therapy 02-Oct-2024
YC Hertfordshire 01-Oct-2024
Child & Family Clinic (CAMHS) 09-Oct-2024
Physiotherapy 10-Oct-2024
Occupational Therapy 18-Oct-2024

Other Advice and Information Requested
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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.

@ EHC Process Dates Birorms you can start or awaiting completion (0)

No items to complete

& New Messages (Click to view all) (0) ‘ Documents you have been sent

No New Messages EHCP - Information Requeste

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.

Children’s Services Portal

. < Hertfordshire

A / Portaltome / My Account Portal Home  Help & Support  View My Submitted Forms & Anita Rixon v

Messages

Back to EHC Dashboard
This page contains messages you've been sent by the SEND team. Please note, it is not possible to send new messages via the Portal,
please use existing methods of communications.

Tony Bread's Inbox

Date From To Subject

I03 0ct 2024 17:17 Robert Coombes Tracy Tester EHC Handover to new team I
Tony Bread's Sent Items

No items
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