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Accessing the Portal

 The portal can be accessed here: ehchildandfamilies.bedford.gov.uk

e But can also be found on the Council website.

 The portal has a few different options, however, this guide is to focus
on making a referral.



Accessing the Portal

This is what the main page of the portal looks like:

BEDFORD

BOROUGH COLUNCIL

‘ Home | My account || Recover a form ‘ Submitted forms

Home > Portal

Children, young people and families online services and information

& A

Tell us if a child is at risk of abuse,_harm or neglec Request support for a child, young_person or famiby Enquire about adoption or fostering

N/ Al !

Services, organisations an

Register with a Children's Centre Online services for professionals working with Bedford
Borg gl] Council

You can click the report a concern about a child area, and can also find this in the professional area.



Report a Concern about a Child

The first option will take you straight through to the referral form, the second will give you additional option as
below.

BEDFORD

BOROUIGH COUNCIL

My account Recover a form || Submitted forms

Home > Portal > Professionals

Professionals

If you are a professional body working alongside children's services.

Report a concern about a child Request for assessment (EHCNAF) Professional portal

Bequest suppord for a child, young Submit an Education. Health Care Plan Access any forms sent to you by
Rerson or family request Children's Senvices

Again, we can click the Report a concern area, which will start the referral form.



Completing a Referral

Home > Portal > Report a concern about a child

Report a concern about a child

IMPORTANT INFORMATION

* Inthe first section of the form
you will be asked to say if you

0% compiete

2  Consentto information If you think 2 child or young person is being abused or mistreated or you have concemns about the safety or welfare of a child, you
sharing must speak to someone immediately.
. .

are a professional, family 3 e e T
4  Fomily detoils If you are unsure that a child may be suffering but are worried, or if you are concerned that a child has suffered harm, neglect or

m e m be r- O r- m e m be r- Of t h e 5 Concem details abuse, you can either call us directly or complete this form.
6  Supporting documentation During office hours, you can call us on 01234 718700.

.
p u b I I C In an emergency outside normal office hours, please call our Emergency Services on 0300 300 8123 or call the police on 999 or
. 01234 841212 or NCPCC's 24 hour Child Protection Helpline on 0808 800 5000.

Other contact details:

* Th e p rOfe SS i O n a I ve rS i 0 n a S ks : iesfgéd;:i;;?:’!fii:‘;::efi;iEelpline: 0808 800 5000
for professional role and s
organisation name and e e

Professional role

address. 2

Organisation name and Tammy Teacher
address * 123 School
Bedford

Next =




Completin

The Family/ Public version of
the form will ask you to specify
your relationship to the family,
if any.

Hgme > Portal > Report a concem about a child

Report a concern about a child

IMPORTANT INFORMATION me
2  Children's details If you think a child or young person is being abused or mistreated or you have concerns about the safety or welfare of a child, you
3 Family details must speak to someone immediately.
4 Concem details If it is an emergency please call 999
5  Supporting documentation If you are unsure that a child may be suffering but are worried, or if you are concerned that a child has suffered harm, neglect or

abuse, you can either call us directly or complete this form.
During office hours, you can call us on 01234 718700.
In an emergency outside normal office hours, please call our Emergency Services on 0300 300 8123 or call the police on 999 or

01234 841212 or NCPCC's 24 hour Child Protection Helpline on 0808 800 5000.

Other contact details:
* Bedfordshire Police: 01234 841212
® NSPCC 24 hour Child Protection Helpline: 0208 800 5000

About you

Please select * 2 Professional

@® Family member or member of the public

Please select Friend/Neighbour v

Next <>

N N

g a Referral

Once this page is complete, in either instance, click next.




Consent Sharing

Home > Portal > Report a concem about a child

Professionals will have to Report a concern about a child
complete a consent sharing CONSENT 0 INFORMATION SHARING

1 Important information

: . Is the child / young persen No v
section. Once com P leted click ReREERE
[ ]
3
N eXt 4  Famiy details I5/are parent(s) / carer(s) Yes v
aware of contact? *
* 5 Concem details
6  supporting documentation
Have the parent,.*carefs g v
consented? *
Method of consent Verbal v
Date of consent 11-05-2021 ﬁ
€ Previous Next=
Pant L ,;tifi._.?y




Login / Register

You will then be asked to log in or
register to complete the rest of
the form. Click Login or register.




Your Account

If you already have an account you
can click to add the details and
then sign in, however, if this is the
first time making a referral, click
Register for new account.

Secure login - step 1

New to Bedford Borough Online Services? Register for an account on the right,
Already using Bedford Borough Online Services? Sign in below.

New users

If you're new to Bedford Borough Online Services,
sign up for an account here

Existing users
Email

Tilly teacher@123school.com

REGISTER FOR NEW ACCOUNT

Password

For additional security, we will confirm your account by sending an authentication code to your email address,

SIGN IN CANCEL




Tasks

Once logged in you will see any

new forms that have been Bedford Borough Social Care Portal

delegated for you to complete. Tasks

The blue box around the below | mmmsmsmsmn

children is to denote these are N DRI R

siblings and the form relates to
both of them.

Task List

Form Type Name ¥ Due Date Comments

MASH Assessment Teddy Test

MASH Assessment Tula Test

Click anywhere in the blue box to
go to the form.



Tasks Form

The form shown here is for a Bedford Borough Social Care Portal

MASH assessment, however, this ™

could be for a section in any form
in the system. They will all workin ——— "~
the same way. In the MASH —

delegated forms there will be -
information about the child/ren

and also why information is being

requested.

Childrens Services History



Register a New Account Step 1

For a new account add your name, then click next.

Home > Portal > Register a new account - step 1

Register a new account - step 1

Forename

Tilly

Surname

Teacher

o [N




Register a New Account Step 2

Then add an email and password,

password confirmation and then
click next.

m

ome > Portal > Register a new account - step 1

Register a new account - step 2

Email address

Tilly.teacher@123scholl.com

aaaaaaaaaaaaaa




Registration

You will then receive an email, this will
have an eight digit code in and is used
to verify that this is the correct email.

From: donotreply@bedford.gov.uk <donotreply@bedford.gov.uk>
Sent: Tuesday, May 11, 2021 4:08:13 PM
To: Tilly Teacher <Tilly.Teacher@1235chool.edu.uk >

Subject: Please verify your email address

Dear Tilly Teacher

Thank you for using Bedford Borough Online Services. Please enter the following code on the email verification page:

28326372
Kind regards

Bedford Borough Online Services

Enter the code and click next.

We have just sent you an email to confirm your email address. Please enter the code this contains below. Hit back if you
would like to change your email address and try again or Please send me a new code if you need another one,

If you can't find this email, it may be in your spam/junk email folder.
Code

63649481

e
BACK I Please send me a new code




Completing a form

You will now be directed backto e =

the form. Complete all the =

relevant details, ensure that the e = V
children are in the correct boxes,

some referrals have come through - e =
previously with the professionals . :
name in the child section.




Address

From the address section add in
the house number and postcode,
then click find address. Once the
list is pulled through select the
correct address.

Address
Select Address * Select an address
- - Select an address

Answer for: @

Your Details

First Name *
Last Name *

Frnail *

Flat 4, Howbury Court, Howbury Street, Bedford, MK40 3QT

Flat 3, Howbury Court, Howbury Street, Bedford, MK40 3QT

" Flat 2, Howbury Court, Howbury Street, Bedford, MK40 3QT

Flat 1, Howbury Court, Howbury Street, Bedford, MK40 3QT
61 Howbury Street, Bedford, MK40 3QT
63 Howbury Street, Bedford, MK40 3QT
65 Howbury Street, Bedford, MK40 3QT

-

67 Howbury Street, Bedford, MK40 3QT



Address

This will now show as the child’s Ensure this is completed for each
address. child that has been added to the
referral and the select next.

Address
77 Howbury Street

Bedford ‘
MK40 30T € Previous Next 9




Adding Family Members

You then get the option to add
any other known family members,
this is where you would add,
mum, dad and any siblings not
included in the referral. Click the
plus symbol to add more relatives.

Once all relatives and been added : »
click the next button. EE B




Referral

Why are you worried?

The next page is where you will
add the detail of the referral. Once
all information has been added
then click next.

Answer for: @ Teddy Test  Trudy Test

What is going well for this family and what resources/services are already in place?

™

Answer for: @ [T

What needs to change to make things better and safer for this child/children?

a

Answer for: @ [RrSVITR N [T ¥R P

€ Previous




Referral

You will now be asked to upload
any relevant documents, this
could be written consent, and
additional information that may
support the referral etc. Click on
upload document.

You may add any supporting documentation/information by using the upload button below and attach any files.

You can only attach the following file types:
* Word documents
o DDF files
* Images (in jpg / jpeg / png format)

This will take you to the standard
file browser to select the relevant
documents. Select a document
and click open.

€ Open




Referral

This will now show as being
attached to the referral. You can
keep uploading more files in the
same way.

pexels-pixabay-265702jpg 3L 3

Answer for: @ IRENNACEE  + Include

Once this stage is complete, you
may want to save a copy of the
referral before submission. To do
this, click create PDF. This will
download a copy of the referral
for your records.

Submit form

Submit to Local Authority

€ Previous



Referral

You can also print using the print Once this is done click the Submit
button, if required. to Local Authority button.

Submit form

Submit to Local Authority

€ Previous

Once this is done click the Submit
to Local Authority button.

Submit form

Submit to Local Authority

€ Previous



Submission of Form

You will get a warning to confirm You will now see the thank you
you have entered all the screen and your referral has been
information and this is the last submitted.

chance to make any changes, if

you are happy click Submit.

Thank You

Submit to Local Authority Your information has been submitted to the Bedford Borough Council Children's Services.

We will contact you in the next few days in response.
Please allow additional time for weekends or bank holidays.

- - Thank you for using thi ice.
Have you entered all the information you need to? PO R g s S

You will not be able to make any further changes once you press the "Submit”
button.



Your Account

If you navigate back to the portal
page you can select to log back
into your account. From this page

CI Te k My aCCcou Nnt. Children, young people and families online services and information

o & A

Tell us if a child is at risk of abuse, harm or neglect Request support for a child, young person or family Enquire about adoption or fostering
c"iuren‘s cmtres

_organisations and activi r with a Children's Centr

Online services for professionals working with Bedford
Borouah Coundil

# BEDFORD




Your Account

If you navigate back to the portal
page you can select to log back
into your account. From this page

click my accou nt. Children, young people and families online services and information

& A

Tell s if a child is at risk of abuse,harm or neglect Request support for a child, young person or family Enquire about adoption or fostering

Services. organisations and activi with a Children's Centr

Begjster s

8 BEDFORD

Online services for professionals working with Bedford
Borouah Coundil




Your Account

You will then be asked to provide
your login details, provide them

. . : Secure login - step 1
and click sign in.

New to Autonomy? Register for an account on the right.
Already using Autonomy? Sign in below.

Existing users
Email

tammy.teacher@123school.edu.uk

Password

..............

For additional security, we will confirm your account by sending an authentication code to your email address.

Cancel Forgotten password?



Your Account

Again you will be emailed a code
and then needs to be entered for
verification. Enter this and click

finish Secure login - step 2
[ ]
We have just sent you an email to confirm your account. Please enter the code this contains below.
If you can't find this email, it may be in your spam/junk email folder.

Code

65266359

Cancel Please send me a new code




Select an Account Manager

You will then be logged into your

account. You can access any forms

that you have not had time to

finish and also can see any

submitted forms. You will get a S

message st atin g that your account T —————————
needs to be activated, however,
this does not need to done for you
to access saved forms and
submitted forms.




Your Account

From this page, click your name in
the top right. Select the option
that yOU Want. Home ‘ & Adam Auty ~

My account

Recover a form

Submitted forms

Change password

Logout

1ave made the necessary checks. To return to the Children, Young People



Recover a Form

If you have previously saved a
form for later then you will be
able to retrieve it and carry on
form here. Click on the form to
. . Recover a Saved Form
continue complete it. D

Recover an early help form 1 12 May 2021 927 AM Report a concern about a child



Submitted forms

This will show a list of previously
submitted forms up to 30 days
after submission. Click on a form
to view a PDF version.

Submitted Forms

Submitted Forms




Submitted Forms

This can be then saved for your
own records if required.

'Bedford Borough Council

All Dopartmants

Tal:
Fax:

Important information

Abaut you

Plrass salect Prolessonal
Professinal rods

24, - Sshéwels
Ceganisaton name and sddnss sdfidsd

Consent to information sharing

I ey chilld J younsg parson avwan of he e
fortact?

Is'are pasnnis) [ carst(s) awace of conlact? | MO

Hirve e pirerd'canns comantod? Yea

Wiothod of consent arbal

Dale of consen 11-May 2021

Children’s details

% BEDFORD

BOROUGH COUNCIL
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