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[bookmark: _1._Registering_for][bookmark: _Toc1470385545]1. Registering for the new portal

a) Why am I seeing error messages when I try to upload my registration spreadsheet?
This may be due to several reasons. Please refer to the training and guidance website in the first instance, as the issue may be something you can resolve independently. If you need further assistance, contact the NEC service desk at necdigitalsupport@necsws.com.

b) I have submitted my registration spreadsheet. When will it be approved?
Local Authorities are actively reviewing submitted registration spreadsheets alongside their existing workloads. We aim to approve all submitted registrations by the go live date of 28th April. If you have not received confirmation of which Local Authority is managing your application, please contact westmidlandsplacementportalenquiries@birminghamchildrenstrust.co.uk for clarification.

c) How do I edit my registration spreadsheet?
Your registration must be opened for editing by the Local Authority to enable you to edit. You can find guidance on editing your registration here.

d) We have submitted our registration spreadsheet and completed the form to request additional accounts. When will we receive our individual log ins?
Login details will be sent shortly before the pilot project begins.

e) When requesting individual accounts, can I complete one form for multiple individuals?
No, you must complete one form per individual.

f) Why does our registration show Pending Approval if it has been approved? 
All applications that have been approved are currently showing as Pending Approval due to development work that is still ongoing. When the portal goes live, the correct application status will be visible.

g) Where can I access training and guidance for the new portal?
Training and guidance is available via the Birmingham Children’s Trust website.

h) Can I access the old portal once the new portal goes live?
Once the new portal goes live, no referrals will be uploaded to the old portal and it will be switched off as soon as possible. For a short period, the old portal will be available to clear existing referrals.

i) Once the transfer happens between the current portal and the new one, will any previous information move over with it?
Information will not transfer over to the new portal, but there will be a short window of overlap for you to ensure any information you require from the old portal is downloaded.
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a) How do I log into the new portal?
Please refer to the guidance for detailed instructions on how to log in.

b) Do we need to log in using the authenticator app or text every time I log in?
Once logged in, you will not be prompted to log back in for approximately two weeks, and the portal will refresh in real time. When you are prompted to login, you will have to use the authenticator app.

c) Can authentication be completed via email instead of an app or phone?
No, email-based authentication is not supported.

d) Can multiple users be set up for one organisation?
Yes, multiple users may be registered for a single organisation. They must register with their unique email address, rather than a generic email address. 

e) Currently, all users in our organisation use a generic email address to access the portal which allows us to see all referrals received. Can we continue to do this?
No, due to data protection and the system security features, all users must log in with a unique email address. Users can view all referrals received by an organisation when they log in, including referrals which are being processed by individuals. A generic email address is not required.

f) Why can’t I see anything on the new portal apart from my registration spreadsheet?
The portal has not yet gone live. At present, it contains only provider registration data. Referrals will become visible once the portal goes live.
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a) Is the portal used for obtaining placements for young people over 18 years old?
The portal will be used to make placements for children aged 0 to 17 years.

b) Is 16+ Ofsted-registered provision included in this portal?
Yes, Local Authorities will use the portal to make placements for children aged 0 to 17 years.

c) Is the portal used for Residential Family Assessment placements?
Yes. The portal supports Residential Family Assessment placements under the West Midlands Residential Framework.

d) We are registered on the Supported Accommodation Framework which is used to identify placements for children over 17 years old who are placed prior to their 18th birthday and remain in placement beyond that date in certain circumstances. Will these referrals be available through the new portal?
Yes, as the child is under 18 when the referral is made. 

e) Can homes not registered as framework be uploaded to the portal?
Yes, all homes must be registered whether they are spot or framework. Framework providers should highlight any non-framework homes within the offer details.
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a) When will the pilot project take place?
The pilot project will run from the 28th April – 27th May. This is dependent on having the required number of providers approved on the portal for the pilot project to be successful.

b) How will the pilot project work?
Only Birmingham, Coventry and Stoke Local Authorities will take part in the pilot project. Birmingham will upload Supported Accommodation and Residential referrals, Coventry will upload Fostering referrals, and Stoke will upload Supported Accommodation, Residential, and Fostering referrals to the new portal. 

c) How will I know if an appropriate referral has been sent to the new portal?
Referrals will be sent to the providers who are registered under the appropriate category. If you are a Supported Accommodation or Fostering provider, you will receive a referral through the new portal during the pilot project.
Email notifications will not be available in the new portal until July 2026. This means that, before that time, you will NOT receive an email notification when a referral is available. It is therefore vitally important that you stay logged in and check the new Portal daily. You will see notifications within the portal when you have referrals and various milestones through the offer process, so please check regularly.
We will send reminder emails throughout the pilot to prompt you to check the portal for referrals. But this is designed to be simply a reminder and not a substitute for regularly checking the Portal.

d) During the pilot project, how will I access referrals that are not from Birmingham, Coventry, and Stoke Local Authorities?
All pre-existing referrals and new referrals from non-Pilot LAs will be available on the old portal. Therefore, you should expect to run both Portals for a short time. We appreciate this inconvenience in the short term and we greatly appreciate your assistance in this crucial test of the new Portal.
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a) How will I view referrals in the new portal?
A summary of referral information will be displayed when the referral is opened by the provider. Local Authorities will continue to attach their detailed local referral forms as supporting documents. 

b) Can I share referral information internally within my organisation?
Yes. Local Authorities will continue to attach their local documents when creating a referral which can be downloaded and shared internally as required.

c) Will providers see all referrals that are sent by Local Authorities or only ones that match the category we are registered for?
Both Framework and Spot providers will only see referrals for the categories they are registered with – age, gender, and categories of care. 

d) Will the new portal show if an organisation does not have vacancies?
No, this is not a feature of the new portal.  You will not be able to set up an automatic decline if your organisation does not have vacancies.

e) If we decline a referral, will we receive it again if the LA resends it?
You will not receive the referral again if the LA resends it without making changes. If the LA edits the referral and resends, you will receive the referral again.

f) Can we see that a message has been received and read?
A 'New Message' label will appear to the person who receives the message and will disappear once they have read it. This is not visible to the person who has sent the message and you will not receive confirmation that it has been read.
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a) How do I make an offer if I have multiple homes available?
You should discuss options with the Local Authority prior to submitting an offer as the portal will only allow you to include one home within an offer. You can do this via the portal messaging function.

b) How do I flag conditions attached to an offer such as school placement requirements?
Any conditions should be clearly noted within the portal messaging function either before or after submitting the offer.

c) If alternative homes are available, do we need to re-submit an offer?
Not if the offer has not yet been accepted by the Local Authority. Offers can be edited to change the details of the home and any other information within the offer. Only one home may be included per offer.

d) Can I change the offer details after the Local Authority has accepted it.  
No, once the Local Authority accepts your offer, the details of the offer can only be changed if a new offer is created. This is because details within the offer automatically populate the Individual Placement Agreement (IPA) ensuring the data reflects what has been agreed at the offer stage. 

d) If two users from the same provider have accounts, can both submit offers on the same referral?
No. Only one offer per referral may be submitted by a provider.



e) If we can only offer a placement for one child within a sibling group, how will this be managed?
You should inform the Local Authority, who will create a separate referral for the individual child if appropriate.

f) Is the core fee inclusive of accommodation and support?
The core fee represents the minimum charge for a placement and reflects the standard staffing and services outlined in your Statement of Purpose. Any services beyond this should be listed as additional costs. While additional costs may be negotiated, the core fee remains fixed for the duration of the placement, subject to any agreed uplifts.

g) Will feedback be provided if an offer is not accepted?
Yes. Local Authorities are required to provide reasons when an offer is declined.

h) For fostering referrals, can more than one fostering family be included in an offer?
When making an offer, only details for one family can be included. If you have other carers that may also be suitable, you can provide these details to Local Authorities through the in-portal message function or as an attached document. You can amend your offer prior to the offer being accepted.

i) Is there a way to send an expression before an offer?
This can be done by contacting the Local Authority before making an offer using the in-portal message function

j) Can I attach supporting documents to an offer?
Any documents considered compulsory, such as insurance and Ofsted certificates, will be automatically attached to your offer and pulled through from your provider profile.
Non-compulsory documents can be attached to the offer by the provider. All documents can be downloaded by the Local Authority.

k) If you upload updated documents after submitting an offer, will these update automatically?
No, documents uploaded after submission will not be updated within an existing offer. It is important that the documents in your provider profile are up to date, so the correct information is included in the offer. You will be notified through the portal that your documents are coming up to 30 days out of date, which will prompt you to update them.

l) I am a fostering provider and will input the same family details into the portal on a regular basis. Does the portal allow for auto fill so I do not have to manually input the details every time?
Yes, when entering details into the portal, auto fill ensures that those details will appear every time you begin to enter them.

m) Can I download the offer sent to the LA?
There is no dedicated button to export the offer from the portal. However, the page can be saved as a webpage by right clicking on the screen and clicking ‘save as’.

n) Will supported accommodation providers still be asked to complete the appendix documents?
Yes, these documents will still be required by the Local Authority. Some information contained in the appendix documents is also requested on the portal when making an offer. To reduce duplication, the appendix documents can be referred to rather than inputting the information twice.
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a) Can documents be attached to the IPA?
Yes. Any relevant documents can be attached to the IPA and shared with the provider. These will be the same or similar documents to those currently shared by Local Authorities at the IPA stage.

b) If the IPA contains incorrect information, how can this be amended?
To protect data integrity, the information within the IPA cannot be changed once it is enabled for signing. If information needs to be amended at this stage, the offer process must be repeated and a new IPA generated. To prevent this, it is important that checks are carried out whilst the IPA  is in draft form to ensure the data is correct.

c) Our finance director signs IPAs but does not have portal access. How can they sign?
IPAs are signed digitally within the portal. Signatories may either be granted access that only allows them to sign IPAs or they can authorise another user within the organisation to sign on their behalf.

d) Will providers receive a notification when an IPA is ready to sign?
Yes. An in-portal notification will be generated when the IPA is ready for signature. Once email notifications are available, you will also receive an email to notify you that an IPA is ready to sign.
