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Northern Ireland Social Care Council ‘My Portal’ Guide (2023)

This Guide will highlight what you can do to make the best use of the portal as an endorser
and/or employer.

You can access your account from the Social Care Council website homepage by selecting
‘My Portal’ or my using this link: portal.niscc.org.

Dashboard overview

Below is the front page of your Social Care Council endorser/employer profile. Here you
have a number of options to facilitate your role as an endorser, of if you are an employer
looking for information about your staff.

My details: Area to Overdue registrants: List of staff
update personal who have past their due date for
and employment payment of annual fee or renewal of
details. their registration including fee.

My Registration My Details

you are not registered. Joe Bloggs Registrants due

Apply now to become a Registrant jbloggs@org.hscni.net soon: List of

My

Organisation:

Overview of

staff currently

working in
your
organisation.

registrants with
renewal and
annual fees due

within the next 30

Applications for Endorsement Registrants Due days.

0 Applications Soon /
65 Registrants due for

renewal soon > Organisation
82 Registrants with Fees applications:
due soon > .

List of people

You have no outstanding
invoices.

who have
applications
pending for
your
organisation.

My Fees

My fees:
List of
outstanding
fees you
may have.

Assessed Year of Employment

Applications for endorsement: List of
applications where the applicant has
selected you to endorse their application
form on behalf of your organisation.

Removed: List of
employees who have been
removed from the Social
Care Council register within
the last 12 months.
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My Details

Below is the ‘My Details’ page where users have a range of options to update personal and
job relevant information. Keep this area up to date to ensure you are contactable.

Update My Details

re currently logged in and have the follos

View My Account
details: Update

Update my contact details:
Keep this area up to date to
allow the Social Care Council to
contact you when necessary.

/

* ﬂ't.
account information View My Account g::’u“’ my Contact
and update your
‘ , arcl OF View Updiote your a=mail oddress,
My Portal a . i your UEleDNONE NUMDEr & MOMme G00ness
password. egitration number

Change of Name Upload a Document
Tell NISCC about changes to your Send NISCC Electronic copies of
name by marriage or Deed Pol your ID documents, PRTL audit

evidence & change of nome

/ evidenca.
Change of name: ﬂ a

Update your legal
name if necessary.

Update
Employment Details

Motify MISCC of new or additional

Update employment
details: If you have any
further employments you
can register them here.

Upload a document:
Sometimes you may need
to upload a document to
back up an application or
in certain circumstances
like a name change.
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Overdue registrants

Overdue annual fees

Here is a list of employees that are currently registered with the Social Care Council with
overdue fees, within the last 12 months.

Annual fee date — is a fee that is due to be paid yearly to maintain registration. If an annual
fee date is in the future, you will need to click ‘View Details’ to see their old invoice as this
indicates they may now have two outstanding invoices.

Organisation: EELFASTHEALTH v @

Registrants with Outstanding Fees

Here is a list of employees that are currently registered with the NMorthern Ireland Social Care
Council with overdue fees, within the last 12 months.

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as
CSV’ button which
will download your
entire list.

Key Motes:

Organisation
dropdown: Click
here to select the
organisation.

Employee
details:
Information about
the employee with
the outstanding
fee.

Outstanding fee
breakdown:
Highlight this chart
to show the
number of staff
with outstanding
fees over the next

**See View

two months.
Download as CSV
m Qutstanding
Invoice Date DOE
17/09/202 18/081978 View
Details ; -
View details:
. B View €— Comprehensive
Details information about
the employee and
09/09/2021 25Mmnare View .
Details their fees. **

Details to view additional registrant information.

Common Question? In my view the date does not change even though my staff have told
me they have paid or renewed. — the ‘My Portal’ does not update dates of due or overdue
fees and renewals or on registration certificates until the due date is passed.
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Registrants overdue renewal of registration

Here is a list of employees that are currently registered with the Social Care Council who
have an overdue Renewal within the last 12 months.

Renewal — a renewal form is due to be completed every three or five years depending of
which part of the register you are on. (Qualified Social Worker and Social Care Managers -
three years and Social Care Workers — five years).

A renewal fee should accompany the form and will only be available to pay after the form is

submitted.

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as
CSV’ button which
will download your
entire list.

Employee
details:
Information about
the employee with
the outstanding
fee.

Organisation: EELFAST HEAL

Registrants Overdue Renewal

Henis 2 kst of employees hal are currenlly registensd wilh the Northemn Wreland Social Care Council who have an
everoe Fenewal withen e last 12 monihs Note: Invoices relating 1o renewals do not generate uniil after the
renewal form is submitied.

Koy Motes: w

N Part  Sub-Part ::“I DoB

Forat Bams Turmama.

Adult

Port Residentio

€——_] Organisation

dropdown: Click
here to select the
organisation.

Overdue renewal
breakdown:
Highlight this chart
to show the
number of staff
with overdue
renewals and their
current work
setting.

View details:

2 Ccoe owaom oqoaec (G | Comprehensive

Worker

i
-]
&
=2
iD
5

*See View Details to view additional registrant information.

information
regarding the
employee and
their fees. **
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View details — Registrant details

Portal details — View registrants’ portal details including username, email and last login
date.

View registration details — Access to Certificate of registration and compliance details.

Employment details — End the record of employment for staff no longer employed at your
workplace.

Invoices — No invoice will be due until a Renewal Form is completed by the registrant, at
which point a fee will generate. A renewal process is hot complete until both application and
fee are received.

The employee names and date of Last login date: See
birth can be seen here. Also, the last time a user
information on the users email viewed their profile.
address and user name is viewable.

N

First Diate of

Last

— Surname: Birth Email Address User Name ;:?;r
Registration Details Registration
details: Allows
Part Sub.Part Annual Fee Date  Renéwal Form Date

you to view the

ViewCertificate C—— l€Qistration
certificates of staff
as well as giving
as breakdown of
~ Compliances the employment
details and the

Compliances:
List of compliance Student  Student 70800 View Certificate
met including
relevant dates
information.

Condition Type Description Date Imposed End Date

annual fee date
for next renewal.

Employments

Employments: Omisaton T, e Wk ey Fomws  SEMEAON Workioce

Information about

the role the o No longer in

registrant has - P CaRE TRUST post: Button to

within your ::_ : : : Soceu  Fieutwork/Community 0% cojoare pomiction Na — update information

organisation. Longer to remove user
from organisation
if they no longer
work there.

Unpaid Fees

Inreoicia Dutstanding

Inwgice Mame Reference
Drarte: Balance

Unpaid fees: List of fees due by
individual. Reference code highlighted as
well as invoice date and fees outstanding.
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Registrants due soon

Registrants due to renew

Here is a list of employees that are currently registered with the Social Care Council who
have a renewal due within the next 30 days.

Renewal — a Renewal Form is due to be completed every three or five years depending of
which part of the register you are on. (Qualified Social Worker and Social Care Managers -
three years / Social Care Workers — five years).

A renewal fee should accompany the form and will only be available to pay after the form is

submitted.

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as
CSV’ button which
will download your
entire list.

/

Organisation
dropdown: Click
here to select the
organisation.

Orgonisation: © FAST HEALT

Registrants Due to Renew

Here is & list of employees that are cumentty registered with the Northem Ireland Social Care Councl
wha nove o Renewal due within tha next 30 days

Hey Motes: d

Overdue renewal
breakdown:
Highlight this chart
to show the
number of staff
with overdue
renewals and their
current work
setting.

N

Employee
details:
Information about
the employee with
the outstanding
fee.

i First Nam

Download as C5V

Renewal
Date

Registration

Mumiber e

Surname DoB

View

Wiew

**See View Details to view additional registrant information.

View details:
Comprehensive
information about
the employee and
their fees. **
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Registrants with fees due

Here is a list of employees that are currently registered with the Social Care Council. The list
below shows Annual fees that are due within the next 30 days.

Annual fee date — A fee that is due to be paid yearly to maintain registration. If an annual
fee date is in the future, you will need to click ‘View Details’ to see their old invoice as this
indicates they may now have two outstanding invoices.

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as
CSV’ button which
will download your
entire list.

Employee
details:
Information about
the employee with
the outstanding
fee.

**See View Details to view additional registrant information.

Organisation: BELFASTHEALTH w Y

Registrants with Fees Due

Hare iz & list of employees that are currently registered with the Northem Ireland Social Care Council -
Tha list below shows Annual faes that are due within the next 3 days.

Ky Notes: i

Organisation
dropdown: Click
here to select the
organisation.

/

Outstanding fee
breakdown:
Highlight this chart
to show the
number of staff
with outstanding
fees over the next

two months.
Downlood as CSV
First Mame Surname Regisiration m':“ DOB
B0 Da/DEMETT m
261042021 05/02/1970 m
View details:
Q0N 866 m Comprehensive

information about
the employee and
their fees. **
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Organisation applicants

Below is a list of employees from your organisation that have submitted an application form
to the Social Care Council. This area allows the user to track the progress.

Application status

In progress — Means that the application is awaiting endorsement, identity information or
payment.

Processing — Means that endorsement, identity information and payment have been
received. The form is being processed by the Registration Team.

Unsubmitted - Forms that have not yet been submitted to the Social Care Council will not
show in the list below. Once submitted the status will show as ‘In Progress.

Organisation

/ dropdown: Click
Orgonisgtion; BELFAST HEALTH

here to select the
organisation.

Organisation Applicants

Bielow (s @ list of employees from your arganisation that have submitted an application form - hese you can
track the progress

ey Motes: W

Download as

CSV’ button which with overdue

will download your \ renewals and their
entire list. current work
setting.

CSV: Download
the chart for Overdue re.newal
Microsoft Excel. / brealfdown_.
Highlight this chart
There is a second to show the
‘Download as . number of staff
Download as G5V

Employee . -
details: Full Name ::n“' Pai  Sub-Part ‘D:':"““ :::i"“" ';'T:'m"‘"“
Information about 3 . Hwaiting e
. MO820H  _ Endorsement . e
the registrants. Progress Details View details:
Comprehensive
0708200 Proessing e € information about
the employee and
e their fees. **
S0 203 Cn-+Hokd Endorsement “w
I[1 Details

*See View Details to view additional registrant information.
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Removed -

Registrants removed

Here is a list of employees that have been removed from the Social Care Council register
within the last 12 months. If an Individual in the list no longer works for your organisation,
you can click ‘my details’ and end the employment record.

Registrants Removed

=t oF

Council register within the last 12 months. Iif an Individual in the list no longer works for your

Organisation: SELFASTHEALTH v

Organisation, you con click "my details® ang End the Employment recorc

Key Notes:

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as
CSV’ button which
will download your
entire list.

Employee
details:
Information about
the registrants.

Mo

Downlood as CSV
\ Repistration Registration Date Reason Conditions
Name DOB
Removed  Code exist?
Non-
19/0/202! Z10/1994
Payment
N -
w2 12/0B/1S78
Payment
on
19/40/2021 25mne7e
Payment

-

*See View Details to view additional registrant information.

st of empicyees thot have been removed from the Northem ireland Social Care

e

Organisation
dropdown: Click
here to select the
organisation.

/

Overdue renewal
breakdown:
Highlight this chart
to show the
number of staff
with overdue
renewals and their
current work
setting.

Bl B

View details:
Comprehensive
information about
the employee and
their fees. **
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Applications for endorsement

Below is a list of applications where the applicant has selected you to endorse their
application form on behalf of your organisation.

If there are errors and/or you do not wish to endorse any of the applications listed below,
please contact the Social Care Council by emailing: registration@niscc.hscni.net.

Organisation: SELFAST HEALTH

Applications for Endorsement

My
endorsements to
complete: List of
endorsements to
be actioned upon
as well as relevant
information.

Koy Notes:

\ My endorsements to complete

Other endorsements for my Organisation

Organisation Application Type Applicant

Received

Endorsement
details:
Information about
the endorsements
that haven'’t been
processed that are
pending.

View application

Date Days
Waiting

Endorse
Now

Apploation

Endorse
Now

Organisation
dropdown: Click
here to select the
organisation.

Endorse now:
Endorse the
employee and
process the request.

iow

&

View application:
You can click
‘View Application’
to see the details
of the application.

By clicking ‘View Application’ you can see details presented by potential registrants. Click on
‘View/Complete submission’ to process the relevant document/information provided.

View Application

Application Stage Name Created On Status

i g
w?u"émlsshnm

View | Complete
! sué'nlulm
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List of applications for endorsement

Here is a list of employees that are currently registered with the Social Care Council in your

organisation.

/

Organisation: BELFAST HEALTH ~

Manage your Registrants

Organisation
dropdown:.
Click here to
select the
organisation.

Here is a list of employees that are currently registered with the MNorthern Ireland Social Care Council in your
Crganisation
Key Notes: b

Download as
CSV: Download
the chart for
Microsoft Excel.

There is a second
‘Download as

CSV’ button which [N}
will download your

Download as CSV

View details:
Comprehensive

<€—— information about

entire list.
Employee
. _ - . " Next Next .
d etal IS: Name :Z::::"on E:f:tmuon Annual Fee  Renewal DOoB E:i'::;tmns
Information about oee ree pete
the registrants. 25/02/2022  15/02/1978 View
Details
7/05/2023  28/12M999 View
Details
O7/04/2022  24/021967 View
Details
02/06/2023  04/031962 View
Details

**See View Details to view additional registrant information.

the employee and
their fees. **
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