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Client Portal: Professional Request for Support
Form Guidance for Professionals

This guidance is for professionals who need to complete and submit a Request for Support form
through Children’s Services Online.

It explains how to open the portal form, register or log in, complete the form, upload supporting
documents and submit the request.

Important: Do not use this portal form for immediate safeguarding concerns. Follow your usual
safeguarding procedures and contact CADS where urgent advice or action is needed.
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Overview

Children’s Services Online is the external portal used by professionals to send a Request for Support
into Norfolk County Council. You do not need direct access to EHM (Early Help Module — Norfolk
County Council’s digital case-management and recording system) to use it.

On completion of the form, your local Family Hub or CADS will review the submitted information, link it
to an existing EHM record where appropriate or create a new record, and contact the submitting
professional within 5 working days.

Before you start

* You need an email address and access to a phone that can receive a text message or call
for authentication every time you log in.

= You can use an existing Children’s Services Online account if you already have one or
register when prompted.

= The Children’s Services Online account is separate from EHM and other Norfolk County
Council staff system logins.

= You can save the form for later before submission, create a PDF or print the form from
each section.

= Once you submit the form, you cannot amend that submitted version.
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Related documents and links

= Request for Support webpage
= Children’s Services Social Care privacy notice
= Children’s Services Online account and sign-in guidance

Step-by-step process

Open the Request for Support form

Open the Request for Support webpage and select Make a request for support (Professional). This
opens the portal-enabled Professional Request for Support form.

Request for support

Before you refer a family for support, you can direct them to our online advice and guidance at Best Start
Family Hubs or Healthy Babies. These online resources will signpost families to advice and guidance on

a wide range of topics.
If a family has a greater need, professionals can refer families for support once you have their consent.
Volunteers can help a family self-refer for support.

Professionals, volunteers and families can complete our request for support form online.

Make a request for support (families and friends) »

Make a request for support (professional) »

Please include as much detail as possible on the referral to make the process as smooth as possible.

You can use the form to request:

* Support from a specific service or intervention

* A more general request for help

Qur Early Help advisors will triage your request and identify the best support for the family.



https://www.norfolk.gov.uk/article/60983/Request-for-support
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Complete the Captcha check when prompted. This confirms that the form is being completed by a
person rather than an automated process.

= Norfolk County Councl. €@ My account

Home  Children and families  Childrens Services Online  Human lest

Human test b

Are you human?
Why are you seeing this?

Unfortunately, there are automated systems which try and attack websites, This can affect the performance of the website and even make & unavailable for genuine people who
need to use it. This is why we sometimes need to perform a check to ensure that a real person is using the website, We try to make this as simple as possible. Please enter the
detalls you see below,

™

D m not a redon Nt

s g

.v Norfolk County Council € My account

Home Children and families | Childrens Services Online  H

H u Select all images with

Are
Why

t website
kK toenst

Unforty
need tc
details
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Complete the initial questions

The form opens in Children’s Services Online. Some sections use conditional logic, which means the
guestions shown may change depending on the answers you give.

Use the options at the top of each section to save the form for later, print it, create a PDF, close the
form or cancel. Saving is useful if you need to gather further information before submitting.



:l County Council Liguidlogic

Section 1: Children’s Services Professional Request for Support
Do you have any immediate safeguarding concerns?

Do not use this portal form for immediate safeguarding concerns. Follow your usual safeguarding
procedures and contact CADS where urgent advice or action is needed.

Home Children and families > Childrens Services Online Professional Request for Support Form

Professional Request for Support Form

1 Children’s Services Professional

Request for Support 8 Children's Services Professional Request for Support

Do you have any immediate safeguarding concerns? *

If you have immediate safeguarding concerns call CADS

® Yes
ONo

This form is not for immediate safeguarding concerns. If you have immediate concerns for the welfare and safety of a child
call CADS on 01603 306389. You may also wish to consider contacting emergency services on 999.

Print  Save for later Close Cancel

Who are you requesting support from...?
Choose the option that best matches the support needed.

The option you choose affects the rest of the form. If you select Community Based Help through
Family Hubs, some later sections may no longer be available, including the option to add attachments.
This is because the form uses conditional logic and follows a different route.

Community Based Help through Family Hubs is for exploring early, community-based support for a
family. This may include help from Best Start Family Hubs, support to start an Early Help Assessment
and Plan, parenting programmes, Early Childhood and Family Services, youth support, housing
support or other local services. Choosing this option will ask you if you have viewed the Family Hub
web pages to see if the support you are seeking can be found there and the link to this web page is
provided.

Professional Request for Support Form

1 Children’s Services Professional

Request far Suppart ¥ Children's Services Professional Request for Support

2 Your Details >
Do you have any immediate safeguarding concerns? *
3 Your role >

if you have immediate safeguarding concerns call CADS
4 Child’s Details > O Yes
5 Parent / Carer Details > @No
6 Reason for Request >
Who are you requesting support from? *
7 Submit >

® Community based early help through Family Hubs
O Family Help: targeted early help, safeguarding, and promoting the welfare of children

Before requesting support, have you viewed the Family Hub web pages to see if the support you are seeking can be found there?
Family hubs - Norfolk County Council (£ *

® Yes
O No
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Family Help is for children and families with multiple, complex or escalating needs where universal or
community-based support has not been enough. Family Help provides targeted, structured support
through a coordinated multi-agency approach, with an agreed Family Plan or Graded Care Profile
where this is needed.

Professional Request for Support Form

1 Children's Services Professional

Request for Support Children's Services Professional Request for Support
2 Your Details >
Do you have any immediate safeguarding concerns? *
3 Your role >
If you have immediate safeguarding concerns call CADS
4 Child's Details > O Yes
5 Children in the household > ® No

6 Parent / Carer Details >
Who are you requesting support from? *

7 Current Support and Actions Taken > O Community based early help through Family Hubs

® Family Help: targeted early help, safeguarding, and promoting the welfare of children

8 Reason for Request >
9 Voice of the Child(ren) >
Has the family read our Children's Services (Social Care) privacy notice (47 *
10 Single Agency Chronclogy > ® Yes
11 Supporting Documentation > ~No
12 Submit >

Has the family read our Children’s Services Social Care privacy notice?

Ensure the family has had the opportunity to read the privacy notice to continue with the form.

Has the family read our Children's Services (Social Care) privacy notice (22 *

Yes

® No

You must ask the family to read the privacy notice and agree they understand how Norfolk County Council’'s
Children's Services department uses your personal information te continue

Has the family consented to receiving support from Early Help Services?

Ensure the family has consented to receiving support in order to continue with the form.

Does the family consent to receiving support from Early Help services? *

O Yes
® No

You must agree to receiving support from Early Help services to continue

You must have consent to contact us for Early Help services. You can tell us later in the form about any specific people or
organisations the family do not want information to be shared with.
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Has the family consented to information sharing?

There is an opportunity to add any specific people or organisations the family do not want information
to be shared with later in the form.

Does the family consent to information sharing? *

O Yes
@ No

You must have consent to contact us for Early Help services. You can tell us later in the form about any specific people or
organisations the family do not want information to be shared with.

When all mandatory fields are complete, select Next to move on.

To complete your request for support, you are required to login to or set up a Children's Services
Online account.

To setup an account, you will need a professional email address and a phone number that you will be
able to receive a text message or call to every time you login to your account.

To complete your request for support, you are required to login to or set up a Children's Services Online
account.

To setup an account, you will need a professional email address and a phone number that you will be able to
receive a text message or call to every time you login to your account.
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Register or log in
You must log in or complete the registration process before the form can be submitted.

The account used for this form is a Children’s Services Online account, linked to the external sign-in
process. It is not your EHM login.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > IYOUI' Details

2 Your Details

Please note that the grey boxes cannot be edited

3 Your role >

4 Child's Details > In order to progress with this form you must either log in or complete a simple registration for a new account. You can then
continue to complete this form. This will enable you to track the form at a later date.

5 Children in the household >

& Parent / Carer Details > . .
Login or Register

7 Current Support and Actions Taken >

8 Reason for Request >
e
9 Voice of the Child(ren) >
10 Single Agency Chronology >
11 Supporting Documentation >
12 Submit >

Print  Saveforlater Close  Cancel

You may be taken to an external sign-in page. Follow the on-screen instructions to sign in, create an
account or confirm your details.

w Norfolk

» County Council

Signin
Email address

[ |

Password t your password?

= |
D

Don't have an account?
e

| signupnow J
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A phone number is needed because the account uses authentication each time you log in. You may
receive a text message or phone call as part of this check.

= Norfolk

» County Council

Confirm your
identity

You need to confirm your identity using
your phone number every time you sign

n.

Phone Number
XXX-XXX-XXXT3

When registering for the first time, look out for the confirmation email.

Once you have logged in or registered, the portal should return you to the form so you can continue

from where you left off.
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Complete each section of the form
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Work through the form carefully from section to section. The wording below explains who the

information relates to.

Section 2: Your Details

Enter your own details. Some grey boxes may be automatically filled from your login details. Check

these are correct before moving on.

Home  Children and familles ) Childrens Services Online  Profossional Requost for Support Form

Professional Request for Support Form

1 Children's Senvices Prafessiona

Wawet for Sopiont Your Details

|
Please note that the grey boxes cannot be edited

3 Your role

Your Details (Please note the grey boxes cannot be edited)

4 Chid's Details

% Children in the household e Your first name
6 Parent 7/ Carer Detasls

7 Current Suppont and Actions Taken NChNasn Your surname
8 Reason for Request

9 Voice of the Chidiren) - youremall@norfolk.gov.uk

10 Sngle Agency Ch

Save for later

Create PDF

10
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Section 3: Your role
This section is about your role. Input your organisation and your role and select Next

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Your role
2 Your Details >
Your organisation *
4 Child's Details > eg. Norfolk school
5 Children in the household >
6 Parent / Carer Details > Your role *
7 Current Support and Actions Taken > eg. h’eacher
8 Reason for Request >
9 Voice of the Child(ren) >
10 Single Agency Chronology >
11 Supporting Documentation >
12 Submit >

11
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Section 4: Child’s Details
This section is about the child or young person.
= Select “someone else in a professional capacity” from the dropdown list.

= Enter your own relationship to the child in the “Your relationship to person” field.
= From the first name question onwards, enter the child or young person’s details.

Professional Request for Support Form

1 Children’s Services Professional

Request for Support > Child's Details

2 Your Details

IMPORTANT: PLEASE READ

3 Your role

4 Child's Details

> Cridren in the houseneld > The first question 'l am completing this form on behalf of should be

& Parent / Carer Details > answered 'Someone else in a professional capacity'.

7 Current Support and Actions Taken >

8 Reason for Request >

& Voice of the Childiren) , From the question First name onwards, please use the child / young
person's details.

10 Single Agency Chronology >

11 Supporting Documentation > | am completing this form on behalf of

12 Submit > Who is this form for?

I am completing this form on

nehalf ot * Someone else in a professional capacity -
ehalt o

Your relationship to person *
eg. Teacher

First name *
CHILD'S first name
Last name *
CHILD'S last name
Date of birth 07-06-2023 ﬁ
[ Is date of birth estimated?
Age
Pronouns He/him -
Sex *

Male -

12



Enter Child’s Address
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Find address by inputting postcode and selecting “Find address”

Address

House number ar name |
Postcode *

Find address Enter address

nrl 2dh

Mext =

Select the appropriate address from dropdown list

Address

Select address *

Search again Enter address

Select an address -

Select an address &
Chief Execulives, County Hall, Martineau Lane, Morwich, NR1 2DH
Planning And Transporiation Department, County Hall, Martineau Lang, Morwich, MR1 2DH

Democratic Services, County Hall, Martineau Lane, Morwich, NR1 2DH

Telecommunications Mast On Roof Of County Hall, Martineau Lane, Norwich, MR1 2DH l
Community Services, County Hall, Martineau Lane, Morwich, NR1 2DH

Director Of Legal Services, County Hall, Martineau Lane, Morwich, NR1 2DH

If the address does not appear in the search, select “enter address” and enter the address manually.
Once the address is inputted and mandatory questions are answered, select Next.

Address

House number or name
Street *

Area

Town/City *

County

Postcode *

Search again | Enter address

nrl 2dh

Next =

13




? Norfolk County Council Liguidlogic

Section 5: Children in the household
Enter details for all children in the household, starting with the child you are requesting support for.

Scroll horizontally to complete all columns and use the + button to add more lines to add more children
in the household.

Use the toggle button to format text.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Children in the household
2 Your Details >

How many children live in the household?
3 Your role >

4 Child's Details > 2

5 Children in the household

& Parent/ Carer Details > s there a pregnant woman in the household?
7C S d Acti Taks > Oves
1 nd Acti =
urrent Support a ctions Taken ®No
B Reason for Request >
9 Vioice of the Child(ren) 5 Provide details for all children in the household, including the child you have referred to in the 'Child’s Details' section
) Uize @ seporate tabile line for each child. Lise the *+' button to add more lines.
10 Single Agency Chronology >
11 Supporting Documentation 3 Full name Date of birth Address School / Nursery Current attendance GP Practice NH!
12 Submit ? Child's full 02-06-2023 Child's Child's Child's Amendance Child's GP t
name address School/Nursery rate practice nt
= = = = = =

Emoe
s

Print Save for later Create PDF Close Cancel

Select “Full screen” to see the table in full.

Provide details for all children in the household, including the child you have referred to in the ‘Child's Details' section

Butson o acd mre ines

Full nam Date of birth Address School / Nursery Current attendance GP Practice NHS Number Ethnicity FirstLanguage Disability SEN
Child's full name. 02:06-2023 Child's address Child's School/Nursery Child's Attendance rate Child's GP praciice Child's NHS number Any other mixed background Engish  ~ Diagnosed with Autism or Asperger Syndrome Autistic Spectrum Disorder
© ) © ) ) ©
Sibling’s full name 01:01:2025 Siblings address || Sibling’s School/Nursery Sibling's Attendance Rate Siblings GP Practice | | Sibling's NHS Number Any other mixed background Engish
) ) ) ) ) )

14
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Section 6: Parent / Carer details
Enter the parent or carer details.

Scroll horizontally to complete all columns and use the + button to add more lines to add more
parents/carers in the household.

Use the toggle button to format text.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Parent / Carer Details
2 Your Details > . .
Provide details for all parents / carers
¥
3 Yourrole ? Lize o separate table line for each child. Uise the '+ button to add mare lines.
4 Child's Details >
5 Children in the househald > Full name * Relationship te child Same household as child{ren)? Phone Number  Email address
6 Parent / Carer Details >
7 Current Support and Actions Taken > Parent/carer's Alleged Abuser " Yes " Q7 i parent] @parentc:
full name
8 Reason for Request >
9 Vaice of the Child{ren) > = o o
10 Single Agency Chronolo; >
gle Agency EY Parent/carer's Carer - Yes - O #Fdad carer@parentcare
11 Suppaorting Documentation > full name
12 Submi >
Homi ® © ©

(e ]

What is the first language of the parent(s) *

English -

= an interpreter required? *
_ Yes

® No

s

Select “Full screen” to see the table in full.

Provide details for all parents / carers
usea, cabe line for each chic. Use the * button ta add mare fines.
Full n: Relationship to child Same household as child(ren)? Phone Number Email address. Consent obtained for referral? Please name any individuals or organisations the parent / carer does not consent for us to contact
Parent/carer's full name Alleged Abuser N Yes N Qs parent] @parentcarer.gov.uk Yes - g Docrors surgery, police
© © © )
Parent/carer's full name Carer g ves " [ anid carer@parentearer.govauk Yes
© © © ©

15
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Section 7: Current Support and Actions Taken

Summarise the current support you are providing, what has already been tried and what action has
been taken so far.

Summarise any current support other professionals are providing, what has already been tried and
what action has been taken so far.

Be clear and factual so the request can be understood without further background.

If the family has a current support plan, which has been approved, please select “yes” and attach in
Section 11: Supporting Documentation. If not, select “no” and Next to move on to section 8.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Current Support and Actions Taken
2 Your Details >
What support are you currently providing?
3 Your role > pe y yp g
4 Child's Details >
5 Children in the hausehold ?
& Parent/ Carer Details b
. B TfUujls| «| A A A| A Cear
& Reason for Request ? Are there any other professionals already supporting the family?
9 Voice of the Child(ren) > ®ves
CU'No
10 Single Agency Chronology >
11 Supporting Documentstion > If yes, who are they and what are they supporting with?
12 Submit >
B T|fUujs| «| A||A| A| A | Cear

Does the family have a current support plan which has been reviewed (e.g. Family Network/EHAP/SEN/School Plan)?

If yes, please ottoch o copy in the ‘Supporting Documentation’ section
® Yes
CO'No

s

16
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Section 8: Reason for Request

Ligquidlogic

Tick appropriate supporting needs boxes. Explain why support is being requested now. Include the

main concerns, strengths, risks, needs and what outcome is being sought.

Be clear and factual so the request can be understood without further background.

Professional Request for Support Form

1 Chilldren's Services Prolescional

Rt For Suppon ReaSOI'I fa‘r Req LI'ESt

2 ¥our Details
A ¥aur rele
4 Chid's Detats Local ActivitiesdGroups
5 Chillidren in the howsehold Community Dny mert/Irvcheament
H Coucatsan
& Parent f Carer Detaiks Carly Years
SIND
7 Currerl Supgon and Aclions Taken Martal Health
&R for Ry E Piwsical Haahh
Family Relationships
9oice of the Child{ran) Aluge
Mgl
10 Single Agency Chronology Cxplailation
. Criomia
11 Supparting Docurmentation LT —
12 Subesit Hasing

Financial Stability
OTHIR [please spercily balow)

What's working well? *

What is working well

What are you worried about? *

What are you warried aboul

What do you feel needs to happen? *

What do you leel nesds 1o happen

PrinL Save [or Laler

Create POF || Close Canced

17
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Section 9: Voice of the Child or Children
Record what the child / young person says about their situation where this available.

Use direct quotes where possible.

Include all children in the household you have spoken to using the + button to add additional lines if
needed.

Professional Request for Support Form

1 Children’s Services Professional

Request for Support > Voice of the Child(ren)

2 Your Details >
What does the child / young person say about their situation?

3 Your role >
Use direct quotes where possible.
4 Child's Details > Please include all children in the household you have spoken ro.
5 Children in the household > Child's Name * Voice of the child 7 young person *
6 Parent/ Carer Details > Child's name "Direct guotes where possible”
7 Current Support and Actions Taken »
8 Reason for Request ? o o
9 Voice of the Child(ren) b
10 Single Agency Chronalogy 3 Other child in household's name "Direct guotes where possible”
11 Supporting Documentation >
12 Submit > © e

oo

18
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Section 10: Single Agency Chronology

Add relevant chronology information from your own agency. Scroll horizontally to complete all columns
and use the + button to add more lines. Select “full screen” to see table in full.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Single Agency Chronology

2 Your Detalls > Please provide a chronology over the last 2 years

3 Your role >

4 Child's Details N Chronology of events

5 Children in the household N Use a separate table line for each event. Use the *+' butron to add more lines.

& Parent / Carer Details > Date of event Source of information Brief description of significant event  Impact for child at time of event

7 Current Support and Actions Taken » 02-06-2026 Source Description Red -
8 Reason for Request >

9 Voice of the Child(ren) > =) 1)

11 Supporting Documentation > 30-06-2025 sauree Descriprion Amoer .
12 Submit >

oaon

19
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Section 11: Supporting Documentation

Use Upload Document to add supporting information. Only upload documents that are relevant to the
request and appropriate to share. If you do not have any documentation to add, go to the next section.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > Bupporting Documentation )

2 Your Details

You will only be able to attach the following file types:

3 Your role > + Word Documents
* PDF Files
4 Child's Details > * Images (in jpg / jpeg / png format)
5 Children in the household >
Attachment

6 Parent / Carer Details
7 Current Support and Actions Taken > 2 Upload Document
8 Reason for Request >

9 Voice of the Child(ren) >

10 Single Agency Chronology »
11 Supporting Documentation >

12 Submit >

Print Save for later Create PDF Close Cancel

The screen may go blank for several seconds or show a logging in message. Do not refresh or close
the page immediately. Wait for the upload process to finish.

You can upload more than one document. Check each upload appears on screen before you submit
the form. You can also remove documents on this screen.

Supporting Documentation

You will only be able 1o atach the following file types:

+ PDF Files
« Images (in jpg / jpeg  png format)

Artachment

& Testrest.docx

L Upload Document

20
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Submit the request

At any point during the form, you can “save for later” if you are not ready to submit yet or “cancel” if you
no longer want to continue with the form. Select “submit enquiry” if you are ready to submit the form.

Professional Request for Support Form

1 Children's Services Professional

Request for Support > BU bmit ]

2 Your Details

< Vour 1ol Please use the 'Submit’ button below to send in your information
our role

4 Child's Details Submit Enquiry

5 Children in the household

VW Vv

6 Parent / Carer Details

> € Previous
7 Current Support and Actions Taken >
8 Reason for Request >
9 Voice of the Child(ren) b
10 Single Agency Chronology >
11 Supporting Documentation >

12 Submit >

Print Save for later Create PDF Close Cancel

Important: Only select Submit Enquiry when the form is complete and you are ready to send it. Once
submitted, you cannot make changes to that version.

A pop up box will check that you want to submit the form.

lSubmit Enquiry]

Have you entered all the information you need to?
You will not be able to make any further changes once you press the "Submit” button.

21
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Confirmation and submitted forms
After submission, a confirmation message will show on screen.

An email will also be sent with contact details and a unique reference number.

Thank you

Thank you for submitting your Professional Request for Support. You will be contacted by CADS within 10 working days. If you are not contacted please email
cadsadmin@norfolk.gov.uk

If you do not receive an email from Children's Services Online confirming your form submission please contact CADS.

Please logout by selecting your name at the top of this page.

Return to Children's Services online

Click your name on at the top of the page to recover a form saved for later or view submitted forms.

= Norfolk County Council 6@ 2 TeresaGreen

Home  Children and families LE st}
Recover a foom

S‘W"ml'&".'"‘é
Logout

Thank you

Submitted forms show details such as the form description, name, date, response status, unique
reference and version.

:! Norfolkk County Council = € & TeresaGreen v

Home ' Children and families | Childrens Services Online |, Submitted forms

Submitted forms

Your form was submitted successfully

Recently Submitted Forms (Last 90 Days)

Description Name(s) Date Response Unigue Reference Version
Professional

Request for Benny g Brush 15 May 2026 Mo response posted LL-9G-¥2¥YP-OONEOI 1
Support Form

Professional

Request for Percy qo Purple it 15 May 2026 MO response posted LL-SB-8L1A-CDEQCP 1

Support Form

22
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Troubleshooting and FAQs

| cannot sign in or register.

Check that you are using your Children’s Services Online account. This is separate from LCS, EHM
and other Norfolk County Council staff system logins.

| did not receive an authentication text or call.

Check the phone number linked to the account and follow the on-screen options to request a new code
or call.

The upload screen has gone blank or says it is logging in.
Wait for the upload process to finish. Do not refresh or close the page immediately.
| submitted the form but need to change something.

You cannot amend that submitted version. If you have additional information to add to your form,
please email cadsadmin@norfolk.gov.uk quoting your Form Submission reference number, or call
CADS on 0344 800 8021 if things have changed and the risk of harm is significant

| have an immediate safeguarding concern.

Do not use this portal form. Follow your usual safeguarding procedures and contact CADS where
urgent advice or action is needed.

Version control

Version Date Author Changes

1.0 25/05/2026 Jo Waddell Accessible version
created from the
Professional Request for
Support guidance draft.

20 17.06.2026 Jo Waddell Edited guidance following
system changes
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