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Professional Portal Guidance for Schools, Colleges and Professionals 

Professional Portal Guidance: How to register for an account and 
submit requests for Statutory Assessments for an Education, Health 
and Care Plan (EHCP) and provide professional advice when 
requested. 

Accessing the Professional Portal 
The Professional Portal is an online hub for Professionals working with Leicester City Children and Young People to 

request or provide Advice for a Statutory Assessment for an EHCP.   

To access the Professional Portal, please visit https://ems.leicester.gov.uk/ProfessionalPortal_LIVE/ 

If you have used this service previously to access other services, you should already have an account. Please login using 

your email address and password to access the portal. If you have forgotten your password, please follow the Forgot 

your password? link and follow the on-screen prompts.  

If you have not used this service previously, you will need to register an account. 

https://ems.leicester.gov.uk/ProfessionalPortal_LIVE/
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Registering for an account 
To register for an account, please click on one of the register prompts on-screen found above the sign in window or 

on the top right of the page. Please note that you will need an email address to access this service.  

 

On the next screen, please follow the on-screen prompts and complete the form to create your account. Required 

fields are marked with a red asterisk *. 

 

Once you have completed all the required fields, please click Submit at the bottom of the screen to create your 

account.  
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The following screen will appear requesting for you to activate your account.  

 

We’ll send you an email with a link to activate your account. You'll need to click on the link to confirm your email 

address as your new username. Didn't receive the email? Check your Spam or Junk folder. If you still don't see the 

email you will need to contact us. 

 

Once you have clicked on the activation link in the email, the following page will load in your browser confirming 

that your account has been successfully created. 

 

 

• Please click on Sign in to continue.  

• Enter your email address and password and click Submit to access the portal.  
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Turn on Two Step Verification 
To access the Special Educational Needs and Disabilities section of the portal, you will need to enable Two Step 

Verification. This means that we will send you a verification code every time you sign in. This helps us keep data safe 

and your account secure.  

• Once you have logged in and are on the home page, click on My Account 

 

 

• On the My account screen, select Two step verification from the options on the left-hand side.  

 

• Click on the drop-down menu and select Email for your Preferred method. 

• Click Save to continue. 

• You will be logged out of the Professional Portal to save these changes and returned to the Sign In screen.  

• Please sign in again, then enter the Verification code that will be sent to your email address, click Verify to 

continue. It may take a few moments for a verification code to arrive in your inbox.  
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Submitting a request for a Statutory Assessment 
Please follow these steps to make a request for a Statutory Assessment: 

• Once logged into the portal, click on the button for Special educational needs and disabilities. 

 

• The select person screen will open:   

 

• If you have previously used the Professional Portal, or have been allocated students, they will already be 

available to select. Select your student to be taken through to the Statutory Assessment Progress page. 

 

• If you haven’t used this service previously or need to add a child / young person, please click on Add child / 

young person and follow the on-screen prompts. 
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Statutory Assessment Progress Page 
Once you have selected or added a child / young person, you will be presented with the following screen. From here 

you can start a request for a Statutory Assessment or view a request that has been made by a parent. 

 

 

• To make a request, please click Start on the Professional Request for Statutory EHC Assessment to launch 

the request form. 

 

Completing the request for Statutory Assessment form 
There are 8 steps to completing this form, please read each question carefully and answer with as much detail as 

possible.  

• First, you will need to confirm your work details, click Select to confirm the role you wish to complete this 

form as. 

 

• Progress through each step, please enter your responses to each question and click on Save and continue to 

move onto the next step.   
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• Once you have reached Step 6, you will be able to upload documents to provide us with further information 

about the child/ young person’s needs and educational aspirations, attainment etc.. Please included a 

description in the provided field to let us know what you are uploading.   

 

• To upload more documents, please click on Add more.  

 

 

• Upon reaching Step 7, please ensure you provide all available contact details for the Child’s parent, carer or 

person with parental responsibility. If you are completing this form for a Young Person who is 16+, please 

ensure you also provide contact details for them.  

• Please use the Add More button to add multiple contacts. 
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Step 8 gives you a summary of your request and a chance to review your responses on the form. Should you need to 

go back to update an answer, please use Back button at the bottom of the page then use the Steps at the top of the 

page to navigate through the form. 

Once you are ready to submit your request, please scroll down that page, read through and accept the Declaration 

along with the Terms and Conditions then Click Submit at the bottom of the page.  

The next screen will confirm that your request has been submitted. Click on Finish to return the Statutory Assessment 

Progress Page. 
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Viewing the progress of your request 
You can view the progress of your request via the Statutory Assessment Progress Page. To view this page, click on 

the button for Special educational needs and disabilities on the home page select the child/young person who you 

have submitted a request for.  

 

 

The timeline at the top of the page indicates which stage you are at with a description of what is happening with your 

request. Below this, you will find the information that has been collected at this stage including your request for 

assessment.  

If you need to add any additional information to your request, please click on the Edit button on your submitted form. 
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How to complete requests for Professional Advice  
As part of the Statutory Assessment process, Professionals will be requested by the service to submit information 

(Advice) for the child/young person being assessed.  Professionals requested to submit information will receive a 

message via the Professional Portal with the request and an email informing them to log into the professional portal 

to view a message.  

To view the request:  

• First, log in to the Professional Portal https://ems.leicester.gov.uk/ProfessionalPortal_LIVE/  

 

• Once logged in, click on the Messages box to view all received messages.  

 

• Click on the message that reads “You are required to submit information”  

  

https://ems.leicester.gov.uk/ProfessionalPortal_LIVE/
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• The Message will open and confirm which child/young person you have been requested to submit 

information for and a link to the form to complete.  

 

• Click on the name of the form on the message to be taken through to view and complete the form. The form 

will open in a new tab in your browser. 

 

• Click Select to confirm your work details are correct and to continue onto the form.  
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• There are 8 steps to completing this form, please read each question carefully and answer with as much detail 

as possible.   

 

• Once you have reached Step 7, you will be able to upload documents to provide us with further information 

about the child/ young person’s needs and educational aspirations, attainment etc. Please included a 

description in the provided field to let us know what you are uploading.   

 

• To upload more documents, please click on Add more.  
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Step 8 gives you a summary of your request and a chance to review your responses on the form. Should you need to 

go back to update an answer, please use Back button at the bottom of the page then use the Steps at the top of the 

page to navigate through the form. 

 

 

Once you are ready to submit your request, please scroll down that page, read through and accept the Declaration 

along with the Terms and Conditions then Click Submit at the bottom of the page.  

The next screen will confirm that your request has been submitted. Click on Finish to return the Statutory Assessment 

Progress Page. 

 

Help and Support 
If you are experiencing difficulties with the professional portal: 

• For staff and professionals based within Leicester City Council: Please log a call via the ICT Help and Support 

Portal under Applications > ONE, DataNet, IO, ONE Youth Justice & AnyComms + > Childrens Systems – Other 

Requests.   ICT Help and Support (lcc.local)  

 

• For externally based professionals: Please drop us an email with your queries to SES@leicester.gov.uk for 

assistance.  

https://icthelpandsupport.lcc.local/EndUser/ServiceCatalog/d0388f77-16bd-0ae1-f41c-771cb379922f
mailto:SES@leicester.gov.uk
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