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About this document

This document is for parents, carers and young people to provide instructions about the Derbyshire
County Council’'s EHC Hub, covering:

e How to register for an account

e App and SMS two-factor authentication
e Understanding the Parent Dashboard
e Navigating on a mobile device
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https://ehchub.derbyshire.gov.uk/authgate/
https://ehchub.derbyshire.gov.uk/authgate/

How to Register for an Account

Once the request has been sent to the local authority, you will be contacted by email to register on the
EHC Hub so you can access and amend the details of the request and upload any documents if
required. In order to access the Hub, you will need a username and password. There is also a second
level of security (known as two factor authentication) which will involve the entering of a six-digit code
provided to you either by an authentication app or a text message. The username will be your email
address.

The email will look like this:

Dear Alana Smith,

You have been invited to register an account on the EHC Hub as a parent, carer or guardian. Please click on the link below (Complete your
registration) and you shall be guided through setting up your account.

Registering your account will enable you to view the progress of your EHC case, provide additional information or advice you wish to be
considered and view information provided by others involved in your child or young person's care.

The link to register your account will expire after 24 hours. Should you require a new invitation to register your account, please contact us
using the details at the bottom of this email.

Complete your registration

Once your account is successfully registered, please use the following link to access the EHC Hub:

https://ehc-test.idoxgroup.com

Best regards,
EHC Hub Team

Click on the Complete your registration link in the email. The following page will appear:

.
idox
EHC Hub

Edgehill Council

Supporting transparency
il’l SEND Please Enter a Password

The Education, Health and Care Hub (EHC Hub) supports engagement, contributions and collaboration on EHC needs assessments, plans
2 Your password must have:
and reviews.
cters
bol (eg ?1£%)
« atleast one capital letter

Complete transparency for families, professionals and education settings, transforming the way we work together.

Complete your registration

Enter a password for your EHC Hub account in the Choose your password field. Your password must
have:

o Atleast 8 characters
e At least one symbol (e.g., ?'£%)
o At least one capital letter



Enter the password again in the Confirm your password field. If the password entered does not match
the criteria you will get a warning:

Password

£

Passwords must be at least 8 characters long.

9

Password

Passwords must contain at least one symbol & one capital letter.

If the two passwords don’t match, you will get a warning message prompting you to type it again. You
won'’t be able to complete your registration unless the two passwords match:

Password

Passwords do not match,
Confirm password
cen o)

Passwords do not match

Click on Complete your registration.
You will then be asked to enter your username and password.

If there is a problem with your account, this message will appear in the top right-hand corner of the
screen:

Username and/or password incorrect, or

account is not accessible.

In this case, check you are entering the correct username (your registered email address) and
password (just created). If you have forgotten you password, click ‘Forgotten password?’ on the log in
screen, it will ask you to enter your email address (this is the one one your EHC Hub user account).
You will receive an email with a ‘Reset password’ link:

Dear Alana Smith,
We have received a request to reset your EHC Hub account password.
Please click on the link below (Reset password) and you shall be guided through creating a new account password.

If you did not request to reset your account password, please contact the team as soon as possible using the details at the end of this
message.

Reset password

This request to reset your password will expire after 24 hours. If you do not reset your password within this time, please request to reset
your password again.

Best regards,
EHC Hub Team



Once you click the link, it will take you to the EHC Hub to create a new password:

EHC Hub

Edgehill Council

Create a password

Your password must have:

 at least 8 characters
« at least one symbol (eg ?!£%)
+ at least one capital letter

Password

Confirm password

Continue

If problems persist, please contact your local authority. Contact details are included at the bottom of
EHC Hub notification emails.

Once your username and password have been entered correctly, the following page will be displayed:

EHC Hub

Edgehill Council

You need to enter a code each time you
login

How do you want to get your code?

Smartphone or tablet app
Look up your code without relying on mobile phone reception or if
you don’t wish the local authority to store your mobile phone

number.

Text message
We'll send your code by text message (SMS). There is no cost to
you

¥ | need more information

This is a second level of security to make sure only you can access the request details on the EHC
Hub. This can be done with an authentication app on your smart phone, or using SMS text messages,
whichever you prefer.

There is an expandable section on this page if you need more information:

» | need more information

When you log in to an online account, you're proving that you are
who you say you are. Traditionally that is achieved by a username
and a password.

When the account you're accessing includes sensitive
information, it's expected that you provide an extra piece of
information. The EHC Hub does this by asking you to enter a
unigue code each time you log in.

If you select an authentication app, this app will provide you with a 6-digit code to be entered. If you
select Use SMS instead of an app, the 6-digit code will be sent to your mobile via a text message, and
this can be entered on screen.



Two-factor Authentication

App Authentication

If you want to use an App authentication, click ‘Smartphone or tablet app’ then click ‘Continue’:

EHC Hub

Edgehill Council

You need to enter a code each time you
log in

How do you want to get your code?

@ Smartphone or tablet app

Look up your code without relying on mobile phone reception or if
you don't wish the local authority to store your mobile phone
number.

Text message

We'll send your code by text message (SMS). There is no cost to
you.

» | need more information

You will be given instructions on how to verify using the App authentication. This page will give you a
‘start again’ link. Which will allow you to go back to the previous screen and select the text message
option instead:

EHC Hub

Edgehill Council

Use an app on your smartphone or
tablet

1. Install or open an authenticator app on your smartphone or tablet
and add an account.

£ Oomnload onthe GETITON
® App Store ® Google Play

2. Enter the following key in your authentication app:
DFETOABKWKSTUNKZ

» Use a QR code instead

3. Enter the verification code from your authentication app.

ACOOCY
LI

If you'd rather receive a text message (SMS), start again.

You can either enter the key displayed on the above screen directly into your Authentication App or you
can also click ‘Use a QR code instead’, this will change the screen to show a QR code:



EHC Hub

Edgehill Council

Use an app on your smartphone or tablet

1. Install or open an authenticator app on your smartphone or tablet and
add an account.

PR ——— et
& App Store * Google Play

2. Enter the following key in your authentication app: DFETOABKWKSTUNKZ

» Use a QR code instead

Scan this image to get a verification code.

3. Enter the verification code from your authentication app.

000000

If you'd rather receive a text message (SMS), start again.

This will require you to turn your camera on your phone and use it to scan the QR code on the screen.
You will automatically be directed to your authentication app and it will provide you with a six-digit
code.

Enter this code into the field and click on Submit. The Parent Dashboard will then be displayed:

< Rogers, Barney -
Rogers, Barney
Request date: 8th Aug 2023

Decision due: 18th Sep 2023

(0 We have received a request for an EHC needs assessment relating to Barney.

What does this mean? v
What should | be doing right now? ~
What happens next and when? v



SMS Authentication

If you want to use SMS authentication, click on “Text message’ then click ‘Continue’:

EHC Hub

Edgehill Council

You need to enter a code each time you
log in

How do you want to get your code?

Smartphone or tablet app

Look up your code without relying on mobile phone reception or if
you don't wish the local authority to store your mobile phone
number.

@ Text message
We'll send your code by text message (SMS). There is no cost to
you.

» | need more information

The following page will appear, it will give you a ‘start again’ link. Which will allow you to go back to the
previous screen and select the authentication app option instead:

EHC Hub

Edgehill Council

Enter your mobile phone number

You've chosen to receive your log in code by text message (SMS). It may
take a few minutes to arrive.

Mobile phone number

eg. 07123456789

If you'd rather use an authentication app, start again.



Enter the mobile number the text message with the code should be sent to and click on ‘Send code’.
You will then see the following page, with a field to enter the code that was sent to the mobile phone
number entered:

EHC Hub

Edgehill Council

Enter your log in code

We've sent a log in code to mobile phone number ending 984.

Log in code

000000

Resend log in code

If you'd rather use an authentication app, start again.

If you do not receive the code or the code times out, you can use the ‘Resend log in code’ and it will
send you a new code via text message.

When you enter the code and click ‘Log in’. The Parent Dashboard will then be displayed:
< Rogers, Barney -2
Rogers, Barney
Request date: 8th Aug 2023

Decision due: 18th Sep 2023

(0 We have received a request for an EHC needs assessment relating to Barney.

What does this mean? v
What should | be doing right now? v
What happens next and when? v

You have now successfully logged into the EHC Hub.



Understanding the Parent Dashboard

When the local authority has added you to a case you will receive an email notification, similar to this:

Dear Alana Smith,

Case ID: EHC/21/001

You have been given access as a parent, carer or guardian to a child or young person’s details on the EHC Hub. To view the case, please
click on the link below and sign in to your account.

Sign in to your account

Best regards,
EHC Hub Team

When you log into the Hub, you will see any cases that you are currently associated with and you will
be able to scroll the bar at the top, which will list the child/young persons name (last name, first name)
in alphabetical order:

&  Adams, Louie Newton, Bridget Sutton, Jeremy Childs, Robbie Willis, Germma Banner, Bruce Hulk Entwhistle, Lisa Forest, Penny KIN

Adams, Louie

Meeting date:
Review due: 14th Sep 2022

@) A draft report of recommendations following the EHC Plan review meeting is being compiled.

What does this mean? ~
What should | be doing right now? ~
‘What happens next and when? ~

View details

[@ Download EHC Plan

Before you view the case (green bar at the bottom), each case will give you some key dates and
additional information which will give you a clear understanding of where the case is at and what that
means.

There will be a blue bar advising you of what is currently happening with the case and it will look
something like this:

. Rogers, Barney

Request date: 8th Aug 2023
Decision due: 18th Sep 2023

@ IWe have received a request for an EHC needs assessment relating to Barney. I

What does this mean? ~
What should | be doing right now? v
What happens next and when? v



Underneath this bar you will see some expandable questions, which will give you more information
about the statement in the blue bar:

() We have received a request for an EHC needs assessment relating to Barney.

What does this mean? ~

We have received a request for an EHC needs assessment for Barney and have shared this with you. If the request did not come from yourself, in most cases it
means it has come from the education setting. There is opportunity to gather more information from you and the education setting to make sure that we have all
the information necessary to make an informed decision on the next step.

What should | be doing right now? ~

Mow is your opportunity to read the request and add your comments or other relevant information. You can also add comments on behalf of Barney. This means
that your views are taken into consideration when we make our decision on the next step. If you are unsure, please contact the education setting or case co-

ordinator. Their details are available within the case details.

What happens next and when? ~

We must decide whether or not to proceed with an EHC needs assessment for Barney by 18th Sep 2023. You will be notified once a decision has been made.

This information will update as the case progresses, which means you will always know what is going
on with the case.



Navigating on a Mobile Device

When you are using a mobile device to view the EHC Hub, the layout will be different to what you see
when you are using a laptop or a PC.

At the top of the screen you will see 3 lines in the top left corner, this will take you back to your ‘My
cases’ which is the Parent Dashboard. There is also a question mark symbol in the top right corner,
this will give you access to the Help page, your account profile page and you can log out.

= Edgehill Council @

&« Timmet, Aloy Limp, Alvin Butcher, Billy >

Timmet, Aloy

Decision date: 14th Feb 2024
Cease date: 1st Mar 2024

@ Aloy’'s EHC Plan has been ceased.

What does this mean®? ~
What should | be doing right now? ~
What happens next and when? ~

Edgehill Council @ = Edgehill Council ® |

@ Help

@ My profile

m My cases

> Logout
& Timmet, Aloy Limp, Alvin Butcher, Billy

€ Timmet, Aloy Limp, Alvin Butcher, Billy =

' A -
< ) Timmet, Aloy —_
\- 3 M Decision date: 14th Feb 2024 ) Timmet, AIOY
\l] Cease date: Ist Mar 2024 \‘ -
< Il Decision date: 14th Feb 2024
\ Cease date: Ist Mar 2024

@ Aloy's EHC Plan has been ceased.

® Aloy’s EHC Plan has been ceased.

What does this mean? v

What does this mean? v
What should | be doing right now? v

What should | be doing right now? v
What happens next and when? ~

What happens next and when? ~

View details

When you are viewing a case, where you have clicked the green button at the bottom of the above
page, you will see 2 additional areas at the top of the page. Details and Stages:



Edgehill Council

Details ~

Billy Butcher

Review process to be completed by: 26 Mar 2025S5tages v

When you expand ‘Details’, it will so you the details of who has access to the case, some details about
the child/young person and if you scroll down the page you can view the timeline (under Notes) and
view the Key Dates:

|

Edgehill Council Education setting

Busy Bees Nursery
(01234 556677)

Billy Butcher

SENCO - Charlotte Moremon

.- _
= Alana Smith
£z
Date of birth 30 Aug 2018 MNotes ~
Year group Year 1
Case ID EHC/23/0070 — .
Status Review : Draft EHCP (shared) - Timeline
Family ~ > Case summary
alana
Case co-ordinator ~ Key dates ~
Co-Ordinator - Alana Smith
alana smithscoordinator@idoxgroup.com Case start date 27 Nov 2023
EHCP published on 08 Feb 2024
Education setting ~ ) .
Review meeting arranged for 31 Aug 2024
Busy Bees Nursery . .
(01234 556677) Review report submitted on 08 Feb 2024
SENCO - Charlotte Moremon Review decision on 26 Mar 2024

Alana Smith

When you expand ‘Stages’, you will see a list of all the stages of the process. If any are greyed out, it

means the case hasn’t progressed to that stage yet:

Review process to be completed by: 26 Mar 20 Plan decision due: 07 Feb 2024 Stages v
B Arrange Request

Amending the EHC Plan EHC needs assessment |

. . Decision
Following our decision to amend the EH( Meeting . .
prepare a draft version of the plan for y¢ Reoort Following the decision to carry out an Ek Assessment
provide comments on. We will then cons " assessment, the local authority will coor

- . . Decision . 1
before issuing the final version of the EH advice from professionals across health,

Plan EH a

You will have 15 days to record and submit your comments to

education as well seeking your views.

‘Stages’ allows you to view a previous stage of the process if needed. For example, if you get an email
notification that a decision has been made you can click ‘Decision’ and it will take you to that stage,
where you can view the decision, the reason for the decision and you can download the decision letter.



Contact Us

Post:

Derbyshire SEND Admin
Derbyshire County Council
County Hall

Matlock

DE4 3AG

Email:
CS.SENDAdmin@derbyshire.gov.uk

D,

DERBYSHIRE
County Council
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