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Once you have registered and created an account on the professional portal, you will then 
be able to complete a School maintained Individual Development Plan (IDP) and complete 
a referral form for a request for a IDP to become LA maintained.   
 
How to complete and access a School maintained IDP Form 
 
You will need to access the form from your main homepage. 
 

 
 
Click the ‘Forms’ tile on your homepage.  
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Click ‘+ Add Person’ to add the child you need to complete the School Maintained IDP for. 
 

 
 
Once you have completed all of the details for the child, click ‘Add Child/Young Person’. 
 
OR You can select a child from your existing list, if you have already submitted 
information for them on the professional portal. 
 
To select a child from your existing list you click on the child’s name. 
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You can use the filter to filter the children you see in your list.  
 
Select the child you want to complete/view information for or add a new child. 
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Confirm the details of the child you are entering/viewing information for. 
 
If you are adding a new person you will need to complete the details of the child. 
 
Click ‘Continue’ 
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Once you have confirmed the child’s information or added the child you can then see all of the 
Forms available for the child. 
 
Click ‘Start’ on the form you want to submit, or you can ‘continue’ a form you have already 
started and ‘view details’ on any information already submitted. 
 
To add a School Maintained Individual Development Plan for a Child select the form: 
Individual Development Plan (IDP). School Maintained. 
 
You must complete an ‘Individual Development Plan (IDP). School Maintained.’ Before you 
complete a ‘Schools Referral to LA for IDP Consideration.’ 
 
To request for a School maintained Individual Development Plan (IDP) to become 
maintained by the Local Authority please complete the Schools Referral to LA for IDP 
Consideration.  
 
Unless a child is CLA then a ‘Referral for CLA to LA for IDP Consideration’ should be 
completed. 
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Once you have confirmed your work details you can then complete the form. Your work details 
confirm your capacity in which you are completing the form.  
 
Please read the guidance at the start of each form, as this will advise if you need to have any 
documentation ready to upload.   
 
Each form is broken down into Steps, you can click ‘Save and continue’ once you have 
completed a step. This then saves that completed Step of the form. 
 
The Step at the top of the page then turns green and has a tick. You can exit the form and return 
to your saved/green steps at any point.  
  
You can access a form by clicking ‘Continue’ on the form you have been completing in the child’s 
record.  
 

* = Mandatory question, you must complete the question before you are able to save and 

continue.  
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Once you have completed the form you will be shown a Summary of the information you have 
completed. 
 
You can check any files you have uploaded by clicking ‘Download File’ 
 
Please check all the information you have completed is correct. 
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Once you have confirmed all of the information is correct you then need to tick ‘I agree’ on both 
of the statements. 
 
One is a Vale of Glamorgan Council agreement and the other is a Capita agreement (Software 
company) 
 
Click ‘Submit’. 
 

 
 
You will then be notified that the form has been submitted. 
 
Click ‘Finish’ to return to the child’s main page.  
You will be contacted if you need to submit any further information. These messages will be 
available in your ‘Messages’ tile on the homepage. 
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There are different forms available in the different stages on the child’s main page. 
 

 Request 
 Assessment 
 Plan 
 Reviews 

 
Once the Form has been completed and finalised this will be shared with you in the Plan section. 
Here you will be able to view the shared form and print a copy if required. 
 
If an Individual Development Plan (Local Authority Maintained) has been issued, this will be 
within the Plan section, under Shared Documentation. 
 
 
How to access your Messages on the Portal 
 
You will receive an email saying that you have a message on the portal and please logon to view 
the message. 
 
Logon to the professional portal using your details. Please also ensure two step verification is 
setup. 
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The number of messages you have will be displayed in a red box.  
 
Click on ‘Messages’ to view your messages.  
 

 
You will then be able to see all of your messages.  
 
Click on the subject of the message to open it.  
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There are different types of messages including: 
 

 Submit information 
 Request more information 
 Form being processed 
 Shared information 
 Rejected information 

 
You can click on the link to go directly to the information you need to complete. Alternatively you 
can navigate through the ‘forms’ tile on the homepage. 
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Once you click the link you will be taken to the information you need to complete. The students 
name will be at the top of the page and these will be an introduction. 
 
Click ‘Start’ to proceed and complete the information. 
 
You complete the information the same way that you would when selecting a child and then the 
relevant form, from your ‘forms’ tile on the homepage.  
 
 


