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Website and log-in Screen
To access the hub, please visit https://ehchub.nelincs.gov.uk/
Once you receive your log-in details for the EHC Hub, this is the first screen that you will see. Once you have entered your e-mail address and
password, you will be asked to enter your two-factor authentication code. This will be sent as a text message to the device that you registered
when you were sent an e-mail inviting to complete your registration.

E-mail Address
An e-mail is needed to use the Hub and for professionals, it will be mandatory to run cases through the Hub.
If you need to register for the Hub please email sen@nelincs.gov.uk or if you are a health professional please email
designatedclinicalofficer@nelincs.gov.uk for further advice and support.
Access Privileges
There will be different levels of access for different users, depending on your role and involvement with individual cases. You will only have access
to the areas of the Hub that are appropriate for you. If a manager needs a caseload to be accessed by a whole team, it will be possible to allow
as many as is needed to access the required records. An EHCP Co-Ordinator will send alerts to all professionals involved in a case to request
information. You will be sent a notification to your e-mail when something is being requested of you or involves you. Many of these are automated
notifications, prompting you to log in to the hub.
Information in Other Languages
The information on the Hub will be in English, but Google Translate could be used, as long as the content is in plain English, which might be enough
to help families navigate the Hub. The Hub also could integrate with web accessibilities, such as Browsealoud.

Resetting Password
In order to reset your password, there is a link at the bottom of the log-in screen and you must enter your e-mail address and press submit. The
password reset instructions will be sent to your registered e-mail address.
Technical Help
If technical help is required, please email openobjects.servicedesk@idoxgroup.com and someone will be in touch shortly afterwards. Calls are
usually responded to on the same day. If the issue is urgent you can call 03330 111 668.

First screen
Once you have successfully entered your e-mail address and password, this is the next screen that you will see. As mentioned previously, you
will only have access to the areas of the Hub that are appropriate for you. As the SENCo, you will be able to see a page similar to the one below
showing all of the children with Education Health and Care Plans who attend your setting.
There are a range of filters that you can apply to manage cases, e.g. those due for annual review.

Clicking a child’s name will take
you to the information stored on
the hub

Every case in the hub also has a
unique ID number which can be
seen as shown:
The parent/carer details will be
displayed here. Their e-mail
address can be added at any time.

The EHCP Co-ordinator at the
Local Authority will be listed here.

The education setting details will
be displayed here, along with the
name of the SENCo.

Completed reviews section
Please be aware that previous reviews will not be uploaded when existing plans are transferred into he hub. You will only see reviews that have
been done through the hub. Similarly the EHC Assessment and Planning pathway will only show if the plan was requested initially through the
EHCP Hub.
Please note any child or young person
who has received a plan that has not been
requested through the EHCP Hub will
have their plan transferred.
This means that the outcomes are being
written into the hub, and then a full
finalised plan is uploaded as a word
document attachment.

To start an annual review – setting up the date and sending invitations
The hub enables you to invite parents, carers and professionals to contribute their views against the child’s outcomes before the annual review
meeting takes place. We recommend that you set this up 4-6 weeks ahead of the annual review meeting.
Pease remember that the system will automate reminders and sets the timescale 12 weeks before the ‘due date’ the due date reflects the date
that the EHCP annual review should have been conducted and processed by the Local Authority.

1. Click ‘Start Review’ to start setting
up a child’s annual review.

2. You will be asked ‘Are you sure you
want to start a review?’
Select ‘Yes’
3. You can then enter the date, time,
location of the annual review meeting

4. Invite young person, parents, carer(s) or
guardian(s) to the meeting, click here
Please note if the family are receiving support
from SENDIASS the key worker would be invited
under this section.

4b. To add a parent, carer or parent supporter
once you’ve followed step 4, you just enter their
name and e-mail address as shown.
5a. Invite professionals involved with the case, or
(preferable) the team involved.
Please note: professionals across health, social
care and education don’t always work term time
only, and therefore we are encouraging education
settings to invite a team, rather than an individual
so that the team internal processes ensure that a
response is sent.
5b. If you want to invite a class teacher, school
mentor or another member of staff within your own
setting, you can add them at this point too. They
will be able to provide feedback and comment on
progress towards the outcomes.

Then click ‘invite’

Teams of professionals already pre-populated in the hub.
If you know that a child or young person is open to a specific team, please invite them. Each team then has their own triage system for
generating a response to the request made.
For social care requests where a child is not currently open to social services, please send to the NELC Children’s Front Door team who have
received training to support the social care section of an EHCP.
The Designated Clinical Officer, Sarah Harding, is also registered through the hub and can be sent any requests for health input.
Health teams to invite (already pre-set into the hub – just start
typing the team name as it is below)
•
•
•
•
•
•
•

Designated Clinical Officer
Children’s complex health
Young Minds Matter (CAMHS)
Children’s Therapy
Paediatric Secretaries
Health Visitors (for children under 4.5yrs only)
School Nursing (for children 4.5 yrs and over only)

Social care teams to invite (already pre-set into the hub – just
start typing)
•
•
•

Children’s Disability Team
All teams across social care
NELC Children’s Front Door

Education teams to invite (already pre-set into the hub – just
start typing)
•
•
•
•
•
•

Education Team for Hearing and Vision
School Admissions
Inclusion (including CLA)
Early Years
Key Stage Team
Educational Psychology

6. The EHCP Co-Ordinator may already be added,
but additional co-ordinators or LA representatives
can be added in this section too.

Each time you invite a person to the meeting, they will receive a notification direct to their registered e-mail address asking
them to sign into and check the EHCP Hub.
If they haven’t previously registered on the hub, they will be sent the invite to register along with a notification of the request.

Gathering the view of the child or young person
The screen below shows you how the child’s voice can be captured, however there is the opportunity to upload short videos, scan in a piece of
work, upload photographs. Remember the panel who are making any decisions, don’t know the child like you know them.

Receiving responses to requests
As each team or professional provides a response, you will be able to see their update. Whilst reports and additional information can be upload,
it is important that where possible comments are made straight into the text boxes on the hub, as these comments are then pulled through at the
review meeting, to discuss and agree on.

Click the arrow to read the response from a
professional.

Conducting a review meeting

You will be unable to move on to the
review meeting until you have closed off
any unanswered requests for
information.
To do this you will need to:
1. go back to the ‘Contribute views tab’
2. Select ‘Close Request’

The meeting tab allows you to complete the basic information on the day about the review meeting, including confirming the date, time and who
is in attendance. This section will pre-populate from the invitations that you sent out previously, but you can add any other attendees using the
‘add’ button.

In the ‘Report’ section you will see a screen where each outcome with all parent, carer and professionals comments and updates have been
pulled through.

During the meeting an overall judgement
is made here.

The comments of all contributors will be
seen here.

Changes to outcomes can be made and
additional boxes appear to capture them.

Changes to provision can be made by
selecting ‘Yes’ and additional boxes
appear to capture them.

Each outcome can be discussed in turn following the steps above.

Once all outcomes are discussed and reviewed, the following screen appears to summarise the updates and amendments that have been
agreed as part of the meeting.

The report can be saved at any point
and you can review before submitting.

Submitting your report
Once you have submitted the report, you will see the following screen confirming that it has been submitted to the Local Authority for
consideration. As the EHCP Co-Ordinator processes the report, you will be sent a notification to your registered e-mail asking you to log back
onto the hub to see the final decision.

Further Information
Further information can be found on North East Lincolnshire Council’s website under Special Educational Needs and Disabilities (SEND) and Local
Offer: https://www.nelincs.gov.uk/children-and-families/send-and-local-offer/

