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[bookmark: _Toc140231216]Introduction
This guide provides a step-by-step overview on how to use the FSP Portal. The FSP portal is a digital solution that is used in Portsmouth to record, update and store family support plans. Each user will be issued with their own unique log in to access and use the portal, and we would recommend registering for this as soon as you can. The portal will also provide you with an overview of all the families that you are working with and will enable you to keep track of all the FSP's that you are involved with. This digital solution should support you as a practitioner with an overview of your FSP's and will also provide a time saving solution.  For details on how to complete a FSP and practice guidance, please refer to the 'Family Support Plan - Guide for Practitioners'.

[bookmark: _Toc140231217]Process Flowchart - FSP Portal



[bookmark: _Toc140231218]Registering to use the FSP Portal 

Professionals who wish to complete a family support plan will need to register to use the FSP portal in the first instance.
Step by step guide:
· Practitioner to register to use the portal by emailing fsp@portsmouthcc.gov.uk
· Business Support team create will create a new user in the system and email user log in and password
· Practitoner logs onto the FSP portal SentinelHub - Master Your Data Management (sentinelpartners.co.uk)
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· Logging on requires a 2-step authentication, you will be emailed a code to your email address to enable you to log in 
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[bookmark: _Toc140231219]Navigating the FSP Portal

· Once you are logged in, this will take you to the main homepage and dashboard screen. At the top you can see the Home tab, which will bring you back to this main screen. My FSP tab which shows all your FSP's and Create New FSP Plan tab to create a new one.
· Underneath you can see 5 coloured tabs, click on these to see any FSP's in the following categories: 
Blue = Any FSP's you have started but not completed.
Green (1st) = All FSP's that you have completed.
Red (1st) = Any FSP's that have a review that is outstanding for 6 weeks.
Red (2nd) = Any FSP's that have a review that is outstanding for 12 weeks.
Green (2nd) = All FSP's that have been closed.
· Under the coloured buttons you will find in the first section any FSP's are showing to Authorise Transferred FSP Forms from other Users.
· Under this you will find the section for any FSP with multiple coordinators that you are connected to. 
















[bookmark: _Toc140231220]Completing the FSP form on the Portal

· Once logged into Sentinel, click onto FSP Portal, this will take you to the main dashboard where you can see how many FSP's you have in Progress, How many FSP's you have completed, How many FSP's that you have with Reviews that are outstanding for over 6 weeks, another box with Reviews that are over 12 weeks and How many you have closed.
· Above this you can see on the top middle right 'Create New FSP Plan'. Click on this to start a New FSP Plan.








· This first section is recording family consent and your details as the Practitioner. Please ensure that you fill in all fields as they are mandatory.
· Agency = School, Health Visitor etc
· What's prompting this FSP? = This could be Practitioner's judgement or Family request etc.  If this is to support an EHCP, please ensure to still fill out the whole form or it will not allow you to save it. 
· Phone number = This must not contain any spaces and it currently will not allow you to add an extension number.[image: A screenshot of a computer

Description automatically generated with medium confidence]
· Click Next
· Next you need to fill in the Focus child's details and the main parent's details. If there is more than one focus child, this can be added in the next section. All sections marked with a * are mandatory fields and the system will not allow you to bypass these.
· [image: A screenshot of a computer
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Description automatically generated with medium confidence]You have the option of adding a second parent to this section, however you will need to know their address to add them.  If you do not know their address, click on Next and add them to 'Add Family Member'.  This will allow you to add them without adding in the address:
· On this section, add in any additional Family members or people that we important to the family, such as Neighbour, Friend etc.  Please note that currently you can only add 8 people. As mentioned above, this where you add in other focus children, once you have entered their details, you can tick 'Part of FSP'.

· Click Next once this section is completed. You know need to enter in Parent contact details and any Key Info that you think is relevant. This could be Dad's contact details if you have already entered Mum's. It could be that an interpreter is needed etc. 
· [image: A screenshot of a computer

Description automatically generated with medium confidence]Below this we have a section for any other services that are working with the family.  This could be a consultant at hospital, Housing Officer, Occupational Health etc. 
· Click Next
· [image: A screenshot of a computer

Description automatically generated with medium confidence]This next section is the 'Family's Story', it is where you fill in any Key Events that are happening now, and 'Past Events Details'.
· Click Next.

· This next section is about the 'Child's story' and how they feel about what is working well and what could be better for them as well as who they feel they can talk to if they needed to. If you have more than one focus child, enter it like this:  
Owen: Happy at school and I love Maths
Ethan: I like Science
· [image: A screenshot of a computer

Description automatically generated with medium confidence]This is not a mandatory section, however, the more information you have the better.
· Click Next
· This next section is mandatory (Aspects of Life) and will not allow you to continue without filling in this information.
· You must fill in a score for each field. If a section is not relevant, you can enter a score of N/A.[image: A screenshot of a computer
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· Click Next and carry on with the remaining sections for this category.

· The next section on the Top of the page is the Practitioner Summary - opening, to summarise how you feel things are going, you can add your views and give the reasoning behind this. 
· [image: A screenshot of a computer

Description automatically generated with medium confidence]The Bottom section is the Family Plan.  This is mandatory. You need to select the focus area before it opens up and provides you with more fields
· [image: A screenshot of a computer

Description automatically generated with medium confidence]As you can see, currently there are only 6 lines you can add to the 'Family Plan', If you have more than one concern or action plan for i.e. Education and you have a total of 8 concerns, combine the Education ones together. Example, Owen is struggling to get to school on time and he is struggling with History. Rather than have then as 2 sperate issues on 2 separate lines, combine them and if the scores are different, give the average score.
· Click Next
· [image: A screenshot of a computer

Description automatically generated]The final screen is for you to enter the Family name and the details of the next review. (Date, time and location)
· Click Finish
· The FSP has now been created.  The system will not generate a Sentinel number until it has completed the overnight run. However, you can find it by clicking on 'My FSP' at the top. Sort by Sentinel number and it will show you the blanks. Scroll to the right and look for the correct address. 

[bookmark: _Toc140231221]Viewing FSP on the Portal

· Click on 'My FSP', find family and Click on the button on the relevant line under 'Child FSP Overview'. This will open up the FSP and allow you to view all the current information:
· If you want to edit the FSP you have already entered, click on Edit under the section 'Initial Form'.
· You can also change the status of it here by clicking on 'FSP in progress or closed'.
· You can also download a copy if it by clicking on 'Download'.




[bookmark: _Toc140231222]Attaching another user

· If you want to add another user to this FSP, follow the above process under Viewing FSP on Sentinel and click on Attach User under the 'Initial Form' section.
· Place a tick in the 'Active' box.

· Search for the user under 'User Id'.
· Select their role: This will either be FSP Coordinator or Team around the family member.
· Select 'Team around the family' for all those involved'.
· Select 'FSP Coordinator' if transferring the coordinator role to another professional
· Click on Save.

[bookmark: _Toc140231223]Editing who the FSP is shared with

· You may no longer be working with the family and do not wish to be attached to the FSP. 
· To edit this, scroll down on the Viewing FSP page (as mentioned above) until you get to the section 'Who is the FSP shared with'. 
· Find your name and click on edit.
· [image: A screenshot of a computer

Description automatically generated with medium confidence]Remove tick from the Active box
· Click on Save.


[bookmark: _Toc140231224]Adding a document to the FSP

· Follow the above process to Viewing FSP on Sentinel.
· Once this has opened the family, scroll down to the bottom of the page to the section 'Import Documents'. 
· You can attach a document 2 different ways. You can either drag the document you want and drop it into the Drop files to upload box, or you can left click in the section and select the document you want and select open and it will load it in. Once the documents have uploaded they will appear here. If you want to view the documents at a later date, they will have moved to the section next to it called 'Document Overview'.




  






[bookmark: _Toc140231225]How to download and Print an FSP

· If this is an FSP that you have created or attached to, you can find the FSP by clicking My FSP on the top blue bar. You will only be able to edit the FSP if you search for it on the on the 2nd box (Green) called FSP Completed. (Please note that if it is not in the completed box, it may now have moved to another category i.e. FSP Closed.) 

· [image: A screenshot of a computer

Description automatically generated with low confidence]Find the child in question on the list, you can sort the list by clicking on the top headings and it will sort it for you.  Click on the square box with the pencil symbol under the column heading Child FSP Overview.

· This will open the information page for the Child. Under the section Initial Form section, click on Download.










· This will open the downloaded version of the FSP. To print this, click on the Print Icon at the top next to Our Family Support Plan



· [image: ]Once loaded, select the destination of your print, either to a physical printer or to save it as a PDF.

















[bookmark: _Toc140231226]Transferring of FSP

· An FSP may be transferred to you from an existing user and these are shown on your home screen
· Click on the square box with a pencil in it under the column header Authorise Transfer.
· It will open the following prompt.
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· Click on the drop down box on Authorise Transfer and select Yes or No depending on your preference, then click on Save.





[bookmark: _Toc140231227]FSP Review 
· When you are due to add a review for a family, it will prompt you on your main dashboard. You can also do this by searching via 'My FSP'. To do this click on the top tab for My FSP, search for the family and FSP in question. You can do this by entering Surname, Forename, Post Code etc. or any other reference you may have. Click on Search:
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· [image: A screenshot of a computer

Description automatically generated]Once it has found the record you want to add a review to, click on the square with a pencil in under the header Child FSP Overview. Then click on Add Review:
· When opened, fill in the relevant information i.e. who attended the meeting etc. The review will prepopulate the initial fields where you can add any updates as well as new Review date.
[bookmark: _Toc140231228]FSP Closure
· When you are happy for the family to close, you will need to close the FSP on the Portal. To do this, follow the process above to Add a Review, fill in all the relevant information until you get to the last page Complete. Under the section Next Steps select Close the family support plan because, select the relevant reason for closure:
[image: ]
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Our Family Support Plan

Your Statement of consent - Please read the following carefully and then sign and date the form. A professional or you yourself have told us about an area of your Iife you might like some support with. So that we can make sure we get you the right support from the right place, we would lie to talk to you more about what's important to.
you and your family. This wil help us work together with you to get things going well again.

By signing the form you are agreeing to the following:
- Thave been informed about the need to share information with others who currently work with our family and/or will be supporting our Family Support Plan, so they are aware of our needs and wants.
= Ihave been given the opportunity to discuss what impoct sharing or not sharing information about our family will mean.

« lunderstand that our family's information will be held securely in Gecordance with the General Data Protection Regulation (GDPR).
= lunderstand that confidentiality may not be maintained where a person may be ot risk of Immediate harm.
= lunderstand that selected information about my family and the support | receive willalso be used by the Supporting Families Programme to plan and evaluate services for famies.

More information about how we store and use your persanl nformation can be found in our Dota Protection Privacy Notice

Lagree that our family's personal information may be shared with those working
with us andlor supporting our Plan:

Ldo not agree that our family's personal information may be shared with:

| understand that selected information about my family and the support | receive will also be used by the Council, partner organisations in Portsmouth and Central Government to plan and evaluate services for families.
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