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1. Logging into the Portal to enter 
a Services referral 

 

The Portal link for any new referrals is here: (htps://adultsafeguardingportal.hse.ie/). When you click on 
that link you will see the below: 

  

 

Go to  at the top of the page, this is where you will be logging into the Portal. 

On this page, �tled ‘Secure login – step 1’, you are presented with the op�ons to either Register for a new 
account or login as an Exis�ng user. 

 

Register for a new account 

You will only need to do this once. Click either link or buton. 

https://adultsafeguardingportal.hse.ie/
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The next page is �tled ‘Register a new account – step 1’. Complete this form. When entering your details for 
your new account, they should be your professional details, as these are subsequently captured as part of 
the referral form when submi�ng a referral on behalf of a client on the Portal.  

Once you have entered all your details, click the  buton to progress to Step 2 where you will be asked 
to enter your email address and to set up a password for the portal. There are password policy guidelines to 
the right-hand-side of the screen to help you with choosing a safe, secure password. Ensure you use your 
work email as any subsequent no�fica�ons regarding your referral will go to this email address.  

 

Once you have set your password, click the  buton again, and this will bring you to Step 3 in the 
process, which will trigger a passcode to be sent to the email address that you provided earlier.  
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Now, enter this code into the field per below screenshot and click . 

 

 

Login as an Exis�ng user 

If you already have a portal account, you will not need to register every �me you log in. Once your email 
address and password is entered, you will be sent a verifica�on code to the registered email address. This 
verifica�on code is then entered into the field provided and you will then be logged in to your account.  

 

 

Having logged in, you are now on a page �tled ‘Select an Account to Manage’. Click on 
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This will bring you back to the home page here: 

 

If you are a Service who would have historically submited a PSF1 for any referrals when making a referral 
about a client, then you need to select ‘HSE and HSE Funded Services’ pathway (this is because, by 
submi�ng a referral via this pathway, your Safeguarding and Protec�on Team social work contact can use 
the Delega�on process when handling PSF3 and Formal Safeguarding plans).   

If you are a professional in the community making a referral about a client, then you need to select 
‘Professional’ pathway (if you choose this pathway, you will need to consult the Professionals manual for 
comple�ng the forms in the Portal). 

 

Having clicked on the pathway you want, the next screen will display the below table. You will need to click 
on the ‘CHO Area’ �le for the CHO area you wish to submit the referral to. This is based on the home 
address of the client.  

 

 

Having clicked on one of the ‘CHO Area’ �les, you will then be presented with a page �tled ‘How does this 

tool work?’. Click on  to con�nue to ‘2. Your Details’ 
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2.  Your Details 
 

This page, ‘Your Details’ will display your account details and a couple of other fields to enter.  

 

 

  

Click ‘Yes’ or ‘No’ for ‘Are you the designated officer?’ and then select the ‘Contact method’ from the drop 

down. Then click on  to go to the next page.  
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3.  Adult at Risk of Abuse Details 
 

On this page, you start to enter the details of the client and some of their circumstances. This page includes 
much of the old PSF1 referral form used for communica�ng safeguarding concerns, so what is being asked 
for should not be unfamiliar.  

Everything with a red asterisk is mandatory and you will not be able to process to the next page without 
comple�ng those sec�ons.  

For any sec�ons that are not marked with a red asterisk - any other informa�on you can supply as asked in 
the form, will be helpful to the Safeguarding team working on the case.  

You need to include either a date of birth OR an Age.  

We require you to input an Eircode for the client’s address. If you are unsure of the Eircode, ask the client 
or look it up online via the Eircode finder or similar tool.  

When inpu�ng informa�on about the ‘Type of service’, depending on the type, you may be asked for more 
informa�on.  

  

• If you select ‘Yes’ to ‘Is service a HIQA designated centre?’ and you put in the HIQA code in the 
‘Enter HIQA Code’ box provided,  the remaining related boxes will be automa�cally filled in for you.  

• If you select ‘Day Service- Disability’, you will be presented with several boxes. For ‘Day Service-
Disability ID’, please input your ID number. The other boxes will be auto populated with 
corresponding informa�on related to the ID. This is a mandatory field. If you don’t know your ID, 
consult within your organisa�on.  

• If you select ‘Day Service-Older Persons, a new box called ‘Name Day Service-Older Persons’ will be 
displayed, please complete this. Please also include Eircode for the service under ‘Insert Eircode of 
Day Service-Older Persons’ (if you know it). 

 

When you have completed the form as much as you can, click on  
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4.  Details concern 
 

On this page, you enter the details of the concern and. Again, this page includes much of the old PSF1 
referral form used for communica�ng safeguarding concerns, so what is being asked for should not be 
unfamiliar.  

Everything with a red asterisk is mandatory and you will not be able to process to the next page without 
comple�ng those sec�ons. If you do not know the answer to a mandatory ques�on, include why you do not 
know.  

For any sec�ons that are not marked with a red asterisk - any other informa�on you can supply as asked in 
the form, will be helpful to the Safeguarding team working on the case. Note that if you select ‘No grounds 
for reasonable concern’ in the sec�on ‘Outcome of Preliminary Screening’, the ‘Interim safeguarding plan’ 
will not be mandatory to complete.  

When you have completed the form as much as you can, click on  

 

 

5.  Supporting Documentation 
 

On this page, you can upload any documents that you wish to submit as part of the referral.  

If you do not wish to atach anything or when you have finished uploading documents, click on  

 

 

6.  Submit Referral 
 

On this page, you can now submit your referral if everything has been completed. At this point, if you wat 

to review what you have entered into the form, you can click on  to go to previous pages, and 

you can click on  to go back to the Submit Referral page. 

When you are ready to submit the referral, click on  
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7. After you submit the referral… 
 

The referral will go into the Online System for Adult Safeguarding and a member of the safeguarding team 
will pick it up and begin to process it. As part of that procedure, the team member will send a message to 
you acknowledging receipt of the referral. You will receive an email similar to the following. 

  

If you log into the Portal (if you are not already logged in, you can click on   which brings you to 
the login page).  

Once you have logged in, under your name on the top right, there is a menu, under which is a menu item

. Click on this and view the referral you have submited from the list, such as below 
example: 

  

Under ‘Response’ is the acknowledgement message. 

 

8.  Points to note 
 

Other points to note when using the Portal to submit referrals 

1. Once you have submited a referral, the form will be available for viewing for 90 days. You can find 

it again under  at the top right of the page in menu under your name (when you 
are logged in). If you wish, you can download the form as a PDF to save or print to your client’s 
records or care plan file.  

2. You can save a referral form in dra� and come back to it at a later stage, if you need to check 

something (it will stay saved for 30 days). You can access this under  at the top right 
of the page in menu under your name (when you are logged in). 
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3. Also within the menu at the top right of the page under your name, you can update your account 
details (which then gets displayed on any referral form you submit). 


