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Accessing the Portal
Our application has been designed to work on most browsers and devices. You
should have the same ability to perform all possible actions on the application
whether you are on a computer, laptop, tablet or phone.
The Portal is the entry point of our application this is where you can create an
account to access the rest of the application. By creating an account, your
applications will remain visible in the Portal so you can save your progress and
return to complete your application at any time.
You can access the Portal by visiting the Care Inspectorate website at
http://bit.ly/register-care
Creating an account
When you visit the Portal, you will be prompted to enter your details to sign in. Below
the sign in button, there will be an option to ‘Create sign in details’.
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To create your account, you will be required to choose a username. Your username
must be between 6 and 30 characters and can made up of both letters and numbers.
The Portal will inform you if your chosen username has already been taken, then you
will be required to choose another.

You must enter a valid email address. You will receive an email to verify your email
address so you must make sure that you can access the email account.
Your password must be a minimum of 8 characters and contain an upper case letter,
a lower case letter, a number and a special character. Punctuation marks and other
symbols are examples of special characters.
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When you have submitted your details, you will be taken to a screen confirming your
username and the email address that a verification email has been sent to. You
must verify your email address before you can access the Portal by clicking on the
link contained in the email. Clicking this link will take you back to the ‘sign in’ area of
the Portal where you can sign in using the username and password you have
chosen.
If you have not received the email to verify your email address, please check your
spam, trash and junk folders before requesting another email. You can request
another email by clicking the link to send a new verification email on the screen
confirming your username. Alternatively, if you try to log in to the Portal using an
account which has not been verified, you will be given the option to resend the email
in the ‘Problems signing in’ section.
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Managing your account
When you have signed in to the Portal, you will be able to view your options at the
top right of the screen. These are:
•

Selecting ‘Your account’ will take you to a new screen where the following
options are available: ‘Change your password’ and ‘Change email address’

•

Selecting ‘Log off’ will sign you out of your account and return you top the
Portal main sign in page.

For most users, the options will be displayed in text as shown above, however, users
of different devices may see the word ‘menu’ and an arrow. Clicking on either of
these will open the options.

You will also have the option to return to the Portal homepage without making any

changes to your account.
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Changing your account
To change your password, you will be prompted to enter your current password and
then to choose a new one. You will be required to follow the same rules as before,
choosing a password that meets the requirements of containing at least 8
characters, an upper case letter, a lower case letter, a number and a special
character. Your new password cannot be the same as your current password.

Changing your email address
You can update your email address at any time. When you select this option, you
will be presented with a screen asking you to enter the new email address for the
account.
You must have access to this account as once you have changed your email
address you will be signed out of the Portal and will need to verify your email
address before you can log back in. An email will be sent to the new email address
containing a link that when clicked, verifies the new email address. You can then
sign in as before.

Starting an application to register
From the main page in the Portal, you will be presented with the ‘Registration’ tile.
To create a registration form, click on the link ‘Register a new care service and
manage my applications’.
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You will be taken to the Registrations homepage and presented with a button to
create your form. Click on the button and you will be automatically taken to the first
page of the application form.

Before you begin your application, you will be presented with guidance on applying.
There are seven parts to this guidance, and you will be asked to check to confirm
you have read the information.

The first page of questions asks you to select what applicant type you are and the
care service type you propose to register.
Please check your answers to these questions before you continue as they
determine later questions, therefore cannot be changed.

Using the application form
The form uses different functions to ask you questions.
Radio buttons are available for questions where you are required to select and
answer such as ‘yes’ or ‘no’. Your selected answer will display with a black dot
inside the answer, circled by yellow.

A text box is presented when you are required to enter information yourself. Where
these boxes may require a large amount of information to be added, a character limit
will be available below the box and this will count down as you enter information,
warning you when you come close to the maximum number of characters.
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If you miss any mandatory questions and try to continue through the form, you will be
alerted by an error message. This message will explain to you what the error is and
the question in relates to. Clicking on the error message will take you to the question
on the form so you can correct or complete your answer. The question will also be
highlighted by a red marker followed by the error message.

Navigating the application form
When you enter the first page of the application form, a menu will be visible on the
left side of the screen. This will display a list of pages that are available as part of
the application form. As you move through the form, your answers will determine
what questions are relevant to the type of care service you are applying to register.
The page options on the menu will change as you go to reflect this.
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A page name that is blue indicates that this page has been completed and a page
that is grey means the page has not been visited yet or the page is not applicable to
your service type. The page you are currently working on will display in bold, black
text.

Once you reach the end of the application, you are presented with a summary page.
This will give you the opportunity to view the pages you have completed and make
any changes before you pay your application fee.

Managing an in-progress application form
When you enter the registration section of the Portal, along with the ability to create
a new application form, you will be presented with a table which will contain any
application forms you may have already started or submitted.
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To continue an existing application, click ‘view application’.
Applications that you have already submitted are available to view in a read only
format.
You will be taken to an overview of your application. To continue with your form, you
should select the button ‘continue application’.

You can also cancel your application form at any time by selecting ‘cancel
application’.

Submitting your application
Once you have reached the end of your application, you will be presented with a
summary of the pages you have completed. You can click on any of the pages to
return, check and amend any of your information.
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You may notice that some pages appear in grey text and do not have a completed
button. These are pages that are not relevant to the service type you are applying to
register, or by the answers you have given us earlier in the form. Please make sure
you check your information carefully as this is your last chance to make any changes
before you submit your form.

When you are happy with your completed application, select the option ‘Pay and
submit’.
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If you have chosen to pay online, you will make your payment and then be taken to
the page where you can submit your application. If you have chosen another
method of payment, you will move straight to the submission page.
You are required to sign a declaration and then you can submit your application.

The page will advise you that your application has been submitted and you will
receive a confirmation email.

Paying for your application
You will need to pay your registration fee before we can process your application.
Please note that application fees are non-refundable regardless of whether you
proceed with your application or if it is withdrawn or refused.
When you are completing your online application form, you will be given options for
payment at the end. The quickest way is to pay online however, we do accept other
methods of payment.
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Online payment
You can make a payment online with your credit or debit card.
When you click ‘Continue’ from the payment page of your application form, you will
be taken to GOV UK pay who will process your payment. You will receive an email
confirming your payment.

Paying your fee by telephone
You can pay by credit or debit card over the telephone. If you wish to pay this way,
please call 0345 603 6979. You will need your application number.

Paying your fee by BACS or bank transfer
To pay by BACS or bank transfer the account details are:
Branch: Royal Bank of Scotland, St Andrews Square, Edinburgh
Sort Code: 83-06-08
Account Number: 11580052
Account Name: Social Care and Social Work Improvement Scotland
Please quote your application number as a reference.

Cheque or postal order
You may pay by either cheque or Postal order at any Care Inspectorate office or by
posting to: Care Inspectorate
Transactions Team
Compass House
11 Riverside Drive
Dundee
DD1 4NY
Cheques should be payable to Care Inspectorate and the applicant name and
reference number from your online application form should be noted on the back.

What happens to your data
We will always handle your personal information fairly and lawfully. To find out how
we will handle your information, please read the Core Privacy Notice on our website.
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Headquarters
Care Inspectorate
Compass House
11 Riverside Drive
Dundee
DD1 4NY
web: www.careinspectorate.com
email: enquiries@careinspectorate.com
telephone: 0345 600 9527
@careinspect

Other languages and formats

Copyright of Care Inspectorate 2020
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