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Purpose of the Guide 

This guide is for professionals who submit Safeguarding and Deprivation of Liberty 
Safeguards (DoLS) referrals using the Adult Social Care Portal. 

It explains what happens after you submit a referral and what information is needed to 
help the local authority process it quickly and accurately. 

1. Who This Portal Is For 

The Adult Social Care Portal should only be used by professionals who submit 
safeguarding or Dols referrals. 

What Happens When You Submit a Referral 

When you submit a referral through the portal: 
• Your form is sent electronically to Adult Social Care 
• It is received by the council’s case management system, Liquidlogic LAS 
• Your referral appears in an internal work queue for processing 

This usually happens after you have submitted the form. 

2. Types of Forms You Can Submit 

You can submit Safeguarding and DoLS forms via the portal. 
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3. Safeguarding Forms 

The following safeguarding forms can be submitted through the portal: 
• Safeguarding Concern form 
• WMAS Safeguarding Concern form 
• Safeguarding Request an Update form 

 

4. Deprivation of Liberty (DoLS) Forms 

The following DoLS forms can be submitted: 
• DoLS Form 1 – Standard Authorisation 
• DoLS Form 2 – Standard Reauthorisation 
• DoLS Form 1 – Urgent Authorisation 
• DoLS Form – Urgent Extension of Urgent Extension 
• DoLS Notification of death or relevant person discharged 
• DoLS Request update 

5. How Your Referral Is Checked 

Once your referral is received: 
• Adults Social Care view the information you have submitted 
• They check whether the referral meets the criteria to be progressed 
• They confirm that the referral has been submitted by a professional 

Important 
Providing complete and accurate information helps avoid delays or follow-up requests. 

6. Matching the Person to Existing Records 
Adults Social Care will try to match the person you have referred to an existing record. 

The system uses the information you provide, including: 

• Full name 
• Date of birth or age 
• Address details 

 
If a match is found, your referral is linked to the correct person. 

If no match is found, a new record is created using the information you submitted. 

Because portal submissions are used to create or match records: 

• Please double-check spelling of names 
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• Enter dates of birth accurately where known 
• Include full address details where possible 

7. When Further Information Is Needed 

Further information will be required if your referral: 
• Is missing key information 
• Is missing required attachments 
• Needs clarification 

Adults Social Care may reach out to you to obtain additional information prior to 
advancing the referral. Communication will occur via email or telephone rather than 
through the Portal. 
 
This procedure ensures that the referral is managed accurately and securely. 

8. When a Referral Cannot Be Progressed 

In some cases, after review, a referral may not be progressed because: 
• It does not meet the required criteria 
• It was submitted in error 
• It falls outside Adult Social Care responsibilities 

 
If this happens, the referral will be closed and will be informed. 

 

9. Starting the Contact Process 

For valid referrals: 
• Your submission automatically starts the Adult’s Social Care internal contact 

process 
• This ensures the referral is allocated and actioned under the correct statutory or 

operational pathway 

You do not need to take any further action once the referral has been submitted unless 
you are contacted for more information. 

 

10. Good Practice When Submitting a Referral 

To help your referral be processed quickly: 
• Complete all mandatory fields 
• Provide clear and factual information 
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• Attach any relevant documents 
• Check details before submitting 

11. Ways to Register for the Adult Social Care Portal 

There are two ways for professionals to create an account on the Portal to submit 
referrals to Sandwell Adult Services: 

1. Register manually without completing a referral form. This is useful if you want to 
register, log in, or resume an open but unsubmitted referral later. 

 
2. Register while completing a referral form. This option allows you to register and 

submit a referral at the same time, saving time. 

 

12. Option 1: Register Manually 

Step 1: Open the registration page 

1. Go to the Portal home page. 
2. Click My Account in the top right-hand corner of the banner. 

 

3. Under the New user’s section, click Register for a new account. 
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Step 2: Enter your personal details 
 

1. Complete all required fields. 
 

 
2. Fields marked with a red * are mandatory and must be completed. 
3. If any mandatory fields are missed, the system will highlight them. 
4. Click Next to continue. 
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Step 3: Set up your email address and password 

1. Enter the email address you want to use for referrals. This should usually be your 
professional or work email. 

 

2. Create a password that meets the password policy shown on the right-hand side 
of the page. 

3. Click Next. 

 
Step 4: Confirm your email address 
 

1. An 8-digit confirmation code will be sent to your registered email address. 
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2. This may take a few minutes to arrive. 
3. If you do not see the email, check your junk or spam folder. 

 
If you do not receive a code: 

• Click Please send me a new code to request another one. 
• If it still does not arrive, click Back, check your email address is correct, and 

submit again. 
• Enter the confirmation code and click Next. 

 
Step 5: Registration complete 

• If successful, you will see a registration successful message. 
• You will be logged in to the Portal and can start completing and submitting forms. 

13. Option 2: Register While Submitting a Referral Form 

You cannot submit a referral form without being registered and logged in. 

 
Step 1: Start a referral form 

1. Open the relevant referral form in the Portal. 
2. The register or login option will appear within the form. Its location may vary. 
3. In this example, the option appears in Section 4: Your Details of the WMAS 

Safeguarding Referral Form. 

 
Step 2: Complete screening questions 

• Some forms include screening questions to check eligibility. 
• Once these are completed successfully, you will be able to register and continue 

with the form. 

 
Step 3: Register from within the form 

1. Click Login/Register in the relevant section 
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2. Under New users, click Register for a new account. 

 

 
3. Complete all mandatory fields marked with a red *. 
4. Click Next. 

 
Step 4: Set up your email and password 

1. Enter your professional or work email address. 
 

2. Create a password that meets the Portal password requirements. 
3. Click Next. 
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Step 5: Confirm your email address 

1. An 8-digit confirmation code will be emailed to you. 
 

2. Check your inbox and junk folder. 

3. Enter the code and click Next. 

 
If the code does not arrive: 

• Use Please send me a new code. 
• If needed, go back and check your email address is correct before resubmitting. 

 
Step 6: Continue and submit your form 

• Once registered, you will be logged in automatically. 
• You can continue completing and submit the referral form. 
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14. Completing a Form 
 

 

 
• Work through each section in order. 
• All mandatory questions must be completed before moving to the next section. 
• Mandatory fields are marked with text and a red *. 
• Click Next to move between sections. 
• If mandatory questions are missing, they will be highlighted in red. 

 
Save for later 

• Click Save for later if you want to return to the form later. 
• You have 30 days to complete and submit the form before it is deleted. 

 
Cancel a form 

• If you want to start again, click Cancel on the current form. 
• If you do not cancel, a new form will keep the previous answers. 
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15. Uploading Documents 
 

• Some forms require documents to be uploaded as part of the referral. 
• Upload documents in the Upload Documents section of the form. 
• There is no limit on the number of documents. 
• Supported file types include Word, PDF, images, and video. 
• Please only upload documents relevant to the referral. 

16. Submitting a Form 

1. When the form is complete, click Submit. 
2. You will be asked to confirm submission. 

 

 
3. Once submitted, you cannot make changes. 
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17. Submission confirmation 

• A Thank you message will confirm successful submission. 
 

• You can view submitted forms in the Submitted forms section of My Account. 
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18. Support and Further Information 
If you experience difficulties using the portal or have questions about the referral 
process: 

Safeguarding_adults@sandwell.gov.uk 
 

DoLs_Administrators@sandwell.gov.uk 
 
When contacting us, please use the subject line: Portal query 
 
This will help us ensure your query is identified and responded to as quickly as 
possible. 

mailto:Safeguarding_adults@sandwell.gov.uk
mailto:DoLs_Administrators@sandwell.gov.uk

