
 

 

 

 

 

 

 

 

 

 

 

 



 

PLEASE NOTE – Before completing an inclusion support request form, please ensure that 

you have a signed parent consent form.  Also please ensure that you have already started 

the graduation response and that a differentiation action plan has been completed as a 

minimum.  If these documents are not attached to the request form, then your request will be 

rejected.  Inclusion support requests are only actioned as part of this process and is not a 

starting point.  You will need to contact your QA officer for initial support for joint 

observations etc. 

This is the link to the Establishment Portal to request Inclusion Support:  

https://establishmentportal.knowsley.gov.uk/web/portal/pages/home  

If you have not used the establishment portal before, you will need to request access and 

register using your setting email address. 

 

Once logged in click on ‘Help and Funding’, then ‘Request inclusion support’ 

https://establishmentportal.knowsley.gov.uk/web/portal/pages/home


 

Complete the details below about the person requesting the support.  We are getting the 

forms updated but in the meantime please add your name in the First Name field and setting 

name in the Last Name field. 

 

 

 

 

 

 

 

 

 

 

 

 

Preferred contact method – if you want to be notified about the status of the application then 

email may be the best option as you will need to log into the portal to check on the status of 

the request otherwise. 

Complete the information about the child and click ‘Next. 



 

More information to be completed about the child. Click ‘Next’  



 

You will then need to select the Prime Area of Need and the Band relates to what level the 

child is on  

 

 

Please click on ‘Next’ then mark which sessions the child attends: 



 

 

Once the session are added click on ‘Next’ 

Please enter details for any professionals you are aware of that are working with the child 

 

Click ‘Next 



 

o Outline of child’s needs   

o Where you are up to on the graduated response  

o Whether a differentiation action plan has been actioned and updated o 

Does the child have a play plan in place?  What are the main targets on this 

plan  

o Named support person in setting o Named setting senco  

 

 

 

All differentiation action plans, play plans and supporting documentation etc MUST be 

attached to this request for support.   

You need to ensure that all scanned and saved documentation are saved at the lowest 

resolution possible so that file size is not too big.  Large documents may be rejected by the 

portal.  If you are having issues attaching documents to the application please save the 

application and contact Jo.clarke@knowsley.gov.uk for advice. 

 

mailto:Jo.clarke@knowsley.gov.uk


The next screen is a summary of the information you have entered.  Please check through 

and if any changes are required you will need to go back to the relevant page to update as 

the information cannot be updated on the summary page. 

 

Once you are happy with the information provided click on ‘Next’ and submit application 

 

 

 

This is the message you will get once submitted.  Your application status will show as below 

or under review until the form is accepted or rejected.   

 

 



Once accepted the status will change as per below.  If rejected the status will also show this.  

If an application is rejected it may be that all the information required was not submitted.  If 

this is the case, then the application will need to be redone. 

 

 

For advice on information to complete your request, please contact your Quality Officer. 

If you need technical support please contact jo.clarke@knowsley.gov.uk  

 

 

mailto:jo.clarke@knowsley.gov.uk

