Adults Assessed and Supported Year in Employment (ASYE) employer portal
guidance 2020-21
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This guide has been created to assist you in applying for an Adults ASYE grant,
registering your details on the Skills for Care ASYE portal and uploading details of
NQSWs.
It’s very important that you keep the information provided on the portal up to
date. The information provided is passed on to the Department of Health and
Social Care (DHSC) and could influence the continuation of funding for ASYE
in the future, as well as providing collated information for the sector on
completion rates.
Please note: for the purposes of this guidance some screen shots have been
taken from the 2019-20 applications. However, this guidance refers to 2020-21
registrations.

Register or log in to the ASYE portal
To access the Skills for Care portal, first of all you’ll need to access our website at
http://www.skillsforcare.org.uk/Home.aspx and select ‘Log in’ from the top right hand
corner of the page:

You’ll then be presented with the following options:
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If you’re an existing Skills for Care portal account holder then select ‘Log in’. After
successfully entering your username (email address) and password you will be
directed to the Skills for Care portal homepage.
If you have never previously registered on the Skills for Care portal, then select
Register. You will then be presented with the following registration page:

You’ll need to complete all mandatory fields (those with a * next to them) and then
select any areas of interest, selection preferences and preferred contact details
before reading the Skills for Care terms and conditions and then ticking the box
which confirms that you accept them.
Recommended areas of interest and subscription preferences for ASYE
Primary contacts:
Social work (including ASYE), eNews, social work briefing (important funding
information is shared through the social work briefing throughout the year)
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Once you’ve registered and can log in, you will then be presented with the Skills for
Care portal homepage. This will show you the tiles which each relate to a particular
Skills for Care offering. The tile you are interested in for the purposes of applying for
your funding programme is Assessed and Supported Year in Employment
(ASYE) funding:

Simply click on the tile which will then navigate you to your ASYE homepage:

Click on ASYE adults.
4

Starting a new application for ASYE funding 2020-21
Once you’ve registered and logged in, you will need to start an application for ASYE
funding 2020/21. You’ll need to provide details about the organisation, primary
contact and director, and you will then be able to register your NQSWs. You should
only make one application on behalf of your organisation in any one year, after that
you can register all your NQSW’s on this application.
Click on Apply

Click on Start Application
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Funding application home page
Please make sure you read the instructions shown on the portal before starting your
application.

The application consists of five sections:
1. Primary contact – We recommend that you complete this section first – if
there are issues with your application, it will be easier for us to find your
application and assist/resolve quicker
2. Director
3. NQSWs
4. Documents
5. Submit
Please note that all sections must be fully completed otherwise you will not be
able to submit your application and it will not be processed. Once a section is
complete, the tab at the top of the page will turn green. Please see below, none of
the tabs are green, which means the application has not been started yet.

Section 1: primary contact
This should be the organisation’s day to day lead contact for the ASYE and must be
the contact listed on the pre-registration application. All correspondence regarding
the application including the ASYE grant award letter will be sent to this person via
the email address supplied.
Please note: This lead contact CANNOT be an NQSW being registered for ASYE.
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If the primary contact changes during the ASYE, please contact
adultsASYE@skillsforcare.org.uk to ensure the details are updated on the portal.
This is especially important as the payment of grant money may be delayed if the
primary contact details are not kept updated.
Please note that all fields are mandatory and therefore all details must be filled in, in
order to complete this section.

For Skills for Care area please click on the drop-down menu. Guidance can be found
here.
Section 2: director
This section should be completed with the director and organisation details. If the
primary contact is also the director, select ‘yes’ from the dropdown menu at the top
of the page.
If the director changes during the course of the ASYE, please contact
adultsASYE@skillsforcare.org.uk to ensure the details are updated on the portal.
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Please note that all fields are mandatory and all details must be filled in in order to
complete this section.
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Please give the full organisation name without any abbreviations, as this information
will be used in your grant award letter.

Employers wishing to claim ASYE funding must have internal moderation processes
in place and be part of an external moderation partnership. Please give the name of
the external moderation partnership which you are a member of.
Section 3: NQSWs

The Add an NQSW function allows individual NQSWs to be added to the
application. Once an NQSW’s details have been entered a summary of their
details will appear on the main NQSW page (shown above). You can add the
details of as many NQSWs as you wish during a session, or you can come back
and add more NQSWs at a later date. Please note that all NQSWs must be
added to the portal by 31 January 2021. You can also add more NQSWs
after an application has been submitted.
Once you’ve clicked on Add an NQSW the following screen will appear. Please
note, before you enter the NQSW's details you should ensure you have all of
this information ready as it is not possible to part complete this page and
return to it. If you leave this page without saving you will lose all of the
information you have entered. If you have missed any information, a message will
appear in red at the section to alert you to complete the field you have missed.
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For the question “If the NQSW did not complete their professional qualification within
the last two years how has the organisation checked that they have maintained their
knowledge and skills?” you must select N/A if this does not apply to your NQSW,
otherwise the details will not save.

10

In response to ‘Main type of service provided’, please select a key service relevant to
the individual NQSW. For the age range and the key group of people supported by
the NQSW, you’ll be able to select more than one option.

If the person who provides the reflective supervision and holistic assessment
changes at any time during the ASYE year please email
adultsASYE@skillsforcare.org.uk to update these details. It’s very important that
you keep this updated.

11

All fields before the 6 and 12 month review sections are mandatory and must be
completed in order for you to submit your application. If you try to save the page
and there are details missing, you will be unable to save and an alert will flag
up to let you know that there is information missing.
Amending or updating an NQSW's details
Once an NQSW has been added to the application you can access their details via
the main NQSW page and update their 6 and 12 month reviews at any time. You
must tell us if the end date has changed for whatever reason, or if an NQSW has left.
You can do this at the 6 month review or 12 month assessment stage and should
also email AdultsASYE@skillsforcare.org.uk to notify us. Please note that updating
your NQSW's details and recording their progress throughout the ASYE programme
is a fundamental part of your grant agreement with us.
From the Home tab, click on the grant reference number to go back into your
application:

Then click on ‘view/update details’ of the NQSW you wish to view:

6 month review section:
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12 month review section:

Please note:
It’s very important that you complete all data fields. This information is passed on to
the Department of Health and Social Care (DHSC) and could influence the
continuation of funding for ASYE in the future, as well as providing collated
information for the sector on completion rates.
Employers are required to complete the 12 month review section in order to
claim their certificate for each NQSW. Employers must add the date of completion
for their NQSWs, which is the date that will appear on the certificate.
If the NQSW has left your employment, or social work, then this information needs to
be provided on the registration portal at the appropriate registration point, either the
6 month review or 12 month assessment, in order that we can also capture this
information. We require that you also notify us of this change by emailing
adultsASYE@skillsforcare.org.uk so that we can make the NQSW inactive on the
portal and claim back any funding if necessary.
Section 4: documents
Employers can use the documents section to upload supporting evidence for the
ASYE such as:
▪
▪
▪

records of support and progressive assessment and critical reflection logs – or
alternative KSS compliant documentation
internal moderation reports
partnership moderation reports
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It’s important that the type of document and the NQSW it relates to are clearly stated
in the short description box.

If you have no documents to upload when initially completing your application,
please click ‘No documents’ to complete the section. You must either upload a
document or click ‘No documents’ in order to submit your application for
approval.
It’s not mandatory to upload documents, however it’s very important that you keep
the information and evidence provided on the portal up to date.
This is necessary so that we can:
▪
▪
▪
▪

keep track of individual NQSW’s progress through the ASYE
ensure that funding is appropriately and accurately allocated to employers
facilitate the national moderation process
provide data about the take up of the ASYE across adult services for the
benefit of employers, the Chief Social Worker and the Department of Health
and Social Care

Section 5: submit
Your application must be submitted by midnight on 31 January 2021.
Applications can only be submitted once all other sections have been completed.
You’ll be able to see if a section has been completed as the tab across the top will
have changed to green:
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You must ensure you formally submit the application by clicking on ‘Submit
Application’. Only clicking the ‘Submit’ tab will not mean your application is
submitted.

Once you’ve submitted your application, the application status will change to
‘Application submitted’. You’ll be able to see this in the ‘My Applications’ section
which you can access by clicking ‘My Applications’ from the blue menu bar at the top
of the screen:

Once an application is submitted it can viewed at any point by logging into the ASYE
portal.
When an application has been approved for funding by Skills for Care, the status will
change to ‘Application Approved’: You can add further NQSWs after submitting
your application.
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Adults ASYE team recommends: To trigger your Milestone 1 payment
(calculated based on your pre-registration figure), complete all the tabs and
add at least one NQSW to the portal as soon as possible and submit your
application. You can still add all the NQSWs you want to register throughout
the year as and when they start following submission.

Further help and advice:
▪
▪

additional information on the ASYE is available here.
if you’ve any further queries please contact the ASYE team via:
adultsASYE@skillsforcare.org.uk
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