Northemn Ireland

Care

Adding Your AYE Start Date and Updating your
Employment Details

Below is a guide to support newly qualified social
workers to add your AYE Start Date to your Social Care
Council registration account.
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Step 1 - Login to online Portal account -> https://portal.niscc.org/

Home

Login Create an Account

| already have a Social Care Council Never had a Social Care Council
Online Account Online Account?

Contact Us Public Facing
Register
Contact Us regarding your Check the status of a social care

Registration or Application worker's registration on the Public
Facing Social Care Register

Step 2 — Click on the ‘View’ button on the ‘Assessed Year of Employment’ or “AYE”
tile.

Note: Both tiles on either Dashboard navigate to the same page.

Hi. D, Vous crm sty logged in o the Narinem lrsiand Sosial Care Council asr

My Registration My Fees

Qualified Social Worker £66.00
Outstanding Balance

Registered
Next annuait (oe: 16/08/2027
Next renewol date: 16/05/2029

Assessed Year of
Employment

My Applications

2 Applications in progress



https://portal.niscc.org/

Step 3 — You are now in the AYE section of the registration portal. To add an AYE
start date or update your employment details ‘Click’ on the tile named ‘Start / Finish
or Extend AYE'.

AYE

Start / Finish or
Extend AYE

Notify NISCC of AYE Start and

Completion dates or Requestan
Extension.

N
View AYE Guidance

View and print AYE guidance and
forms

Sign-off and AYE
(For Employers)

Confirm completion of Assessed

Year In Employment of your
organisations new qualified Social
Workers.

View My AYE Dates

View AYE start and completion
dates

AYE Audit
Submission

Upload AYE audit evidence and
download guidance forms.

Step 4 - You will now see the ‘My AYE’ page

You now have two options:

1.

if missing or incorrect and/or add your start date.
We advise you check or update your employment details before adding your

‘AYE Start’ date.

From this page you can review your current employment details and update

To do so Click on “My Details > Update Employment Details” as seen on
the screen below — this takes you to Step 5

My AYE

Please see below the details of your AYE condition. When you are within one month of your AYE Completion

date you will be able to use this screen to request sign-off of your AYE online. If you need to make changes to

these dates or to request an extension, please Contact Us or complete an AYE extension form. You can

either post the extension form or use the Upload a Document feature. If you need further guidance please

read Help: AYE

Employment Details

In order to complete your AYE you must have at least 1 Employment
If you do need to update your employment details held by NISCC please do so via My Details > Update

Start Date Due Date for Completion

Date Completed Further Information

Start Aye

Click on My
Details — Update
Employment
Details




Note: If you have already checked your employment and/or updated it, then you can
progress to Step 8 on page 7 by clicking on the “Start AYE” yellow button.

Step 5 — When you click on the “My Details > Update Employment Details” this
brings you to a new page called “Update Employment Details” (see below) and
from here you can review your existing employment details and/or add any new
employments.

e If you don’t have an AYE employment yet the screen will look like the one
below.

e Read the instructions on the page initially, then click on the ‘Add/Remove
Employment’ yellow button at the button of the screen — this brings you to the
next page where you update your employment details — see Step 6.

Update My Details / Update Employment Details

Update Employment
Details

Below you will find all active employment records we hold for you, in this section you can remove existing, and add new

employments.
New Job Title?

If you have a new job title, within the same Organisation, this is considered a new employment and you will

be required to end your existing employment to update your job title.
Are you Self Employed?

If you are self employed - Please click "Add/Remove Employment” and search for "Self Employed" as the

Organisation.

PLEASE NOTE: It is important that you keep your employment record up-to-date. Please ensure the information
recorded in this section is comrect. The employment details we hold for are linked to your employer within their own

online account under the Employer Portal section. For further assistance please contact registration@niscc.hscni.net

There are no records to display.

Add/Remove Employment




Step 6 — You will now see the “New Employment Details” screen which has a new
employment details online form that you must complete.

Take a moment to read the text on the screen and then complete each question on
the form.

e This includes your job title, date you started in the post, work focus, work
setting and work type.

e You can also search for your employing organisation (for example you may
work for a health and social care trust or a large independent health care
provider) and work place.

e Work place is the setting in which you work. Click on the magnifying glass
icon provided to search from a drop-down list.

Employment
Dataxls When you have completed
the employment details form,
o , ﬁ click the yellow “Save” button
——— ' and then click the “Submit”
— i o button at the bottom of the
e — screen and a thank you for
e ‘ submitting your new
employment details will pop
New Employment Details up on the screen.

Add New Employments.

Add New Employments.

please contact Registrationginisec hsorinet with contact
verlfy the employer and will be in touch once this has been




Step 7 — Return to main landing page to Add AYE Start date

You now need to return to the home page to go back to the AYE section to add your
start date.

Click on the Home button under “Useful Links” on the right-hand side of the screen
or the Social Care Council Logo to return to the main landing page and navigate
back to the “MY AYE” page — see below.

Useful Links
Portal

Learning 19 Zone

My account
Homa
Contact Us

Portal Updates

My Learning

Contact

028 9536 2600

My Applications Guides & Information

2 Applications In progress

-
Settast BT7204

Then click on “Start AYE” yellow button on
AYE the “My AYE” page.

Start / Finish or
Extend AYE

View My AYE Dates AVE / My AVE

Notify NISCC of AYE Start and
Completion dates or Request an
Extension.

View AYE Guidance

View and print AYE guidance and
forms.

Sign-off and AYE
(For Employers)

Confirm completion of Assessed

Year In Employment of your
organisations new qualified Social
Workers.

View AYE start and completion
dates.

AYE Audit
Submission

Upload AYE audit evidence and
download guidance forms.

My AYE

Employment Details

Start Date  Due Date for Date Further

Start Aye




Step 8 — Start your AYE from Initiate AYE page

You should be now on the “Initiate AYE” page where you add your start date into
the box provided — see below.

There is also a “Further Information” box provided to add fee text relevant to your
AYE role. This can include information about your employment structure e.qg. if you
are working part-time.

Then click the yellow “Save” button to update your details and start date.

AYE / My AYE / Initiate AYE

Initiate AYE

AYE Start Date
19/10/2026
Further Information
My contract workhours are 20 hours per week < I

Remember: It is your responsibility to ensure your details about your employment is
up-to-date including if you have more than one employer during your AYE year.

NB: You do not need to amend the Start AYE date when adding additional
employers.



Confirmation and Next Steps

A message will appear on the screen (see below) — confirming your start date details
have been submitted to your account.

AYE | My AYE | Initiote AYE

Initiate AYE

Thank you, your details haove been submitted.

Return

When you click on the yellow “Return” button this will take you back to the main
dashboard menu (see below) and from there you can navigate back to the AYE

section (Click on “Start/Finish or Extend AYE” to return to the “My AYE” page) to
check that your details have been uploaded correctly.

My Details My Registration My Fees

Mmrood NQSW Horkin Qualified Social Worker You have no outstanding
mairead.harkin@niscc.hscn Registered invoices.

i.net

My Learning Assessed Year of Professional in
Employment Practice

Next annual fee:
Next renewal date

My Applications Guides & Information Service Updates

0 Applications in progress
o )



If you have followed each step, when you return back to your ‘My AYE’ page — you
will see that your start employment date has been populated along with an end AYE
date and any further information that you have added — see below screen example.

My AYE

Please see below the details of your AYE condition. When you are within one month of your AYE Completion
date you will be able to use this screen to request sign-off of your AYE online. If you need to make changes to
these dates or to request an extension, please Contact Us or complete an AYE extension form. You can
either post the extension form or use the Upload a Document feature. If you need further guidance please

read Help: AYE

In order to complete your AYE you must have at least 1 Employment

If you do need to update your employment details held by NISCC please do so via My Details > Update

Employment Details

Start Date  Due Date for Date Further Information
Completion Completed
19/10/2026 19/10/2027 | work part-time and am contracted 20 hours
per week

NB: Some NQSWs have more the one AYE employment during their AYE year.

Remember: It is your responsibility as a Social Care Council registrant to update your
employment details to ensure your registration contact details are accurate and up-to-
date —this includes updating all your AYE employments during your AYE year.



