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How to complete an application for a new service registration (applicant guidance) 

This guidance document outlines how to apply to register a new service though the RQIA web portal. This process will apply if you are opening a new service, taking over 

ownership of an existing service, or applying to register a new provider entity. If you need additional guidance on whether registration with RQIA is required for your service 

type, please contact us before you complete the web portal membership form (email - registration@rqia.org.uk).  

Part 1 - How to obtain Web Portal login details  

You will require web portal login details in order to complete your web application. If you already have login details, please skip ahead to Part 2 (page 5).  

1. Access the RQIA’s Web Portal page through the RQIA website and select the ‘How to register with RQIA’ option in the top left hand corner.  

 

mailto:registration@rqia.org.uk
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2. Complete all of the mandatory fields within the ‘How to register with RQIA’ contact form, including your details, those of the entity* coming forward and the 

service type you wish to register.  When all the required fields are completed, click ‘Submit’.  

 

*Under Provider Type you can select either Sole Person, Partnership, or Organisation. The defintion of an Organisation may include - a Limited Company with or without a 
charitable objective, a Registered Charity with or without a charitable objective, or a Registered Society with or without a charitable objective 



3 
 

3. You will receive an automated message confiming the susbmission of your form and stating that RQIA will be in contact in due course.  
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4. Once the form is validated by RQIA, you will receive an automated email including your temporary password. The registration team will then contact you by phone 

to confirm your username. You will need both your username and password in order to complete your initial login.  
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Part 2 - Completing your Service Application Form 

NB. In order to complete this part of the process you will need to be the provider / responsible person or have been allocated provider-level permissions by your 

responsible person 

1. Once you have successfully logged into the portal you should select ‘Registration of a new service’ from the menu on the left hand tab of your Homepage.  
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2. In the ‘Registration of a new service’ sub-menu, open the ‘Application for the registration of a new service’ form.  
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3. Page 1 of the service application will ask you to input the Information about the Establishment/Agency. Input the proposed service name as free text and select the 

Provider and Service Type from the dropdown options provided.  
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4. Some service types will have sub-service types (for example, a Domiciliary Care Agency can be either a ‘Conventional’ or ‘Supported Living’ type service). If you are 

required to input the service sub type, please select an option from the dropdown list provided.   
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5. Complete the remaining fields within the Establishment/Agency details section. Please note that all fields are mandatory with the exception of ‘Address Line 2’. 

When you have completed all of the mandatory fields, press ‘Save and Next’ to continue.  
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6. Page 2 of the application asks for the Proposed Registration Details of the new service. Description of the Establishment/Agency is mandatory and should be 

completed in free text.  

 

The Maximum Number of Service Users will apply to some service types - Bed Numbers for Nursing Homes, Residential Care Homes, Children’s Homes, Residential 

Family Centres, and Independent Hospitals. Dental Chairs should be inputted for Independent Hospitals – Dental Treatment, and the daily number of service users 

accommodated for Day Care Settings. This field is not required for other service types (Adult Placement Agencies, Domiciliary Care Agencies, Nursing Agencies, 

Independent Clinics, Independent Medical Agencies, and Voluntary Adoption Agencies). 

 

Please complete the Service Opening Date (if known).  
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7. The next section asks you to confirm the proposed categories of care for the new service. Again, this section will not apply for all services but should be completed 

for Nursing Homes, Residential Care Homes, Children’s Homes & Independent Hospitals. Click on ‘Add’ to create a new category of care record.  

 

Select a category of care from the dropdown list provided, input the Maximum Number of Service Users in this category (where applicable). Click ‘Submit’ to save.  
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When you return to the main form, you can ‘Add’ additional categories of care or ‘Remove’ any you have inputted in error.  
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8. The final section of Page 2 will ask you to add any conditions which would apply to your registration (for example, restricting specific service users to a particular 

part of the home). Complete this field if applicable and click ‘Save and Next’ to continue.  
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9. Page 3 asks for additional information about the establishment / agency - specifically the accommodation, facilities and services provided. Please refer to the 

guidance document (accessible through the hyperlink within the page) for details on what information is required for your service type.  
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Complete questions 3.1, 3.2, 3.3, 3.4 and 3.5 as applicable. Once you have completed the relevant fields, click ‘Save and Next’ to continue.  
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10. Section 4 asks for information about your staff. Please refer to the guidance document and provide the required information for your service type. Complete 

questions 4 & 4.1 and click ‘Save and Next’ to continue.  
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11. Section 5 asks you to provide a statement of financial viability for your establishment / agency. Complete the field and click ‘Save and Next’ to continue.  
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12. Page 6 lists the supporting documents which you need to submit along with your application. You are required to upload these documents electronically. Please 

note that the maximum permitted file size for upload is 10MB. 
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13. In order to upload a document select the option to ‘Submit electronically using upload button’ and use the ‘Choose File’ button to select your file.  

 

 

Search for the file you want to upload, select the file by selecting Open. Once the file location is populated in the Browse box, click ‘Upload Document’. 
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The web form will confirm that the document has been successfully uploaded.  

 

Work down the ‘Documents to be supplied’ list and select the option to submit your documentation electronically. Please note that the registration fee will not apply to all 

service types and therefore you should refer to the guidance document to confirm what fee you should pay (if any).  

Any applicable fees should be paid by BACS.  BACS transfers should be made to the following account details - Sort Code 902127, Account No 88056622. Please include your 

name and/or the name of your service within the payment narrative. You will be required to upload confirmation of your BACS payment (e.g. a screenshot of the payment 

confirmation). 

Select a submission option for each document and click ‘Save and Next’ to continue.  
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14. Page 7 will prompt you to open and print the Declaration. This should then be signed and uploaded.   You should then complete the submission of your web 

application form by clicking ‘Confirm and Proceed’. Alternatively, you can use the ‘Previous’ button to make changes to your application.  
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15. After you click ‘Confirm and Proceed’ you will receive a confirmation that your application has been submitted. Click the button to return to the menu.  

 

16. Once you have received this message the application has been submitted and you can click Return to Menu 
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Your service application will now appear within the Completed Applications section of your registration menu. You can no longer make changes to the application but you 

can either view or print a copy of your form.  
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Part 3 - Completing your Responsible Person Application  

Regardless of whether you are applying to register a new service, taking over an existing one or changing your provider entity, you will be required to complete a new 

responsible person application. The type of application you complete will vary slightly depending on how you are applying (i.e. either as an organisation, a sole person or a 

partnership).   

NB. If you are applying as a partnership, all applicants must complete a Registration of partnership form. Please contact registration@rqia.org.uk to request portal logins for 

the additional partners in the business.  

If the application is on behalf of a registered charity or limited company and the applicant is not named on Companies House or Charity Commission register, we will 
contact you to obtain the correspondence details of a person who is named that can endorse the application.  

1. Access the ‘Registration of a new service’ menu and select the relevant application from the list provided.  
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2. Section 1.1 asks you to confirm the details or your organisation or entity. Please complete the fields within 1.1.2 noting that the mandatory fields are marked with a 

red asterisk.  
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3. Section 1.2 (details of the responsible person) will be automatically populated from your account details. You are unable to change these details within this web 

form. If they are inaccurate, please contact the registration team.  
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4. Section 1.3 allows you to select the service you are applying to carry on by using the dropdown list provided. If the service you wish to apply for does not appear on 

the dropdown list, this is because you don’t have permissions for that service. If this is the case, you should contact the registration team.  

 

5. You can add additional services to your application (if you are applying for more than one) or remove any you have added erroneously. Click ‘Save and Next’ to 

continue.  
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6. Section 2 relates to the information about you (the applicant). Your name, DOB and contact details will be automatically populated from the details saved against 

your web portal account and therefore these fields are ‘greyed out’ and cannot be changed on this page. Please complete the mandatory fields in white and then 

click ‘Save and Next’ to continue.  
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7. Page 3 relates to your qualifications. Click ‘Add’ to create a new Qualification record.  
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8. Complete the fields within the Qualification sub-form and click ‘Submit’ to save.   

 

9. You can add additional qualifications to your list or remove any added erroneously. Click ‘Save and Next’ to continue to the next section.   
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10. Section 4 allows you to add the details of any Professional Body Registrations you hold. If applicable, click ‘Add’ to create a Professional Body record.  

 

11. Complete the fields included within the Professional Body Registration sub-form and click ‘Submit’ to save.  
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12. You can add additional qualifications to your list or remove any added erroneously. Click ‘Save and Next’ to continue.   
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13. Section 5 relates to your employment history. You are required to input your full employment history (from first paid employment) and account for any gaps in your 

employment.  Click ‘Add’ to create a new Employment record.  
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14. Complete the mandatory fields within the employment window (job title / grade, name and address of employer, outline of main duties, employment start date). 

The ‘employment end date’ and ‘reason for leaving’ fields are not required for your current position (assuming you are still in post) but should be inputted for 

previous posts. When all the relevant information is inputted please click ‘Submit’ to continue.  
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15. You will need to create and submit as many employment records as required to complete your full employment history. You can ‘Add’ and ‘Remove’ employment 

records as required. Once you have completed this task, click ‘Save and Next’ to continue. 
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16. Section 6 asks for any other experience or training relevant to your application. If applicable, complete this free-text box and click ‘Save and Next’ to continue.  
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17. Section 7 asks you to state any other business details not directly related to the service you are applying to register. Please state the details of any business 

interests or state ‘non-applicable’. Click ‘Save and Next’ to continue.  
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18. You are required to provide the details of two referees who can comment on your competencies and experience to fulfil the role. Please input the contact details of 

both referees before proceeding. RQIA registration team will contact these persons to request written references in support of your application.  
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19. If you are unable to provide a reference from your current or most recent employer (for example, if you are self-employed) please state so in the free text box at 

the bottom of section 8. Click ‘Save and Next’ to continue.  
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20. Section 9 asks for your statement of financial standing. Please answer ‘Yes’ or ‘No’ to the three questions asked. If you say ‘Yes’ to any of these questions please 

provide details in the free text box provided.  
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21. Section 9a asks you to confirm the financial viability of your establishment/agency. Answer ‘Yes’ or ‘No’ and type any additional comments in the box provided. 

Click ‘Save and Next’ to continue.  
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22. Page 10 relates to your Statement of Medical Fitness. You have two options in order to complete this requirement: 

 

a. Select ‘Print Medical Fitness Form’ to open a form in a new window. You can then print this form and bring it to your GP or Occupational Health department for 

their stamp or signature.  
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b. If you are unable to obtain a signed medical fitness form, you have the option of providing a self-certification of your medical fitness to carry on the role. If you wish 

to take this option, please input the reason for making a self-cert within the text box at the bottom of the screen and tick the declaration beside it. Click ‘Save and 

Next’ to continue.  
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23. Page 11 relates to Rehabilitation of Offenders. You are asked to declare any criminal offences, pending prosecutions, or criminal investigations you may be subject 

to. Please select either ‘Yes’ or ‘No’ in response to each of these three questions. If you have any information you wish to disclose, please type the details within the 

text boxes provided. When completed, click ‘Save and Next’ to continue.  
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24. Page 12 lists the supporting documents to be supplied along with your application. All documents should be uploaded electronically through the portal. On receipt 

of the application, a member of the Registration Team will be in contact to arrange a meeting by MS Teams to verify your ID documents. Please note that the 

maximum permitted file size for upload is 10 MB. 
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25. In order to upload a document electronically, select ‘Submit electronically using upload button’ and then click on the ‘Chose File’ button.  

 

Search for the document you which to upload and click ‘Open’.  

  

Once the document location is appearing in the Browse box, click ‘Upload Document’  
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You will receive a message confirming the document upload is complete.  

 

 

26. You are required to make an enhanced disclosure application through the AccessNI portal. The ‘Documents to be supplied’ page includes a hyperlink which takes 

you to the NI Direct login page where you can submit your online enhanced disclosure application, and a webpage which lists the accepted ID documents. 
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27. If you do not already have a NI Direct account you will need to create one. When your account is active, enter your login details and then select the option to make 

an enhanced disclosure check through a registered body. When you proceed through the web form, you will be asked to provide a PIN number. Please enter the 

following number – 497850. You should follow the instructions on screen in order to complete your disclosure application. When you have completed and 

submitted your web form, please make a note of your case reference number. 
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A fee of £32 is required in order to process your enhanced disclosure application. This payment should be made by BACS and you will be required to upload confirmation of 

this payment. Select a submission option against each document and then click ‘Save and Next’ to continue.  
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28. Page 13 will prompt you to print, sign, and scan the declaration form and upload it. Once you have uploaded your signed declaration click ‘Confirm and Submit’.  

 



59 
 

 

After you click ‘Confirm and Submit’ you will receive a confirmation that the application has been submitted.  
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You can now exit the application by using the ‘Return to menu’ button below.  
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29. Your responsible person application will now appear within the Completed Applications section of your registration menu. You can no longer make changes to the 

application but you can either view or print a copy of your form.  
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Part 4 - Enabling your Manager to submit their application  

All services are required to have a registered manager and, in most scenarios where a new service application is being submitted, a manager application will be required. If 

you are appointing a separate manager (i.e. as opposed to managing the service yourself) you will need to set this person up as a delegated web portal user and grant them 

permissions to complete the manager application.  

1. When on your Homepage, select the Permissions tab on the left hand menu and click on ‘Delegated Users’.  
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2. Select the appropriate service from the dropdown list within your Delegated Users page. This will provide you with a list of all current delegated users for this 

service (if any). Click on ‘Create User’ to add your proposed manager.  
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3. Assuming your manager does not already have an existing web portal account, you can add him or her as a ‘New Contact’. Complete all of the mandatory fields 

within this form to confirm the applicant’s details and click ‘Submit’ to save.  
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Alternatively, if your manager already has an active web portal account, you will need to ask him/her to supply their current username (‘CT’ number) and then create them 

as an ‘Existing Contact’. Complete the mandatory fields and then click ‘Submit’ to save.  
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4. Next, you will be asked to confirm the permissions your new user will hold (i.e. the functions / forms they will be able to complete on the portal). Managers will 

generally have permissions to download QIPs, complete post-inspection evaluations, create delegated users, submit Form 1a notifications, complete their manager 

application, and complete an application to vary the service’s registration. You can however grant your manager more or fewer permissions as you see fit. Click 

‘Submit’ to save.  

NB. You must grant your user ‘Full Access’ to the registration of new manager form to allow them to complete their manager application via the web portal.  
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5. Your proposed manager will now be listed as a delegated user. The manager will need their username (‘CT’ number) in order to login and so you should forward this 

information to him or her. An automatically generated password will be emailed directly to the user.  
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6. Please refer your manager to the ‘How to complete a manager application’ guidance document which is available on our website -  

https://rqia.org.uk/RQIA/media/RQIA/Web%20Portal%20Docs/How-to-complete-a-manager-application-(Applicant-guidance).pdf 

This guidance will take the applicant through the steps for completing their manager application via the portal. 

Part 5 – Resubmission of Application (if required)  

1. Your application has now been submitted to RQIA. We will complete the initial assessment of your application and supporting documentation and contact you if 

further information is required.  

 

2. If any additional documentation or information is required, the registration team may ‘reject’ or return your application for amendment. If this is the case, you will 

receive an automated email (as below) instructing you to log into your account and listing what issues need to be addressed.  
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3. The ‘rejected’ application will once again appear in the Applications to be Submitted / Resubmitted section. This will allow you to Update and Resubmit the 

application once the issues identified have been addressed. 

 

 
 

 

If you have any additional queries regarding your application or the registration process, please contact registration@rqia.org.uk.  
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