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Clarion UK

Communicate | Work | Live

Guidance for
making bookings
for Deaf and hard of
hearing users

Ensuring every Deaf person gets the best communication
services in the right place, at the right time, throught life.
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Accessing the Portal

1. If you have not been sent log in details to access the portal please
contact Clarion on the MOJ dedicated phone line: 0330 400 5348
Go to the portal website: http://portal.clarion-uk.com

Enter your email address.

Enter your portal password. This will have been emailed to you.

The first time you log in you will be asked to change your password.
You should also check your profile information, see below).
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If you forget your password

If you have forgotten your password, click on the “Forgot Password” link.
Input your email address, and click on “Submit”.

You will be sent an email with a link to use to access the portal and
change your password.

Updating your profile information, including password

If you need to change any of your personal information, from the dashboard
click on “Update Profile”.

From here you will be able to edit your name, telephone number and
password.

Password Rules

If you have not changed your password for 60 days, the next time you log into
the portal you will be asked to change your password.

Your password must be at least 8 characters long and contain at least one
upper case, one lower case, one digit, and one special character.

Automatic Log Out

For security, if you have had no activity on the portal for 15 minutes you will be
automatically logged out.
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Making a booking

1. Access the Portal (as described on page 2).
2. From the dashboard, click on “Booking”, “Request a booking”.

Complete the Venue Details

1. Click into the “Search Venue” box, and start typing the first few letters of the
venue name where you wish the NSLP to attend.

2. When you see the name of your venue, click on it. The Commissioning Body,
Reporting Region, Jurisdiction and Venue Type will be completed for you. Check
these and change them if necessary.

3. Click into the “Contact on the Day” field and add the name of the

person the NSLP should report to on the day (or the position, for example

Court Usher).

4. If known, click into the “Contact Phone” box and add a contact number for
the person the NSLP should report to on the day, this is useful in case of lateness
on behalf of the NSLP, or if there are any difficulties finding the venue.

Complete the Timing Details

1. Complete the Start Date that the interpreter is required to attend the

venue.

2. Complete the Start Time for the booking.

3. Complete the expected End Date and Time of the booking.

The duration will be automatically calculated for you.

4. If your booking runs over several days, click the + bufton to add more
days, the dates will default to consecutive days, and the times will default

to the same as the first day, but you can override these.

This will add weekends, so if this is not required you will need to delete these in
the dust bin.

Complete the Requirements Details

1. Select the Communication Support Required, using the information in
sections 2 and 3. This will automatically populate the Complexity Level of
the booking. Bookings for Speech to Text Reporters and Lipspeakers are
complex, all other bookings are standard.

2. Tell us the number of interpreters required in the “Description of the Booking”

field.

3. Select the Method of Interpreting - this will usually be face to face.

4. Select the Security Level Required - this will usually be SL1 - BPSS, but SL5
- NPPV may be required in police stations.

5. Choose the gender of the NSLP required (if appropriate).

6. Complete the “Description of the booking” field - please put any
information that we may need to know. Information about the case will
also be invaluable to make sure you get the best possible service on the
day.

7. Fill in any cultural requirements, for example if the interpreter needs

to have knowledge of any particular cultural groups or if there are any
customs the interpreter will need to adhere to.

8. Complete the “Commissioning Body Reference number” with your own
reference number.

9. If this is a court booking, complete the “Hearing Type” field.

Completie the Client Details

1. Complete the “Name of Deaf Person” field

Make the Booking Request

1. Click on “Request a Booking”.

If you have not completed the required fields, you will see error messages
next to the fields you need to complete. Once your booking has been
requested, the screen will display a summary of your booking including the
Clarion reference number.

To view the status of your booking

1. From the dashboard, click on “Booking”X“View bookings”.
The status of your bookings will be displayed in the final column.

Once a NSLP is allocated to your booking

You will receive a confirmation email once a NSLP is allocated to your
booking. After this you will be able to see the details of the NSLP on the
portal by viewing the booking. NSLP details will appear at the bottom of
the screen.



Changes to Bookings - amendments, changes and
cancellations

Making an Amendment

Simple amendments can be made through the portal to the following

details which will not have a major impact on the booking before it occurs:

e Contact on the day

* Contact phone number

* Description of the booking
* Name of deaf person

To amend a booking:

1. Click on “Booking”k“View bookings”.

2. Find the booking you wish to amend.

3. Click on the “Amend” button next to the booking. The booking details
will be displayed.

4. After you have made the changes you require, click on the “Amend
Changes” Button.

Requesting a Change

Any changes which would affect fulfilment, such as changes to date, time,
venue, communication support required, can be requested through the
portal.

To request a change to a booking:

1. Click on “Booking”, “View bookings”.

2. Find the booking you wish to change.

3. Click on the “Edit Request” button next to the booking. The booking
details will be displayed.

4. After you have made the changes you require, click on the “Edit
Request” button.

The status of your booking will change to “Changes Requested” until they
have been actioned by Clarion.
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Cancelling a Booking

You can cancel a booking through the portal at any time up until the
start date and time. However, if the cancellation is very short notice,
such as the day before, or the day of the booking, we suggest you call
the helpdesk on 0330 400 5348 to advise us of the cancellation before
cancelling the booking through the portal.

To cancel a booking:

1. Click on “Booking”X“View bookings”.

2. Find the booking you wish to change.

3. Click on the “Cancel” button (white cross on red background) next
to the booking.You will be asked to confirm that you wish to cancel the
booking.

If charges will be incurred, there will be a warning message.

4.To cancel the booking, click on OK. The status of your booking will
change to “Cancelled”.




Clarion UK

Clarion UK has been providing quality interpreting services for over 17
years. Deaf people are at the heart of everything that we do, and we
deliver an innovative, award-winning and highly successful service for
the public, commercial and third sectors.

At Clarion, our vision is that Deaf and disabled people get the best
interpreting & Specialist Support Services, in the right place, at the right
time, throughout life.

Over the years we have established ourselves as a specialist provider
across education, health, safeguarding and the legal sector and with
the welfare-to-work sector.

At Clarion UK we love what we do and we love doing it well.

Address and Contact Details

The Old Dairy
Brook Road
Royston

Herts SG8 7RG

Telephone. 01763 209 001
SMS. 07713082 716
Email. legal@clarion-uk.com

www.clarion-uk.com



