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Councillor Portal Guidance Notes 

 

 

 

 

 

 

www.hartlepool.gov.uk/councillor-portal 

http://www.hartlepool.gov.uk/councillor-portal
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Logging in 

Type the address www.hartlepool.gov.uk/councillor-portal into the search bar 

of your device and press go. 

Type in your username and password and press Login or scan the QR code 

below and it will take you to the portal. 

 

 

 

 

 

If you do not know your log in credentials or have any problems with the portal 

please contact the Digital Services Team by emailing 

digitalservices@hartlepool.gov.uk or ringing 01429 523339. 

http://www.hartlepool.gov.uk/councillor-portal
mailto:digitalservices@hartlepool.gov.uk
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Raising a case 

On the main page, press the button ‘Raise a case’. 

 

 

There are 2 options in this form: 

 Report an issue 

 Make a request 
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1. Report an issue 

You can use this option to report an issue or problem to be dealt with, for 

example: 

 Fly-tipping 

 Street light out 

 Public bin needs emptying 

This report will be sent immediately to the relevant team to deal with. 

 

 

2. Make a request 

You can use this option to request information or ask a question about a 

service, for example: 

 Can a library opening time be changed? 

 How do you apply for Free School Meals? 

 Can we make a road one way? 

The request will be reviewed by the relevant officers. 
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Viewing your cases 

When you have submitted a case you can view it in the ‘My Requests’ section 

of the portal. 

 

 

 

Once a case has been dealt with you will receive an outcome message 

explaining what has happened. Click on ‘Continue’ to view the Outcome. 
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My Ward 

You can view all issues in a Ward or across the Town that we are already aware 

of and are dealing with.  This will help to see if the issue you would like to 

report has already been reported. 

Select the ‘My Ward’ section of the portal. 

 

You can select the ward(s) you would like to view and then narrow down to the 

type of issue.   

Click ‘Update Map’ and the map will show you all issues that we are aware of.   

If you click on the pin on the map it will open up more details. 

 



8 
 

Services 

This tab gives a list of useful links to Council procedures and other websites. 

You can also submit your apologies to a Council Meeting or submit a Question 

online. 

 

 
 

 

We are constantly updating this page so please keep checking in. 
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Resident Enquiries 

Residents can contact you using the portal.  Select the ‘Resident Enquiries’ tab. 

 

 

 

Any residents who have requested to contact you will appear here.  Click 

‘Continue’ to view the enquiry. 
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If you tick the box at the bottom ‘Complete’ - the enquiry will be closed and 

removed from your list, otherwise the enquiry will remain in your list. 
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Crime Map 

The crime map is linked to local online information regarding crime in the area.   

Select the Crime Map tab.   

You can filter on category of crime or date.  If you click on a pin on the map it 

will open up more information on the case. 

 

 

 

Please note the information on this map has been gathered from free online police data and not the 

Council. 
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Planning Applications 

This tab takes you to the Council’s Planning Portal to view / comment on 

current planning applications. 

Click on the link ‘Planning Portal’ in the text to take you to the independent 

online site. 
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Roadworks 

The Roadworks tab shows a map of the local area and any current roadworks. 

 

 

 

If you click on a pin on the map it will open up more information. 

 

Please note that Roadworks data is collected from free online data and not directly from the Council. 
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Help and Support 

There is a built in online help and support section of the portal.   

Open the support tab. 

 

 

If you press ‘Request help and support’ an online form will open where you can 

request support on a wide range of services associated with your role as a 

Councillor or with the Councillor portal. 

Select the service you require, complete the short form and your request will 

be sent directly to the team that can help you. 

 

Help and Support Guides 

There are also links to short ‘how-to’ guides on a number of frequently asked 

questions: 

 Councillor Portal guidance notes 

 Creating shortcuts for your desktop / device home screen 

 Viewing open cases 

 Requesting help & support 

 Viewing crime data 


