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Introduction 

Who should read this guidance? 

This guidance is intended for individuals within Local Authority (LA) teams and associated Provider 
organisations who are responsible for administering the National Child Measurement Programme 
(NCMP) in their area. 

For security and information governance considerations, access to the NCMP IT system is 
restricted depending on users’ roles within the programme; therefore, some users may not have 
permissions to access some areas of the system referred to in this guidance. 

How will this guidance help me?  

This guidance will show you how to set up and manage user accounts on the NCMP IT system.  It 
will show you how to: 

• Add a user to your LA group 

• Remove a user from your LA group. 

• Assign user roles. 

• Assign schools to users. 

• Create and manage provider groups 

Available NCMP IT System guidance documents 

1 Setting Up User Accounts. 

2 Setting Up Schools list. 

3 Pupil Data Management. 

4 Generating Feedback Letters. 

5 Progress and Data Quality Monitoring. 

6 Data Submission. 

What is a Super User? 

Each LA will typically have one user who is responsible for the administration of the NCMP IT 
system. The super user can: 

• Add and remove users. 

• Assign user roles in accordance with Information Governance requirements. 

• Assign schools to users in accordance with Information Governance requirements. 
 

Access to the web-based NCMP IT System  

To access the NCMP IT system, you will need to register with NHS England for an account. If you 
already have an NHS England account, eg from the previous collection year proceed to the section 
Log into the NCMP IT System on page 5.  
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Create your NHS England  account 

To gain access to the NCMP IT system, you are required to register for an NHS England account. 

1. Open your web browser. 

Opening your browser may vary depending on the type of browser. Common browsers 
include: 

• Internet Explorer  
• Edge 

• Chrome 
• Safari 

 
 

For the purposes of this guidance, all screen images show the NCMP IT system as it 
appears in Internet Explorer.   

2. Once your browser is open, enter the following web address (URL) in the address bar at the 
top of the browser: 

 

3. From the sign-in page of NCMP IT system, click the button. 

4. Complete the registration form and click . 

 

When creating 
yourself an account, please 
ensure you use a functioning 
email address – if you lose 
your password, a reminder will 
be sent to this email address.  
Please do not divulge these 
details to anyone else. 

Please do not use a shared 
mailbox email address when 
creating an account, this 
should be your own account 
set up with your own email 
address.  NCMP access is on 
an individual level where there 
is a clear business need in line 
with the General Data 
Protection Regulation (GDPR) 
2018. 

If you need multiple accounts if 
you work across multiple LAs 
you will need to request 
additional email addresses 
from your IT team. 
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Log into the NCMP IT system 

Once you have an NCMP system account, you can log into the NCMP IT system. 
 

1. Open your web browser. 
2. Enter the following web address (URL) in the address bar at the top of the browser: 

      

3. This URL will take you to the sign-in screen for the NCMP IT system. 
 

 

4. Click the Sign In link at the top right of the screen as shown 
above.  
Enter your username and password and click the Sign In button. 

If you have forgotten your login credentials, click the Forgotten 
Details link. You will be asked to enter your username or email 
address. 

If you do not yet have a NHS England account, click the Register 
button. 

 

If this is the first time you are logging into the NCMP IT system, you will see the screen below and 
you will initially be added to the New/Unassigned Users list. You can then be added to your LA by a 
local super user. OR if you are the primary super user / NCMP Lead as nominated by the Director 
of Public Health for your LA, please contact the NHS England NCMP team who will carry out the 
initial setting up (enquiries@nhsdigital.nhs.uk). 

 

 

5. Contact your LA Super User to be added to the NCMP IT system. 

6. If there are no super users for your LA then NHS England can give you access.  To do this, 
we will require an email nomination from your Director of Public Health providing your 
name, job title, email address and phone number. (This situation can occur when 
previous super users have left without assigning access to colleagues) 

 

 

 

Access and user role management of the NCMP system is a local authority 
responsibility.  NCMP Leads and Super users at the LA or within the Provider 
organisation can grant access to other users where there is a clear business 
need and in line with the requirements of the Data Protection Act 2018 and 
the General Data Protection Regulation (GDPR). 
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User Management 

Add a user to your local authority 

To add a user with a NHS England account: 

1. From the welcome screen click Manage Users. 

 

2. A list of assigned users in your LA area is shown. This will include users in the local authority 
itself, as well as users within the NCMP provider organisation.  

3. Click the Add New User link.  

 

4. Click the Select User drop down box. 
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5. A list of unassigned users for all LAs is shown.  

Select a user and click the  button.  

 

6. You will be asked to confirm your changes, click Yes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remove a user from your local authority 

• This approach can be used to remove any users assigned to access the system for your 
local authority, including users in the local authority itself, and users within the NCMP 
provider organisation. From the welcome screen, click Manage Users. 

 

• A list of users in your LA is shown.  

• Click the Remove User link for the user you want to remove. 

 

• You will be asked to confirm your changes, click Yes  

If the name of the user you want to add does not appear in the list of registered users, this 
person may need to log in to their account via the NCMP link (https://ncmp.hscic.gov.uk/) 
rather than the generic NHS England link in order to activate the NCMP credentials.  

If the name still does not appear, this person may already be assigned to a different local 
authority with this email address (as is often the case with Providers working across multiple 
LAs).  If this is the case, the user will need to create a second NHS England account with a 
different email address as it is not possible to use the same account (and therefore the same 
email address) with more than one local authority.  

Contact details management  

You can set preferences for whether NHS England share your contact details with Office for 
Health Improvement and Disparities (OHID) so they can provide you with important information 
about NCMP, child growth and childhood obesity. Please note that Super Users within your LA 
will be able to view your preferences.  This option will appear in a banner at the top of the 
screen when you log in. 

https://ncmp.hscic.gov.uk/
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User roles  

All users must be assigned user roles within the NCMP IT system based on the level of access to 
the LA’s school and pupil data they require for their role. For example, some users may need to 
monitor the data quality, but do not need to view information at the individual school or pupil level to 
do this; therefore, access can be given so that they can view summary data, but not individual level 
data within the system. Other users may have responsibility for collecting measurement data in 
particular schools within the LA, but do not need access to other schools that they are not 
responsible for; therefore, the system allows access to be given to a user for only the necessary 
schools.  

In total six user roles are available. Each role provides the user with access to specific areas of 
the NCMP IT system. Users can be assigned one or more of these roles. Depending on the 
permissions a user holds, different areas of the system will be accessible.  Inaccessible areas will 
have disabled (greyed out) links.  

Users must be assigned user roles by a Super User within the local authority. Once user roles have 
been assigned, further controls on access to different parts of the systems can be applied by 
applying access permissions. If you have been assigned the role of LA Super User, it is your task 
to ensure that school and pupil data is only available to individuals who need to access specific 
schools and pupil information as part of their role and where there is a clear business need and in 
line with the requirements of the Data Protection Act 2018.  

Granting access to users and assigning roles is a local authority responsibility.  Once the correct 
user roles have been assigned, access can be set to limit which schools users have access to, so 
that users only have access for the schools they are involved with, to support information 
governance compliance.  

The six user roles available are:  

Monitor 

Users assigned the monitor role will see the function tabs with the Pupil Data tab greyed out 
(disabled) and will not be able to upload pupil information to the database.  Monitors can view the 
list of your LA’s schools. However, they will not be able to add or delete schools, or edit eligible 
pupil numbers. They will also not have access to the Pupil Grid to view names, addresses and 
measurement data.  Monitors will have access to the data quality indicators on the Monitoring & 
Submissions tab, but will not be able to access detailed pupil information. 

Super Monitor 

Users assigned the super monitor role are able to view everything a Monitor can see, and will also 
have access to individual pupil records when viewing the data-quality indicators from the 
Monitoring & Submissions tab. 

Collectors  

Users assigned the collector role are able to access the schools they have been assigned to.  They 
will not be able to edit the schools list. Collectors will be able to access the Pupil Grid and edit pupil 
information or add measurements. Collectors do not have access to data-quality reports from the 
Monitoring & submissions tab. 

LA Setup 
Users assigned the LA setup role, are able to access the LA’s schools list only. They will be able to 
add and remove schools from the list as well as edit eligible pupil numbers.  Users with this role 
cannot enter pupil data or access individual pupil records. LA Setup users do not have access to 
data quality reports from the Monitoring & submissions tab. 
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NCMP Lead 

Users assigned the NCMP Lead role can finalise the data submission for the entire local authority 
area, including signing off data quality, extract all data for the local authority area, and give NHS 
England permission to purge all data. Only one user within a local authority area can hold the role 
of NCMP Lead, and would be expected to work within the local authority rather than the provider 
organisation, as responsibility for signing off the data submission lies with the Local authority. It is 
only possible to assign the role of NCMP Lead to a user who also holds the role of Super User and 
has all schools assigned.  

Super User 

Users assigned the Super User role are able to add new users, remove users and assign roles 
and schools to users (including to themselves). It is important that there is at least one super user 
for each LA.  If the Super User leaves their role, they must ensure that access to the role of 
super user is given to an appropriate colleague.  The new Super User will then have access to 
remove their predecessor’s NCMP account from the system. 

 

Summary of user roles 

 Access  
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NCMP Lead        • • 

Super User       • 
  

LA Set Up    • • 
    

Monitor  • 
 • 

     

Super Monitor  • • • 
     

Collector • 
  • 

 • 
   

 

Assigning roles to users 

 

1. Add a new user to your LA as described in the section, Add a user to your local on page 6. 
 

2. The new user’s name will appear in the list of your LA’s users with no roles assigned.  
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3. Tick the roles you want to assign to each user as described in the following section. 

Assigning schools to users 

 
 

To allocate schools to a user 

 
1. From the Welcome screen, click Manage Users.  

 

 
 

2. A list of assigned users in your LA is shown. Click the Assign Schools link for the user you 
want to allocate schools to. 
 

 

When you first log in as primary LA Super User, all schools will be allocated to 
you by default.  For any subsequent users, you will need to allocate them the 
schools they need to have access to as no schools will have yet been allocated 
to them. 
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A list of available schools for your LA is shown.  

3. Tick the schools you want the user to have access to, then click  

 

4. After a brief delay, a message will be displayed confirming the changes made. 
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Delegating user management 

Typically, one Super User within any LA will be 
responsible for the user management of the NCMP IT 
system including: 

 

• Adding new users to their LA  

• Assigning user roles  

• Assigning Schools  

However, there could be scenarios where these tasks are 
required to be delegated to someone else.   

 

For example, external providers are often contracted by 
the Local Authorities to collect child measurement data on 
their behalf.  

 

If required, the task of user management can, therefore, be delegated to another Super User within 
the provider of services, so that the provider can manage their own staff to access specific school 
and pupil data without further intervention by the LA Super User. 

Important considerations when delegating users: 

• Only schools allocated by the LA Super User to a Provider Super User can then be 
delegated on to other users by the Provider Super User. 

• It is highly recommended that no more than 2 levels of Super Users (e.g. LA & Provider) be 
created. More than 2 levels of Super Users increases the probability of administration errors.  
 

Create and manage provider groups 

The NCMP IT system allows Super users to create providers within the systems and then allocate 
schools to those providers. When a Super User is assigned to these providers they will 
automatically be assigned all of the provider’s allocated schools. Super users with all schools 
assigned to them can also view data quality and progress information by provider (see section 3).  

1. Sign in 

2. Select Manage Users 

3. Select Add Provider 

 

 

Data Quality indicators, such as blank child postcodes, participation rates, 
progress etc., only take into account the schools that have been allocated to you. 

 

Local Authority 

 

LA 

Provider A 

Provider B 
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4. Add provider name, allocate schools and Save.  

 

 

 

 

 

 

 

 

           

 5. To assign a user to a provider select “Assign Provider”. If the user holds the role of Super 
User then they will automatically be assigned all of the provider’s allocated schools. A user can 
only be allocated to one provider at any time.   
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6. Select the provider you want to assign the user to and select “Yes”. 

 

 

 

7. You can view the schools assigned to a provider and also edit these and the provider name. 

 

 

 

 

 

 



Setting Up User Accounts 

 
Copyright © 2024, NHS England. All rights reserved. 15 

8. To delete a provider you must first remove all users from the provider list. Select “Assign 
Provider” and assign the user to another provider or back to the local authority. 

 

 

  

9. Once a provider has no users assigned you can select “Remove” to delete the provider.  
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