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8.1 How to enter Sufficiency Information (except for Childminders)
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1. How to Log in

The Early Years Funding Team will set up registration for the Provider Portal and issue a
setting with a username. This will be sent by email.

Note: Always use the username sent to you and not an email address initially as this
could be different to the one registered in our records. You can create an account later.

The web address for the Synergy Portal is:

https://admissions.warwickshire.gov.uk/synergy/providers

The log in page will appear:

ﬁ_:_”Warwmkshire County Council Modules ~

Sign In

Sign in or create an account with us.

Enter your username/email

I
[
L e

Create Account

Enter the username and click on the ‘Next’ bar

V+arwicks hire County Council

Enter your password
L )
Change User Forgot Password Create Account

Select the Forgot Password option and a token will be sent to the contact email address
given.
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https://admissions.warwickshire.gov.uk/synergy/providers

\4+arwickshire County Council

Forgot Password

Request a token to reset your password, which we will email to you
to verify your identity.

Enter your username/email
[ o)

You must enter a username to request a token

[ Start Again H | have a token H Help ~ ] Request Token

\+amickshire County Gouncil

Enter Token

To reset your password, enter the token contained in the email that
we sent you.

Token

L ]
Start Again

Reset Password
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Create an Account:
This is used to update your details and your email address.

Select the Create Account box:

V'#anuickshire County Council

Sign In

Sign in or create an account with us

Enter your username/email

[

-

Create Account

Complete all of the details requested as below:

\1+ami:hsmre County Councd

Create Account

Personal Details
Tile *

orename -
Widdle Name
Sumame *
Contact Details
Email Address *

Confirm Email *

Mabile Number

Address

No ackiress to display.

Account Security
New Password *
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An email with a link will be sent to the email address entered to verify the
request.

Password Problems:

If you do not get a token by email, contact the eyfunding@warwickshire.gov.uk for a temporary
password. This will expire within three days so this will need changing as soon as possible.

e Click on the user identification on the bar, see example below and the following will
appear: AN

e Select Account Management

Security

e
| —_—

ast Updated: 02082023 { Change Passwond ’

e Select the ‘Change Password’ box

o Enter the temporary password sent by the Early Years Funding Team by email and
click on ‘Next’
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mailto:eyfunding@warwickshire.gov.uk

A Modules ¥

Account Security Authentication Questions

Change Password

New Password *

— v

Password meets requirements

Confirm Password *

l ....... \ v ]

Passwords match

Cancel Change Password

e Add a new password of choice. It is a good idea to keep a note of it in a safe place.

A Modules ¥

Account Security Authentication Questicns

Change Password

Your password has now been reset and you will be prompted for it when you next sign in

e Click Finish once the new password has been verified

Authentication Questions:

When the Funding tab is selected, you will be asked to enter an answer to a security question.
The early years funding department will email the initial responses to use. They are to be

entered as the Old Answer.

You will then be requested to change the answers to all of the security questions Select the

Authentication Questions tab:
They can also be changed by selecting Account Management as below

e Select Authentication Questions
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A  Maodules ~

Account Security Authentication Questions

Please change your authentication questions below

If an asterisk is displayed in front of an authentication question then the question has not yet been assigned a personal answer.
First pets name (Provider)
Mothers maiden name (Provider)
Town of birth (Provider)

Old Answer:

New Answer:

Confirm New Answen

@
]

e Select each question in turn:

First pets name (Provider)
Maothers maiden name (Provider)
Town of birth (Provider)

e Use the initial security answers sent by the Early Years Funding Team in the
confirmation email as the ‘Old Answer’

¢ When the answers have been changed the following will show:
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Account Security Authentication Questions

Please change your authentication questions below

If an asterisk is displayed in front of an authentication question then the question has not yet been assigned a personal answer.

First pets name (Provider)
Mothers maiden name [Provider)
Town of birth (Provider)

New answer successfully saved.

Old Answer:
MNew Answer:

Confirm New Answer:

e To return to the funding options select Modules :

e Then select Childcare/Service Provider:

A Modules ~

Synergy Home

¥ Childcare / Service Provider

D

e You will be returned to the Home tab.
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2. HOME TAB:

The Home tab will show the funding information for the current term, example:

@( rms Funding Sufficiency

Summer Term 2024
Funding Information for Estimate, Headcount, Sufficiency and Adjustment Returns

Term dates:
8th April 2024 - 19th July 2024

Summer Term funding is for 13 weeks
The termly dates and deadlines are found on the Termly Information Letter emailed on 5th March 2024 and on the Early Years website.

Child Eligibility Dates:
2 Year Olds: Children born between 1st April 2021 and 31st March 2022

3 & 4 year olds: Children born between 1st April 2019 and 31st March 2021
Eligibility Code Dates for the working parent entitlements - 2 year expanded and 3 & 4 year olds extended entitlements:
Code Start date: on or before 31st March 2024

Code End date: on or after 8th Apil 2024

Estimate Hours Submission Dates:

Childminders -18th March 2024 - 5th April 2024

PVl and School settings - 18th March 2024 - 11th April 2024
Headcount and Census Day - 16th May 2024

Headcount Submission dates:

18th March 2024- 24th May 2024

Sufficiency Tab - open 18th March 2024 - 24th May 2024

Adjustment Tab Submission Dates:
10th June - 5th July 2024

The following tabs used for funding will also be displayed:

IHome Forms Funding Sufficiency

¢ FORMS - the Forms tab is used to enter your Family Information Service (FIS) details
and the Early Years Census in the Spring term (see page 85).

e FUNDING —the Funding tab is used to enter the Estimate hours, Headcount claim
and Adjustments and funding Summary the funding that has been paid to the setting.

e SUFFICIENCY- This will not be visible to Childminders. This may used in the
Summer term to enter the setting’s place numbers and vacancies
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3. FUNDING TAB:

The Funding tab is selected to access the following tabs:
Estimates

Actuals — (Headcount claim)

Adjustments

Eligibility Checker

Summary — a view of the funding that has been paid for the term

When the Funding Tab is selected, you are required to enter an answer to a Security Question.
Please refer to Authentication Questions on page 7.

Home Forms Funding Sufficiency Staff
S —

Security question

For increased security, you are being prompted to enter the answer to one of the Authentication Questions
First pets name

1

The Funding tab will open with the following options:

rning

Summary Estimates Actuzls Adjustmentz Eligibility Checker

Termly Funding Claim:

The setting will be notified of the dates that the provider portal is ‘open’ to enter the
Headcount submissions in the Termly Information letter. The opening date will usually be
two weeks before the beginning of term.

This guidance is set out in the order that the funding process is usually followed. The
information given is for a 3 & 4 year funding claim. A similar process is followed for the 2
year old and 9 months — 2 years funding entitlements, any differences are covered from
page 48.

3.1Eligibility Checker tab

Used to Validate Eligibility codes and check validity dates

When the parent completes the Working Parent Entitlements information on the Parental
Declaration Form, the eligibility code MUST be checked and validated using the Eligibility
Checker.

The Eligibility Checker tab is always available and can be used when the forthcoming term is
not open and when the current term has closed.
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How to check Eligibility Codes using the Eligibility Checker:

= The Eligibility Checker tab is used to check that the Eligibility code given by the
parent is valid and within the eligible dates for funding for the term

= The codes should be checked before the term starts to make sure that the code is
eligible for funding for that term and before an offer of a funded place is made for the
Extended hours

= Consent must be obtained to check the code using the Eligibility Checker, this should
be obtained from the Eligibility code section of the Parental Declaration Form

= The 11 digit code issued to the parent by HMRC will start with either 50 or 11 for a
temporary code. A code for a looked after child with working foster carers will start
with 40

e Select Eligibility Checker:

FIGLEN Sufficiency

Summary Estimates Actuals Adjustmdnts Eligibility Checker

e The following page will be displayed:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Eligibility Checker

Use this area to check if a child is eligible for
extended hours, Please click the button below and provide the details as required.

Drata Protection Notice - a record of the check is maintained for monitaring purposes, The information supplied is NOT stored by the system.

o Click on the Eligibility Check box. The following page will be displayed:

Eligibility Check

Please enter a valid Eligibility Code and Child Date of Birth, together with Parent/Carer Details.
Partner Details are opticnal but if entered then all fields, except Forename, must be filled in.

Eligikility Code® n 1

Child Date of Birth*

Parent/Carer Forename

Parent/Carer Sumame

Parent/Carer NI Number*

Partner Farename

Partner Sumame

|
|
|
|
Consent must be given for this Od Eligibility Check
|
|
|

Partner NI Number

*denotes mandatory fields
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e Enter the mandatory details marked with * only and click Submit. Do not enter the
parent’s Forename and Surname details.

o Ifthere is a Found result, a green tick bar will be displayed this will show that there is
a match for the code details with HMRC.

e A green tick does NOT guarantee that the code is eligible for funding in the selected
term.

e The code dates MUST be checked to make sure they meet the date criteria for
that term as detailed in the Termly Information sent for the term.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Q//) The details provided have been found:

Code Start Date: 20-Feb-2024
Code End Date: 16-Jun-2024
Grace Period End Date: 31-Dec-2024

Eligibility Checker

Use this area to check if a child is eligible for
extended hours. Please click the button below and provide the details as required.

Data Protection Notice - a record of the check is maintained for monitoring purposes, The information supplied is NOT stored by the system.
e Ifthere is a Not Found result, the following message will be displayed:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

| @ The details provided for Eligibility Code 50104395168 are not eligible for working family hours. |

Eligibility Checker

Use this area to check if a child is eligible for
extended hours, Please click the button below and provide the details as required.

Data Protection Motice - a record of the check is maintained for monitoring purpeses. The information supplied is NOT stored by the system.

Eligibility Check

This indicates that the details entered do not match with the application made with HMRC or
the code has expired. You will need to obtain further information from the parent to confirm:

= The child’s date of birth
= Parent’s NI number
= The Eligibility code number

e |If there are still problems, the parent will need to contact HMRC on the Customer
Interaction Centre number: 0300 123 4097.
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Validity Dates and the Grace Period

¢ Please make a note of the Eligibility Code Start Date and Eligibility Code End
Date to keep track of when the code is valid from and when it expires.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Q ? The details provided have been found:

Eligibility Checker

Use this area to check if a child is eligible for
extended hours, Please click the button below and provide the details as required.

Data Protection Notice - a record of the check is maintained for monitoring purposes, The information supplied is NOT stored by the system.

e DO NOT rely on the Green tick. The Eligibility code dates will determine if the code is

eligible for funding for the term

e Settings are advised to remind parents when the validity end date expires and
prompt them to re-confirm their code at least every 3 months.

e Settings need to know the Grace period end date, which is when the funding will
cease if the parent is no longer eligible, or the code has not re-confirmed at the
validity end date.

Eligibility Code eligibility dates

Refer to the Termly Information for details of the eligibility code dates that can be accepted
for the term.

To be an eligible code for the term, the setting must make sure that a code has a start date
before the end of the previous term and an end date after the start of the new term i.e.

e To be valid for the Autumn term a start date on or before 31%' August and an end date
on or after the start of the term date after 1st September

e To be valid for the Spring term, a start date on or before 31 December and an end
date on or after the start of the term date after 1% January

e To be valid for the Summer term, a start date on or before 315 March and an end date
on or after on or after the start of the term date 1st April

If a code has a start date dated on or after:
e 1% September it will not be eligible for funding until the Spring Term, starting in
January.
e 1% January it will not be eligible for funding until the Summer Term, starting in April.
e 15 April it will not be eligible for funding until the Autumn Term, starting in September.
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Warwickshire County Council does not have any discretionary funding and any
request to fund a code dated outside of the DfE’s criteria will be turned down, in all
circumstances.

Exceptions to the standard criteria:

If a parent applied before the cut of date and the code’s issue was delayed by HMRC, we
can accept a temporary code starting with 11 dated up until 14™ of September/April/January
or a code starting with 50 with an issue after the deadline but with a start date by 14" of
September/April/January.

Grace Period:
e Ifacodeisinits Grace period, a child can continue receiving the working parent
entitlement funding until the end of the Grace period with the setting that has made
the Headcount claim.

e If the Grace period falls in the following term, the child can only continue to receive
funding if it is with the same setting as the previous term.

¢ Funding can continue with a code in the grace period if the child is moving between
different Headcount age groups e.g. from 2 year funding to 3 & 4 year funding with
the same setting

¢ A child cannot start a new setting or a new claim for the working parent
entitlement funding with an expired code. The Grace period is only counted for
codes that are already funded.

3.2Estimates Tab

1) Enter your Estimate hours:

The Estimated hours are used to calculate the Interim payment. To work out the
Estimate hours to enter:

e Add up each child’s weekly hours for each entitlement.

= 2 year olds — to include Disadvantaged (2Help) and the working parent entitlement
(expanded hours)

= 3 &4 year olds - to include universal hours and the working parent entitlement
(extended hours)

= 9 months — 2 years — working parent entitlement hours (expanded hours)

How to calculate the weekly hours:
Examples:

If a setting is expecting to have 10 children attending for 15 hours per week, the calculation
will be:
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10 children x 15 hours = 150 hours to enter as the weekly hours

If a setting is expecting to have 10 children attending for 30 hours per week (15 universal
and 15 extended), the calculation will be:

10 children x 30 hours = 300 hours to enter as the weekly hours
Or

If a setting is expecting to have 10 children attending of which there are 5 attending 15
hours, 3 at 10 hours and 2 at 6 hours per week. To calculate the number of hours to enter:

5x15=75
3x10=30
2x6=12

Total weekly hours to enter: 75 + 30 + 12 =117

*Maintained Nursery Class or School

Note: For schools with a Governor run (s27) setting with children that are not within the
class numbers (PAN), the numbers for each setting ie the nursery class and the s27
setting, need to be calculated and added separately. Select the correct setting from the
‘Select Organisation’ drop down box, the Governor run (s27) setting will show as ‘SFGR’

Enter the total weekly hours in the correct funding type for 9 months — 2 years, 2 year olds
and 3 & 4 year olds

How to enter Estimate Hours:
e Select Funding>Select Year and Term
e Select the correct term

e Select the correct funding type, the hours need to be entered separately for each age
range entitlement:

o 9 months — 2 years old
o 2 Year Olds

o 3 &4 YearOlds,
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Select the Estimates tab

Summa e Actusls Adjustments Eigibility Checker

Hom:

Summary Head Count Records for 2024/2025 - Autumn Term

202472025
Autumn Term Funding Type
2023/2024 2 Year Olds

2022/2023

202172022

202072021 9 Months - 2 Years Old
2019/2020

2018/2019

2017/2018

201672017

2015/2016

201472015 (2)

201472015 (1)

2014

MM

3 &4 Year Olds 3

Select the Funding Type:

runins [

Summary Estimates Actuals Adjustments Eligibility Checker

Estimates Head Count Records for 202472025 - Autumn Term

20242025 Office use only
<A Autumn Term - Ready To
Funding Type Process Processed

Submizzion Period:
31-Jul-2024 to 06-Sep-2024
# 2 VYear Olds

202372024
202172022 et
202072021

2019/2020

2018/2019

2017/2018

2016/2017

201572016

201472015 (2)

201472015 (1) .

e The following page will be displayed:

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

@ate: 2024/2025 Autumn Term - 3 & 4 Year OI@

Number of Weeks for this Termmooﬁ |
Estimate Number of Funded Hours Par Week for this Terr“ID.Od I
Please enter both numbers, click ‘Calculate’, then "Send Claim’

e The number of weeks for the term is pre-populated do not change it.

o Enter the total number of weekly hours that the setting is expecting to claim for in the in
the box circled:
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runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Estimate: 2024/2025 Autumn Term - 3 & 4 Year Olds 3 CHANGE

Number of Weeks for this Term | 14.00 —
Estimate Number of Funded Hours Per Week for this Terrﬂ 30 l
Please enter both numbers, click 'Calculate’, then 'Send Clal

Calculate § Send Claim

Note:

2 Year Old Disadvantaged hours and 2 year old Working Parent entitlement hours will
need to be added together.

3 & 4 year olds Universal hours and Extended hours will need to be added together.

The hours entered in the example below are for 30 weekly hours.
e Click on calculate:

The system will calculate the termly hours for the term this is for information only, DO NOT
change the number of Estimate hours to this value.

e Click on Send Claim:

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Estimate: 2024/2025 Autumn Term - 3 & 4 Year Olds 3 cHANGE

Number of Weeks for this Term | 14.00 ‘
Estimate Number of Funded Hours Per Week for this Term |30 ‘ [here are 420.00 Hours in this Ter
Please enter both numbers, click 'Calculate’, then 'Send Claim’

Calculate Send Claim '

When the claim has been successfully sent, the green tick bar will appear showing
Submission Successful:
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N .- [

Summary Estimates Actuals Adjustments Eligibility Checker

‘/Q? Submission Successful \

Submi 5 025 Autumn Term - 3 & 4 Year Olds 3 cHANGE

MNumber of Weeks for this Term|14.00 |
Estimate Number of Fundad Hours Per Week for this Term | 30 There are 420.00 Hours in this Term
Please enter both numbers, click "Calculate’, then 'Send Claim’

Calculate Send Claim

e This confirms that your estimate hours are being sent to the Funding Office’s database.
You may wish to take a screen shot as proof of submission in case of
discrepancies.

¢ When the funding office have accepted your Estimate hours, the Summary tab will be
updated to show the Estimate hours your interim payment will be based on and the
amount that you will be paid.

e Check that the details are correct. They can be changed up until the estimate
submission deadline date:

gtes Actuals Adjustments Eligibility Checker

Summary: 2024/2025 Autumn Term - 3 & 4 Year Olds 3 CHANGE
Rate x Hours may not equal Totals as rounding is applied per child.
The totals shown are the sum of the funding amounts per child.

Estimates Actuals

Term Length (Weeks) 14.00 Term Length (Weeks) Term Time 14.00

p Provider Rate appligg £5.25 p Provider Rate applied to child funding £5.25

Funding
ded Hours for Term 0.00
\"g Amount @ Provider Rate £0.00

ate Funding
Hours Per Week 30,00
Term Funding Amount £2205.00 Fun
Interim % T0.00%
Interim Amount Payable £1543.50

Extended Funding

Total Inte unt Paid to Date

(before Ad]) Funded Hours for Term 0.00
NN Funding Amount @ Provider Rate £0.00
Interim Amount Payable Balance
Extended Funding Amount £0.00
Totals
Funded Hours for Term 0.00
Funding Amount @ Provider Rate £0.00
Child Weightings £0.00
Frocessed Mo Term Funding Amount £0.00
Processad Date Interirn Amaunt Paid (before Adj) £0.00
Term Funding Amount Balance £0.00
Adjustments Paid with Final Payment £0.00
Actual Amount Paid (Inc. Adj) £0.00
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3.3Actuals tab — Headcount claim

Note: All Headcounts are based around the template for the 3 & 4 year funding
claim, therefore the 3 & 4 year Headcount is being used to demonstrate all
elements of the funding entitlements and will be referred to in the guidance for
2 Year Olds and 9 months- 2 years.

1. How to enter the termly Headcount:

The Headcount represents the actual children in attendance and the hours they attend the
setting during the Headcount week. The Headcount week dates are shown in the Termly
Information. A Parental Declaration Form (PDF) must be fully completed for all children
entered in the Headcount claim.

e Select Funding > Actuals tab.

o Changes can only be made to the details if a term is available, it will show a green arrow
as below:

runcin [

Summary Estimates Actuals Adjustments Eligibility Checker

Select Year and Term

2023/2024

o If the term is ‘closed’, the user will only have access to view their funding details and will
not be able to make changes to the funding record. A closed term will have a no entry
sign shown as below:

2023/2024

|“"||*| er Term

Submission Period:

18-Mar-2024 1o 24-May-2024
@ Spring Term
Submizzion Period:
11-Dec-2023 to 30-Jan-2024
& Autumn Term

Submission Period:

14-Auwg-2023 to 16-0ct-2023

e Select the correct term and funding type from:
o 9 months — 2 years
o 2 Year Olds

o 3 &4 YearOlds
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runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2024/2025 - Autumn Term

2024/20;

<A Autumn Term

Submission Period:
o 1-Jul-2024 10 11-Op¥

2023/2024
202272023
202112022
2020/2021
2019/2020

2 Year Olds

2018/2019
2017/2018

2016/2017

2015/2016

2014/2015 (2)

2014/2015 (1) -

Funding Type

# 3 &4Year Olds 3

# 9 Months - 2 Years Old

Office use only

Ready To

Process Processed

e If it is the first time of entering a claim or children have not been carried forward from the
previous term, the page will appear as shown in the example below:

N ..~ |

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHancs

Add Child
Add Child

¢ If the children have been carried forward from the previous term, a list of eligible children
will be displayed with the funded hours that were claimed in the previous term, example:

oS |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Autumn Term - 3 8. 4 Year Olds 3 cranc:

& In 30H grace p:

Add Child

Status

X X X X X X X X

Add Child

=ricd

Universal Hours
(inc Adj)

Child
20244
208.88
20844
20842
210,00
20044
20244

20888

Total Funding
E’:f::jef Hours  ywmountforTerm  Child Weightings Eligibility Status

(inc Adj)

ST —
20058 £2006.49 P =
20044 200858 e =
20044 200858

000 £132000 DFEYPD
2004 £200858
20044 235828 DF
21000
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Note: Do not click on Save until every tab has been completed as required

e Select:

Add Child

The following page will appear. There are 5 tabs, complete each tab in turn, do not select Save

3.4 How to Add a New Child

until all tabs have been completed, where necessary:

N ..~ |

Summary Estimates Actuals Adjustments Eligibility Chacker

Child Dietail: || Parent / Carer Detsils | Funding Detsils || Documents | Motes

Child Details
Forename™
Middle Name
Surname*

DoB*

Procf of DOB
Gender*

Preferred Surname
Ethnicity*

0
O Male D Female

Information Mot Yet Obtaine v

Search for an Address
Primary
Postcode™

Address
Address Line 1*
Address Line 2
Address Line 3
Locality

Search

SEN COP Stage <Unknown= hd

Towm

County

Postcode®

*denctes mandatory fields

Save Cancel

1. Child Details tab

o Complete all mandatory fields marked with *, using the information from the Parental
Declaration Form (PDF).

e The child’s name MUST be acurate and their legal hame entered as shown on their
Birth Certificate. We are required to hold up to date and accurate information for
children as we also share the database with other Local Authority services.

e Select the child’s ethnicity from the drop down box. DO NOT leave as Information Not
Yet Obtained
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rencin [

Summary Estimates Actuals Adjustments Sligibility Checker

Child Details | Parent/ Carer Details

Preferred Surname
Ethnicity™

O Male [ Female

: Information Mot Yet Obigs
Black Cag

Black European

Black North American
Bosnian - Herzegovinian

Chinese

Chinese / Any Other Ethnic Group

Circus

Croatian

Egyptian

Fairground

Filipino

Greek

Greek / Greek Cypriot
Greek Cypriot

Gypsy

Gypsy / Roma
Gypsy/Roma - Roma
Heng Kong Chinese
Indian

*denotes m;

Information Not Yet Obtained -

Funding Detaiz || Documents || Notes
Child Details Search for an Address
Forenamer prinary —
Miaoe Name postcode: —
DoB*
Address

Address Line 1%
Address Line 2

o Select the correct SEN COP Stage by clicking on the drop down box, see below:

SEN options to select from are:

= No special Educational need

=  Education Health and Care Plan

=  SEN Support

Warwickshire
County Council
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Summary Estimates Actuals Adjustments Eligibility Chacker

Child Details

SEN COP Stage

Information Not Yet Obiaine
<Unknown>

_No Special Educational need
<Unkngwn>
Education, Health and Care Plan

Parent/ Carer Details | Funding Details | Documents | MNates
Child Details Search for an Address
Forename® pinay —
Middle Name Postcode™ |
Surname* W
Doe*
Proof of DOB a Address

Address Line 1%

Address Line 2

AddressLine 3
Locality

Town

County
Postcode™

» W Moved Out OFf Area
denctes m
Other La Ehcp
Referral Received
SEM Discontinued
SEM Support
Statemented
Under EHC Assessment

OFFICIAL

24



2. Parent/Carer details tab:

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Detail

Funding Cetails

Documents Motes

Entering Parent/Carer details enables us to check whether the child is eligible for Early Years Pupil Premium (EYPP) funding, and whether the child is eligible for

extended hours.

Please ensure you input details for all records that have given their permission to do so, as this ensures you receive the additional funding. Please also ensure
that the correct consent boxes are selected as per the usage of the details,

Parent / Carer Details
Forename

Surname

DOB

Email

Contact Number

O nier [0 mass Number

Tick to give consent to Eligibility

Checking for

RE Cancel

O evep
[ working Family Eligibility

“denotes mandatory fields

Partner Details
Forename
Surname

DOB

Email

Contact Number

O nior O Mass Number

Tick to give consent to Eligibility

Checking for

O evee
O

Working Family Eligibility

e The Parent/Carer details will need completing when you are adding an Eligibility code
for Working Family Eligibility or claiming EYPP.

e A signed consent on the Parental Declaration Form (PDF) from the parent/carer
MUST be obtained before entering details here, as their details will be checked
against the Government’s Eligibility Checking Service (ECS) for eligibility for these

entitlements.

e Claim for the working parent entitlements:

If a parent is claiming for the working parent entitlements, the information in Section 2 of
the PDF showing the working parent entitlements will need to be add into the
Parent/Carer Details tab see below:

[[] Working Parent 15 hours Expanded Entitlement from the term after 9 months — 2 years*
[ Working Parent 15 hours Expanded Entitlement from the term after 2 years*
| Working Parent 15 hours Extended Entitlement for 3 & 4 years olds*

provider is unable to claim fundin

*For the Working Parent entitlements from the term after the child turns the relevant age, with a valid eligibility code issued
by HMRC the term before they are due to access a funded place. The eligibility code is to be reconfirmed every 3 months.
If you do not have a valid code for the term, parents will be liable to pay for any additional hours accessed where the

g using the eligibility code. Please complete the information below:

Surname:

#*Parent / Carer Forename and

*Parent / Carer National
Insurance Mumber:

*Eligibility Code
(11 digit number
starting with 50)

*Date Eligibility
Code Checked by
Provider{dd/mm/yy)

The Working Family Eligibility box must be ticked:

Warwickshire
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Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Parent / Carer Details | Fundilkg Details Documents MNetes

Entering P2 nables us to check whether the child is eligible for Early Years Pupil Premium (EYPP) funding, and whether the child is eligible for

extended hours,

Please ensure you input details for all records that have given their permission to do so, as this ensures you receive the additional funding, Please also ensure
that the correct consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details

Contact Number

O nior

Contact Number

O nior

Tick to give consent to Eligibility Tick to give consent to Eligibility
Checking for Working Family Eligibility Checking for

[ nass Number O nAsS Number

[ evee
[m] Waorking Family Eligibility

“denotes mandatory fields

e Claims for EYPP - Early Years Pupil Premium:

EYPP will be add to a child’s claim if the parent meets the eligibility criteria, shown in the EYPP
section of the Parental Declaration Form (PDF). This will be checked using the Government’s
ECS check after the Headcount has been sent to the Early Years Funding Team.

Early Years Pupil Premium (EYPP)

The Early Years Pupil Premium (EYPP) gives providers additional funding to support some pupils. Children with EYPP will have a
higher priority when applying for a school place where a school is oversubscribed.

For more details visit: www.warwickshire.gov.uk/childcarecosts

Q1: Family Income and Benefits

Is your gross household income below £16,190 and you are in receipt of benefits (not Working Tax credit) or Is your Net income
below £7,400 and you receive Universal Credits?

ves [ | no [

A claim for EYPP will not affect your claim for benefit or credits

If you have ticked YES, please complete the following section:

*Parent / Carer Surn,

r National
Insurance No or

me:
Date of Birth:

\
\

e Complete the parent details in the Parent/Carer box

/

e Tick the EYPP eligibilty check consent box .

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Documents || Notes

Child Details_|| Parent / Carer Details |_Funding Cetails

Entering Parent/Carer details enables us to check whether the child is eligible for Early Years Pupil Premium (EVPP) funding, and whether the child is eligible for
extended hours.

Please ensure you input details for all records that have given their permission to do so, as this ensures you receive the additional funding. Please also ensure
that the correct consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details

Contact Number I:I Contact Number :
O nior - OJ NASS Number I O wier O NASS Number ]

Tick to give consent to Eligibility
Checking for

ir*g Family Eligibility

Tick to give consent to Eligibility
Checking for

[ evep
[ warking Family Eligibility

“denotes mandatory fields

Save Cancel
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Checks made for EYPP - Eligibility Checking Service (ECS)

= When the Headcount claim is submitted, the parent/carer details are processed
through the Government’s Eligibility Checking Service (ECS) to establish if they meet
the criteria. If the parent is eligible, the EYPP weighting will be added to the child’s
record and show in the Weightings column.

» For those children where EYPP has not been allocated, it will mean that eligibility
using the ECS was ‘Not Found’ or ‘No Trace-Not Found-Check Data’.

= |f you were expecting EYPP to be added and it is not showing in the Weightings
column, check with the parent that the details you have been given are correct. If the
parent believes that they meet the eligibility criteria, additional supporting information
to confirm this will need to be sent to the Early Years Funding Team. See EYPP
eligibility criteria on the Parental Declaration Form (PDF). The additional
information should be sent using the Documents facility on the provider portal (see
page 29).

EYPP for Adopted children and Special Guardianship/ Child Arrangement Orders

= For children who have been Adopted, left care through Special Guardianship or Child
Arrangement Orders, their eligibility will not be recognised by the ECS check, unless
the parent meets the economic eligibility criteria.

» The Early Years Funding Team will need to see evidence of their Adoption Birth
Certificate, Special Guardianship or Child Arrangement Orders. This should be sent
to us, during the Headcount period, using the Documents tab see page 28.

=  When the Early Years Funding Team is satisfied with this supporting information,
they will add the child’s EYPP eligibility to their record.

= EYPP will automatically be added for Warwickshire’s Looked After Children (LAC).
For LAC from other authorities, please send supporting information using the
Documents tab see page 33.
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3. Funding Details tab:

Example of 3 & 4 year old claim:

Child Details || Parent/ Carer Detaj Funding Details cuments_| Notes

Funding Details Attendance Days

Start Date® : Attends Monday O ves O Na
Attends Wednesday O ves O N

Default Term Dates - - v e
Attends Thursday ) ves O No
i *

Present during Census Attends Saturday O ves O Mo

Attends Two Days or More [m] Attends sunday O ves O No

Nominated for DAF* O ves O No

Funded Hours per Week Non-Funded Hours per Week

Extended Funded Hours per Week 4} if this child attends another setting as wel yours, be sure to enter the

d's parent/carer

Extended Hours* : hours as per what has been agreed with the

B Maxil Values Allowed:
Check Eligibility Code i e
Number of Weeks: 13.00

Funded Weekly Hours: 15.00

Funded Termly Hours: 195.00
Total Funded Hours per Week Funded Yearly Hours: 570.00

Totl Funes: —
Extended Weekly Hours: 15.00

Extended Termly Hours: 195.00
Extended Yearly Hours: 570.00

Eligibile for Extended Hours

_ *denotes mandatory fields
Save Cancel

e Complete all mandatory fields maked with *

e Click on Default Term Dates, the term dates will automatically pre-populate:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details || Parent / Carer Details | Funding Details Documents Notes

Funding Details

Start Date* 08-Apr-2024
End Date* 19-Jul-2024

Default Term Dates

e Add the number of Weeks attended. These are the standard funded weeks, regardless
of how many weeks there are in the ‘school term’. The standard term dates should only
be changed for providers who are open for less than 38 weeks, e.g. Independent
schools. The standard number of weeks in each term are:

=  Autumn term - 14 weeks
= Spring term — 11 weeks

=  Summer term — 13 weeks
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Funding Details
Start Date* |
End Date* |

Default Term Dates '

—~— —

Weeks Attended in Term*

The number of weeks for the term are also shown in the red box as below:

umber of Weeks: 13.00

Funded Weekly Hours: 15.00
Funded Termly Hours: 195.00
Funded Yearly Hours: 570.00

xtended Weekly Hours: 15.00
Btended Termly Hours: 195.08

The Present during Census box will automatically be ticked for new children added

but MUST be ticked for all children attending during Headcount week in the Spring
term for Census purposes.

Child Cetails Parent / Carer Details | Funding Details

Documents Maotes

Funding Details
Start Date®
End Date*

|08-Apr-2024 |
[19-Jul-2024 |

Default Term Dates

Fresent during Census
ds Two Days or Mare
Mominated for DAF

4. Disability Access Fund

Nominated for DAF (Disability Access Fund) option. Only select the DAF button if the
parent has completed the DAF (Disability Access Fund) section of the PDF and can
give a copy of the DLA (Disability Living Allowance) award letter to the setting.
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Additional Entitlements:
Disability Access Fund (DAF)

For children in receipt of child Disability Living Allowance (DLA) and receiving the funded Early Education entitlement.
DAF is paid to the child's nursery as a fixed annual rate, as notified by the Local Authority, each calendar year.

Please tick if your child is receiving DLA ~ YES | | NO

If you have ticked Yes, you must provide a copy of the DLA Award letter to your early years provider.

If your child is splitting their funded Early Education entitlement across two or mare providers, please nominate the setting
where the local authority should pay DAF

*Name of Provider

e This letter will need to be sent to us using the Documents tab see page 33. The
payment will not be confirmed unless this letter is seen by the Early Years Funding
Team.

Child Details Parent / Carer Details Funding Details Documents MNotes

Funding Details

Start Date® | 08-Apr-2024 |
End Date* 19-Jul-2024
Default Term Dates

Weeks Attended in Term* | 13 |

Present during Census

L FerorDETE 0T MIOIE
Nominated for DAF*

DAF (Disability Access Fund):

A child can receive DAF if they are in receipt of Disability Living Allowance (DLA) and wish to
take up an early education place.

The parent/carer will need to complete the Disability Access Fund (DAF) section of the
Parental Declaration Form (PDF) by ticking the Yes box and nominate the childcare provider
who is to receive the one-off yearly payment if they attend more than one setting.

Children do not have to take up the full 570 hours of early education to receive full DAF
payment.

e Enter Funded and Non Funded hours

Taking the details from Part 3 of the Parental Declaration Form (PDF), enter the number of
hours your setting is claiming. A number MUST be entered even if it is a zero 0 value.

Example of a 3 & 4 year claim:
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Funded Hours per Week L ——
Hours* ( )
v

Extended Funded Hours per Week e

Extended Hours*
Eligibility Code

Check Eligibility Code
Eligibile for Extended Hours

Total Funded Hours per Week
Total Funded: m

~——  —

Non-Funded Hours per Week

Nen

if this child attends another setting as well as yours, be sure to enter the
hours as per what has been agreed with the child's parent/carer

Maximum Values Allowed:
Mumber of Weeks: 13.00

Funded Weekly Hours: 15.00
Funded Termly Hours: 195.00
Funded Yearly Hours: 570.00

Extended Weekly Hours: 15.00
Extended Termly Hours: 195.00
Extended Yearly Hours: 570.00

-Funded Hours*

e e

Split Funding (the child is attending more than one setting) - claiming the correct hours
for 3 & 4 Year old Universal and Extended hours:

e If achild’s funding is to be split between more than one setting, the parent must
complete details on the Parental Declaration for the funding claim they are making

with you in Part 2.

|
<¢versal 15 hours Funded Entitlement for 3 & 4 year

For all three- and four-year-olds from the term after their third birthday. NO ELIGIBILITY CODE is required.

[1Working Parent 15 hours Expanded Entitlement from the term after 9 months — 2 years*

L] worki 5%
<{L! working Parent 15 hours Extended Entitlement for 3 & 4 years olds*

*For the Working Par

evant age, with a valid eligibility code issued
by HMRC the term before they are due to access a funded place. The eligibility code is to be reconfirmed every 3 months.
If you do not have a valid code for the term, parents will be liable to pay for any additional hours accessed where the

provider is unable to claim funding using the eligibility code. Please complete the information below:

#*parent / Carer Forename and “Parent / Carer National
Surname: Insurance Number:

*Eligibility Code
(11 digit number
starting with 50)

*Date Eligibility
Code Checked by
Provider(dd/mm/yy)

e They MUST also complete details of the other setting in Part 3 of the Parental

Declaration Form and nominate how the funded hours are to be split.

e The split of hours must be show which provider is to claim the Universal hours and

which provider is to claim the Extended 30 hours, or a mix of both.
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Part 3 — Claim Details
AUTUMN TERM - 12 W’eek;lﬂ'nd@g (maximum 210 /420 hours for 30 hours) A B C

Fundgd Hours Total number Mumber of Provider
Enfitlement Type of hours per weeks funding use only:
wizek daimed per Hours
{maximum year: Term added to
Funded hours used per day equivalent of time only: 38 Provider
15 haurs over wiseks Partal
38 weeks Stretched: up (4 xBf38
between all to 52 weeks =C}
providers for
each
entitlernent)
Man Tue Wed Thurs Fri
A bHelp or 3 & 4 year olg
Universal (15 hours
unded)

orking Parent
ntitlements (15 hours
xpanded/Extended)
B Help or 3 &4 vear old
Universal (15 hours
Funded)
orking Parent
ntitlements (15 hours
}E{panded,’&tended]
c / ¥elp or 3& 4 year old
Finded)

iversal (15 hours

*Working Parent

Ent\tlements (15 hour:

Expdnded,/Extended)
T\nﬁDai Iy Funded if:urs \ /

Additignal paid fagfours

e Settings cannot claim more than the maximum entitlement limit for each funding
entitlement option. If this happens a duplicate claim will be highlighted at the funding
office, the claim will not be accepted until it has been agreed between all settings on
how the funding is to be split.

e Stretch:

If the Stretch model is being offered, the number of hours per week must be entered on the
portal as the equivalent of 38 weeks.

e.g. if the offer is 10 funded hours over 51 weeks the calculation would be:

10 hours x 51 weeks = 510 hours per year, divide by 38 weeks = 13.42 hours - the equivalent
of 38 weeks. (See the calculation in the Funding section, in Part 2, of the Parental Declaration
Form (PDF)).

Please refer to the Stretch Guidance for further details, a copy can be found in the
Guidance of Early Education Funding Entitlements 2024 page 38.

Eligibility Check for Working Parent Entitlements:

The Eligibility code details should have been checked using the Eligibility Checker tab to
establish its eligibility for funding (see section 3.1 page 10) before the funded place is
offered. The Funding Details tab is not linked to the Eligibility Checker tab, another
check must be made.
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o If the Working Family Eligibility box has been ticked in the parent.Carer Details tab, the
Eligibility code number will need to be entered as shown below and then click on the

Check Eligibility Code

This will perform a sparate ECS check on the Eligibility code within the Funding Details tab:

Funded Hours per Week

Hours* | ‘

Extended Funded Hours per Week
Extended Hours* [ |

Eligibility Code 5647775650 ~

Eligibile for Extended Hours

Total Funded Hours per Week
Total Funded:

‘ Check Eligibility Code b

button below the code number.

MNon-Funded Hours per Week
Non-Funded Hours*

. if this child attends another setting as well a3 yours, be sure to enter the
hours as per what has been agreed with the child's parent/carer

Maximum Values Allowed:
MNumber of Weeks: 13.00

Funded Weekly Hours: 15.00
Funded Termly Hours: 195.00
Funded Yearly Hours: 570.00

Extended Weekly Hours: 15.00
Extended Termly Hours: 195.00
Extended Yearly Hours: 570.00

*denotes mandatory fields

Save Cancel

¢ If the code is eligible for funding for the term, the following will be displayed:

Q? The Eligibility Code has been found and eligibility for extended hours has been obtained.

e Ifthe code is not eligible for funding because it has not got the correct validity dates for the
term or the details entered for the code do not match with HMRC'’s, the following will be

dislayed:

@I Eligibility for extended hours was not obtained. You will only be able to claim for universal hours.

o If this appears, check the code in the separate Eligibility Checker to check the validity
dates of the code. Also check that the details entered for the child in the Child Details tab
and Parent/Carer Details tab are correct, it is often the child’s date of birth that is wrong.

5. Documents tab

Child Details Parent / Carer Details Funding Detad fres

Supporting Documents
Please upload any documents which support this term,

what the file contains.
permitted

Please enter a Description to ¢
Allowed file types are: All file ty,
Files may not be larger than

Description™ File Name

Mo Documents Uploaded

Upload a
file

*denctes mandatory fields
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e Use the Documents tab facility when you need to provide supporting information for:

= DAF - when the ‘Yes’ for DAF has been ticked, the supporting Disability Living
Allowance (DLA) award letter will need to be sent using the ‘Documents’ tab

= EYPP is being claimed for an Adopted child or a child with Special Guardianship
SGO or Child Arrangement CAO. Copies of the Adoption Birth Certificate or
relevant Court Orders will need to be sent to support the application using the
‘Documents’ tab.

= 2 Year olds eligibility confirmation for funding, issued by an outside LA

e The facility is only available during the Headcount and the Adjustment period when the
portal is open for submissions.

e The document will need to be added into a secure file on the setting’s device to attach
the file into Documents.

Note: Any other documents or information must not be attached unless specifically
requested. Only send the stated documents as supporting information for the purpose of
verifying the child’s funding claim for DAF, EYPP or 2 Year funding.

e Click on Upload a file and select the correct document from the setting’s files.

Funding [E{liilel oS &

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Documents Notes

Supparting Documents
ease upload any documents which support this term

anter a Description to clarify what the file contains.
e types are: All file types permitted
ay not be larger than 999 MB.

Upload a
for - file
Description* File Name

Mo Decuments Uploaded

“denotes mandatory fields
Save Cancel

o Type a description of the document attached:

Child Details | Parent/ Carer Details | Funding Detailz Documents Motes

Supporting Documents

Please upload any documents

which support this term.

DLA award letter Copy of tmp16CE.xdsx
Delete

Alowed ypes permitted
Files may er than 999 MB.
Upload a
Description™ File Name file
*denote: mandstory fields
Save Cancel
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e Click on ‘Save’
¢ If adocument is to be deleted, click on and it will be removed.

e Add a note to the Notes tab to highlight that a document has been added.

6. Notes tab

IMPORTANT NOTE: Only use the Notes tab to advise us if a document has been sent using
the Documents tab to support DAF, EYPP, 2 year funding, when advised to by the Funding
Office or to notify us of any children who should be attending the setting for funded hours; but
are not attending due to unauthorised absence or left unexpectedly.

Other information regarding your headcount claim must be sent by email to
eyfunding@warwickshire.gov.uk as we do not read the messages sent using the Notes tab
until after the Headcount submission deadline date and therefore we would not pick up
messages relating to your headcount claim during the submission period.

Child Details || Parent / Carer Details || Funding Details Jc.:_'ne'

Add a new note Motes History

DLA award letter added added to Documents
EYPP Supporting Information added to Documents

Child left setting without no:'cel

e denotes mandatory fields

Type any relevant information in line with above into the Add a new note box as above.
7. Select Save

sve_|
e When all of the required tabs have been completed, click on . The status of the
child entered will show on the ‘Actuals’ list as as ‘New, Unsubmitted Child’:
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TN .- |

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanas

Total Funding

- Universal Hours Extended Hours 5 e 5
Status Child Amount for Term Child Weightings  Efigibility Status
(inc Adj) (inc Adj) (inc AdD
A p— Moons, Molly . 06-Feb-2023 - O7-Mov-2023
© ") Mew Unsubmitted Child (06-52p-2018] 21000 210,00 £2104.20 e e e

Continue adding new children as required.
e Select Send Claim

= When all children have been added click on Send Claim the green tick line will appear.

T .-

Summary Estimates Actuals Adjus

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

_ Total Funding
- Universal Hours Extended Hours a S .
Status Child {inc Adj) {inc Adj) Amaount for Term Child Weightings  Eligibility Status

(inc Adj)

= r—— o Moons, Molly 06-Feb-2023 - O7-Nov-2023
[ ) New Awaiting LA Downlozd (06-Sep-201d) 210.00 210.00 £2104.20 Grace Period: 31-Dac-2023
Add Child | Send Claim

» The children’s status is then displayed as’ New, Awaiting LA Download’

= When the LA have accepted the claim, the listed children will show with a cross
next to their name:

N -~ |

Summnzry Estimates Actuals Adjustments Eligibility Chacker
Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHans:

Child Universal Hours  Extended Hours 102 Funding

Status {inc Adj) {inc Adj) g:::::jt}fol Term Child Weightings  Eligibility 5tatus
TS olly 06-Fab-2023 - 07-Nov-2023
( [D6-S20-20)3) Sl St ERILLN Grace Teriod: 31-Dec-2023
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= Changes can still be made or new children added after the initial submission up
until the notified submission deadline date. If any changes are made, ALWAYS
remember to click on ‘Send Claim’.

= |f the claim is not submitted it will not be received by the LA and funding will not be
paid. A red exclaimation mark will be displayed on the first page and next to the

child’s name in the Actuals list. ® to show that the child’s claim has not been
submitted.

O & 324VearOlds3

3.5How to Update and Edit the Actuals list

1. Select Actuals

e |If the eligible funded children from the previous term have been carried forward to the
current term, a list of these children will appear in the ‘Actuals’ list.

e Children’s details are carried forward from the previous term for the Spring and Summer
term Headcounts and for some settings, from Summer to Autumn term (except for
Childminders).

e If there are children carried forward, they will be listed when the Actuals tab is selected for
the term:

ocpeey |

Summary Estimates Actuals Adjustments Higibility Checker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

Total Funding

Status Child Universal Hours  Bxtended Hours  oonssor Term Child Weightings  Eligibility Status

(inc Adj) (inc Adj) {inc Adi)
Moons, Mally . . it o 06-Feb-2023 - 07-Nov-2023
(06-52p-2018) 2 21000 H Grace Period: 31-Dec-2023

e There will be a cross next to the child’s name, this is how the details look before any
changes are made and after changes have been accepted i.e. the ‘status quo’.

o Always check the list of children to make sure that they are all included and that their
hours are correct:

* You MUST check each child’s details every term to make sure that they are still
correct and up to date. We are required to hold up to date and accurate
information for children as we share the database with other Local Authority
services. Any changes for example, change of address or incorrect spelling of a
child’s name, must be updated as part of the Headcount process or notified to us
by email as soon as possible.
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»= Funded hours for the working parent entitlements- hours are not brought forward
if the eligibility code has expired and is in a grace period which will also expire at

the end of the previous term.

= Carried forward information is based on the Headcount. If there have been any
adjustments made after Headcount, the hours will not be shown in the carried

forward child’s details.

e Double click on the child’s name:

Unive

Child (inc &

Moons, Molly

(D6-52p-2018)

e The details carried forward from the previous term will be shown starting with the

Summary tab:

ocfe |

Summary Estimates Actuals Adjustments Higibility Checksr

Name: Molly Moons DOB: 06-Sep-2018
Child Details | _Parent / Carer Detsils || Funding Denails || Documens || Notss

Term Start Date
Term End Date

No of weeks attended
Nominated for DAF

Universal Funding

Funded
Funded Hou or Tem

30H Eligibility Start Date
30H Eligibility End Date
30H Grace Period End Date
30H Eligibility last checked

Funding Amount @ Provider Rate
Child Weightings

» Provider Total Rate B0 Universal Funding Amount

Extended Funding
Funded Hours Per Week
Funded Hours for Tes

Funding Amount @ Provider Rate
Child Weightings

Extended Funding Amount

Totals

Funded Hours Per Week
Funded Hou or Tem

Total Funding (excl. Adj)

Total amoun tments

Tetal amount from Pending Adjustments

Total Funding For Term (inc Adj)

e Check the details on each tab in turn:
= Child Details
= Parent/Carer Detail
* Funding Details
=  Documents
= Notes

e Make changes as required.
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210.00

£1052.10
£0.00

£1052.10

210.00

£1052.10
£0.00

£1052.10

30.00
420.00
£2104.20

£2104.20

38



Once all tabs have been checked and the edits made,

Select Save.

e Continue by checking all children’s details.

3.6 How to Delete a Child

e If a child left in the previous term after the Headcount submission, their details will be
carried forward to the following term. This child MUST be deleted from your new
Headcount claim. Do not change the hours to zero.

e Select ‘Actuals’, the list of children currently funded at the setting will appear. If a child
is to be deleted, click on the cross next to the child’s name as shown below:

N .- |

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

. Total Funding
s Child g:m‘j_‘ Hours mﬂi‘? Hours  Amount for Term  Child Weightings  Eligibility Status
(inc Adj)
Moons, Mally e e TS 06-Feb-2023 - 07-Nov-2023
{D6-52p-2013) 210,00 2o £2104.20 Grace Feriod: 31-Dec-2023

e The following will be displayed:

e To continue with deleting the child, click on ‘Yes’ as above.
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e The list of children will then appear, ‘ Awaiting LA Deletion’ will appear next to the
child.:

N ..~ [

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHans:

_ Total Funding
e Child g“m"'_:;‘jg‘ AT m‘;jef Hours  ount for Term  Child Weightings  Eligibility Status
{inc Adj)
ans. Molly o TR = T TR
0 ") Awaiting L& Deletion r\gg"h:)h;g"i‘ 0.00 0.00 £000 06-Feb-2023 - O7-Nov-2023

Grace Period: 31-Dac-2023

e ‘When the Early Years Funding Team has accepted the request, the child will
disappear from the list of children:

N -« |

Sumnmary Estimatez Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanG:

3.7 Send Claim:

It is very important that this is not forgotten!

¢ When your Headcount has been completed with the required changes made to the
existing children and any new children have been added, click on ‘Send Claim’.

N - |

Summary Estimates Actuals Adjustments Eligibilizy Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHans:

_ Total Funding
. Universal Hours Extended Hours . P .
Status child Amount for Term  Child Weightings  Eligibilty Status
Ginc Adj) finc Ad) R
) New Unsubmitted Child eeroris] 21000 21000 210420 oy 2023
(D6-5ep-2018)

Addchild
e When the claim is successfully sent, the green tick line will be shown.

e The status will change to New, Awaiting LA Download if new children have been
added:
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T -~ |

Summary Estimates Actuals Adjustments Eligibility Chacker

7 submission sm

e
Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanG:

Staty

. Total Funding
Universal Hours  Extended Hours o0 o orTerm Child Weightings  Eligibility Status

(inc Adj) (inc Adj) {inc Adj)

foms|Molly 210.00 210.00 £3104.20 L el 21 oy o0y

o ) Mew, Awaiting LA Download

Add Child

Or

o ‘Awaiting LA Download’ if the details of an existing child have been edited:

Suaturs

Asatorey LA Downlond

Add Child

Note: If a child has not been added or the Headcount edited, the Send Claim button will not
be live. To make it live, click on a child’s name to Edit and Save.

omefOSM9________________________________________|

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHance

Total Funding

Status Child Cunespe Extended Hours a0t for Term Child Weightings  Eligibility Status
{inc Adj} finc Adj} .
(inc Adj)
Moons, Molly 106-Feip-2023 - 07-Mow-2023
21000 21000 1210420 Grace Period: 31-Dec-2023

bt {D6-52p-2013)

3.8Unsubmitted Claims

o Ifthe Send Claim box is not clicked before the submission deadline date, the claim
will not be imported to the LA database and processed by the Early Years Funding

Team.

e A warning will be displayed to notify of an outstanding unsubmitted claim:
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A .- |

Summary Estimates Actuals Adjustments Eligibility Checker

Summary Head Count Records for 2023/2024 - Autumn Term

20232024

Autumn Term Funding Type
2022/2023 - —
202172022

(1] 3 £ 4 Year Olds 3

202072021

2010/2020

2018/2019

201772018

e This is also shown on the first page when ‘Actuals’ is selected:

A .- [

Summary Estimates Actuals Adjustments Eligibility Chacker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

Universal Hours Extended Hours LatslEending

Status Child z 2 Amount for Term Child Weightings Eligibility Status
(inc Adj) {inc Adj) {inc Adj)
© ) New Unzubmited Child i 2000 000 £1052.10

e They will also show in Notifications on the HOME page

Notifications

These records have been edited but not yet claimed.

e When the Adjustment tab opens later in the term, the child will need to be deleted
from the Actual list and added as a new entry to the Adjustment tab using Add Child

e See Unsubmitted claims in the Adjustments Tab Section 6.7 page 84

3.9Check Claim

NOTE: Itis very important that any changes are highlighted to the Early Years
Funding Team in the current term as we will not be able to make an
Adjustment once the term has ended.

e Check the Actuals list to make sure that all the children being claimed funding for
appear on the list, the additions and changes to the children’s details have been
recorded correctly and the hours that the setting are expecting to be paid for are
correct.
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e Login to the Provider Portal
e Select Funding Tab

e Select Actuals

e Select the required term

o Ifthe termis ‘open’ for submissions it will show as:

= unaino [

Sumrary Estimates Actuals Adjustments Eligibility Chacker

Select Year and Term

202242023

e Changes can still be made, making sure that the Send Claim is ‘clicked’ once any
changes have been made.

e |[fthe term is ‘closed’ for submissions it will show as:

2022/2023

@ Auturnn Term

e |If the term is closed, changes cannot be made on the Actual tab. All details for that
term will be ‘frozen’.

o If the Headcount submission deadline date has passed, changes can be made when
the Adjustment tab is open, usually 3 weeks after the Headcount submission deadline
date refer to Section 6 page 57.

e Check the list of funded children to make sure that it is complete and the hours that
are being claimed for are correct.
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A i |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

Status Child

Total Funding

Universal H Extended Hi . S I,
ﬁ:c Adi) ours {inc Adj) ours gnmcu:;t}for Term Child Weightings Eligibility Status

e 06-Feb-2023 - 07-Mov-2023
I U0 ) Grace Period: 31-Dec-2023

X

Tolly
106-52p-2012)

e Check the Child Weightings column to see if any weightings have been applied:

T .- [

Summary Estimates Actuals Adjustments Eligibility Checker
Child Weightings igibili

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanc:

- Total Funding
. Universal Hours Extended Hours
Status (Child = = Amount for Te ligibility Status
(inc Adj) ({inc Adj) {inc Adj)
Child
Weightings

e If the setting applied for EYPP (Early Years Pupil Premium) this should show in the
Child Weightings column as EYPP. If EYPP has not been added as expected, please
contact the Early Years Funding Team on eyfunding@warwickshire.gov.uk

Child Weightings

EYPP

o If a DF (Deprivation Factor) weighting has been added, this means that the child’'s
postcode falls within the 30% most deprived areas as identified by the IDACI scale.
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Child Weightings

DF

3.10 Summary Tab - child details

From the list of children, double click on an individual child’s name, their Summary tab will

appear.

This shows a breakdown of the hours and funding the setting will receive for that child:

Summary |_Child Details_|[_Parent / Carer Details

Funding Details_|| Documents

Nates

Term Start Date

Term End Date

No of weeks attended
Nominated for DAF

30H Eligibility Start Date
30H Eligibility End Date
30H Grace Period End Date
30H Eligibility last checked

p Provider Total Rate

03-May-2021
21-Jul-2021
11.00

No

26-Jan-2021
22-May-2021
31-Aug-2021
01-Apr-2021 12:22:29

£4.15

Fyfied Hours Per Week
unded Hours for Term

Funding Amount @ Provider Rate
» Child Weightings

Universal Funding Amount

Totals

Funded Hours Per Week

Funded Hours for Term

Total Funding (excl. Adj)

Total amount from Adjustments

Total amount from Pending Adjustments

Total Funding For Term (inc Adj)

£684.75
£174.90

£859.65

15.00
165.00
£859.65
£0.00
£0.00

£859.65

“denotes mandatory fields

Close

e Child Weightings: If a child is eligible for EYPP and/or DF funding the details will show

as below:
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summary ||_Child Details | Parent/ Carer Details | Funding Details | Documents | Notes |

Term Start Date

Term End Date

No of weeks attended
Nominated for DAF

30H Eligibility Start Date
30H Eligibility End Date
30H Grace Period End Date
30H Eligibility last checked

p Provider Total Rate

03-May-2021
21-Jul-2021

11.00

No

26-Jan-2021
22-May-2021
31-Aug-2021

01-Apr-2021 12:22:29

£4.15

Universal Funding
Funded Hours Per Week
Funded Hours for Term

15.00
165.00

ing Amount @ Provider Rate
p Child Weightings

Universal Funding Amount

NM\
£174.90

£859.65

/

Funded Hours Per Week

Funded Hours for Term

Total Funding (excl. Adj)

Total amount from Adjustments

Total amount from Pending Adjustments

Tetal Funding Fer Term (inc Adj)

15.00
165.00
£859.65
£0.00
£0.00

£850.65

Close

*denotes mandatory fields

o Ifthere is a claim for the Disability Access Fund (DAF) for a child, the DAF premium

will show as an Adjustment:

Summary Child Datails

Farant/ Carer Datails

Funding Detzils

Documants || Motes

Term Start Date

Term End Date

Mo of weeks attended
MNominated for DAF

» Provider Total Rate

17-Apr-2023
25-Jul-2023
13.00

Yes

£4.54

Uniwversal Funding
Funded Hours Per Wesk
Funded Hours for Term

Funding Amount @ Provider Rate

Child Weightings

Uniwversal Funding Amount

Totals
Funde: T rer Week

ed Hours for Term

otal Funding {excl. Adj)
{al amount from Adjustments
ot from Pending Adjusiments

1500
18500

£885.30
£0.00

£885.30

195.00

£885.30

£823.00
00,

Total Funding For Term (inc Adj)

£1713.30

#*denotes mandatory

fiz

ds

e The amount will show in Pending Adjustments if we have not seen the required DLA
award letter via Documents and have not accepted the adjustment.

e The paperclip symbol will show in the child’s line to indicate that the document was

attached
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3.11 Eligibility Codes in their Grace period:

¢ If the Eligibility code entered for a child has not been re-confirmed by its validity end
date, the following warning will be displayed when the Actuals Tab is selected:

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Summer Term - 3 & 4 Year Olds 3 cHANGE

¢ A warning triangle will also be displayed next to the Child’'s name

o Double click on the child’s name and the Summary page will show the details of the
code:

Summary | Child Details Parent / Carer Details Funding Details Documents Motes

I Child is in grace period

Term Start Date 08-Apr-2024
Term End Date 19-Jul-2024
No of weeks attended 13.00
Nominated for DAF )

Eligibility Start Date
Eligibility End Date
Grace Period End Date
Eligibility last checked

15-Apr-2023
12-Feb-2024
31-Aug-2024

2-Mowv-2023 15:15:07

p Provider Total Rate £5.25

e The warning triangle is to alert the setting to codes with expired validity end dates and
show when the grace period is due to end.

e This should be used as a prompt to remind the parent to re-confirm their Eligibility code
to ensure that it remains valid and will be eligible for funding at the start of the following
term.

Note:The funding office audit Eligibility hour codes 3 times each term, in the first week, around
half term and towards the end. The codes that have been re-confirmed will update in your
records if the Provider Portal is open i.e during the Headcount and Adjustment periods. At
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other times the information is ‘frozen’ and checks will need to be made on the Eligibility
Checker tab.

4. 2 YEAR FUNDING CLAIMS:

Note: 2 year funding claims are made using the same process as 3 & 4 year funding
claims. The differences are detailed below.

Following the changes in the 2 year old entitlements from April 2024 there are now 2
funding entitlement types for 2 year Olds in the Access Synergy FIS Provider Portal,
Disadvantaged Funding and Working Parent Funding

Make sure that you claim funding under the correct entitlement. DO NOT use the
Disadvantaged entitlement to claim if the eligibility code for the Working Parent
Funding is not being accepted.

2 year old Disadvantaged Funding entitlement, 2Help:

Families who are on certain benefits and credits as detailed in page 2 of the website:
www.warwickshire.gov.uk/childcarecosts. This website is where parents need to
apply for 2Help funding via the Parent Portal.

If the application is successful, the parent/carer will be sent (usually by email) a
Confirmation of Eligibility letter to confirm that their child is eligible for 2Help funding.

The setting must see a copy of this letter before offering a place, the letter has
details of the EY Voucher code and the date that funding can start from.

A claim MUST NOT be entered if you have not seen confirmation of eligibility for the
Disadvantaged (2 Help) funding.

The parent must complete the 2Help entitlement boxes in section 2 of the Parental
Declaration Form before a funding claim is made see below:

Part 2 - Accessing the Entitlements - please tick the relevant box

" | 2Help enti I)
entitlement
\ p

For parents who meet the criteria for the 2Help entitlement funding who have confirmed eligibility via the Warwickshire
County Council website and provided a funding confirmation letter with the EY Voucher Code issued. If you do not have
evidence that your child is eligible, you will be liable to pay for any additional hours accessed where the provider is unable to
claim funding for your child. Please complete the information below:

C

*EY Voucher Code; L5 : *For provider
/ Copy of confirmation letter/email taken

Yes | No

If the confirmation letter/femail 1s from a Local Authority outside of Warwickshire, the setting
will need to follow the process for Out of County Children in Section 4.2 on page 53. As the
code from their local authority will not be compatible in our system.
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Working Parent Funding - 2 year old Entitlement for Working Parents:

o A family will need to meet certain eligibility criteria as detailed in page 3 of the
website: www.warwickshire.gov.uk/childcarecosts and have been issued an 11 digit
Eligibility code starting with 50, or 11 for temporary codes, by HMRC.

e Follow section 3.1 from page 12 for the process on how to check the Eligibility
code.

e The code must be checked on the Eligibility Checker first to confirm that it is eligible
for funding for the term, in line with the dates detailed in the Termly Information,
before a place is offered. The parent must complete the Working Parent Expanded
15 hours entitlement for 2 year olds section in part 2 of the Parental Declaration
Form see below:

[ ] Working Parent 15 i m the term after 9 months — 2 years*
<[ TWorking Parent 15 hours Expanded Entitlement from the term after 2 years™
[] Working Parent 15 hours Extended Entitlement for 3 & 4 years olds*
*For the Working Parent entitlements from the term after the child turns the relevant age, with a valid eligibility code issued

by HMRC the term before they are due to access a funded place. The eligibility code is to be reconfirmed every 3 months.
If you do not have a valid code for the term, parents will be liable to pay for any additional hours accessed where the

provider is unable te-eletrrfomTdimg using the eligibility code. Please complete the nformatien-below:
|=peTERT / Carer Forename and *Parent [ Carer National *Eligibility Code *Date Eligibility
Surname: Insurance Number: (11 digit number Code Checked by
starting with 50) Provrder{dd,."mm,."m
\ /
\ /

¢ Claims for both the Disadvantaged (2 Help) and Working Parent Funding
entitlements are made using the 2 Year olds Funding Type and by selecting the
correct entitlement in the child’s Funding Detail tab as detailed in sections 4.1 and
4.3 below.

4.1 How to Enter a 2Help Funding Claim

o As for the 3 & 4 year process, select Funding>Select the correct Year, Term and funding
type:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2023/2024 - Summer Term

Office use only
:“: i?;?:z:;:m Funding Type ?:g;;l’o Processed
20-Feb-2024 to 24-May-2024
# 2 Year Olds
Year Olds 3
e Select the Actuals tab, the following page will appear:
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There are 2 options - Add Child OR Enter EY Voucher — DO NOT ADD A CLAIM TO

BOTH.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Summer Term - 2 Year Olds cHaNGE

‘ Add Child 4‘ Enter EY Voucher | Send Claim

Add Child

o Enter EY Voucher box- select this if you are claiming the Disadvantaged (2 Help)
funding for a child with confirmation from Warwickshire. Enter the EY Voucher code
shown on the Confirmation letter or added to the ‘EY Voucher Code’ box in part 2 of the

Parental Declaration Form (PDF) see below.

Part 2 - Accessing the Entitlements — please tick the correct box

<'D 2He|aunded Entitlement

For parents who meet the criteria for the ZHelp entitlement funding who have confirmed eligibility via the Warwickshire
County Council website and provided a funding confirmation letter with the EY Voucher Code issued. If you do not have
evidence that your child is eligible, you will be liable to pay for any additional hours accessed where the provider is unable
to claim funding for your child. Please complete the information below:

*EY Voucher Code: #Start Date: *For provider
Loouof aticn letf
a vesL] wol
——

NOTE: If the confirmation is from another local authority, you will not be able to enter a EY
Voucher code. Select Add Child, you will then need to follow the process for adding an out of

county child, refer to Section 4.2 page 53.

e Complete all the mandatory fields marked with * and Submit.

Voucher Code™ |

Child Date of Birth* |

Child Surname® |

*denctes mandatary fields

Submit Cancel

Please enter a valid Voucher Code, together with the Child's Date of Birth and Surname.

e If the details match with our records, the child’s record will automatically open at

the summary tab:

Warwickshire

County Council
OFFICIAL

50



Name: James Beach DOB: 21-Apr-2021

Summary || Child Details | Parent / Carer Details || Funding Details | Documents

Notes

Term Start Date
Term End Date
No of weeks attended

» Provider Total Rate

04-5ep-2023
22-Dec-2023
0.00

£7.81

Universal Funding
Funded Hours Per Week
Funded Hours for Term

Funding Amount @ Provider Rate
Child Weightings

Universal Funding Amount

Totals

Funded Hours Per Week

Funded Hours for Term

Total Funding (exel. Adj)

Total amount from Adjustments

Total amount from Pending Adjustments

Total Funding For Term (inc Adj)

0.00
0.00

£0.00
£0.00

£0.00

0.00
0.00
£0.00
£0.00
£0.00

£0.00

Save Cancel

Select the Child Details Tab — the child’s details will already be pre-populated:

*denotes mandatory fields

Summary || Child Detals |_Parent/ Carer Details_||_Funding Details | Documents | Motes |

Child Details
Forename*
Middle Name
Surname®

DOB*

proof of DOB
Gender®

Preferred Surname
Ethnicity*

SEN COP Stage

‘James

\

‘Beach
[21-apr-2021

O

Male (J Female

‘ Information Not Yet Obtainec V‘

‘ <Unknown> V‘

Update Address

Address

Address Line 1* ‘ Unit 1

Address Line 2 ‘Sa tisford Office Park

Address Line 3

‘ Ansell way
Locality ‘
Town ‘
County ‘
Postcode* CV34 4UL

Save Cancel

Check that the details are correct and match with the details completed on the Parental

Declaration Form

“denates mandatary fields

Update the Ethnicity and SEN COP Stage boxes to show the correct information:

Summary_ | Child Details ” Parent / Carer Details || Funding Details | Documents | Motes |

Child Details
Forename*
Middle Name
Surname®

DOB*

Proof of DOB
Gender*

Preferred Surname
Ethnicity*

SEN COP Stage

[sames

‘Beach

[21-apr-2021

O

Male (J Female
L
‘While - British N
‘_No Special Educational need\l

Update Address

Address

Address Line 1* |.Jnil 1

Address Line 2

|Sa tisford Office Park

Address Line 3

|Arse| Way
Locality |
Town [
County [
Postcode* CV34 4UL

Save Cancel
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Parent/Carer Details tab - If the parent has added details for EYPP on the Parental
Declaration Form, the Parent Carer tab will need completing refer to Claims for EYPP -
Early Years Pupil Premium on page 26:
e Select the Funding Details Tab
e Complete as detailed in Funding Details tab as shown on page 28
Funding Type: Select the Disadvantaged Funding button
Child Details Parent / Carer Details | Funding Details ‘ Documents Motes
Funding Details
Start Date* |08-Apr—2024 |
End Date* 19-Jul-2024
e
Weeks Attended in Term* 12
Present during Census
Attends Two Days or More [
Nominated for DAF* ® ve: O No
Enter the hours to be claimed under Funded Hours per Week, as completed in the Parental
Declaration Form:
Child Details Parent / Carer Details ‘ Funding Details Documents Notes
Funding Details Attendance Days
Start Date® [08-Apr-2024 | Attends Monday ® vas O Mo
End Date* 19-Jul-2024 Attends Tuesday ® ves O No
Attends Wednesday @ ves r:'- No
Attends Thursday @ ves O No
Weeks Attended in Term* 2] Attends Friday ® ves O No
Present during Census Attends Saturday O ves O Neo
Attends Two Days of More Attends sunday O ves O Ne
Nominated for DAF* ® ves O No
Funding Type* @® Disadvantaged Funding
O Working Family Funding
Funded Hours per Week Nen-Funded Hours per Week
) if this child attends another setting as well as yours, be sure to enter the
hours as per what has been agreed with the child's parent/carer
Maximum Values Allowed:
Mumber of Weeks: 13.00
Funded Weekly Hours: 15.00
Funded Termly Hours: 195.00
Funded Yearly Hours: 570.00
“denotes mandatory fields
If you have selected the ‘Yes’ for DAF button, select the Documents Tab and add a copy of
the DLA Award letter, see details of how to do this in Section 3.4.5 page 33
Save
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e The child will appear on the list of funded children as ‘Unsubmitted Claim’:

rurcins [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Autumn Term - 2 Year Olds CHANGE

Add Child Enter EY Voucher | Send Claim

Funded Hours JoEl iy
Status Child (inc Adj Amount for Term Child Weightings
fnchdi] (inc Adj)
)
ﬁ E . 5 > Beach, James £
Unsubmitted Claim (21-Apr-2021) 210.00 £1640.10

Add Child Enter EY Vouche: | Send Claim '

e When all children have been entered click on Send Claim.

4.2 How to enter a claim for an Out of County Child for 2 Year Funding for the
Disadvantaged Entitlement ( 2Help):

If a child has applied for 2 year funding from a local authority outside of Warwickshire;
because they live out of county or they have just moved house, the confirmation of proof of
eligibility issued by their own or previous local authority can be accepted, however, you will
not be able to add a EY voucher code issued by another local authority.

e Select the Add Child box.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Summer Term - 2 Year Olds CHANGE

Send Claim
Enter EY Voucher Send Claim

Add Child

e The child’s details will not be pre-opopulated, the details are will need to be entered
manually in the Child Details tab:
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nt J Carer Details_|| Funding Details || Documents || Motes

Child Details Search for an Address

Forename* Primary | |
Middle Name Postcode*

Surname* | |

DoB* | |

Proof of DOB O Address

Gender* [ male [J Female Address Line 1*

Preferred Surname Address Line 2

Address Line 3

<l <

Ethnicity* | Information Not Yet Obtainec

SEM COP Stage <Unknown=> | Locality

Town

County

Postcode*

“denotes mandatory fields
Save Cancel

e The process will then continue in the same way for a child with an EY Voucher code
above

e A copy of the confirmation letter from the originating authority MUST also be sent to
the Early Years Funding Team using the Documents tab:

o Select Documents tab — attach the eligibility confirmation letter from the issuing local
authority, see page 33 on how to upload a file to the Documents tab.

4.3 How to enter a claim for 2 Year Funding for the Working Parent Entitlement

e 2 year olds eligible for the working parent entitlement will have been issued with an
Eligibility code by HMRC starting with 50 or 11 for temporary codes.

e The parents will need to add the code details in Part 2 of the Parental Declaration Form:

[] Weorking Parent 15 hours Expanded Entitlement from the term after 9 months — 2 years*
L] Working Parent 15 hours Expanded Entitlement from the term after 2 years*
.—E"‘W’EFEirTg Parent 15 hours Extended Entitlement for 3 & 4 years olds*
*For the Working Parent en Orns the relevant age, with a valid eligibility code issued
by HMRC the term before they are due to access a funded place. The eligibility code is to be reconfirmed every 2 months.
If you do not have a valid code for the term, parents will be liable to pay for any additional hours accessed where the
provider is unable to claim funding using the eligibility code. Please complete the information below:

ements Trom

*Parent / Carer Forename and *Parent / Carer Mational #*Eligibility Code *Date Eligibility
Surname: Insurance Mumber: (11 digit number Code Checked by

ETATTINE Wit So7 I-'rO\nuertd-_};..... L)

B —
\ >
e The Eligibility code must be checked using the Eligibility Checker to check that the
dates are eligible for funding for the term.

e Follow the process in section 3.1 from page 12.
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e Enter the child on your Headcount by slecting the correct term and funding type

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2023/2024 - Summer Term

Office use only

Ready To
Process

«d Summer Term

Funding Type Processed

Submission Period:
0-Feb-2024 to 24-May-2024

2 Year Olds

# 3 8:4VYear Olds3

e Select the Add Child option:

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Summer Term - 2 Year Olds cHaNGE

Enter EY Voucher | Send Claim
Enter EY Voucher | Send Claim

e Complete as detailed in Funding Details tab on page 28

e Funding Type: Select the Working Family Funding button:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details_|[_Parent / Carer Detaiff | Funding Details || Yocuments | Notes

Funding Details Attendance Days
Start Date™ 08-Apr-2024 Attends Monday ) Mo
End Date* 19-Jul-2024 Attends Tuesday ) Mo
Attends Wednesday ) Mo
Default Term Dates - -
Attends Thursday O ves O No
Weeks Attended in Term Attends Friday ves O No
Present during Census Attends Saturday O ves O No
Attends Two Days or Mare Attends sunday L ves U No
Nominated for DAF* Yes @ No

Non-Funded Hours per Week

O Disadvaniaged Funding

unding Type* C
® warking Family Funding

Expanded Funded Hours per Week o

Expanded Hours* : hours as per what has been agreed with the child’s parent/carer

Check Eligibility Code

if this child attends another setting as well as yours, be sure to enter the

Maximum Values Allowed:
Number of Weeks: 13.00

Eligibile for Expanded Hours
Expanded Weekly Hours: 15.00

Expanded Termly Hours: 195.00
Expanded Yearly Hours: 570.00

*denotes mandatary ficlds
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e Enter the funded hours in the Expanded Hours box under the Expanded Funded
Hours per Week section and complete the Non Funded Hours box (0 hours must
be entered) if required.

e Add the Eligibility Code in the Eligibility Code box and click the Check Eligibility
Code blue box:

Funding UilelE ey

Summary Estimates Actuals Adjustments Eligibility Checker

| @7 The Eligibility Code has been found and eligibility for working family hours has been obtained. |

Child Details Parent / Carer Details Funding Details ‘ Documents Notes

Funding Details Attendance Days
Start Date® Attends Monday ® ves O No
End Date* Attends Tuesday ® ves O No
Default Term Dates Attends Wednesday @ ves O o
Attends Thursday ® ve: O No
Weeks Attended in Term* Attends Fridzy @ ves O No
Present during Census Attends Saturday O ves O No
Attends Two Days or Mare Attends Sunday O ves O Mo

Nominated for DAF* O Yes ® No

Funding Type® O Dpisadvantaged Funding Non-Funded Hours per Week
® workng amiy unng en Funded Hours O

Expanded Funded Hours per Week
Expanded Hours*

Eligibility Cade 50104385168

Check Eligibility Code

40 if this child attends another setting as well as yours, be sure to enter the
hours as per what has been agreed with the child's parent/carer

Maximum Values Allowed:

Number of Weeks: 13.00
Eligibile for Expanded Hours
Expanded Weekly Hours: 15.00
Expanded Termly Hours: 195.00
Expanded Yearly Hours: 570.00

B *denotes mandatory fields
Save Cancel

o If the code is eligible for funding for the term the green bar will be displayed:

Funcing

Summary Estimates Actuals Adjustments Eligibility Checker

Q‘? The Eligibility Code has been found and eligibility for working family hours has been obtained.

¢ If the details have been added incorrectly or the code is not eligible for the term, the
red bar will be displayed with a reason why the code has not been found:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

@ Eligibility for working family hours was not obtained. You will only be able to claim for funded hours.

o When all tabs have been completed, click Save

Save

e Continue as detailed from page 28
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4.4 How to enter a claim for 9 months - 2 Years Working Parent Entitlement

The process to add a child is the same as for adding a child for the 3 & 4 and 2 year old
funding for working parents.

¢ 9 months -2 years olds eligible for the working parent entitlement will have been issued
with an Eligibility code by HMRC starting with 50 or 11 for temporary codes.

o The parents will need to add the code details in Part 2 of the Parental Declaration Form:

< orking Parent 15 hours Expanded Entitlement from the term after 9 months — 2 years*>
Working Paren -] after 2 years"

[] Working Parent 15 hours Extended Entitlement for 3 & 4 years olds*

*For the Working Parent entitlements from the term after the child turns the relevant age, with a valid eligibility code issued
by HMRC the term before they are 