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Warwickshire County Council 

Early Education Entitlement Funding - Guidance for completing the 
Parent - Guardian Declaration Form for 9+ months, 2, 3 & 4 Year 

Old Early Years Entitlements 
 
 
 
 
 
 
 
 
 
 

 
The Parent - Guardian Declaration Form is to be used for all funding entitlements and 
MUST be fully completed for the correct funding entitlement the parent is claiming for. 
 

• Parents MUST complete a Parent - Guardian Declaration Form (PDF) for a provider 
to claim funding for the term as this gives the parent’s consent for the provider to 
make the funding claim for their child. Only children with a completed and signed 
PDF can be funded. Without a completed PDF, WCC reserves the right to reclaim 
funding paid. 

 

• The provider MUST issue each parent with the Parent - Guardian Declaration Form 

for the correct academic year for them to complete with The Parent/Carer copy of 

the terms.  

 

• All boxes marked with an Asterix * are mandatory and must be fully completed. 

 

• The Parent - Guardian Declaration Form (PDF) can be downloaded, printed and 

handed to the parent to complete in paper form. 

Or 

• Sent to the parent electronically (by email) for the parent to download, complete 

electronically or in paper form and return to the provider prior to the Headcount 

date each term. 

 

• Parent - Guardian Declaration Forms returned electronically can either be printed by 

the provider or filed in a secure electronic file. 

 

• Parent - Guardian Declaration Forms must be updated on a termly basis, therefore 

the form will need to be handed or sent electronically (by email) to the parents each 

term to update and sign for the relevant term. 

An updated Parent - Guardian Declaration Form has been produced following the 
expansion of the new funding entitlements from September 2024. 
 
The Form combines all funding entitlements for 9+ months, 2, 3 & 4 year olds on one 
form. 
 
The form must be completed for ALL children claiming funding in the academic year 
2024/2025, starting in September. 
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How to complete the form electronically: 

• Download the Parent - Guardian Declaration Form file. 

• The boxes are formatted to allow the requested information to be typed directly 

onto the form. 

• Parents and providers can type their full name as a signature. 

• Save the completed form in a file and email to their early years provider. 

• If the parent has typed their signature, the provider must retain a copy of the email 

the form is attached to as evidence of receipt. 

 

Note: Completed Parent - Guardian Declaration Forms must NOT be emailed to the Early 

Years Funding Office. 

 

How to Complete the Parent -Guardian Declaration Form (PDF): 

The updated Parent - Guardian Declaration Form has 4 Parts. All parts must be fully 

completed. 

 

Part 1 – Childs details: 

• All sections marked with an Asterix * must be fully completed. 

 
 

• Parents contact email and telephone number are not mandatory and will only be 

used for funding purposes. 

• Ethnicity from the list must be select by adding a tick in the appropriate box and 

entered correctly into the Provider Portal in the Child’s details on the Headcount 

claim. 
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Part 2 – Accessing the Entitlements: 

 

The correct funding entitlement is to be selected and ticked:  

  
  

 

 

2 year old entitlement for disadvantaged children: 

• The EY Voucher code from the Confirmation of Eligibility letter will need to be 

entered in the EY voucher code box.  

• Enter the start date of the EY Voucher code in the Start Date box. The start date is 

found on the Eligibility Confirmation letter issued to the parent. 
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• If a child has a confirmation of eligibility from another Local Authority, the voucher 

code will not be accepted in Warwickshire’s Provider Portal, a copy of the 

confirmation letter or email must be sent with the Headcount claim using the 

Documents tab in the Provider Portal. 

 

 

Universal 15 hours Funded Entitlement for 3 & 4 Year Olds: 

 

• All children are eligible from the term following their 3rd birthday 

• A code is not issued for the 3 & 4 year old Universal Funded entitlement.  

• This is referred to as ‘Funded’ hours on the Provider Portal 

 

 

Working Parent Expanded 15 hours entitlement for the term following 9 months - 2 years: 

• For children from the term after they attain the age of 9 months to the term in which 

they turn 2 year old 

• The parent’s Name, National Insurance number and Eligibility Code number must be 

entered into the boxes below: 
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Working Parent Expanded 15 hours entitlement for the term following 2 years old: 

• For children from the term after they turn 2 years old 

• The parent’s Name, National Insurance number and Eligibility Code number must be 

entered into the boxes below: 

 

 
 

 

Working Parent Extended 15 hours entitlement for 3 & 4 years olds: 

• From the term after the child’s 3rd Birthday until they reach statutory school age or 

start a LA funded school place, whichever is the earlier. 

• The parent’s Name, National Insurance number and Eligibility Code number must be 

entered into the boxes below: 

 
 

 

Validating Working Parent Entitlement Eligibility Codes: 

• The eligibility code should be validated as soon as possible after receiving it using the 

Eligibility Checker tab on the Provider Portal. 

• The DfE check data of validated codes to monitor take up of the entitlements. 

• The date when the validity check is made must be entered in the Date Eligibility 

Code checked by Provider box: 
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• A note of the eligibility start, and end dates should be made to make sure that they 

comply with the eligible dates for funding for the term, which are detailed in the 

termly Information letter. 

Additional Entitlements: 
 

Disability Access Fund (DAF): 

• All early years funded children, from 9+ months, in receipt of Disability Living 

Allowance (DLA), are entitled to receive Disability Access Funding (DAF). A copy of 

the DLA award letter MUST be sent with the Headcount claim using the Documents 

tab. 

• If the child splits funding between more than one provider, the parent must 

nominate which provider is to receive the DAF payment. 

 
 

Early Years Pupil Premium (EYPP): 

• If ‘Yes’ is ticked for Q1, parents are to complete the boxes with their 

name, date of birth, NI number if they meet the eligibility criteria for 

EYPP, full details of the eligibility criteria are on the website: 

www.warwickshire.gov.uk/childcarecosts 

 

http://www.warwickshire.gov.uk/childcarecosts
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• Eligibility for EYPP is checked on the DfE’s ECS checker as a batch check 

after the Headcount has been processed. 

• If ‘Yes’ is ticked for Q2, additional information will need to be provided in 

the form of the child’s Adoption Birth certificate or Order, Special 

Guardianship Order or Child Arrangement Order and sent with the 

Headcount claim via the Documents tab. 

 
• Additional information will only need to be sent for Children Looked 

After by a LA responsible for the child which is outside of Warwickshire. 

• Contact details of the child’s Social worker – email or telephone number 

should be added to the Notes tab in the Provider Portal. 

 

Part 3 – Claim details: 

Part 3 must be updated for each term reflecting Autumn/ Spring/Summer attendance. The 

update should be made each term and not blanket filled at the start of the academic year. 

 

2 year olds: 

2 year old entitlement for disadvantaged children (2 Help): 

The hours attended should be entered under each day of the week and totalled in column A. 

Enter the hours in the 2 Help row: 
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Working Parent Expanded 15 hours entitlement for 9 month - 2 year olds and 2 year Olds: 

The hours attended should be entered under each day of the week and totalled in column A. 

Enter the hours in the Working Parent Entitlements (15 hours Expanded/Extended) row: 
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3 & 4 year olds: 

The hours attended should be entered under each day of the week and totalled in column A.  

• The Universal hours are to be added to the 2Help or 3 & 4 year old Universal (15 

hours) row. 
• The Extended (30 hours) hours under the eligibility code are to be added to the 

*Working Parent Entitlements (15 hours) row. 
• For 3 & 4 year old children claiming both the Universal 15 hours and the Working 

Parent Extended entitlement 15 hours, the hours must be split into each 
entitlement and entered separately 

 

Note, universal hours should be fully used before claiming the extended hours. 

 

 
 

 

Split Funding: 

If a child is attending more than one setting, the parent must enter the other setting’s name 

in B (and C if more than 2) and show the hours they are attending at each setting and the 

correct entitlement type: 
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Stretched funding: 

 

Full academic year, child starting in September 

• If the hours are being used are over more than 38 weeks in a stretch model, you will 

need to enter the funded hours allocated as a stretch per day in the Mon – Fri boxes, 

total the number of hours per week in column A, enter the number of weeks per 

year you are stretching them over in column B 

• Multiply the total in column A by the total in column B. This is the total number of 

hours the child will receive per year. 

• Divide this total by 38 to give the funded hours as the equivalent of term time only 

 
 

 

• This figure is to be added to Column C:  

 
 

• This is the number to enter into the provider portal for the weekly hours claimed.  

 

Note: If children start part way through the academic year, you will need to adjust the 

number of weeks to divide the hours by in column C. e.g. for children starting in the Spring 

term this would be 24 weeks, Summer term, this would be 13 weeks. 

 

This avoids offering more free funded hours than you are paid for if the child leaves or 

moves setting at the start of the following academic year, starting in September. 

 

For more information, refer to the Stretch Offer Guidance on the website link: 

https://api.warwickshire.gov.uk/documents/WCCC-505288705-22 

https://api.warwickshire.gov.uk/documents/WCCC-505288705-22
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Part 4 – Terms, Parental Consent and Declaration: 

This must be updated, signed and dated by the parent and provider at the start of every 

term under the correct term’s heading. Please do not pre-populate the boxes for the whole 

year. 

 

 
 

 

Adding the Child’s details on the Provider Portal: 

• The details from the Parent - Guardian Declaration Form should be used when 

entering the child’s details into the Provider Portal. 

 

• Your Provider Portal submission is likely to be the start of the child’s education 

record with the local authority. It is therefore vital that all details are entered fully 

and accurately, particularly the sections marked as mandatory with an Asterix *. 

 

• The child’s legal name must be used. 

 
Parent/Carer Copy: 

The Parent/Carer Copy of the Parental Declaration Form Funding Entitlement Terms must 

be issued to each parent. This has been attached as a separate document and can be either 

handed to the parent as a paper copy or sent electronically (by email). It is also 

recommended that a copy is displayed on notice boards or on setting’s websites. 
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