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8.1 How to enter Sufficiency Information (except for Childminders)

Warwickshire

County Council
OFFICIAL



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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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, yellow bar will be displayed this will show that there is a
match for the code details with HMRC.

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

The details provided have been found:

Eligibilr
Code Start Date: 12-Mar-2024

Code End Date: 12-Dec-2024

Grace Period End Date: 31-Mar-2025

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 purposes. The information supplied is NOT stored by the system,

Eligibility Check

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 butten 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.

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

If there are still problems, the parent will need to contact HMRC on the Customer
Interaction Centre number: 0300 123 4097.

Validity Dates and the Grace Period

Warwickshire
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e 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

The details provided have been found:

\ 7

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 purposes, The information supplied is NOT stored by the system.

Eligibility Check

e DO NOT rely on the Grace Period End date. The Eligibility code start and end dates
will determine if the code is eligible for funding for the term for children new to

funding

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 15 September it will not be eligible for funding until the Spring Term, starting in
January.
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:
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If a setting is expecting to have 10 children attending for 15 hours per week, the calculation
will be:

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

o 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

Hom. @ _

Summary Estimates Actuals Adjustments Eligibility Checker
Summary Head Count Records for 2024/2025 - Autumn Term

202472025
Autumn Term Funding Type
2023/2024 2 Year Olds

2022/2023

2021/2022

202072021 9 Months - 2 Years Old
2019/2020

2018/2019

20172018

2016/2017

2015/2016

201472015 (2)

2014/2015 (1)

2014

M2ma

3 &4 Year Olds 3

Select the Funding Type:

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker
Estimates Head Count Records for 2024/2025 - Autumn Term

20242025 Office use only

A Autumn Term Gt Ready To

Submission Period: Process
31-Jul-2024 to 06-5ep-2024
# 2 VYear Olds

202372024
2022/2023
202172022 S m— S
202012021

2015/2020

2012/2019

201772018

201672017

201512016

201472015 (2)

2014/2015 (1) .

Processed

e The following page will be displayed:

runciv |

Summary Estimates Actuals Adjustments Eligibility Checker

@ate: 202472025 Autumn Term - 3 & 4 Year OI@

Number of Weeks for this Termmﬂl)j |

Estimate Number of Funded Hours Per Week for this Terr‘"l0.0d I
Please enter both numbers, click ‘Calculate’, then 'Send Claim’

s o

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

Warwickshire 18

County Council
OFFICIAL



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

r.ncin |

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 e
Estimate Number of Funded Hours Per Week for this Terrﬂ 30 [
Please enter both numbers, click 'Calculate’, then ‘Send Cla

Caleulate | 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

MNumber of Weeks for this Term | 14.00 ‘
Estimate Number of Funded Hours Per Week for this Term |30 ‘ (ere 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
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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:
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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:

Funding Details

Summary Child Details Parent / Carer Details d Funding Details b Documents MNotes
NS——

Attendance Days

Start Date® [05-1an-2025

‘ Attends Monday O Yes ® No

End Date* 31-Mar-2025 Attends Tuesday O yes @ po

Attends Wednesda O
Default Term Dates Y ) ves @ Mo
Attends Thursday ® ves O No

Expanded Funded Hours per Week

Weeks Attended in Term* 11.00 Attends Friday @ ves O Mo
Present during Census Attends Saturday O ves ® No
Attends Two Days or More Attends sunday O Yes ® No
Nominated for DAF* O ves @ No
Funding Type* (O Disadvantaged Funding Non-Funded Hours per Week

® working Family Funding Nen-Funded Hours* 0.00

Census Information

Expanded Hours* | 15

‘ Expanded Entitlement Weeks ET:

Eligible for Expanded Hours

Eligibility Code 50119951762 {} Records the Number of Weeks the Child is expected to stretch their

Expande_d hours across the Child's eligibility year, in line with the parental
Check Eligibility Code declaration form.

Maximum Values Allowed:
Number of Weeks: 11.00

Expanded Weekly Hours: 15.00
Expanded Termly Hours: 165.00
Expanded Yearly Hours: 570.00

4§ 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

e Complete all mandatory fields maked with *

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

Funding Details
Start Date™ D6-lan-202%

End Date® 31-Mar-2025

Weeks Attended in Term® 11.00

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*

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

Hufmber of vesks: 17.00

Dxpanded Weekly Hours 15,00
Xpanded Termly Hours: 16508

e 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.

Funding Details
Seart Date® D6-Jan-202%
End Date® -Mar-2025

Weeks Attended in Term*

Present cunng Census

Census Information
Expanded Entitlement Weeks

e with the parental

Expanded hours acros
declaration form.

*38 weeks will need to be entered for Warwickshire settings
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

button below the code number.

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 ~

‘ Check Eligibility Code b

Eligibile for Extended Hours

Total Funded Hours per Week
Total Funded:

MNon-Funded Hours per Week
Non-Funded Hours*

0 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:
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

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

s
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.
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Census Information

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

Funding Details Attendance Days

Start Date* |08-12n-2025 | Attends Monday O Yes @ No
End Date* 31-Mar-2025 Attends Tuesday ) ves ® No
Attends Wednesda
Default Term Dates Y - s © No
Attends Thursday ® ves O No
Weeks Attended in Term* 11.00 attends Friday @® ves O No
Present during Census Attends Saturday O Yes @ No
Attends Two Days or More Attends Sunday O Yes ® No
Nominated for DAF* O ves @ No
Funding Type* O Disadvantaged Funding Non-Funded Hours per Week
® working Family Funding Non-Funded Hours* 0.00

Expanded Funded Hours per Week Census Information

Expanded Hours* | 15 /‘ Expanded Entitlement Weeks
Eligibility Code

50119951762 i Records the Mumber of Weeks the Child is expected to stretch their
Expanded hours across the Child's eligibility year, in line with the parental
Check Eligibility Code declaration form.

38

Eligible for Expanded Hours
Maximum Values Allowed:
Mumber of Weeks: 11.00

Expanded Weekly Hours: 15.00
Expanded Yearly Hours: 570.00

i} 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

Expanded Termly Hours: 165.00

This need to be completed with the number of funded weeks the child will be funded
for. In Warwickshire we do not currently offer the stretch option, therefore, you must
enter the number of weeks equivalent to term time only funding. For most children this

will be 38 weeks.

5. Documents tab

Child Details Parent / Carer Details Funding Detai

Supporting Documents
Please upload any documents which suppert this term.

Please enter a Description to clarify what the file contains.

Allowed file types are: All file types permitted
Files may not be larger than 999 MB.

Description™ File Name

Mo Documents Uploaded

Upload a
file

*denctes mandatory fields

Save Cancel

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
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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.

EILEIL T Sufficiency Staff

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Documents Notes

Supporting Documents
Please upload any documents which support this term

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

Upload a
File Name e

Description®

No Documents Uploaded

“denates mandatary fields
Save Cancel

o Type a description of the document attached:

Child Details || Parent/ Cares Details || Funding Details Documents MNotes

Supporting Documents
Please upload any d

Please en
Allowed file types are: A
Files may not be larger than 999 MB.

Upload a

Description*® File Name
DLA award letter Copy of tmp16CE.xlsx
Delete

*denctes mandatory fields
Save Cancel

e Click on ‘Save’
e If adocument is to be deleted, click on and it will be removed.

¢ Add a note to the Notes tab to highlight that a document has been added.
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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 MNotes History

DLA award letter added added to Documents
EYPP Supporting Information added to Documents
Child left setting without not'cel

*denotes mandatory fields
Save Cancel

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

7. Select Save

seve|
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’:

N -« |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 cHanes
Total Funding

Add child Send Claim
Child Universal Hours  Extended Hours a0 0o forTerm Child Weightings  Eligibility Status

Moons, Molly 06-Feb-2023 - OT-Now-3023
] 4

(06-5ep-2018) S S0 A Grace Period: 31-D2c-2023
Add Child Send Claim

Continue adding new children as required.

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

N e [

Surmmary Estimates Actuals _Adigsimantz Bligibiling

Q Submission Successful ) ‘

P

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

. Universal Hours Extended Hours
Status Child {inc Adj) inc Adj)

Total Funding
Amount for Term Child Weightings  Eligibility Status
(inc Adj)

Maoons, Molly 21000 210.00 £2104.20 08-F2b-2023 - 07-Mav-2023

*)  New, Awaiting LA Download (D6-52p-2013) Grace Period: 31-Dac-2023

= 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:

omefC9 |

Summazry Estimates Actuals Adjustments Eligibility Checker

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

_ Total Funding
Status Child g::“m' ST m‘;ﬁd Hours  Amount for Term  Child Weightings  Eligibility Status
(inc Adj)
olly 21000 21000 s210220 06-F2b-2023 - 07-Now-2023

(06-52p-20)2) Grace Feriod: 31-Dee-2023

= 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. 0 to show that the child’s claim has not been
submitted.

© & 3&4YearOlds3

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.
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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).

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

o 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.

= 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:
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rorcins |

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Molly Moons DOB: 06-5ep-2018

@ChilnCewl: Parent / Carer Details || Funding Detaik | Documents || Notes
erm Start Date o 023

Term End Date
No of weeks attended

Universal Funding

Funded Hours Per Week

Nominated for DAF Funded Hours for Tem 210.00
30H Eligibility Start Date

30H Bligibility End Date Funding Amount @ Provider Rate £1052.10
30H Grace Period End Date Child Weightings £0.00
30H Eligibility last checked

b Provider Total Rate £5.01 Universal Funding Amount £1052.10

Extended Funding
Funded Hours Per Week
Funded Haurs for Tem 21000

Funding Amount @ Provider Rate £1052.10
Child Weightings £0.00
Extended Funding Amount £1052.10
Totals

Funded 30.00
Funded Hours for Temm 420,00
Total Funding (excl. Adj) £2104.20
Total amoun djustments £0.00
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj} £2104.20

e Check the details on each tab in turn:
= Child Details
» Parent/Carer Detail
* Funding Details
= Documents
= Notes
o Make changes as required.
e Once all tabs have been checked and the edits made,

e Select Save.

e Continue by checking all children’s details.

3.6 How to Delete a Child

o 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:
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N .- |

Summary Estimates Actuals Adjustments Eligibility Checker

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

- Total Funding
Status Child LIS T Extended Hours 4o onefor Term Child Weightings  Eligibility Status
inc Adj) {inc Adj)
{inc Adj)
Moons, Molly 21000 21000 £310420 06-Feb-2023 - 07-Nov-2023

(06-52p-2018) Grace Period: 31-Dec-2023

e The following will be displayed:

from this hezdcount record?

ant to raquest the deletion of child: Moo:
are automatically subpite 2N

e To continue with deleting the child, click on ‘Yes’ as above.

o The list of children will then appear, ‘ Awaiting LA Deletion’ will appear next to the
child.:

A i |

Summary Estimates Actuals Adjustments Eligibility Chacker

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

o | Hours. Hours Total Funding
Child : Amount for Term Child Weightings  Eligibility Status
{inc Adj) {inc Adj) {ine Adp)
. . Moons, Mally 06-Feb-2023 - 07-Mov-2023
@ M Awsiting LA Deletion [D6-52p-2018) o.oo 0.00 2| Graca Period: 31-Dac-2023
Add Child
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e ‘When the Early Years Funding Team has accepted the request, the child will

disappear from the list of children:

ove g

Summary Estimates Actuals Adjustments Eligibility Chacker

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

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’.

onc RO

Summary Estimates Actuals Adjustments Eligibility Chacker

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

_ Total Funding
; Universal Hours  Extended Hours P .
Status child el Es aﬂcﬂsm Term  Child Weightings  Eligibility Status
’ 06-F2b-2023 - 07-Nav-2023
© " Mew Unsubmitied Child —— 21000 210.00 £210420 SRS LI A

Grace Pariod: 31-Dec-2022

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:

T i |

Summary Estimates Actuals Adjustments Eligibility Chacker

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

= Total Funding
Child g"“ﬁ'd“' I E““’;:Ed Hours  wmguntfor Term  Child Weightings  Eligibility Status
ne Adi) nc Adj) {inc Adj)
*)  Mew, Awaiting LA Download LD‘;‘%’;‘;:‘HQJ} 210,00 21000 £2104.20 (08-Fep-2023 - 07-Now-2023

Grace Period: 31-Dec-2023
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Or

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

Add Child

Anating LA Dewrizad

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.

ome g9 |

Summary Estimates Actuals Adjustments Eligibility Chacker

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

- Total Funding
Status Child Universal Hours Extended Hours a0t for Term Child Weightings  Eligibility Status
{inc Adj) {inc Adj) "
(inc Adj)
Moons, Molly - 06-Feb-2023 - 07-Nov-2023
bt {D6-52p-2013) 21000 210:00 ) Grace Feriod: 31-Dec-2023

3.8Unsubmitted Claims

e If the 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:

A .- |

Summary Estimates Actuals Adjustments Eligibility Checker
Summary Head Count Records for 2023/2024 - Autumn Term

2023/2024

Autumn Term Funding Type
2022/2023 2 Year Olds
202172022

202072021

2019/2020

2018/201%

201772018

’ 3 & 4 Year Qlgss.

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

Summary Estimates Actuals Adjustments Eligibility Chacker

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

Status Child

Total Funding

Unmi IH Extended H . - SR,
G:::v.:drsjs aurs tjn::dj}l aurs gﬂm{u:‘;ijl)fnr Term Child Weightings Eligibility Status

Plant, Rose
] 0.00 0. £10 )
o o - o
Add Child Send Claim

o They will also show in Notifications on the HOME page

Notifications

hese 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.

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:
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ome RRERE

Sumrary Estimates Actuals Adjustments Eligibility Chacker
Select Year and Term

2023/2024

2022/2023

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

@ Spring Term

@ Auturnn Term

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

¢ 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.

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

A i |

Summary Estimates Actuals Adjustments Eligibility Checker

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

Status Child

Total Funding

frvessalffours E el s Amount for Term  Child Weightings  Eligibility Status

" T

Moons, Molly 08-Feb-2023 - 07-MNov-2023

X [06-52p-2013) AT 2auid E2ibdan Grace Feriod: 31-Dec-2023
T
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¢ Check the Child Weightings column to see if any weightings have been applied:

060N Funding

Summary Estimates Actuals Adjustments Eligibility Chacker

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

Add Child Send Claim
_ Total Funding
Status Child g::“;ﬁj*;' ST mﬂf Sr= g.n:u:;t} for Te Child Weightings _Aligibility Status

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

e |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.

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:
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summary |_Child Details || Parent / Carer Detaiis || Funding Details || Documents | Notes

Term Start Date

Term End Date

No of weeks attended
Nominated for DAF

30H Grace Period End Date
30H Eligibility last checked

p Provider Total Rate

03-May-2021
21-Jul-2021
11.00

No Pfided Hours for Term
26-Jan-2021
22-May-2021
31-Aug-2021
01-Apr-2021 12:22:29

Funding Amount @ Provider Rate
p Child Weightings

£4.15 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)

£174.90

£859.65

15.00
165.00
£859.65
£0.00
£0.00

£859.65

Close

“denotes mandatory fields

\/

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

as below:

summary |_Child Details | Parent / Carer Details

|| Funding Details | Documents | Motes |

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 Universal Funding

?:3;‘72021 Funded Hours Per Week 15.00

No Funded Hours for Term 165.00

26-Jan-2021 _\

22-May-2021 Funding Amount @ Provider Rate £684.75

31-Aug-2021 p Child Weightings £174.90

01-Apr-2021 12:22:29

£4.15 iversal Funding Amount £859.65
Totals
Funded Hours Per Week 15.00
Funded Hours for Term 165.00
Total Funding (excl. Adj) £859.65
Total amount from Adjustments £0.00
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £850.65

*denotes mandatory fields

o If there is a claim for the Disability Access Fund (DAF) for a child, the DAF premium
will show as an Adjustment:
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Summary (Child Detailz: | Farent/ Carer Details || Funding Detzsilz | Documents || Motes
Term Start Date 17-Apr-2023 Universal Funding
Term End Date 25-Jul-2023 - . .
No of weeks attended 13.00 :, ded Hours Fer_v‘.,_ek 1?.00
Nominated for DAF ves Funded Hours for Term 15500
» Provider Total Rate £4.54 ) .
Funding Amount @& Provider Rate £885.30
Child Weightings £0.00
Uniwversal Funding Amaount £885.30
Totals
Funded Hours Becd 15.00
Fun Gurs for Term \19;\10\
al Funding {excl. Adj) £885.30
otal amount from Adjustments £825.00
Towaamount from Pending Adjusiments £0,00
Total Funding For Term (inc Adj) £1713.30

*denotes mandatory fislds

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 @

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:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

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

i In grace period

e 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:
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Summary Child Details Parent / Carer Details Funding Details Documents Motes

A Child is in grace period

Term Starf Date

Term End Date

No of weeks attended
Nominated for DAF

Eligibility Start Date
Eligibility End Date
Grace Period End Date 31-Aug-

Eligibility last checked 02-Mov-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
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.

o 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

o 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:
e 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.
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¢ 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.

e 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.

e Aclaim MUST NOT be entered if you have not seen confirmation of eligibility for the

Disadvantaged (2 Help) funding.

e 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

T 2Help ent I)
entitlement
el 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:

*EY Voucher Code: a5 2 *For provider
/ Copy of confirmation letter/email taken

C

Yes | No

If the confirmation letter/email’is 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.

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.

o 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:
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hs — 2 years*
= e P

*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 to claim funding igl

using the eligibility-coda-Pleasecomplete the information below:
Wand *Parent / Carer Mational *Eligibility Code i
urname:

Insurance Mumber:

(11 digit number

Code Checked by
starting with 50)

Provider(dd/mm/yy)

———

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

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

Funding
Summary Estimates Actuals Adjustments Elgibility Checker

Actuals Head Count Records for 2023/2024 - Summer Term

023/2024 Office use only
<A Summer Term I re Ready To Processed
Submizsion Period: Process
20-Feb-2024 to 24-May-2024

# 2 Year Olds

# 3 &8 4dVYear Olds 3

e Select the Actuals tab, the following page will appear:
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
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e 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

C—D 2He|p\,Funded Entitlement

For parents who meet the criteria for the 2Help entitlement funding whe 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

Lopycf conficmoation lattar/eamail taken

/
———

vesL1 wold

I

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.

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

Voucher Code® |

Child Date of Birth™ |

Child Surname* |

*denotes mandatory fields

Submit Cancel

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

the summary tab:
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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:

Warwickshire

County Council >4

OFFICIAL



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.

Warwickshire 55

County Council
OFFICIAL



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 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 *Eligibility Code *Date Eligibility

|Surnanie— Insurance Number: (11 digit number Code Checked by
<\ starting with 50) Provider{ddj’mm;"ﬂj

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.

e Enter the child on your Headcount by slecting the correct term and funding type

runciv |

Summary Estimates Actuals Adjustments Eligibility Checker
Actuals Head Count Records for 2024/2025 - Autumn Term

202412025 Office use only

<A Auturnn Term Ready To
Submissicn Pericd: Process
31-Jul-2024 to 11-Oct-2024

Funding Type Processed

# 2 Year Olds
2023/2024
2022/2023 # 3&4Year Olds 3
2021/2022
202012021
2019/2020
2018/2019
201772018
2016/2017
2015/2016
201472015 (2)
201472015 (1) .

e Complete as detailed in Section 3.3 from page 21
e Funding details tab - Complete as detailed in Funding Details tab on page 28

e Expanded Funded Hours per Week — enter the Expanded Hours and Non-
Funded hours:
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r.ncing |

Summary Estimates Actuals Adjustments Eligibility Checker

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

Funding Details Attendance Days
Start Date* | | Attends Monday O ves O No
End Date* Attends Tuesday O ves O No
Attends Wednesda
Default Term Dates Y O ves O o
Attends Thursday O ves O No
Weeks Attended in Term* Attends Friday O ves O No
Present during Census Attends Saturday O ves O No
Attends Two Days or More O Attends sunday O ves O No

Nominated for DAF*
O ves O e Non-Funded Hours per Week —

MNon-Funded Hours* ( !

Expanded Funded Hours per Week 4 if this child attends another setting as well as yours, be sure to enter the
—

Expanded Hours* hours as per what has been agreed with the child's parent/carer
eck Eligibility Code

Number of Weeks: 14.00
Eligible for Expanded Hours

Expanded Weekly Hours: 15.00
Expanded Termly Hours: 210.00
Expanded Yearly Hours: 570.00

*denotes mandatory fields
Save Cancel

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

Expasded Fundad Hours per Wesl
Evpesded How

Eligibdie v Expanded Howrs

e Continue as detailed from page 28
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5. SUMMARY TAB:

The Summary tab shows the Provider’s financial information about the funding they have
received for the early year’s entitlements split into Estimate and Actuals.

Indicative Funding Information

The previous year’s funding taken form the Summary tab for each term should be used as the
setting’s Indicative Funding Information for the forthcoming year. It is therefore important
that the setting is aware of these figures to help forecast their funding.
Make a diary note to view the Summary tab on a termly basis ( preferably 2 weeks after
the Headcount deadline date) to check the funding due to be paid to the setting and
how it is broken down.
To view the SUMMARY:

e Login to the Provider Portal

o Select Funding Tab

e Select the required term

e Select the correct funding type

e The Summary Information will automatically be displayed:

Home ing
ez Actuals Adjustments Eligibility Checker

Summary: 2023/2024 Autumn Term - 3 & 4 Year Olds 3 crance

as rounding is applied per child

e funding =

Actuals
Term Length (% Term Time
B Provider R; pplied to child funding

437G
Funding Amount @ Provider Rate £21918.75
B Child Weightings Total £122230

Estimates

B Provider

Estimate Funding
ek 29200

Hours Par Wesl

Term Funding Amount

Interim 5

Interim Amount Payable

Universal Funding Amount £23241.05

Total Interim Amount Paid to Date
ed Funding

Funded Hours for Term 240.00

£4208.40
} Child Weightings Total £130.20

Funding Amount @ Provider Rate

Interim Amount Pay=teelalg

Extended Funding Amoun £4338.60

als

Funded Hours for Term

£26127.15
£14

Funding Amount @ Provider Rate
Child Weightings

Term Funding Amount £27579.65

nterim Amount Paid (befors Adj £14338.52

Term Funding Amount Balance £13243.03
Adjustments Paid with Final Payment £0.05
Actual Amount Faid (Inc. Adj)
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The Summary tab shows:

o Estimates - the breakdown of how the Estimate payment was made, based on 70% of the
funding value for the hours submitted to us at the start of the term.

e Actuals - the breakdown of the hours claimed at the Headcount split into Universal Hours
and Extended Hours and their funding value.

e Weightings paid.

e Adjustments paid.

6. ADJUSTMENTS TAB:

The Online Adjustments process must be used to make any changes to your funding claim
after the Headcount submission period has closed.

The online adjustments process must be used for:
Corrections to your Headcount:

e Children who should have been deleted from your Headcount
e Children missed off the Headcount claim
¢ Incorrect hours entered on your Headcount claim

Specified categories where adjustments can be made after the Headcount:

¢ A house move into the area for the child or parent

¢ |[f the child’s primary carer changes resulting in the need to change setting

e Where a sibling moves school and the child needs to move to attend adjacent/nearby
nursery provision
Military family posted in / out of the area

e Child protection and safeguarding reasons

o Where the child has not previously taken up a place and is a new starter eligible for
funding

¢ Family requirements change and funded hours need to be increased e.g. a change in
working patterns

Note: Where a child has moved settings within Warwickshire before or after
Headcount and funding has been claimed at another provider, a request must be
made directly to the child’s previous setting to transfer funding.

Please refer to Section 2.3.8 page 23, of the Requirements of Early Education Funding 2024
for details of the adjustment criteria available on the website:
https://schools.warwickshire.gov.uk/early-years-childcare-providers

6.1 Online Adjustments tab details:

The Adjustments tab is accessed using the Synergy Provider Portal. Sign into the Provider
Portal as usual: https://admissions.warwickshire.gov.uk/synergy/providers
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https://admissions.warwickshire.gov.uk/synergy/providers

e Select the Funding tab:

e Select the Adjustments option:

e Select the correct Year and Term:
e Select the correct Funding Type:

Crganisation:  Tribal Test

Provider: |Triba| Test (Day Nursery) V\

Funding

Summary Estimates Actua_Adjustments Jj

Sufficiency

igibility Checker
Select Year and Term

202172022

<A Autumn Term

¢ The Adjustments tab will open to enter changes to your Headcount after the
Headcount Submission end date has passed, the date will be shown in the Termly
Information letter.

¢ Adjustments can be added when the Ready to Process is ticked in the Ready to
Process column and A pen symbol is showing next to the Funding Type,

Funding [l leY

Summary Estimates Actuals Adjustments Eligibility Checker

Adjustments Head Count Records for 2021/2022 - Autumn Term

202172022

emienlQfice use only)

wtumn X Ready To y
- Funding Type el Processed Editable
== & 2 Vear Olds P
200072021
2019/2020 2 & 4 Year Olds 2

2018/2019
2017/2018

e If you select the Adjustment option outside of the open dates or whist the ‘Ready to
Process’ column is ticked, but a book symbol is showing next to the funding type
you will not be able to add an adjustment and the following page will appear:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

L
To change hours, dick on the child's name highlighted in blue and enter the details on the pending adjustments tab. To add a new child, click on the add child box below
and complete all the details in every tab and click save. When all adjustments have been added, you must click on the send claim box. If successful, a ‘green tick'
confirmation will be displayed.

View Adjustments: 2023/2024 Autumn Term - 2 Year Olds cHaNGE

Please email the Authority to request changes to the adjustments.

o Check the Provider Portal again a day or two later to see if there is a tick in the
Ready to Process column and in the Processed column and a pen symbol next to
the Funding Type.

¢ Adjustments can now be entered and until the deadline date.

¢ Any adjustments added will be paid separately as an Adjustments Payment at the
end of the term.
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Crganisation: Tribal Test

Provider: Tribal Test (Day Mursery] v

Funding

Surmmary Estimates Actuals Adjustments Eligibility Checker

Adjustments Head Count Records for 2021/2022 - Autumn Term

202172022

Actuals (Office use only)
BT Funding Type Eaady 1w Processed Editable
Submission Feriod: JLEs

01-Nov-2021 to 03-Dec-2021
& 2Year Olds

s
@&wearomss O ®

Note: A Paid date will show in your Actuals summary on the date the final payment
was processed. This will not correspond to the Final Payment date notified in the
Termly Information and the date funds will arrive in your bank account, due to the
timescales of processing the payments in WCC’s financial system.

6.2 How to add an Adjustment:

Adjustments for all funding types are based around the following process for 3 & 4 year olds,
only the differences will be show separately.

o Select the available Funding Type the adjustment is to be made for:

Organisation:  Tribal Test

Provider: Tribal Test (Day Nursery) v

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Adjustments Head Count Records for 2021/2022 - Autumn Term

2021/2022 Actuals (Office use only)
it T e e Lt s Editable
Submission Perid: Process
01-Nov-2021 to 03-Dec-2021
B 2 YearOlds v
# 3804 Year OIDN v v

The Adjustments page will be displayed and will show the same information as your
Headcount Actuals page.

Organisation: Tribal Test

Provider: Tribal Test (Day Nursery) v

Funcing

Summary Estimates Actusls Adjustments Eligibility Checker

§9]
To change hours, click on the child's name highlighted in blue and enter the details on the pending adjustments tab.

To add a new child, click on the add child box below and complete all the details in every tab and click save.

When all adjustments have been added, you must dlick on the send claim box. If successful, a "green tick’ confirmation will be displayed.

Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 CHANGE i)

Status Child E:Tje"r‘sgal Eedr_::sgd H:;":d"'?' o= (Fi’r:‘:ﬂi']" fare 1.7‘":::.\_':“!::? Term  Eligibility Status
AdjHours  Adj Hours (inc Adj)
Pl 0 000 21000 000 £871.50
i 000 000 21000 1200 £1045.80
© it év-uz%m 000 000 168.00 000 £697.20
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Adding a NEW child to Adjustments:

To add a child that has been missed from the Headcount or a new child that has started after
the Headcount period for a permitted reason, but who has not been funded elsewhere for
the term.

e Select Add Child:

e Add the details of the child in the same way as you would enter a new child in
Actuals.

e Select each tab in turn and fully complete all boxes.

¢ Do not select Save until all tabs have been completed.

Child Details tab:

Funding

Summary Estimates Actusls Adjustments Eligibility Checker

Child Details ‘ Parent / Carer Details Funding Details Documents Pending Adjustment Notes

Child Details Search for an Address

Procf of DOB O Address

Gender* [ male [ Famale Address Line 1* :
Preferred Surname /—| Address Line 2 :
Ethnicity* ‘ Informatien Not Yet Obtainec V‘ Address Line 3 :
SEN COP Stage [ <Unknown> v] Locality :

“denotes mandatory fields
Save Cancel

Parent/Carer Details tab:

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details || Parent / Carer Details |_Funding Detaiis || Decuments || Pending Adjustment || 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
expanded 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

Forename 1 | Forename \:I
surname Surname \:I
Contact Number \:I Contact Number \:I
O Nior [ NASS Number \:I O nior [ NASS Mumber \:I

Tick to give consent ta Eligibility O evep Tick to give consent to Eligibility O evep
Checking far [J wiorking Family Eligibility Checking for [ working Family Eligibility

“Genotes mandatary fields
Save Cancel
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Funding Details tab:

As the Headcount submission date has passed not all boxes will be available, some boxes
will be ‘greyed out’ and figures cannot be entered*.

Only the fields ringed in the diagram below can be changed:

e Start and end dates
e Nominated for DAF

o Eligibility code details can be adde or changed as required.When you enter a n

Eligibility code you MUST also click on the blue box ‘Check Eligibiliy Code’ below it.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details_|[_Parent / Carer Details | Funding Detsils ||_Documents || Pending Adjustment

Notes

Funding Details
Start Date®
End Date*

DetauiL 1eim vates

Weeks Attended in Term*

Present during Census

Attends Two Days or More o
Nominated for DAF* @

Funded Hours per Week
Hours*

Extended Funded Hours per Week
Extended Hours*

Eligibility Cade

Check Eligibility Code

Eligible for Extended Hours

Total Funded Hours per Week

*Note: The hours to be claimed are entered on the Pending Adjustments tab.

Documents tab:

If you have ticked Yes for Nominated for DAF, you will need to add the supporting DLA

Award letter to the Document tab.

This should also be used to add supporting information for a claim for EYPP that is not for

Attendance Days

Attends Monday O ves O Ne
Attends Tuesday O ves O Ne
Attends Wednesday O ves O No
Attends Thursday O ves O Neo
Attends Friday O ves O No
Attends Saturday O ves O No
Attends Sunday O ves O Mo

Non-Funded Hours per Week
Non-Funded Hours*

(1 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: 14.00

Funded Weekly Hours: 15.00
Funded Termly Hours: 210.00
Funded Yearly Hours: 570.00

Extended Weekly Hours: 15.00
Extended Termly Hours: 210.00
Extended Yearly Hours: 570.00

economic reasons e.g. Adoption Birth Certificate

Name: Michael George DOB: 25-Dec-2017

summary_||_cnil Details || Parent / Carer Detas_| Funding Details | Documents | pending Adiustment

Notes

Supporting Documents
Please upload any documents which support this term.

Please enter a Description ta clarify what the file contains
Allowed file types are: Al file types permitted
Files may not be larger than 999 ME.

Description* File Name

Ne Documents Uploaded

Upload a
file

~ “denotes mandatory fields
Save Cancel
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A note should also be added to the Notes tab to highlight that a claim for DAF or EYPP has
been made.

Pending Adjustment tab:

e This is where you enter the hours you wish to claim for the remainder of the term.

Summary_|_child Details_|[_Farent / Carer Detais_|_Funding Details_|_Documents | Pending Adjustment |_Notes

@ Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).

The number of funded weeks for the term and term dates are found on the Home page.

Example:

Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Universal Pending Adjustment Extended Pending Adjustment
Number of Hours I:I Number of Hours ~
Reason (500 characters) Reason {500 characters)
¥ P

niversal Termly Hours: 210.00 Extended Termly Hours: 210.00
niversal Yearly Hours: 570.00 Extended Yearly Hours: 570.00

_ *denotes mandatory fields
Save Cancel

¢ Follow the instructions in the Blue box:

@ Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).

The number of funded weeks for the term and term dates are found on the Home page.

Example:

Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

e Enter the hours that you want to claim for the term in the Universal Pending
Adjustment boxes

e |f Extended hours are to entered using the Eligibility code, enter the details in the
Extended Pending Adjustment box.
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How to calculate the number of hours to enter:

e Number of Hours = number of weeks you are claiming for, multiplied by the number
of hours the child is attending per week.

e Enter the to%al in the second box:

v

Uniwgrial Parnding Adjurtment Extendad Pending Adjustmant

Reasan (500 charactens

Example:
If a child was missed off the Headcount:

Mulitiply the number hours you are claiming per week e.g 15 hours by the number of weeks
attending in that term, e.g. 14 weeks (Autumn term)

15 hours x 14 weeks =210 hours to enter for the term
Note: The total hours must be entered NOT the weekly hours

o When hours are to be added, select the More Hours from the drop down box:

Universal Pending Adjustment

Numberof Hours < [wore Ao D> <[Zo

Reason (500 characters)

e Complete the Reason box.

Reason Box
The Reason Box MUST be fully completed with:

e The reason for the adjustment, refer to Section 2.3.8 page 23 of the Requirement of
Funding for the permitted adjustments reasons.
e The sum to show how the hours were calculated:

Summary || Child Details_|_Parent / Carer Details_|_Funding Details | Bocuments | Pending Adjustment | Notes

=
@) Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).
The number of funded weeks for the term and term dates are found on the Home page.

Example:
Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Universal Pending Adjustment Extended Pending Adjustment
Number of Hours More Hours v 210 Number of Hours ~
Reason (500 characters) Reason (500 characters)

Child missed off the Headcount

attending 15 hours per week for the 14 weeks of term

&[5 % 14 = 210 hours added

—
7 —

P
To—
A |
Maximum Values Allowed: Maximum Values Allowed:
Universal Termly Hours: 210.00 Extended Termly Hours: 210.00
Universal Yearly Hours: 570.00 Extendled Yearly Hours: 570.00

I *denctes mandatory fields
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NOTE: If the reason box is not completed, it will not allow the adjustment to be saved:

The following errors messages will be shown:

,@ Save Record Failed Due To The Errors Listed Below

If the Reason box has not been completed with a permitted Adjustment as listed on page 2
or from section 2 .3.8 of the Requirements of Funding, your adjustment claim may be
rejected. Refer to the section 6.4 on page 74 for Rejected Claims below.

Notes tab:

Add a note if you are adding a claim for EYPP or DAF

Funding

Summary Estimates Actuals Adjustments Eligibility Checker
Child Details_||_Parent / Carer Details || Funding Detaiis || Documents || Pending Adjustment || Notes

Add a new note Notes History

*Genotes mandatory fieldls
Save Cancel

e Click on Save:

e When everything has been completed select the Save box and it will return to the
first page

|

e The Status of the child added will show as New Unsubmitted Claim:
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Funding

Summary Estimates Actuals Adjustments Eligibility Checker

&)
To change hours, click on the child's name highlighted in blue and enter the details on the pending adjustments tab.

To add a new child, dick on the add child box below and complete all the details in every tab and click save.

‘When all adjustments have been added, you must click on the send claim box. If successful, a "green tick’ confirmation will be displayed.

Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 CHANGE @iy

Add Child Send Claim
Universal Hours Extended Hours

Status Child Universal  Extended [ MVErS el Amount for Term  Eligibility Status
AdjHours  AdjHours  UncAdi} URCAkE (inc Adj)

ew, Unsubmitted Chil - Mi ! X 1 X 7
) New, Unsubmitted Child (ng?rr)gei-ggf*)hae‘ 10500 000 105.00 000 £43575
Hope Holty 000 000 21000 000 £871.50

Star, Sally

Pending Pending Total Funding

(03-Mar-2018) 0.00 0.00 210.00 42.00 £1045.80
e o 000 0.00 168.00 0,00 £697.20

6.3 How to Change an Existing Claim

This process is used for incorrect hours added at Headcount or a change to the hours
claimed after Headcount:

Example: Increased hours after Headcount (Autumn Term 14 weeks)

A claim has been added for a child at Headcount for 12 hours per week, 168 hours for the
term (12 x 14 weeks = 168 hours).

The claim needs to be changed to 15 hours per week after the Headcount as the parent has
changed their working patterns

e Select the child from the list and double click on their name

WA= IVIGD — 2l 1)

Wicks, Joe
{05-Maw-2017)

Q.00 Q.00 168.00 Q.00 £897.20

It will automatically take you to the Pending Adjustment tab

e Select the Funding Details tab to check the details of the Headcount claim first,
before entering the adjustment. The hours cannot be changed here as they are
‘greyed out’:
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Funding Details
Start Date*
End Date*

Weeks Attended in Term*

Present during Census
Attends Two Days or More
Nominated for DAF*

Summary ” Child Details ” Farent / Carer Details |ELndir‘g 3%5 | Coocuments || Pending Adjustment || MNotes |

Attendance Days

[08-apr-2024

| Attends Monday

19-Jul-2024

Attends Tuesday
Attends Wednesday

Default Term Dates

12.00

Attends Thursday
Attends Friday

O
O ves @ No

Attends Saturday
Attends Sunday

® ves O No
® ves O Mo
® ves O No
® ves O No
® ves O No
O Yes @ Mo
O Yes ® No

Hours*

Extended Hours*
Eligibility Code

Funded Hours per Week

Extended Funded Hours per Week

Eligible for Extended Hours

Total Funded Hours per Week
Total Funded:

[15.00 |

[0.00 |

L

Check Eligibility Code

15.00

Non-Funded Hours per Week
MNon-Funded Hours*

26.56

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

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

Save Cancel

*denotes mandatory fields

Note: If you are adding new hours using the Eligibility code for working parents to the claim,
you would need to select the Parent Carer tab and enter the parent’s details

Summary || Child Detaij

expanded hours.

Parent / Carer Details
Forename

Surname

DoB

Email

Contact Number

Checking for

Farent / Carer Details |junding Detalls_|_Documents ||_Pending Adjustment |[_niotes |

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

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.

Partner Details

O nior [ NASS Number

Tick to give consent to Eligibility

DOB

Email

Forename

Surname

|
|
| Contact Number
|

O Nior

[ mass Number

Tick to give consent to Eligibility [J evep

Checking for [ working Family Eligibility

Save Cancel

and

“denotes mandatory fields

then click on the Funding Details tab and enter the Eligibility code details, remembering to
click on the Check Eligibility Code box before entering the hours on the Pending

Adjustment tab
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Summary ” Child Details ” Farent / Carer Details | Funding Details | Coocuments || Pending Adjustment || MNotes |

Funding Details Attendance Days
Start Date* |08-Apr—2024 | Attends Monday ® ves O Mo

End Date® I‘I‘JJul-ZDM—I Attends Tuesday ® ves O No
Default Term Dates Attencs Wednesday ® ves O No
Attends Thursday @ ves O No

Weeks Attended in Term* |1300—| Attends Friday ® ves O No

Present during Census O Attends Saturday O Yes ® No

Attends Two Days or More Attends Sunday O ves ® No

MNominated for DAF* O ves @ No

Funded Hours per Week Non-Funded Hours per Week

Hours* |15.0,j | Non-Funded Hours* 26.56

Extended 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

Extended Hours* | 0.00 |

Eligibility Code
‘ Check Eligibility Code
- Mumber of Weeks: 13.00

Eligible for Extended Hours

Funded Weekly Hours: 15.00

Funded Termly Hours: 195.00
Total Funded Hours per Week Funded Yearly Hours: 570.00
Total Funded: [15.00 |

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

*denotes mandatory fields
Save Cancel

e Select Pending Adjustment tab

Name: Joe Wicks DOB: 05-Nov-2017

Summary_|[_Cnila Details_|_Parent/ Carer Detais_|_Funding Detaiis _||_Documeng€ | Pending Adjustment || Myies |

@ Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).
The number of funded weeks for the term and term dates are found on the Home page.

Example:

Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Universal Pending Adjustment Extended Pending Adjustment
Number of Hours [ ~ Number of Hours [ ~
Reason (500 characters) Reason {500 characters)
4 4

niversal Termly Hours: 210.00 Extended Termly Hours: 210.00
niversal Yearly Hours: 570.00 Extended Yearly Hours: 570.00

5 *denctes mandatory fields
Save Cancel

e Enter the total number of hours the adjustment is for:
Example: this is an increase of 3 hours per week for 7 weeks - the remaining number of
weeks in the term from the start date of the change (not including school holidays).
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3 hours x 7 weeks = 21 hours

e Select More Hours from the drop down box
e Enter the total hours to claim
e Enter the reason and the calculation:

Name: Joe Wicks DOB: 05-Nov-2017

summary_|| Child Details || Parent / Carer Details | Funding Details || Documents | Pending Adjustment || Notes

l@:' Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).
The number of funded weeks for the term and term dates are found on the Home page.
Example:

Number of weekly hours to add/deduct = 15
Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

mersaNRending Adjus Extended Pending Adjustment
[ number of Hdurs |MDreHnurs v‘ |21 ]’ Mumber of Hours -
(sopharacters) i Reason (500 characters)

Increase of hours following a change to parent's wark pattern

3 additional hours per week from 1.11.2021, 7 weeks = LZW hours

Maximum Values Allowed: Maximum Values Allowed:
Universal Termly Hours: 210.00 Extended Termly Hours: 210.00
Universal Yearly Hours: 570.00 Extended Yearly Hours: 570.00

*elenotes mandatory fields
Save Cancel

Reducing Hours for an Overclaim

If the adjustment is being added because of an overclaim of hours i.e. too many hours per
week had been added at Headcount in error or you have agreed to change to your claim
following a child leaving the setting:

Example:

The claim should have been for 9 hours per week and not for the 12 hours entered
Overclaim of 3 hours per week for 14 weeks

3 hours x 14 weeks =42 hours

e Double click on the child’s name

e The Pending Adjustment tab will automatically be selected

¢ View the details entered on the Funding Details tab, see page 11 above
¢ Return to the Pending Adjustments tab

e Select Less Hours

o Enter the total overclaim of hours for the term

o Enter the Reason

Warwickshire

County Council
OFFICIAL

72



Name: Joe Wicks DOB: 05-Nov-2017
Summary || Child Details | Parent / Carer Details \| Funding Details || Documents Pending Adjustment | Notes |

@ Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).
The number of funded weeks for the term and term dates are found on the Home page.

Example:

MNumber of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Extended Pending Adjustment

Universal Pending Adjustment
MHours C [LessHours +]D < 2 Number of Hours | v

Reason (30p characters) Reason (500 characters)
neassec? hours added at Headcount, should be 9 hours per week

COverclaim of 3 hours per week x 14 weeks = 42 hoursl

Universal Termly Hours: 210.00 Extended Termly Hours: 210.00
Universal Yearly Hours: 570.00 Extended Ye_arlu,r Hours: 570.00

“denotes mandatory fields

Note: You do not need to enter an adjustment if the hours are decreasing after
Headcount. Hours are paid for the whole term based on the child’s attendance at
Headcount.

¢ When the Adjustment has been fully completed, click on Save
¢ |t will automatically return to the first page.

The adjustments entered will show as Unsubmitted Claim:

Funcing

Summary Estimates Actuals Adjustments Eligibility Checker

S V]
To change hours, click on the child’s name highlighted in blue and enter the details on the pending adjustments tab.

To add a new child, click on the add child box below and complete all the details in every tab and dlick save.

‘When all adjustments have been added, you must click on the send claim box. If successful. a "green tick' confirmation will be displayed.

Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 CHANGE (i)

Add Child Send Claim
Pending Pending Uni | Hours E ded Hours Total Funding

et Child IRl e : et foxaiat B (Flmiak by Sttt
KT s B Ay = AL Y JEGAD (inc Adj)

@ O New Unsubmitied Child ] 10500 000 10500 0.00 243575

Hope, Holly -
(02-Feb-2018) 0.00 0.00 21000 0.00 £871.50

%;_'Ms:r'_'gm a 0.00 0.00 210,00 42,00 £1045.80

Wicks, Joe
(05-Now-2017) 21.00 0.00 189.00 0.00 £784.35

@ O Unsubmitted Claim

Send Claim ’

Add Child
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Awaiting LA Download
Funding

Summary Estimates Actuals Adjustments Eligibility Checker

When all the Adjustments have been entered, click on the Send Claim box.
The green confirmation box will appear, the Status of the Adjustments will change to

@7 submission Successful

)

To change hours, click on the child’s name highlighted in blue and enter the details on the pending adjustments tab.
To add a new child, click on the add child box below and complete all the details in every tab and dick save.

‘When all adjustments have been added, you must click on the send claim box. If successful, a ‘green tick’ confirmation will be displayed.

Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 cHANGE i)

» Not Paid - Total: £1747.95

Add Child Send Claim

Status Child ET;;"sgal E:::_‘:lin:egd 'ij.:c".:rdj';l e E}'“"CEA“:JFJ" e L_ﬂuﬁ"&?«m Eligibility Status
‘Adj Hours Adj Hours (inc Adj)
:32?333;; 2“:')2‘?';"‘“ 0.00 000 105,00 0.00 £435.75
*:'JgP;hH;C”%'BJ 0.00 0.00 168,00 0.00 £131220
(Solsrr\;.:r"gm a 000 0.0 21000 200 £1045.80
So‘j'ﬁu?g‘;’a‘ 000 0.00 210,00 000 287150
¥} Awaiting LA Download Wicks, Joe 21.00 000 189.00 0.00 £78435

(05-Nov-2017)

Child Send Claim

The number of hours will show in the Pending Adjustment columns and the adjustment
amount will ﬁhow as Not Paid:

Home Forms [RIiL1IRE]

Summary Estimates Actupls Adjustments Eligibility Checker

@ submission Succqssful
B
To change hours, dick on the child's name highlighted in blue and enter the detailsjon the pending adjustments tab.
To add a new child, click on the add child box below and cgmplete all the details in|every tab and click save.
When all adjustments have been added, you must click on the send claim box. If supcessful, a "green tick’ confirmation will be displayed.
Y. "
Submitid nepnts: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 fHANGE (i)
» Not Paid - Total: £1747.95
Add Child
)4
Pending - Total Funding
Status Child Extended  (niveralHours  BxtendedHours  pnuntforTerm  Eligibility Status
Adj Hours U U (inc Adj)
George, Michael
(25-Dec-2017) .00 0.00 105.00 0.00 £435.75
Hope, Holly £
{02-Feb-2018) .00 0.00 168.00 0.00 £1312.20 £}
Star, Sally .
{03-Mar-2018) .00 0.00 210.00 42,00 £1045.80
Swift, Taylor . .
{05-hug-2018) .00 000 210.00 0.00 £871.50
. Wicks, )
© " Avaiting LA Download (néflm(l&av-ozsnm < 21.00 ’ 0.00 188,00 0.00 £78435

Add Child Send Claim

When the Funding Office has accepted the Adjustments, the Status column will be blank
and the adjustments added can be checked by clicking on the arrow:
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Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 cHANGE @)

@ Paid - Totel: £1835.10
Add Child Send Claim

Status Child

Pending Pending
Universal Extended
Adj Hours Adj Hours

Universal Hours
(inc Adj)

George, Michael
(25-Dec-2017) 0.00 0.00 105.00

fhope, Holy 0.00 0.00 168.00

tsﬂtgFMs:rl—lgm g 000 0.00 21000

B g ST 000 000 21000

Wicks, Joe
(05-Nov-2017)

0.00 0.00 189.00

Extended Hours
(inc Adj)

Total Funding
Amount for Term
(inc Adj)

Eligibility Status

0.00 £435.75

0.00 £1312.20 1]
42.00 £1045.80

0.00 £871.50

0.00 £784.35

When the adjustment have been paid the status will change as below and details the amount
and date the adjustment was paid. Click on the arrow to show the details:

w Paid as Adjustments DTotal: £57.34, Paid Date: 06-Aug-2024

Date of Birth

No. of Override Rate  Total Child

Type Date Added Child Name

Hours per Hour

6.4 Rejected Claims:

Total Amount @
Weighting Amount Provider Rate T | (R

e If an adjustment claim cannot be accepted by the funding office, the adjustment claim

will be rejected, usually because:

o The reason was not entered

o It does not meet the permitted reason criteria
o The adjustment exceeds the maximum hours available for the term due to

another claim being made for the child

o The claim has not been calculated correctly

e The funding Office will email the setting with details of the claim and why it has been
rejected.

¢ |If a claim has been rejected and exclamation mark will show next to the child’s name
and ‘Claim Rejected’:

L I Repecte

L]

e The reason for the rejection will be stated in the child’s Summary tab.
Claim Rejected
The reason for the permitted adjustment has not been added and the
calculation of tha howrs has not been shown

e |If possible, the rejected adjustment will need to be corrected, then Save and Send
the claim again.
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It is recommended that you check your adjustment claims on or before the
submission deadline date to verify that your adjustment has been accepted.

EXAMPLE:

summary || Chilg Details | Parent/ Carer Details | Funding Details || Documents | Pending Adjustment |_hotes

=
(gl Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining).
The number of funded weeks for the tarm and term dates are found on the Home page.

Example:

Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Universal Pending Adjustment Extended Pending Adjustment
Number of Hours More Hours ¥ IhO-OO Number of Hours ~
Reasan (500 characters) Reason (500 characters)

Added another session

4 4
Maximum Values Allowed: Maximum Values Allowed:
Universal Termly Hours: 165.00 Extended Termly Hours: 165.00
Universal Yearly Hours: 570.00 Extended Yearly Hours: 570.00

~ *denotes mandatory fields
Save Cancel

In the example above, the permitted reason for the adjustment and the calculation have not

been entered in the Reason box.

The claim has been rejected by the Funding Office; it will show in the list of children as

‘Claim Rejected’.

Pending Pending . P
Status Child Universal  Extended  gniversalHours - Extended Hours
Adj Hours Adj Hours nend nend

{Bzazr_' gLt = 0.00 0.00 165.00
@ " ClaimRejected J;’Jhgeé"gﬁ? 10.00 0.00 157.00

Select the child by clicking on the name.

The reason for the rejection will show on the Summary page
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0.00

0.00

Total Funding

Amount for Term
(inc Adj)
£1387.20
£631.33

Eligibility Status
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Name: Smythe John DOB: 05-Sep-2018

Summiary | Child Details || Parent / Carer Details || Funding Details || Documents | Pending Adjustment || Motes

Term Start Date 04-Jan-2022 Universal Funding
Term End Date 08-Apr-2022

No of weeks attencled 11.00 Funded Hours Per Week
Nominated for DAF Mo Funded Hours for Term
p Provider Total Rate £4.15

Funding Amount @ Provider Rate
Child Weightings

he reason for the permitted adjustment has not been added and the|
Iculation of the hours has not been shown

Universal Funding Amount

Totals

Funded Hours Per Week

Funded Howurs for Term

Total Funding (excl. Adj)

Total amount from Adjustments

Total amount from Pending Adjustments

Total Funding For Term (inc Adj)

» *denotes mandatory fields
Save Cancel

Update the claim with the required information and re-send the claim.

Name: Smythe John DOB: 05-Sep-2018

Summary || Child Details H Parent / Carer Details H Funding Details || Documents Pending Adjustment | Notes

@ Enter the total number of hours to be adjusted (weekly hours x ber of weeks r ining).

The number of funded weeks for the term and term dates are found on the Home page.

Example:

Number of weekly hours to add/deduct = 15

Number of weeks from the adjustment start date to the end of the term = 6
Number of Hours to enter 15 x 6 = 90

To add hours select More Hours
To remove hours select Less Hours

Universal Pending Adjustment E ded Pending Adj
Number of Hours l10.00 Number of Hours ‘ -
Reason (500 characters) Reason (500 characters)

More hours added
5 weeks x 2 hours

Change in parent's working schedule

) )

|rvmmind Tarmb: e 188 AN |

If the claim is not updated a red circle with an exclamation mark will also show next to the
child’s name in the Actuals list:
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Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

View Actuals: 2021/2022 Spring Term - 3 & 4 Year Olds 3 cHANGE

2 Total Funding
- Universal Hours Extended Hours . P
Child 4 . B . Amount for Term Child Weighting:
(inc Adj) (inc Adj) {inc Adj)
Bank, Mark -
(22-Mar-2018) 165.00 0.00 £1387.20 EYPP
John, 5Smythe — A
0 (05-Sep-2018) 157.00 0.00 £651.55
Light, Lucy P . I

When you click on the child’s name a message will be displayed:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

W/ Adiustments cannot be added. due to the status being * Adjustments Claim Rejected’. Please correct and Re-Send the Claim.

MName: Smythe John DOB: 05-Sep-2018

summary |[_chila Detaiis Parent / Carer Details Funding Details Documents Notes

Term Start Date 04-Jan-2022 Universal Funding
Term End Date 08-Apr-2022 Funded Hours Per week
Mo of weeks attended 11.00 - -
Mominated for DAF Mo Funded Hours for Term
b Provider Total Rate £415

Funding Amount @ Provider Rate

Claim Rejected Child Weightings
[The reason for the permitted adjustment has not been added and the|
calculation of the hours has not been shown . -

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)

Paid Adjustments

After the Funding Office has made the Adjustment payment it will show as Paid as
Adjustments:

™

L

022 Autumn Term - 3 8 4 Year Olds 3 chance iy

¥ Paid as Adjustments - Totak £1235.10

Paid or Not Paid bar

By clicking in the Paid or Not Paid as Adjustments bar it will show a breakdown of the
Adjustments made:

Examples:
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w Paid as Adjustments - Total: £

Child Name

Child 01-Dec-2021 Swift Taylor

Child 01-Dec-2021 George Michae!

ild 02-Dec-2021 Hope Holly

Child 01-Dec-2021

w Not Paid - Total: £87.15

Type Date Added Child Name

Child 09-Crec-2021 Wicks Joe

ate: 09-Dec-2021

Override  Total Child

Total
Amount @ Amount

Date of Birth |, " Iihkite per  Weighting P Reason
ur Amount
Rate
Missed off headcount claim
05-Aug-2013 210.00 £0.00 £871.50 £871.30 attending 15 hours per week for 14
weeks, 210 funded hours requested
25-Dec-2017 105.00 £0.00 £43575 £43575 New starter, new to funding.
Incorrect hours entered on the
Headcount claim 15 hours claimed
but the claim should have been for
_Feb- z z
02-Feb-2018 -42.00 £0.00 (£174.30) (£174.30) g et e tant s
week x 14 weeks = 42 houl
overclaimed
02-Feb-2018 enerated adjustment for
Dat . Mo. of Override Rate  Total Child Total Amount @ R
7T Hours per Hour Weighting Amount  Provider Rate LT "
05-Nov-2017 2100 £000 £87.15 [

e hours f

6.5 Updating Existing Funding records for DAF and EYPP

DAF (Disability Access Fund)
If you did not make a claim for a child eligible for DAF (see page 30) during the Headcount
period or the DLA award letter was given to you after Headcount, you can still claim using

the Adjustments tab:

Hope, Holly
(02-Feb-2018)

0.00

0.00 210,00

[ ]
[ ]
the funded hours
e Select the Funding Details tab
[ ]

Click on the Yes button for Nominated for DAF

Select the child from your list by double clicking on their name:

0.00

You will automatically be taken to the Pending Adjustment tab
You will not need to add anything to this tab unless changes are also being made to

Funding

Summary Estmates Actuals Adjustments Eigibility Checker

Name: Holly Hope DOB: 02-Feb-2018

Summary [ Child Details || Parent / Carer Details | Funding Details ||_Documents

Pending Adjustment

Notes

Funding Details

Start Date”

Default Term Dates
Weeks Attended in Term*
Present during Census

Attends TyoDa

Jominated for DAF*

Universal Funded Hours per Week

Extended Funded Hours per Week
Extended Hours*
30H Eligibility Code

30 Hours Free Childcare
Eligible for 30H

Total Funded Hours per Week
Total Funded:

Attendance Days

Attends Menday O ves @ no

Attends Tuesday O Yes @ No

Attends Wednesday O ves @ neo

Attends Thursday O ves @ No

Attends Friday O ves @ No

Attends Saturday O ves @ No

Attends Sunday O ves @ No

Non-Funded Hours per Week

Non-Funded Hours*

4 i 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: 14.00

Universal Weekly Hours: 15
Universal Termly Hours: 210
Universal Yearly Hours: 570

Extended Weekly Hours: 15
xtended Termly Hours: 210
xtended Yearly Hours: 570
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Select the Documents tab:

Upload a copy of the DLA award letter, refer to page 33

Funding

Summary Estimates Actusls Adjustments Eligibility Checker

Name: Holly Hope DOB: 02-Feb-2018
Summary || Child Details || Parent / Carer Details_| Funding Dfftails. H Documents |_Aending Adjustment | Motes

Supporting Documents
Please upload any documents which support this term.

Please enter a Description to clarify what the file contains.
Allowed file types are: all file types permitted
Files may not be larger than 999 ME.

Upload a
Description* File Name e

DLA Award letter DAF.docx -

Delete

*denctes mandatory fields
Save Cancel

Select the Notes Tab

Enter a note, example below:

Funding

Summeary Estimates Actuals Adjustments Eligibility Checker

Name: Holly Hope DOB: 02-Feb-2018
summary. || Child Detais | Parent/ Carer Detais_|[_Funding Details | Documents | Pending Adjftment || Notes

Add a new note Notes History

Eligible for DAF, DLA award letter addedl

No Historical Notes

N *denotes mandatory fields
Save Cancel

Click on Save
The child will have the Status of Unsubmitted Claim.

Once the DAF claim has been accepted by the LA the DAF funding amount will show in the
Total funding amount for Term (inc Adj)
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Submit Adjustments: 2021/2022 Autumn Term - 3 & 4 Year Olds 3 cHANGE L)

Status Child ;\E;’:g, E:It-_l:ni;gd g;;":’dj?' R E‘:."CEA“:J?]" HrIs mui.l;nfii:‘?grm Eligibility Status
ij Hours Adj Hours (inc Adj)
@ ) MNew Unsubmitted Child (GZ‘;‘_’B%?_ 2“32‘;;“' 105.00 0.00 105.00 0.00 £435.75
o (H[l‘;?}fslb}il;c”rs_l 0.00 0.00 210.00 0.00 @
(Sutsarw?;ugm B 0.00 0.00 210.00 4200 £1045.30
@ " Unsubmitted Claim ""f;‘h*ch_%r 21.00 0.00 89.00 0.00 £78435

EYPP:
Where EYPP was not added at Headcount

If EYPP was not added at Headcount, providers will need to add this as an adjustment by
using the process below:

e Select the child double click on the name

e Select the Parent/Carer Details tab

e Complete all details

e Tick to give consent to Eligibility Check by ticking the EYPP box
e Add a note to the Notes tab

e Select Save

Funding

Summary Estimates Actuzls Adjustments Eligibility Checker

Child Details_|| Parent/ Carer Details | Funding Details || Documents | Pending Adjustment | Notes

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 se, 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.

Details are optional but if entered then at least Forename, Surname and NI or NASS Number must be filled in.

Parent / Carer Details Partner Details

Checking for

Checking for

NI or [ NASS Number AB123456C O Nior O nASS Number :
Tick to give consent to Eligibility EYPP O 204 Tick to give consent to Eligibility O ever O z0m

*denotes mandstory fields

Save Cancel

The EYPP adjustment will show as an Unsubmitted Claim until it has been accepted by the

Funding Office.

If EYPP is added as an Adjustment, it will not show in the Weightings column, but it will
show in the Adjustments breakdown by clicking the Adjustments Paid or Not Paid bar.
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EYPP claimed at Headcount but not added:

If you were expecting EYPP to have been added at the Headcount but it is not showing in
the Weightings column in your Actuals, follow the same process as above and check the
following:

o Make sure that the Parent/Carer details have been entered correctly
o Make sure the Eligibility Checking for EYPP box has been ticked

o If these are fully completed or the claim is for the non-economic reasons below:
o Child is Adopted from care
o Child has left care on a SGO or
o Child Arrangement Order

Supporting information e.g. Adoption Birth certificate, to evidence their entitlement must be
attached to the Documents tab and a note added to the Notes tab.

e Select Save when all tabs have been completed
e Select Send Claim when all adjustments have been made
e The changes will show as Awaiting LA Download as previously described.

e Check the Summary tab:

The child’s Summary tab will show the funding paid for the child for the term. It will also
show the amount paid as an Adjustment:

Example:

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Holly Hope DOB: 02-Feb-2018

Summary || Child Details || Parent / Carer Details | Funding Details | Documents | Pending Adjustment || Notes
Term Start Date 02-Sep-2021 Universal Funding
Term End Date 17-Dec-2021 Funded Hours Per Wask 15.00
No of weeks attended 14.00 unaed C““:;I ‘ee . >
Nominated for DAF Yes Funded Hours for Term 210.00
p Provider Total Rate £4.15
Funding Amount @ Provider Rate £871.50
Child Weightings £0.00
Universal Funding Amount £871.50
Totals
Funded Hours Per Week 15.00
Funded Hours for Term 210.00
Total Funding (excl. Adj) £871.50
Total amount from Adjustments £615.00
Total amount from Pending Adjustments £0.00

Total Funding For Term (inc Adj) £1486.50 )

“denctes mandatory fields
Save Cancel
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6.5 2 Year Funding Adjustments

To enter an Adjustment for 2 year funding:
e Select the 2 Year Olds option.

Fanding

Summary Estimates Actuals Adjustments Eligibility Checker

Adjustments Head Count Records for 2021/2022 - Autumn Term

202172022 Actuals (Office use only)
T T Funding Type Reivile Processed Editable
Submission Pariod: Process
01-Nov-2021 to 03-Dec-2021
¢ 2 Year Olds v v
# 3 & 4YearOlds 3 v v

e You will be given 2 options to select in the same way as entering the Headcount:
o Add Child
o Enter EY Voucher

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

b
To change hours, click on the child's name highlighted in blue and enter the details on the pending adjustments tab.

To add a new child, click on the add child box below and complete all the details in every tab and click save.

When all adjustments have been added, you must click on the send claim box. If successful, a "green tick’ confirmation will be displayed.

Submit Adjustments: 2021/2022 Autumn Term - 2 Year Olds CHANGE i)

Add Child

Enter EY Voucher l Send Claim

Pending Total Funding
Child Universal  (onded Hours e LT
Adj Hours ) (inc Adj)
Russell, Jack
(1o 2019) 0.00 21000 £1144.50

e Select the Enter EY Voucher option for the Disadvantaged (2 Help) entitlement,
entering the 6 digit code from the Eligibility Confirmation letter.

e Select the Add Child option to enter a claim for the Working Parent Entitlement or for
a child from out of county eligible for the Disadvantaged entitlement

o Complete your adjustment claim in the same way as for a 3 & 4 year old claim
detailed above

e Make sure that on the Funding Details tab you to select the correct entitlement
either the Disadvantaged Funding or the Working Family Fundingt:
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Child Details || Parent / Carer Details || Funding Deftails “ Documents H Motes

Funding Details

Start Date* [03-Apr-2024 |
End Date* 19-Jul-2024

Default Term Dates
Weeks Attended in Term* 12
Present during Census
Attends Two Days or More O

Nominated for DAF*

Funding Type*

@ Disadvantaged Funding
O warking Family Funding

6.6 9 months - 2 Years Funding Adjustments
e Select the 9 months — 2 years option in the Funding Type

¢ Follow the same process above as for the 3 & year old adjustment claim

e The only difference from the above examples is that it will only have 1 option —

Expanded Hours:

Child Details H Parent / Carer Details | Funding Details | Documents ” Pending Adjustment || MNotes |

Funding Details

Start Date® | |
End Date*

Default Term Dates
Weeks Attended in Term* 0.00
Present during Census
Attends Two Days or More O

Nominated for DAF*

O ves O No

Expanded Funded Hours per Week

Expanded Hours*

Code

Check Eligibility Code

Eligible for Expanded Hours

Attendance Days

Attends Monday O ves O No
Attends Tuesday O ves O Mo
Attends Wednesday O ves O No
Attends Thursday O ves O no
Attends Friday O ves O Mo
Attends Saturday O ves O no
Attends Sunday O ves O Mo
Non-Funded Hours per Week

Non-Funded Hours* ‘S.CC

4} 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

Mumber of Weeks: 14.00

Expanded Weekly Hours: 15.00
Expanded Termly Hours: 210.00
Expanded Yearly Hours: 570.00

*denotes mandatory fields
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Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details || Parent / Carer Details || Funding Details || Documents ” Pending Adjustment “ Motes

@ Enter the total number of hours to be adjusted (weekly hours x number of weeks remaining). The number of funded weeks for the term
and term dates are found on the Home page. Example: Number of weekly hours to add/deduct = 15 Number of weeks from the

adjustment start date to the end of the term = 6 Number of Hours to enter 15 x 6 = 90 To add hours select More Hours To remove hours
select Less Hours

Expanded Pending Adjustment

Reason (500 characters)

e

|Expanded Termly Hours: 210.00 |
Expanded Ye_ar\v Hours: 570.00
“denoctes mandatory fields
Save Cancel

28 Q seaen a u e dF¥odO

6.7 Unsubmitted Claims

An unsubmitted claim will show if a claim was entered but was not submitted before
the submission deadline date at the Headcount.

e |t will show as a red circle with an exclamation mark:

e Unsubmitted claims will be highlighted on your Home page:
Historical Notifications

These records were edited but never claimed.

= Click here to view these items
[ There are unsubmitted records which are outside the submission window for Provider: s
And

e nextto the Funding Type for that term:
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© & 2VYearOlds

© 5 2&4YearOlds3

e The child on your Actual list that this relates to will also have the exclamation mark
next to their name:

o N

o Asthe Adjustment list is the same as the Actuals list, the children will also appear
on the Adjustment list with the exclamation mark next to the child’s name.

e The unsubmitted claims cannot be submitted from the Adjustments tab as they were
not included in your Headcount submission.

e The child must be deleted and added as a New Child claim in the Adjustments
tab as detailed from page 62

To Delete a child with an unsubmitted claim:

o Hover over the upturned Edit arrow

" - - Morris, William —
@\., Unsubmitted Child (03-Jan-2018) 210,00 0.00 210,00 0.00 £871.50

__________

e The Confirm Delete box will appear and select Yes

Confirm Delete

Are you sure you want to delete child: Marris, William from this headcount record?
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7. FORMS TAB:

The Forms tab is used to the complete the Early Years Census Form for Childminders, PVI
Providers, SFGR settings for children not included in the School Census in the Spring term.

Itis also used to complete the FIS forms PVI and M Provider Update Form and the
Childminder Update Form.

7.1 How to enter the Early Years CENSUS using the Forms tab

The Early Years Census is completed on an annual basis in the Spring term. The relevant
Early Years Census form will be available on the Forms tab from the beginning of January.

The Census is a statutory requirement for the Local Authority and it must be returned to the
DfE by the deadline they set. Refer to the Requirements of Early Education Funding and
Childcare Entitlements 2024 on page 2 of the website:
https://schools.warwickshire.gov.uk/early-years-childcare-providers

It is a requirement for funding for early years providers to complete the Census Form by the
deadline as advised to them in the Spring term Termly Information Letter. If providers do not
return a Census Form when requested, they will not receive future funding payments.
To access the Early Years Census form:

e Log in as previously instructed.

e Select Forms

o Alist of forms available will be shown:

Home & Funding Sufficiency

Fill In Forms View Forms

Fill In Forms

Please select a form helaw to update your details:

Early Years Census Form 2024
e Select the Early Years Census Form for the current year.

Please note: The form shown below is an example and may be different from the actual form
shown on the portal.

Section 1 — Provider Details

The Provider Details page is mainly pre-populated with the details held for the setting by
Ofsted. If any of these details are incorrect or out of date, the setting must contact Ofsted
directly as the local authority is unable to change them.

e Complete the ‘blank’ boxes where applicable.
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2, 3 & 4 Year Olds Early Years Census 2024

‘Contacts to wse to support the completion of this forma:

Maase riad tha Gude on g 5 Bafore compiding B Mo,
Thie I, 3 & 4 i Merséry Fending Oficers can bi conticlial e 01926 21235
arad For Childmindins on: D098 Falns

Connlanct vl aadeininics ayfondnnoddwar mchabine oo b, or
clukdstrndir Fandn g marmckalne. g b

T conilancd U OFitid Hilp taits, 16d: 0G50 133 1331 & omail:
st 0 el e, k.

i Farinky Iedorsatien Serveos (FIS) wk 01928 FI30 o
saniad: FlSgwarwhalone ey ul

Local Autfority Name ; ‘Wanwicishine
Local Autreority Humber: 837

Census collection date: 18,01/ 2024
Comoplets and submit by ZE/DL/2024

Section 1 - Provider Details

LA Exlabhdvsenn! URN:  (cswsed 10 Prords

=]
CEETED LN (o apobeabii) @
Promdir Marr 8
Poskd: )
2
Conbac! rusabers groraded by OFaed °
a
Email athdvicisis, prewubed by S bial: a
a

I i v il g conr il wed bt wia 0S conikact U O
Exbrind Lisam o sk Conlacts alarei) b opsdels Uiz delals.

M Contac Mombsafl dilferant Tom abarea

Faar Lovad] Hame:

Section 2 — About the Provision

e Complete the details as requested using options from the drop down boxes. Refer to
the Guide for data collection on page 3 before starting to enter the details.
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Early Yaars Census 2024 continued...
riviced FRge  felld Fage Solect Fage
Section 2 - General detalls of provision

M, Thin edaben, ft ALL b i o e

Saction Th: Catagery of Brosddar

Bl - vl o dhows I G gl By B O
Vil e mad astes i e bealid Lo i |

Ssctien I0: Typs of Cars

s lor e Iy e v et i ey e e [
il e i g s ko |

Neiral b L s s b s A o L o ke s S
g B ey Frovider g o
Vb e s e e el Lo oo |

P e U s Iy .. Full Dary Eamm

Crn T -
b sl aen e il Lo ooy | =1 ui=J
Ssction 3C- pramies and cpsaing Sress (xl prawiden)

11 pim e vl e m L e, ke e s s s g @

Dipemn 3477 Db e WA

Mow o o M b, oy aad 7 ey s wemd] "
st ired anvd clagivg ey

Doty sy Timem. B
Bay

D o e ke o e o, of 8 el v Fomd P sl SE=E"

eyt P o
D o sk il o v i VY e e i e 1M

Wil rabn s 1 -
b iy e, 2o o s s et -

Farm sy i, 3 L sl tnden (s o D e more
omlind iy B il b

Nalr The s b S by U el s e o @
et wih e bl L s

Staff

TLa N Koo i e el i o il e AL R i, Dnls L e ke
i e e o M g sl st

Tl e iy Pl o GLaF il pviles wi sk
e 17 @
e, e vk o M v o b Snllwengy f srviemen ]

Tkl i,y bhasard, of ALe¥ Bl e Bl ol el pashy @
e, e ) sl s i prk wills Lk e el gl 17

Tkl i,y ks, of ALe¥ i x Bll sl pirmsed packy pras

e 1 il sl e e 3 e e b i e =

Tkl e, i binaed, o 1L il Boll el il vy e

e 1 el v e el e s v b ow e aged -

sl e, b bk, o 1LY il g e b o s b

ks w17 o
N -

sl e, b brbanard, o 1LY il sy s b e i s

ks w17 -

Mumbsr of childrm by age

Wik o 3 e i [P aval -kl g . . 11 1232 -

e e |

Wk o 1 pra Y [Pl aval s skl (g 5.l 10183310 A

[CEETEEE P

Wk o 4 e 1 [P 2ol s kel e . 2 2513 3T o

1488 i, o e el iy

Srovicst Fuge | Fem Faga  elect Puge

Opening and Closing Times:

When entering the start and end time, use a colon:
Example:

Start time 8am - enter as 8:00

Finish time 6pm — enter as 18:00
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Opening and dosing times:

Daily Opening Times
Day Start Time End Time Funded Places
T
| Monday v| ( 2:0 ﬁs :ﬁ\
|Tuesc|a':,.r V| 13:09f
| Wednesday v| 8:00 18:00
| Thursday v| 8:00 18:00
: Friday v | 8:00 18:00
I Insert item
Staff

The Total number of staff cannot be more or less than all the boxes below it added together.
Do not count a staff member more than once i.e, if a member of staff has more than one

gualification, count them under their highest qualification.

E.g. Total staff = 10 made up of (2+4+2+0+1+1 =10):

Staff

(Only count the staff member once and for their highest qualification only)

Total number by headcount of staff at provider who work with children
aged under 57

(This total should be the sum of the following & sections)

Total number, by headcount, of staff that have a full and relevant early
years level 2 qualification who work with children aged under 57

Total number, by headcount, of staff with a full and relevant zarly years
level 3 qualification and not in 2 managerial role who work with children

Total number, by headcount, of staff with a full and relevant zarly years
level 3 qualification and in a2 managerial role who work with children aged

Total number, by headcount, of staff with qualified teacher status who
work with children aged under 57

Total number, by headcount, of staff with early vears professional status
who work with children aced under 52

Total number, by headcount, of staff with early vears teacher status who
work with children aaed under 57

Guide:

Refer to the Guide for data collection before completing the form
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Early Years Cansus 2024 - Guids for data mllection

Freacis Fage Select Page: W e

Irdanratian abzut chicren

e s the ForTN SERSCr, CUnng ha ik Sagnneg | naany 034, ¥ chiicren s
ERTRCr MmOt o m e, &k, o Pk, poms rehCo mher, B rho oo s
muhn’_‘ W g

Sactizn 2: Ganarsl detaile of provicion
e This robacn, i A colkdron in vaur .

Saction 24 - A typsa of proviter mant carplets this sscticn
bauta that po
o et ke, basice

1 o e 0 it o sty [rovedar, ples mrlor o Bk in et wctics i M snd than
oot sacton 20

e cddrarder maw b ooy opercerth rogemras wrt (e o wgetand s 8 ckdrinde
Ngoncy Wi & ragiared sth Ofeiod

Sactian 28 - Frivats ar volusksry prasiders caly
[P —_—— sitiar b In 16,

SrTARCn or Ura CATY SDUCEICT B SMCRETRd ¢ I 8 Ll e, T N AR O T
Thhiaes e et e

Full ey carac
s, b provee iy o for e Lnder e for 8 cpronanes poncd of £ bowr o e
I ey ey ins prasniae. which) oo et dormosic: prosriene. Tire. showis b aided s 0.0 nighe sm
0 o S0

s—u-lq-:—:

Frn mriord dsy cum Sac MEmGE boing ©E S & Cororers.
ph.l-!l.runhq'n. Tirram sl b ctiedd 0.3 SigRE e LD

Y yom WE B privia o soiuntary provider, oL shoulsl v simecy Scand e option in 24, Fos
bk ML
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\mehar ciwy cve: B g thewsd o e s wher § o defrmisdy c e £ i £l
oy v i ol iy e .. T achool Chiiw

Ractien 0

Irfcaranon shout s o s surery shiould e i o who o _\Fl‘nh_
begirning 2360 Ianuary 300 1Y s ormuseeseoon oo e ok §. I promise e
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T 0 T A L e oo

wectizn J: Child lweal duts kema

Chil? inval deex i meuinad faom amy eating ‘whors ona or rom of shar childrn (aged 7, 1 g 4
ymarn o Tt Corarriwr 0 We rvredrg mavhy yom eclacasor, e m farder! by Ha
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Frmvcis Fuge Salect Page: L

¢ When all details have been entered and checked, select Submit.

e The green tick line will appear
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LI HE Funding Sufficiency

Fill In Forms View L

& //) You have successfully submitted the form. >

Fill In Forms

Please select a form below to update your details:

. IEarI}-‘ Years Census Form 2023'

* PV| & M Provider Update Form

e The details are received by the Early Years Funding Team to Accept. If there is
incompatible information on the form, the form will be Denied. An automatically
generated email will be sent to natify if the the form is ‘Denied’. This will mean that the
form must be completed again in the correct format and re-submit. Please refer to the
Guide for further Information.

8. SUFFICIENCY TAB: (not available to Childminders)

Providers will be notified in the Termly Information when they are required to
complete this information.

8.1 How to enter Sufficiency Information (except for Childminders)

1) How to Calculate the number of Places:
Please use this guide to help with completing the Sufficiency information. We recommend
that the vacancy figures are prepared in advance, as the system will time out after 20
minutes of inactivity.

Places Offered

These are the maximum number of places a setting is able to offer to parents, per age range

on each day of the week, morning and afternoon (funded and paid for). For further support

regarding the places the setting offers please contact your Business Support Officer:
earlyyears@warwickshire.qov.uk

Example:
If there is one room for all age ranges, places MUST be allocated separately to each of the
particular age ranges, to ensure places are not double counted.

For Example: if a setting caters for 40 children (2-5yrs), for sufficiency purposes it must
identify how many children it would offer places to per age range. Do NOT put 40 in each
age range as this will distort the actual number of places on offer.

Example — 40 Age Places Places places
2t03 15
3to4 25
TOTAL 40 v
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If the setting is closed or do not offer places on a particular day or time of day, a zero should
be inserted in the relevant box. If the offered places change each day depending on the age
ranges the setting has, the changes must be shown for each day.

Vacancies

The number of vacancies for each age range must be completed for each day of the week
and time (morning or afternoon).

Example: The setting offers 20 places and the actual occupancy is 15 children. The
vacancy number to enter is 20 — 15 = 5.

2) Inputting Data — Term Time
Log on to the Online Portal in the usual way.

The Sufficiency tab is at the top of the page

Yiome Fonns Funding

Term Time 5chodl Holidays

Please complete the following tables, indicating the number of places you offer across each age group and the number of vacancies you have for each age group.
This informatien will be collected dunng the Summer Term Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

Select Term Time
Select the Term and Year that is to be completed.

The following screen will be displayed:

ome foms funcing [ERCIMS}

Term Time School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

School Holidays Sufficiency for 2022/2023 - Summer Term

Save Cancel
Mon

Tue Wed Thu Fri Sat Sun Wait Cost
Age Group Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type Value

fered [ 0] [ [ o [ o] [ o] [ o] [0 [ o [0 [0 [ [ o[ o[ oJ[[v[ ]
facencies [ o] [ o] [of [[of [[of [ o [of [of[of[of[of[ofoflo

Offered [ 0] [0 [0 [ o] [oof [ o] [o] (o (o] [ o] [ o] [ o[ o [of[Q[v][ ]

2 Year Old Places

Save Cancel

CHECK the Age Group List — if the list does not show the correct age ranges that the
setting offers (for example it only takes 3 & 4 year olds and there is a row for 2 year olds)
please email eyfunding@warwickshire.gov.uk, and ask for this to be amended.
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Making these changes before the start of the process a this will save time now and in future
terms.

Click Edit:

ome roms runsno RS

Term Time School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

Term J# jency for 2022/2023 - Summer Term

Mon Tue Wed Thu Fri Sat Sun Wait Cost
Age Group Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type  Value
2 Year Old Places  Offered 20 20 220 22 220 22 220 20 20 220 0 0 0 0 2| v
Vacancies 0 0 0 0 0 1] 0 1] 0 0 0 0 0 0
2aavearOld e 32 32 32 32 32 32 3} 32 332 332 0 0 0 0 0w
aces
Vacancies 2 12 & 7 7 9 9 8 9 9 g 0 0 0

p—— <., [

Term Time School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

Term Time Sufficiency for 2022/2023 - Summer Term

Save Cancel

Mon Tue Wed Thu Fri Sat Sun Wait Cost
Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type Value

s [E] (2 () (29 (29 () () () (20 (=9} (0} (9 (0 O (N &) ]
warces (0 [0 (0) (9 (0 [0 (0 (9 (0 [0 [0 (9 (D [ g
s RN E [ e e e e R e R R R i | —
— e e

Save Cancel

Age Group

[

[

The Wait List box allows a setting to insert the number of children on their waiting list by
age for the term of input. Put O where there is not a waiting list

Insert the places offered in the OFFERED box across each day and time. Press the TAB
button to move across the page. Put a zero where the setting does not offer the places.
CARE: Only enter 0 for Saturday and Sunday unless you are open
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Insert the Vacancies per age, per day per time. Press the TAB button to move across the

page. Put a zero where the setting does not offer the places or where there are no
vacancies.

CLICK SAVE - The green tick bar will confirm that the details have been submitted
as below:

vome roms runcing RIS |

Terp b chool Holidays

& //) Saved Term Time 2022/2023 - Summer TerQ
.

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacandes you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

Term Time Sufficiency for 2022/2023 - Summer Term

Mon

Tue Wed Thu Fri Sat Sun Wait Cost
Age Group Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type  Value
2Year Old Places  Offered 20 20 20 20 220 22 2 20 220 20 0 0 0 0 2 v
Vacancies 0 0 1] 0 0 ] 0 0 0 ] 0 0 ] 1]
FouatearOld  offereg 32 32 32 32 3} 3? 3R 3R 32 32 0 0 0 0 O v
Vacancies 2 12 & 7 7 9 9 8 9 9 0 0 0 0

NOTE:
e Avalue MUST be insert against each item, even if it is zero.

e If more vacancies than places offered is entered, the setting will not be able to
SUBMIT the information and the following error message will be shown.

i .
@ Vacancies cannot exceed the number of offered places.

Once saved the information input will immediately show in the LA’s database.
3) Inputting School Holidays:

Before completing this, please see Section 4 page 6 below on Copying Information from
Term to Term.

Select Sufficiency > Term Time and School Holidays
Select the correct Year and Term

Select — School Holidays
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Term Tinfe  School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

Input the place details in the same way as shown for Term Time.

If details have been copied from Term to School Holidays, the details will be pre-populated.

Select Edit if the place numbers need to be changed.

ome roms rncno JRRIRNSY

Term Time School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This informaticn will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

School Holidays Sufficiency for 2022/2023 - Summer Term

Mon Tue Wed Thu Fri Sat Sun Wait Cost
Age Group Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type  Value
2 Vear Old Places  Offered 20 20 20 220 22 220 220 22 2 20 0 0 0 0 2 v
Vacancies 2 Q 0 Q 0 Q 0 Q 0 Q 0 Q 0 Q
JaavearOd  offere 32 3 32 3 3. 32 » 3R 32 3 0 O 0 0 O w
Vacancies 2 12 & 7 7 9 9 8 9 9 0 0 0 0

Click Save when the details have been updated:

Home foms runcing JCRCENSY |

Termn Time  School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

School Holidays Sufficiency for 2022/2023 - Summer Term

‘ Save Cancel

Tue Wed Thu Fri Sat Sun Wait Cost
Age Group Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type Value

2veroupcs otess () (1) (1) (0] (1) () (0] (20) (0] (0] (0] (o) (o) (o) (2} (M) ]
wm.@@@@@@@@@@@@@

Al = o] o) e o e —

0@ EE0E0E0E0E0

3 84 Year Old
Places

Offered

Vacancies
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The green tick bar will confirm that the details have been submitted

ome roms runcing JRRCENS} |

Term Time  School Holidays

Q? Saved 5chool Holidays 2022/2023 - Summer Term

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacandies you hold for each age range.
This information will be collected termly during the Headcount peried.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

School Holidays Sufficiency for 2022/2023 - Summer Term

4) Copying Information from Term to Term:

The information can be copied to another term or to the School Holidays option. Therefore, if
the setting’s place numbers remain the same, only the vacancies will need to be updated.

The place numbers can also be amended if these have changed.

Click — Copy

ome roms rurcing RN} |

Termn Time  School Holidays

Please complete the following tables, indicating the number of places you offer across each age range and the number of vacancies you hold for each age range.
This information will be collected termly during the Headcount period.
The data provided will not be made directly available to families but may be used to give an indication of the level of availability in the local area.

School Holidays Sufficiency for 2022/2023 - Summer Term

Mon Tue Wed Thu Fri Sat Sun Wait Cost
ey Places AM PM AM PM AM PM AM PM AM PM AM PM AM PM List Type  Value
2 Vear Old Places  Offered 2 220 20 20 2 22 20 2 2 20 0 0 0 0 2| v
Vacancies 2 0 0 0 0 0 0 0 0 0 0 0 0 0
JoavearOd  offered 32 32 32 32 32 32 32 32 32 332 0 0 0 0 0w

Vacancie:

] 12

12 ] 7 7 9 9 8 9 9 0 ] 0 0

A box opens which gives the option to select the term the details are to be copied to from the
dropdown box or to change the Availability to School Holidays:
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Copy all the Sufficiency entries
from

Term Time 2022/2023 - Summer Term
to:

Maote: for the selected Availability and Year/Term, this will overwrite entries for existing Age
Groups and inserf cotoesbem s BT CTOUDS.

vailability Term Time School Holidays
Vear/Term * | 2022/2023 - Summer Term v

[ | oot —

Select the option you need, Term Time, School Holidays or Year and Term,

Click Submit — the information will then be copied to Term Time/School Holidays or the
term selected, continue with the process above for Inputting data.
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