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Logging into the Provider Portal
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11 Howtologin

1.1.1 Logging in for the first time

When a provider registers to deliver funded places in Warwickshire, the Early
Years Funding Team will set up registration for the Provider Portal and issue

the setting with a username (six-digit number), temporary password, and

default answers to the security (authentication) questions. These will be sent

by email.

o e . Sign In

Note: When logging in for the first time, use the username provided and

NOT an email address. You can create an account later if you wish to. 7

1. The web address for the Synergy Portal is: e
https://wcc.synergy.hsc.accessacloud.com/synergyweb/Providers —

2. Enter the six-digit username.

3. Click ‘Next’.

4. Type in the temporary password (case sensitive) provided by the Early

Years Funding Team.

5. Click ‘Signin’.

Note: The temporary password expires after 3 days so this will need to be Sign in

changed as soon as possible, as advised in the confirmation email.

Enter your password

—>| J

(G USSIll oot Password | Create Account 4—
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https://eur02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwcc.synergy.hsc.accessacloud.com%2Fsynergyweb%2FProviders&data=05%7C02%7Cbecciwilcox%40warwickshire.gov.uk%7Ce881f439fc6246c3e16208ddfa810424%7C88b0aa0659274bbba89389cc2713ac82%7C0%7C0%7C638942154204298677%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=2ljsjgEFPMxRfCBY%2Fhm5bkjtnMGctEuks%2FWQh9eQGM0%3D&reserved=0

6. Enter a new password (case sensitive).
7. Confirm the new password.

8. Click ‘Change Password'.

9. Make a note of the new password for future reference.

1.1.2 Creating an account

This can be used to update your details and email address. This is not

mandatory.

1. Click ‘Create an account’.

Warwickshire
County Council

Warwickshire County Council

Reset password

New Password *

Confirm Password *

_—

Please confirm your password

_> Change Password

| Warwickshire County Council

Sign In

Sign in or create an aceount with us.

Enter your username/email

Next

—_— Create Account




2. Complte the fllds asrequired

. .
Title. Create Account

e Forename. Personal Detals

° Surname. Forename *

¢ Email Address.

Contact Details Please provide at least one contact phone number (*mobile preferred where possible) to assist us with
processing your application(s) and any relevant centact required.

Email Address *

e Confirm Email.

Confirm Emall *

Wyl

e New Password. —
Evening Number
e Confirm Password. ot e

Address

No addro

disply

Note: These fields (marked with a *) are mandatory.

Account Security
New Password *

Note: Entering an email address will change the username from the 6-digit
number issued by the funding office, to the email address entered.

Confirm Password *

H

St Agan _’ Ea

3. Click ‘Create’ to save the changes.
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1.1.3 Forgotten password

If the password has been forgotten, a new one can be requested.

1. Enter your username.

2. Click ‘Next’.

3. Click ‘Forgot Password’.

4. Enter your username.

5. Click ‘Request Token’.

Warwickshire
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Sign In

Sign in or create an account with us.

Enter your username/email

— ]
—p

Create Account

Sign in

Enter your password

ﬁ Forgot Password Create Account Sign In

l_

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 usemame to request a token

I Start Again “ | have a token “ Help ~ ] ﬂ Request Token




6. Anemail with a link to verify the request will be sent to the email provided.

Note: A token can only be sent where the email address entered matches

with the email address held by the funding office on the Synergy
System.

7. Enter the token.

8. Click on ‘Reset Password’

Alternatively, a temporary password can be requested from the funding office,
please email your request to:

eyvfunding@warwickshire.gov.uk or

childminderfunding@warwickshire.gov.uk

Note: Temporary passwords will expire after 3 days, so will need to be
changed as soon as possible.

Warwickshire
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Enter Token

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

Token

= ]
Start Again * Reset Password
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1.1.4 Authentication Questions

When logging in, you will be asked to enter the answer to one of three security
questions before you can access the Funding tab.

Organisation: Bee Bee Test

When logging in for the first time, please use the default answers. These can be
found in the confirmation email sent when a provider initially registers to offer
funded places.

!'eme o ¢ Funding Sufficiency My Details

Security question

‘ H )
1 . Se|eCt FU nd | ng . For increased security, you are being prompted to enter the answer to one of the Authentication Questions.
First pets name

2. Enter the required answer. I [

3. Click ‘Submit’.

Note: Answers to the questions are case sensitive.

You will then be prompted to change the answers to the security questions. A e

4. Se|eCt eaCh queStlon |n tUI’n Account Security Authentication Questions

. . , PI h thenticati tions bel
5. Enter the default answer provided by the Early Years Funding Team in S e FE R D s e

the Conﬂ rmatlon emall as the ‘Old AnSWer, If an asterisk is displayed in front of an authentication question then the question has not yet been assigned a personal answer.
‘ s . .. First pets name (Provider) < f— “
6. Enter your chosen ‘New Answer’ and confirm this in the row below. * Mathers maiden name (Provider)
* Town of hirth (Provider)
7. Click ‘Save’. .

New answer successfully saved.

8. When the answer has been successfully changed, the message ‘New
answer successfully saved’ will be displayed in a green banner. Ol Answer —

New Answer: 4—

9. Ensure all three answers are changed by clicking on each answer in turn. ‘
Confirm New Answer: 44—

Answers that have not been changed, will display an asterisk (*) at the
start.

——£3
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1.1.5 Changing the password or security question answers

To change the password, or answers to the security questions after the first

successful log in:
1. Log in using the provider's username, and chosen password.
2. Click on the user identification in the top right corner.

3. Select ‘Account Management'.

Changing the password:

1. In the ‘Account Security’ tab, click ‘Change Password'.

2. Enter the current password.

3. Click ‘Next’.

Warwickshire
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Becei Wileox (Bwill)
—p & Account Management

® Sign Out

A Modules ~

Account Security ‘;theﬁﬁea&en-&seotions
Security

Password

Last Updated: 19/09/2024

_> Change Password

A Modules ~

Account Security Authentication Questions

Enter your current password

Change Password

10



4. Enter your chosen ‘New Password’.
5. Complete the ‘Confirm Password’ field.

6. Click ‘Change Password’.

7. A message reading ‘Your password has now been reset and you will be
prompted for it when you next sign in’ will be displayed.

8. Click ‘Finish’.

Changing the Security (Authentication) Questions:
1. Select ‘Authentication Questions’.

2. Refer to the process detailed in section 1.1.4 Authentication Questions.

Warwickshire
County Council

Change Password

Canged

Changse Pasmwoed

A Modules -

Account Security Authentication Questions

Change Password

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

—

A Modules ~

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 Answer:

11

Save




Return to the funding modules from the Account Management screen

1. Select ‘Modules’. ‘ﬁ

Modules ~ 4_

2. Select ‘Childcare/Service Provider’ from the drop down options. This will
then load the Home tab for funding. Acc

Cl

Synergy Home

£ Administration

¥ Childcare / Service Provider 4—

|

Warwickshire
County Council
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1.2 Home tab

1.
The Home tab will display the funding information for the current term, which

includes the number of funded weeks in the term, and term dates. s

Summer Term 2026

Note: These are the funding term dates and not school term dates. These | TSt Al 2026 3008 July 2036+ eeer |
dO nOt a|Ways alig n SO fOl' fU nding pu rpOSGS, please I"efel' tO the funding The termly dates and deadlines are found on the Termly Information Letter emailed in March and on the Early Years Website.
term dates. Child Eligibility Dates:

9 months - 2 years: Children born between 1st April 2024 and 30th June 2025

2 Year Olds: Children born between 1st April 2023 and 31st March 2024

o Child Eligibility Dates — these are the dates ranges a child must be
born between to be eligible for the entitlement(s) for each age range.

3 & 4 year olds: Children born between 1st April 2021 and 31st March 2023

Eligibility Code Dates for the 30 hours working parent entitlements - from 9+ months to 4 years old:

Code Start date: on or before 31st March 2026

o Eligibility Code Dates — the start and end dates required for a o0 End Soic on or after 13t Aprl 2026
Working Parent Eligibility Code to be eligible for the term. e e

Headcount Day:
. . 21st May 2026

e Dates and deadlines for the funding tasks. '

Headcount and Sufficiency Submission dates:
13th April 2026 - 22nd May 2026

The blue task bar will display the tabs used for funding: Adjustment Tab Submission Dates:

15th June 2026 - 3rd July 2026

e FORMS - the Forms tab is used to complete the Family Information
Service FIS Provider Update Form/Childminder Update Form.

¢ FUNDING - the Funding tab is used to enter the Estimate hours,
Actual Headcount claim and Adjustments, as well as the Summary
tab which details the funding that has been paid, or is due to be paid
to the setting.

IHnme Forms Funding Sufficiency My Details

e SUFFICIENCY - The Sufficiency tab is used in the Summer term
to enter the setting’s place numbers and vacancies — separate
guidance for this task is available on the website: Early Education
Funding Entitlements — Education and Early Years providers.

e MY DETAILS - The My Details tab is used termly to access and
complete the Census Information prior to submitting the Actual
Headcount, and to update the Costs information. Please refer to
Part 7.

Warwickshire 13
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1.3 Funding tab

To access the Funding tab:

Organisation: Bee Bee Test

1. Select ‘Funding’.

t'zmez fzr ¢ Funding Sufficiency My Details

2. Enter the answer to the security question.

3. Click ‘Submit’. Security question

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

—_—

.=

The Funding tab contains the following tabs:

« Summary FILLIL T W Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

¢ Estimates

e Actuals (Actual Headcount claim)
e Adjustments
o Eligibility Checker

Termly Funding Claim Process

Providers are notified of the dates that the provider portal is open for funding
tasks in the Termly Information Letter. This is sent via email and can also be
found on page 2 of the Early Education Funding Entitlements website: Early
Education Funding Entitlements — Education and Early Years providers.

Warwickshire 14
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Eligibility checking

Contents

2.1 Eligibility Checker tab ..........cooviiiiiii e 16
2.1.1 Before checking @ Code.......uuviiiiiiiiii e 17
2.1.2 Eligibility ChecKer ProCESS ....viiiiiiiiiiiiiie ettt 17
2.1.3 Result of the check ‘FOUNT’ .....coiiiiiiie e 19
2.1.4 Eligibility Code eligibility dates.........covvviiiiiiiiiiiiiiiic e 19
2.1.5 Result of the check ‘Not found’ ........coceiiiiiiiii e 21
2.1.6 The Grace Period .....couii ettt 22

Warwickshire

County Council

15



2.1 Eligibility Checker tab
The Eligiblity Checker is used to:
e Validate Working Parent Eligibility Codes and
e Check validity dates (Start date, End date and Grace Period date).

The Eligibility Checker tab is available at all times, and can be used at any point
during the year to validate a code and check the validity dates.

To be eligible for the Working Parent Entitlement, a family will need to meet
certain eligibility criteria as detailed in the ‘Funded childcare for working
families’ section of the website: Childcare costs — Warwickshire County
Council and have been issued an 11 digit Eligibility code by HMRC starting
with 50, or 11 for temporary codes.

Note: the Eligibility Checker tab is used for the Working Parent
Entitlement eligibilty codes only. There is no requirement to check the
eligiblity of a 2Help Early Learning for 2 year olds EY Voucher code,
the Confirmation Letter is verification, the eligiblity checker cannot be
used to verify this code.

Warwickshire
County Council
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2.1.1 Before checking a code

The parent must give consent to their details being used by the provider to
validate the eligiblity of a code. They must complete their details in Part 1b,

and the ‘Working Parent’ section in Part 2 of the Parent/Carer/Guardian
Declaration Form (PDF).

The code should be checked before the term starts to make sure that the code
is eligible for funding for that term.

The code should be also be checked before an offer of a funded place is made
for the Expanded or Extended hours.

Working Parent Eligibility codes are 11 digits and start with:

v' 50 - permanent code.

v" 11 - temporary code — usually valid for one term, until the permanent
code starting with 50 is issued at the parent’s next reconfirmation.

v" 40 - code for a Child Looked After (CLA) with working foster carers.

2.1.2 Eligibility Checker process
1. Select ‘Funding’.

2. Select ‘Eligibility Checker’.

Warwickshire
County Council

Part 1b - Parent / Carer Details - Parent / Carer to complete

This information will be used to check your eligibility code for the working parent entitement, andlor eligibility for 2Help and EYPP

*Parent / Carer First Name: *Parent | Carer Last Mame:

*Parent /Carer Mational
Insurance Mumber ar Asylum
Support Reference Number:

*Parent /Carer Date of Birth:
(ddimmiyyyy)

*Parent { Carer Email Address:

*Parent / Carer Mobile Tel Number:

Working Parent:

D Working Parent 30 hours Expanded Entitlement from term after 9 months - 2 years* TERM:  Autumn l:l Spring DSummer D
‘Working Parent 30 hours Expanded Entitlement from term after 2 years* TERM:  Autumn Spring [:l Summer
l:l Working Parent 15 hours Extended Entitlement for 3 & 4 year olds* TERM:  Autumn l:l Spring [:ISummer l:l
*For the Working Parent Entitlements from the term after the child turns the relevant age, in line with DfE term dates above,
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

recanfirmed every 3 months. If you do not have a valid code for the term, you 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 and Part 1b:

*Eligibility Code (1 |-digit number starting with 50) *Date Eligibility Code checked by provider (dd/mm/yy)

SIGEILT- W Sufficiency My Details
Summary Estimatw Eligibility Checker

17



3. Click ‘Eligibility Check’.

4. Enter the mandatory details, marked with an asterisk (*).
v' Eligibility code — 11 digit code issued by the HMRC.

v Child Date of Birth - This can be entered either by typing the date in
the format DD/MM/YYYY, or by selecting the date from the calendar.

v" Parent/Carer NI Number.

5. Tick the box to confirm consent has been given by the parent to perform
the eligibility check.

6. Click ‘Submit’.

Warwickshire
County Council

Funding UGl A&l

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.

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

Eligibility Check B Sy

Eligibility Check

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

ligibility Code” [ | ‘—
Child Date of Birth*® |

Parent/Carer Forename

Parent/Carer Sumame

|

|
Parent/Carer Ml Number* I
‘ O ?gibi ity Check

|
Partner Sumame | |
|

Consent must be given for this

Partner Forename

Partner NI Mumber

*denotes mandatory fields

18



2.1.3 Result of the check ‘Found’

1. A vyellow banner indicates that the code has been ‘found’.

2. Note the start date and end date of the code — this will enable you to
track when the code expires, and prompt parents to reconfirm their
eligibility when the end date is approaching.

3. Check that the dates are within the valid date ranges for the term — for

information on the specific eligible dates for the current term, please refer
to the Home tab, or the Termly Information Letter.

2.1.4 Eligibility Code eligibility dates

To be eligible for the term, a code must have:
o A start date before the end of the previous term.

e An end date after the start of the new term.

Term Start date End date
Autumn Start date on or before 315t End date on or after the
August funding term start date

following 1%t September

Spring Start date on or before 31 End date on or after the
December funding term start date
following 1%t January

Summer Start date on or before 315t End date on or after the
March funding term start date
following 1%t April

Warwickshire
County Council

g [

Summary Estimates Actuals Adjustments Eligibility Checker

.\lj The details provided have beel found:

Elinihility Code: 50131700634

Code Start Date: 21- Jun-2024

Lode bnd Date: *2-0ct-2026

Grace Fenod end Date: 31-Mar-2027

Note: A result of ‘found’ means that the details entered match with those
held by the HMRC and that the code is valid for use in general. It does
not necessarily mean that the code is valid for use in the current term.
Please refer to the specific dates for the term as found in the Home tab
and Termly Information Letter.

Note: Checking a code using the Eligibility Checker does not update the
code details within the child’s record.

19



If a code has a start date dated on or after:

e 1st September it will not be eligible for funding until the Spring Term,
starting in January.

e 1st January it will not be eligible for funding until the Summer Term,
starting in April.

e 1st April it will not be eligible for funding until the Autumn Term,
starting in September.

Information on code eligibility dates can also be found:
e On the Home tab.

¢ In the Termly Information Letter (page 2 of the website: Childcare
costs — Warwickshire County Council).

Warwickshire 20
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2.1.5 Result of the check ‘Not found’

If the result is ‘not found’, a red banner will be displayed with the message ‘The
details provided for Eligibility Code...... are not eligible for working family
hours’.

This means that the details entered do not match with those held by the HMRC
from the parent’s application, or that the code has expired.

Contact the parent to confirm the code details, requesting proof if required:

e Child's Eligibility Code (e.g., a message from their Governent
Gateway account).

o Child's date of birth (e.g., passport or birth certificate).

e Parent's National Insurance Number (e.g., NI card or a payslip).

Note: If this does not resolve the issue, the parent will need to contact
HMRC directly on the Childcare Service Helpline: 0300 123 4097, as the
Local Authority has not involvement with, or jurisdiction over eligiblity
codes.

Warwickshire
County Council
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Summary Estimates Actuals Adjustments Eligibility Checker

@I The details provided for Eligibility Code 50131700634 are not eligible for working family hours. (notFound)

Eligibility Checker

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

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

Eligibility Check

21



2.1.6 The Grace Period

Grace Period:

e |If a code is in its 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 Actual Headcount claim in the
previous term.

o Ifthe code falls into the Grace Period the following term, the child can
only continue to receive funding if it is with the same setting as the
previous term.

e Funding can continue at the setting that has made the Actual
Headcount claim with a code in the Grace Period, if the child is
moving from one Headcount age range to the next e.g. from 2 year
old funding to 3 & 4 year old funding, or from 9 months — 2 years old
funding to 2 year old funding.

Note: A child cannot begin a new Working Parent Entitlement funding
claim (either new to funding, or new to the setting) with a code where
the end date has passed, and the code has entered the Grace Period.

The Grace period is only applicable for codes that were funded at that
setting in the previous term.

Exceptions:
If a parent applied before the DfE term cut-off date (and proof of this has been
seen) and the code’s issue was delayed by HMRC, codes that can be

accepted include:

e Temporary code starting with 11 with a start date up until 14" of
September/April/January, or

e Permanent code starting with 50 with a start date up until 14th of
September/April/January.

Warwickshire
County Council
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Summary Estimates Actuals Adjustments Eligibility Checker

\!j The details provided have been found:

Eligibility Code: 50131700634
Code Start Date: 21-Jun-2024
" nde Fnd Nate 22-Nct-2026

Grace Period End Date: 31-Mar-2027

22



Grace Period end date:

e The end date of the Grace Period is the date funding for the Working
Parent Entitlement will cease, if the code is not reconfirmed. Funding

e The end date of the Grace Period should NOT be used as the date summary Estimates Actuals Adjustments Eligibility Checker
by which to prompt parents to reconfirm their eligiblity.

'\Q-_!;f" The details provided have been found:

Eligibility Code: 50131700634

e DO NOT rely on the Grace Period end date as proof of eligiblity for a Code Start Date: 21-Jun-2024
new child. The Eligibility Code start and end dates will determine if o o Dt o —

the code is eligible for funding for children new to funding in the
current term.

e Settings are advised to remind parents when the code End Date is
approaching, as this is when the code expires, and prompt them to
re-confirm their code (parents should also have received a reminder
from HMRC- reconfirmation is due at least every 3 months).

e Settings should make a note of the Grace Period end date, to enable
them to inform parents when funding will cease, in the event the code
has not been reconfirmed.

Note: Warwickshire County Council does not have any discretionary
funding where codes are not eligible. Any request to fund a code dated
outside of the DfE’s criteria will be turned down, in all circumstances.

Warwickshire
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3.1 Estimates tab

The Estimate hours are entered at the start of term and are used to calculate
the interim payment. For Childminders and settings that have requested
monthly payments, this is the first 2 or 3 payments of the term, depending
on the term length:

For those paid monthly, the interim payment will usually be split into:

¢ 3 monthly payments for the Autumn Term (September, October and
November)

e 2 monthly payments in the Spring Term (January and February)
¢ 3 monthly payments for the Summer Term (April, May and June)
The total interim amount is 70% of the estimated payment amount for the term.
A separate claim must be made for each age range.
The total number of weekly hours for each age range must be entered, do not
enter each child’s hours separately, as each new submission overwrites

the previous submission, it will not add to it.

Adding children or hours to the Actual Headcount claim does not update the
Estimate claim. The Estimate and Actuals claims are separate.

Maintained Nursery Class or School

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

Warwickshire
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3.1.1 How to work out the Estimate hours to enter

Add up each child’s weekly hours for each entitiement.

e 9 months - 2 years old — Working Parent Entitlement hours
(Expanded hours).

e 2 yearolds — to include 2Help Early Learning for 2 year olds and
the Working Parent Entitlement (Expanded hours).

e 3 &4 year olds — to include Universal hours and the Working Parent
Entitlement (Extended hours).

Examples:
If a setting has:

» Ten children claiming 30 hours Expanded Entitlement for 9 months —
2 years:
10 x 30 = 300

Total weekly hours to be entered for 9 months — 2 years old = 300

» Twenty children claiming 30 hours Expanded Entitlement for 2 year
olds, three children claiming 15 hours 2Help, four children claiming
10 hours Expanded Entitlement and one child claiming 15 hours
2Help and 15 hours Expanded Entitlement:

20 x 30 = 600

3x15=45

4x10=40

15+15=30

600 + 45+ 40+ 30=715

Total weekly hours to be entered for 2 year olds = 715

25



» Twelve children claiming 15 Universal hours and 15 Extended hours,
three children claiming 6 Extended hours, and seven children

claiming 8 Universal hours:
12 x (15 + 15) = 360
3x6=18
7x8=56
360 + 18 + 56 =434

Total weekly hours to be entered for 3 & 4 year olds = 434

3.1.2 How to enter Estimate Hours

1. Select ‘Funding’.
2. Select ‘Estimates’.

3. Select the appropriate year and term.

Note: A green arrow symbol 4 will be visible if the term is open for
submissions. If the deadline for submissions has passed, a red ‘no

entry’ 9 will be visible.
4. Select the age range you wish to enter a claim for.

Note: Hours need to be entered and submitted separately for each age
range.

Warwickshire
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FAIEINER uiicicoy My Details

Summary EﬂimatﬁMstmems Eligibility Checker

Estimates Head Count Records for 2026/2027 - Autumn Term

2026/2027

<d Autumn Term 4—
Submission Pericd:

14-Jul-2026 to 04-S2p-2026
2025/2026

@ Summer Term

Funding Type

# 2 Year Olds

# 3 84 Year Olds 3

# 9 Months - 2 Years Old

Office use only

Ready To
Process

Processed
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5. The ‘Number of Weeks for this Term’ box will be prepopulated with the
correct number of weeks. Do not change this, as this will result in
incorrect interim payment(s).

6. Complete the ‘Estimate Number of Funded Hours Per Week for this
Term’ field.

Note: This is the total number of weekly hours that the setting anticipates
making an Actual Headcount claim for, for all children in this age
range, combined.

Note: 2Help Early Learning for 2 year olds and Working Parent
Entitlement Expanded hours should be added together for the
purposes of the 2 year old Estimate, and Universal and Working
Parent Entitlement Extended hours should be added together for the
purposes of the 3 & 4 year old Estimate.

7. Click ‘Calculate’.

Note: The number of hours in the term will be displayed. This is for
information ONLY. Do not enter this number.

8. Click ‘Send Claim’.

9. A green banner including a green tick, and ‘Submission Successful’
message will be displayed. This is confirmation that the claim for this
age range has been submitted.

Note: Providers may wish to take a screen shot of this page as proof of
submission, in the event of discrepancies.
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Funding RiVijilel=lata Yl V\VARTET

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Estimate: 2026,/2027 Autumn Term - 9 Months - 2 Years Old cHANGE

Number of Weeks for this Tert|‘|4.‘00 |
Estimate Number of Funded eek for this Term |0.UO‘_ |

Please enter both numbers, click "Calculate’, then 'Send Claim’

TGN Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Estimate: 2026/2027 Autumn Term - 9 Months - 2 Years Old cHanGE

MNumber of Weeks for this Term|‘l4‘00 |

Estimate Number of Funded Hours Per Week for this Term | 200
Please enter both numbers, click "Calculate’, then 'Send Claim’

Calculate Send Claim 4———

|There are 2,800.00 Hours in this Term I

LI Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Q//) Submission Successful

Submit Estimate: 2026/2027 Autumn Term - 9 Months - 2 Years Old CHANGE

Number of Wesks for this Term|14.00 |

Estimate Number of Funded Hours Per Week for this Term | 200
Please enter both numbers, click 'Calculate’, then 'Send Claim'

T

|There are 2,800.00 Hours in this Term




10. To enter an Estimate claim for another age range, click ‘CHANGE’.

11. Repeat this process from step 3 onwards for each age range you wish
to make an Estimate claim for, ensuring that the ‘Send claim’ button is
clicked within each separate age range, to push the claim through to
the funding office.

Note: ‘Calculate’, and ‘Send Claim’ MUST be ticked for each separate age
range to submit each claim.

3.1.3 Checking the Estimate claim

When the funding office has accepted your Estimate claim, the Summary tab
will be updated to reflect the interim payment amount(s), based on the
Estimate hours entered. Please refer to section 5.2 Summary tab for further
information.

Note: It is the responsibility of the provider to check that the Estimate
claim is accurate, and to amend the claim where necessary, before the
deadline for submissions.

Warwickshire
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GG W Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Q ? Submission Successful

Submit Estimate: 2026/2027 Autumn Term - 9 Months - 2 Years OI 4—

MNumber of Weeks for this Term|14.00 |

Estimate Mumber of Funded Hours Per Week for this Term | 200 |There are 2,800.00 Hours in this Term
Please enter both numbers, click "Calculate’, then 'Send Claim'

Calculate Send Claim

Estimates

Term Length (Weeks) 14.00
p Provider Rate applied £10.96
Estimate Funding

Hours Per Week 200.00
Term Funding Amount £30688.00
Interim % 70.00%
Interim Amount Payable £21481.60
Total Interim Amount Paid to Date £0.00
(before Adj)

Interim Amount Payable Balance £21481.60
Mumber of Payments Due 3/3
Mext Payment Amount Due (before Adj) £7160.53
Fully Processed No
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3.1.4 Amending the Estimate claim

Providers can amend the Estimate claim, if required, until the deadline date for
submissions.

1. Change the number of hours to be claimed by completing the ‘Estimate
Number of Funded Hours Per Week for this Term’ field again.

2. Click ‘Calculate’.
2. Click ‘Send Claim’.

Note: A new submission will overwrite the previous submission, it will not
add to it. The new total must be submitted.

Example:
e Current Estimate claim is for 200 hours per week.
e You need to add an additional 50 hours per week.
e 200 + 50 = 250.

¢ New submission of 250 weekly hours to be entered.

Warwickshire
County Council

Mumber of Weeks for this Term |‘14.CI'D

Estimate Mumber of Funded Hours Per Week for this Ter_t 200
Please enter both numbers, click ‘Calculate’, then 'Send

Calculate Send Claim

v
Number of Weeks for this Term|‘1z1-.D'D I ;
Estimate Mumber of Funded Hours Per Week for this TeIn"IEEO I
Please enter both numbers, click ‘Calculate’, then 'Send ke
Calculate Send Claim
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Part 4:
Actual Headcount claim
Early Years Pupil Premium (EYPP)
Disability Access Fund (DAF)
Documents tab

Notes tab

Contents
4.1 Actuals tab — 9 months — 2 years old and 3 & 4 years old ........................ 31
4.1.1 Adding a new child (9 months — 2 years old or 3 & 4 year olds)................ 31
4.1.2 Child Details tab......cooiieee e 32
4.1.3 Parent / Carer Details tab .....oooiiiiiiic e 34
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4.1.5 Adding the hours to be claimed.........ccooviiiiiiiiii e, 39
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4.3 Making a claim for Early Years Pupil Premium (EYPP) .........cc.cccoeveennen. 59
4.4 Making a claim for Disability Access Fund (DAF) .....cccoovveviiieeiiiere e, 62
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4.7.1 How to edit a child in the Actuals lISt......cccoeviiriiiiiiii 68
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4.1 Actuals tab — 9 months — 2 years old and 3 & 4
years old

The Actual Headcount represents the actual children in attendance during
Headcount week and their regular, booked pattern of attendance.

The date of Headcount week is notified in the Termly Information Letter.
Providers are notified of the opening date of the Actuals tab in the Termly

Information Letter. Please do not wait until the Headcount week to enter
your Actual Headcount claim.

A Parent/Carer/Guardian Declaration Form (PDF) must be fully completed for
all children entered onto the Actual Headcount claim. The PDF will contain
all the required information for the Provider Portal.

4.1.1 Adding a new child (9 months — 2 years old or 3 & 4 year
olds)

1. Select ‘Funding’.
2. Select ‘Actuals’.

3. Select the appropriate year and term.

Note: A green arrow symbol 4 will be visible if the term is open for
submission. If the deadline for submissions has passed, a red ‘no

entry’ © will be visible.
4. Select the age range you wish to enter a claim for.

5. Begin a new child record by clicking ‘Add Child’. This will open the new
child record at the ‘Child Details’ tab.

Warwickshire
County Council

FIGLILEE Cufficicncy My Details

Summary Estimates Ad'ualsw Eligibility Checker

Actuals Head Count Records for 2026/2027 - Autumn Term

2026/2027

Office use only

<A Autumn Term ‘— . Ready To
Funding Type Processed

Submission Period: =y Process

14-Jul-2026 to 09-Oct-2026

# 2 Year Olds

2025/2026

@ Summer Term # 3 &4VYear Olds 3

Submission Period # 9 Months - 2 Years Old

13-Apr-2026 to 12-Jun-2026

@ Spring Term

ETLEILEE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

@) Tosupport the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
= This is performed using My Details > Census.

Submit Actual: 202672027 Autumn Term - 9 Months - 2 Years Old cHanGE

Add Child




4.1.2 Child Details tab

Complete the required fields in the ‘Child Details’ tab.

Child Details:

v" Forename — Child’s Legal First Name.

v" Middle Name — Child’s Legal Middle Name (if applicable).

Note: The child’s name must be accurate and as shown on their birth

certificate, as Early Years share the database with other Local
Authority services.

v" Surname — Child’s Legal Last Name.
v" DOB - Child’s date of birth. This can be entered either by typing the
date in the format DD/MM/YYYY, or by selecting the date from the

calendar.

v" Proof of DOB - If this has not been pre-populated, tick to confirm that
proof of the child’s date of birth has been verified by the setting.

v" Gender — Child’s Sex.

v Preferred Surname - If different from the child’s legal last name.

v Ethnicity — Select child’s ethnicity from the drop down box as detailed
on the Parent/Carer/Guardian Declaration Form. Please do not
leave this response as ‘Information Not Yet Obtained'.

v" SEN COP Stage — Select one of the following three options:

¢ No Special Educational Need.

e Education Health and Care Plan.

e SEN Support.

Warwickshire
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Child Details Parent / Carer Details

Child Details
Forename*
Middle Name
Surname*

DoB*

Proof of DOB
Gender*

Preferred Surname
Ethnicity*

SEN COP Stage™

Save Cancel

Funding Details Documents Notes

Search for an Address
Primary

Postcode*

Il

Address
Address Line 1*
Address Line 2

[ male [J Female

Information Not Yet Obtained ¥
_No Special Educational need v

Address Line 3
Locality

Town

County

Postcode*

“denotes mandatory fields

GILLILEE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

SEN COP Stage

Cancel

I <Unknown> b

_Mo Special Educational need

Education, Health and Care Plan

*denotes ma
Maoved Out Of Area

Other La Ehcp

Referral Received

SEN Discontinued

fsEN Support I

Statemented

Under EHC Assessment
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Address: E—
Summary Estimates Actuals Adjustments Eligibility Checker
Either, complete the ‘Search for an Address’ section: I
Child Details | Parent / Carer Details Funding Details Documents Notes
‘/ Prlmary - House name Or number Child Details Search for an Address
Foraname* L 1 [rim L
v' Postcode — Post code as issued by the Royal Mail. — — ™ -
DOB* /—| Searcl
v" Click ‘Search’. This will auto-fill the address using the details entered. oot e e ————
ende: Male J Female Address Line 1
Preferred Surname \:I Address Line 2
HPH Ethnicity* Address Line 3 l—
Or, manually enter the child’s address. i1 Cop Stager ey
fown L ]
County ]
Postcode® ]
Note: Do not click ‘Save’ at this point — all tabs must be complete before E—
the record can be saved.
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4.1.3 Parent / Carer Details tab

Complete the required fields in the ‘Parent / Carer Details’ tab using the

information from the Parent/Carer/Guardian Declaration Form (PDF).

To check eligibility for the Working Parent Entitlement, Part 1b of the PDF must

be completed by the parent.

Part 2 of the PDF must also be completed by the parent, indicating the

entitlement that a check is being made for, and claimed.

Part 1b - Parent / Carer Details - Parent / Carer to complete

This information will be used to check your eligibility code for the working parent entitlement, andlor eligibility for 2Help and EYPP

*Parent | Carer First Name: *Parent | Carer Last Name:
" .
*Parent /Carer Date of Birth: ln':'ummica‘Nu:h':'r“::ﬂ Jurn
S mm) Support Reference Number:

*Parent { Carer Email Address:

*Parent / Carer Mobile Tel Number:

Warwickshire
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Part 2 - Accessing the Entitlements - Parent / Carer fo complete - please lick the relevant box

All entitlements start from the ferm after the child turns the relevant age. in line with the following DFE Term Dales:

Child turns relevant age: Entitlement begins:

1 lanuary to 31 March Summer Term [on or after 1 April)

1 April to 31 August Autumnn Term {on or after 1 September)

1 Saptamber ta 31 December Spring Term {on or after 1 January)

2Help (Early Learning for 2 Year Olds):

2Help 15 hours Funded Entitlement TERM: Autumn| | Spring Summer —|

Entidermnent for children from the term after their second birchday, in line with DfE term dates above, for families receiving
additienal forms of support:

If parenceicarers live in England and are in receipt of certain benefits or credits

If a child is looked afrer by a local authority, has an EHC plan, gets Disability Living Allowance or has left care under an

adoption order, special guardianship order or a child arrangements order

If you do net have an EY Youcher Code. you can ask your provider to carry out an eligibility check by completing Part 1b. 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.

Mote: If your child is eligible for both the 2Help and working parent entidements, you must use the 2Help entitlement for children
receiving some addivional forms of support first.

Please complete the information below:

*EY Vioucher Code: *5tart Date: *For provider use:

Copy of confirmation letter msued by LA

[ w0

If you do not have an EY VYoucher Code, do you wish the provider to

carry out an eligibilicy check? Tes | l Mo l

Universal:

| Universal 15 hours Funded Entitlement for 3 & 4 year olds TERM: Autumn | Spring | Summer ||
For all three and four-year-olds from the term after their third birthday in line with DFE term dates above.
NO ELIGIBILITY CODE is required.

Working Parent:

Waorking Parent 30 hours Expanded Entitlement from term after & months - 2 years* TERM:  Autumn L Spring [_-Summﬁr -

TERM: Awtumn| | Spring [_ Summer
Working Parent 15 hours Extended Entitlement for 3 & 4 year olds* TERM:  Autumn | 'Sprin\g [ Sumrmer

|| Working Parent 30 hours Expanded Entitlement from term after 2 years®

*Far the Warking Parent Entitlements from the term afrer the child tirns the relevant age. in line with DfE term daces above,
with a valid eligibility code issued by HMRC, the term befere they are due to access a funded place. The eligibilicy cede is to be
reconfirmed every 3 months. If you do not have a valid code for the term, you will be liable te pay for any additional hours
accessed where the provider is unable to claim funding using the eligibilicy code.

Please complete the information below and Part 1b:

*Eligibility Code {1 |-digit number starting with 50 *Date Eligibility Code checked raovider {dd/
gty g H igibilicy P 1
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Parent / Carer Details:

v

v

Forename.
Surname.

DOB - This can be entered either by typing the date in the format
DD/MM/YYYY, or by selecting the date from the calendar. This is
required where an ECE check for 2Help Early Learning for 2 year
olds and/or EYPP is performed.

Email.

Contact Number.

NI or NASS Number — Tick the appropriate box and enter the
number. This is required where an ECE check for EYPP is
performed.

Tick the appropriate box(es) to give consent to Eligibility Checking

for EYPP and/or Working Family Eligibility, as detailed on the
Parent/Carer/Guardian Declaration Form (PDF).

Note: Do not click ‘Save’ at this point — all tabs must be complete before
the record can be saved.

For information on making a claim for EYPP please refer to section 4.3
Making a claim for Early Years Pupil Premium (EYPP).

Warwickshire
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Child Details Parent / Carer Details Funding Details Documents MNotes

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,

Contact Number Contact Number

Parent / Carer Details Partner Details

Forename Forename

Surmame E Surname
.

ll

O nior O NASS Number O nior [ NASS Number

Tick to give consent to Eligibility [ ever Tick to give consent to Eligibility [ evep

Checking for L warking Family Eligibility Checking for L) working Family Eligibility
U 2 Help (Additional Support) [ 2 Help (Additional Support)

Consent for Eligibility Checking:

EYPP: The Surname, DOB and NI or NASS Number will also be required for this data to be used for an Eligibility Check.
'Working Family: The Surname and NI Number will also be required for this data to be used for an Eligibility Check.

2 Help (Additional Support): The Surname, DOB and NI Number will also be required for this data to be used for an Eligibility Check.
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4.1.4 Funding Details tab

9 months — 2 years old:

Funding JEIleE W&

Summary Estimates Actuals Adjustments Eligibility Checker

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

Funding Details
Start Date®
End Date*

Weeks Attended in Term*

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

Expanded Funded Hours per Week

Eligible for Expanded Hours

Eligibility Cade

Click to check eligibility for Working

Family funding

Expanded Hours*

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

3 & 4 years olds:

L

Default Term

]

O
O ves O no

hours as per what has been agreed with the child's parent/carer

Attendance Days

Attends Monday* O ves O Ne
Attends Tuesday* O Yes O No
Attends Wednesday* O ves O No
Attends Thursday* O ves O Ne
Attends Friday* O ves O No
Attends Saturday* O ves O Ne
Attends Sunday*® O ves O No

Non-Funded Hours per Week
Non-Funded Hours*

L

Census Information
Expanded Entitlement Weeks

1

#F 38 Weeks must be entered in this box.

Number of Weeks: 14.00

Expanded Weekly Hours: 10.00
Expanded Termly Hours: 260.00
Expanded Yearly Hours: 380.00

*denotes mandatory fields

Warwickshire
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Funding vy Dot

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details_|[_Parent / Carer Details || Funding Details ||_Documents || Notes

Funding Details
Start Date*
End Date*

Weeks Attended in Term*

Present during Census
Attends Two Days or More a
Nominated for DAF* O ves O No

Funded Hours per Week

Extended Funded Hours per Week
Eligible for Extended Hours

Default Term Dates

Attendance Days

Attends Monday* O ves O nNo
Attends Tuesday* O ves O no
Attends Wednesday* O ves O No
Attends Thursday* O ves O No
Attends Friday* O ves O No
Attends Saturday* O ves O No
Attends Sunday* O ves O no

Neon-Funded Hours per Week
Non-Funded Hours*

Census Information

Eligibility Code

Click to check elig
Family funding

ility for working
Extended Hours*

Total Funded Hours per Week
Total Funded:

hours as per what has been agreed with the child's parent/carer

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

i) 38 Weeks must be entered in this box.

MNumber of Weeks: 14.00

Funded Weekly Hours: 10.00
Funded Termly Hours: 140.00
Funded Vearly Hours: 380.00

Extended Weekly Hours: 10.00
Extended Termly Hours: 140.00

|Extended Yearly Hours: 380.00

*denotes mandatory fields

Save Cancel
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Funding Details

1. Click ‘Default Term Dates’ — This will populate the ‘Start Date’ and ‘End
Date’ fields with the funding term dates.

Note: These are the funding term dates and not school term dates. These
dates refer to the weeks that are funded in the term.

2. Alternatively, where a child starts later in the term (before Headcount),
or is due to leave before the end of term (after Headcount), these dates
can be manually entered.

3. Weeks Attended in Term - These are the standard funded weeks (see
below), regardless of how many weeks there are in the school term.

Note: The standard term dates should only be changed for providers who
are open for less than 38 weeks, e.g. Independent schools, or where a
child starts later in the term or is due to leave before the end of term.
The standard number of weeks in each term are:

e Autumn term - 14 weeks
eSpring term — 11 weeks
eSummer term — 13 weeks

The maximum number of funded weeks in the term can also be found in the red
box (pictured).

4. Present during Census - This box will automatically be ticked for new
children added but MUST be ticked for all children attending during
Headcount week each term.

5. Attends Two Days or More — this box must be ticked where a child’s
regular booked pattern of attendance is two or more days. If this box is
not ticked, the system will not allow a claim to be made for more than 10
hours per week as this is the maximum number of hours that can be
claimed in one day.

Farihformation on claiming DAF please refer to section 4.4 Making a claim
Disability Access Fund (DAF).

Warwickshire
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Child Details Parent / Carer Details Funding Details Documents Mates

Funding Details

Start Date* |

End Date* |

Default Term Dates

—

Weeks Attended in Term* ——'|

Present during Census ——’
Attends Two Days or More —’ [l

Mominated for DAF* ) ves ) Mo

Maximum Values Allowed:
Mumber of Weeks: 14.00

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

Expanded Weekly Hours: 30.00
Expanded Termly Hours: 420.00
Expanded Yearly Hours: 1140.00
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Expanded, Funded, or Extended Hours per Week

Part 3a of the Parent/Carer/Guardian Declaration Form ‘Claim Details’ must be
completed with the regular, booked pattern of attendance and hours to be
claimed.

The Eligibility code details should have been checked using the Eligibility
Checker tab to establish its eligibility for funding (please refer to section
2.1. Eligibility Checker tab) before the funded place is offered.

Splitting funding between two or more settings

If a child splits their funding between two or more settings, the parent must also
complete the details of the other setting(s) in Part 3a, in the ‘Setting Name’
column, and nominate how the funded hours are to be spilit.

The split of hours must show which provider is to claim the Universal (Funded)
or Extended hours for 3 & 4 year olds or a mix of both.

Settings cannot claim more than the maximum entitlement limit for each
funding entitlement option. Where a child splits their funding between
settings, and two (or more) settings make a claim for the same entitlement
hours, 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.

Stretch funding
If the provider offers a stretch model of funding, the stretched hours must be
converted back into term time (the equivalent of 38 weeks) to be entered

onto the portal, as per Column C in Part 3a of the PDF.

Example: 10 hours x 51 weeks stretch = 510 hours per year. Divide by 38 weeks
= 13.42 term time equivalent, to be entered onto the provider portal.

Warwickshire
County Council

Part 3a - parent / carer to complete with provider
AUTUMN TERM:
ALL settings and hours attended must be shown below and must not exceed the equivalent of term time only funding
entitements across all providers, as detailed in the Funded Entitlements section.
Setting Mame | Entitlement Type Funded hours used per day A B c
List all setrings o
lreur child x Total number| pumberof | Frevider use
P ol i o of hours per weeks funding | only: Hours
weealk clairned added to the
ar} e Provider
I DErTTY
yearipe Portal
(AxBIE=Cor
AxBl4=Cil
Mon | Tue | Wed| Thurs permly sereech)
Setting | 2Help or 3 & 4 yr old
Mame: Uniwersal {15 howrs Funded)
Waorking Parent (30 hours
Expanded/15 howrs Extended)
Seming 2 2Help or 3 & 4 yr ald
Marne: Uniwersal {15 howrs Funded)
Warking Parent (30 hours
Expanded/15 howrs Extended)
Setting 3 2Help or 3 & 4 yr ald
Marme: Universal {15 hours Funded)
Warking Parent (30 hours
Expanded/15 howrs Extended)
Total Daily
Funided Hours:
38



4.1.5 Adding the hours to be claimed

4.1.5a 9 months - 2 years old - Expanded entitlement

1. Eligibility Code — Enter the 11 digit Working Parent Entitlement eligibility
code.

2. Click ‘Check Eligibility Code’. This will perform an ECE check and
confirm whether the details entered match with those held by the HVIRC,
and whether the code is valid for use this term.

Note: The Funding Details tab is not linked to the Eligibility Checker tab,
therefore this check within the Funding Details tab must be completed.

3. Ifthe code is valid for use in the current term, a green banner will display
a green tick, and the message ‘The Eligibility Code has been found and
eligibility for working family hours has been obtained’ at the top of the

page.
4. If ared error message occurs:
v" Read the error message displayed.

v' Use the Eligibility Checker to check that the code is within the valid
date ranges for the term.

v" Check that the details entered into the Child Details and Parent/Carer
Details tabs are correct and confirm with the parent that the details
on the Parent/Carer/Guardian Declaration Form (PDF) are correct.

5. Where eligibility has been confirmed, a green tick will be displayed
(pictured).

6. Enter the number of hours per week (up to a maximum of 30) to be
claimed in ‘Expanded Hours’.

Continue to follow the guidance from page 41.
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Funding Details
Start Date*
End Date*

Weeks Attended in Term*

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

Child Details Parent / Carer Details Funding Details | Documents Motes

Default Term Dates
O

FILL GG W Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

O ves O Mo

Expanded Funded Hours per Week
Eligible for Expanded Hours

Eligibility Code

Click to check eligibility for Working
Family funding

Expanded Hours*

x
| |

Check Eligibility Code

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

Funding RN« 4 E LIS

Summary Estimates Actuals Adjustments Eligibility Checker

Q//) The Eligibility Code has been found and eligibility for working family hours has been obtained.

Expanded Funded Hours per Week

Eligible for Expanded Hours

v
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4.1.5b 3 & 4 year olds — Universal entitlement (Funded Hours) and/or
Extended entitlement (Working Parent Entitlement)

Funded Hours per Week (Universal)

1. Enter the number of Universal hours (up to a maximum of 15) to be
claimed into ‘Funded Hours per Week'. If no Universal hours are to be
claimed, enter ‘0’.

Extended Hours per Week (Working Parent Entitlement)

2. Eligibility Code — Enter the 11 digit Working Parent Entitlement eligibility
code.

3. Click ‘Check Eligibility Code’. This will perform an ECE check and
confirm whether the details entered match with those held by the HVIRC,
and whether the code is valid for use this term.

Note: The Funding Details tab is not linked to the Eligibility Checker tab,
therefore this check within the Funding Details tab must be completed.

4. If the code is valid for use in the current term, a green banner will display
a green tick, and the message ‘The Eligibility Code has been found and
eligibility for working family hours has been obtained’.

5. If a red error message occurs:
v" Read the error message displayed.

v" Use the Eligibility Checker to check that the code is within the valid
date ranges for the term.

v' Check that the details entered into the Child Details and Parent/Carer
Details tabs are correct and confirm with the parent that the details
on the Parent/Carer/Guardian Declaration Form (PDF) are correct.

6, Extended Hours — Where eligibility has been confirmed, a green tick will
be displayed.

Warwickshire
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7. Enter the number of Extended hours (up to a maximum of 15) per week
to be claimed in ‘Extended Hours'. This will prepopulate the Total Funded

Hours per Week box.

GILGINGE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding

Funding Details
Start Date”
End Date*

Weeks Attended in Term*

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

Details Documents Mates

Default Term Dates

)

O ves O No

Funded Hours per Week
Hours*

Extended Funded Hours per Week
Eligible for Extended Hours

Eligibility Cade

Click to check eligibility for Working
Family funding

Extended Hours*

X
| |

Check Eligibility Code

Total Funded Hours per Week
Total Funded:

hours as per what has been agreed w

Save Cancel

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

ith the child's parent/carer

*denotes mandatory fields
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Attendance days

Enter the child’s attending days by selecting ‘Yes’ or ‘No’ for each day of the
week. A value must be entered for each day.

Non-Funded Hours per Week

Enter the number of non-funded hours per week that the child attends. A value
must be entered into this box.

If no hours outside of the funded hours are attended, 0 must be entered.

Census Information

The Census Information must be completed for the number of weeks the child
is being funded for per year. The equivalent of term time only funding is 38
weeks per year.

As funding is claimed on a term time basis in Warwickshire, the value entered
into the Census Information box MUST be 38, even if the funding model
offered by the provider is a stretch model or the child starts later in the
academic year.

This information is required for all types of funding that are being claimed.

Warwickshire
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Attendance Days
Attends Monday

Attends Tuesday
Attends Wednesday
Attends Thursday
Attends Friday
Attends Saturday

Attends Sunday

O ves O
O ves O
) wes ()
O yes O
O yes O
O yes O

O ves O

Mo
Mo
Mo
Mo
Mo
Mo
Mo

Mon-Funded Hours per Week

Men-Funded Hours*®

Census Information

Expanded Entitlement Weeks

38 Weeks must be entered in this box.

Census Information

Funded Entitlement Weeks |

Expanded Entitlement Weeks |

38 Weeks must be entered in this box,

Census Information

Funded Entitlement Weeks |

Extended Entitlement Weeks |

38 Weeks must be entered in this box.
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4.2 Actuals tab — 2 year olds

The Actual Headcount represents the actual children in attendance during
Headcount week and their regular, booked pattern of attendance.

The date of Headcount week is notified in the Termly Information Letter.
Providers are notified of the opening date of the Actuals tab in the Termly

Information Letter. Please do not wait until the Headcount week to enter
your Actual Headcount claim.

A Parent/Carer/Guardian Declaration Form (PDF) must be fully completed for
all children entered onto the Actual Headcount claim. The PDF will contain
all the required information for the Provider Portal.

1. Select ‘Funding’.
2. Select ‘Actuals’.

3. Select the appropriate year and term.

Note: A green arrow symbol A will be visible if the term is open for
submissions. If the deadline for submissions has passed, a red ‘no

entry’ < will be visible.

4. Select the age range you wish to enter a claim for.

Warwickshire
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Funding @ittt VIS ET S

Summary Estimates Aduals*umm Eligibility Checker

Actuals Head Count Records for 2026/2027 - Autumn Term

2026/2027

< Autumn Term <—

2 Ready To
Funding Type Processed

Submission Period = Process

14-Jul-2026 10 09-Oct-2026

# 2 Year Olds

2025/2026

@ Summer Term # 384 Year Olds 3

Submission Period - # 9 Months - 2 Years Old

13-Apr-2026 to 12-Jun-2026

@ Spring Term

Office use only
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4.2.1 Adding a new child: Working Parent Entitlement
1. Begin a new child record by clicking ‘Add Child’.

2. A pop up box will be displayed, asking for confirmation that you want to
continue adding a new child. Click ‘Continue’.

3. Follow the guidance from page 46.

Note: Do not use the 2Help Early Learning for 2 year olds entitlement to
make a claim if the Eligibility Code for the Working Parent Entitlement
Funding is not accepted.

Warwickshire
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LI Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

@J To support the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
=2 This is performed using My Details > Census.

Submit Actual: 2026/2027 Autumn Term - 2 Year Olds CHANGE

Add Child ntor IVVsuchar | Send Claim
Add Child Enter EY Voucher | Send Claim

Add Child / Enter EY Voucher Code

Are you sure you want to continue adding a new child or return to enter an EY Voucher code?

Continue et
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4.2.2 Adding a new child: 2Help Early Learning for 2 year olds
entitlement

Confirmation of 2Help Early Learning for 2 year olds Funding from
Warwickshire County Council

How to add a 2Help child using an EY Voucher issued by Warwickshire:
1. Click ‘Enter EY Voucher Code’.
2. Enter the mandatory details, marked with an asterisk (*)

v Voucher Code — Enter the EY Voucher Code as issued in the
confirmation letter.

v" Child Date of Birth - This can be entered either by typing the date in
the format DD/MM/YYYY, or by selecting the date from the calendar.

v/ Child Surname — For this to match with the parent’s application, the
surname must be entered as it appears on the funding confirmation
letter.

3. Click ‘Submit’.

4. If the details entered match with the record already held in the system
from the parent application, the child’s record will open at the child
summary tab.

5. Continue to follow the guidance from page 46, ensuring that the hours
are entered into the ‘Funded Hours’ (2Help) section in the ‘Funding
Details’ tab.

Note: Where the child record matches with the parent application for
2Help, some of the details will be pre-populated, please check that the
details are correct, and correspond to the completed
Parent/Carer/Guardian Declaration Form (PDF).

Warwickshire
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LI Sufficiency My Details

Summary Estimates Actuals Adjusiments Eligibility Checker

@) Tosupport the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this laim.
=" This is performed using My Details > Census.

Submit Actual: 2026/2027 Autumn Term - 2 Year Olds CHANGE

Add Child Enter EY Voucher —
Add Child Enter EY Voucher | Send Claim

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

Voucher Code™ mm—- ]
Child Date of Birth™ se——-

Child Surna-ne“__b-l

*denotes mandatory fields

om [ B
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Confirmation of 2Help Early Learning for 2 year olds Funding from a
Local Authority outside of Warwickshire

Where a family has received confirmation of Early Learning for 2-year-olds
funding from a Local Authority outside of Warwickshire, the confirmation of
eligibility issued by the alternative Local Authority can be used as proof of
eligibility, however providers will not be able to enter the code issued by them
onto the provider portal.

To add a child using an out of county confirmation of Early Learning for 2
year olds (2Help equivalent) funding, click ‘Add Child’, then click
‘Continue’.

Continue to follow the guidance below, ensuring that the hours are entered
into the ‘Funded Hours’ (2Help) section in the ‘Funding Details’ tab.

This is the ONLY circumstance where a child should be added to the 2 year old
age range without a code.

Note: A copy of the confirmation letter from the originating authority
MUST also be uploaded to the child’s record and sent to the Early
Years Funding Team using the Documents tab, if a positive ECE
check has not been made within the Funding Details tab. If no proof is
uploaded, funding cannot be agreed. Please refer to section 4.5
Documents tab.

Warwickshire
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GILGILE N Sufficiency My Details

Summary Estimates Actuals Adjusiments Eligibility Checker

@) Tosupport the Liin their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
"=/ This is performed using My Details > Census.

Submit Actual: 2026/2027 Autumn Term - 2 Year Olds cHANGE

Add Child prterR i ensher

Add Child / Enter EY Voucher Code

Are you sure you want to continue adding a new child or return to enter an EY Voucher code?

Continue T
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4.2.3 Child Details tab

Complete the required fields in the ‘Child Details’ tab.

Child Details:

v" Forename — Child’s Legal First Name.

v" Middle Name — Child’s Legal Middle Name (if applicable).

Note: The child’s name must be accurate and as shown on their birth

certificate, as Early Years share the database with other Local
Authority services.

v" Surname — Child’s Legal Last Name.
v" DOB - Child’s date of birth. This can be entered either by typing the
date in the format DD/MM/YYYY, or by selecting the date from the

calendar.

v" Proof of DOB - If this has not been pre-populated, tick to confirm that
proof of the child’s date of birth has been verified by the setting.

v" Gender — Child’s Sex.

v Preferred Surname - If different from the child’s legal last name.

v Ethnicity — Select child’s ethnicity from the drop down box as detailed
on the Parent/Carer/Guardian Declaration Form. Please do not
leave this response as ‘Information Not Yet Obtained'.

v" SEN COP Stage — Select one of the following three options:

¢ No Special Educational Need.

e Education Health and Care Plan.

e SEN Support.

Warwickshire
County Council

Child Details Parent / Carer Details

Child Details
Forename*
Middle Name
Surname*

DoB*

Proof of DOB
Gender*

Preferred Surname
Ethnicity*

SEN COP Stage™

Save Cancel

Funding Details Documents Notes

Search for an Address
Primary

Postcode*

Il

Address
Address Line 1*
Address Line 2

[ male [J Female

Information Not Yet Obtained ¥
_No Special Educational need v

Address Line 3
Locality

Town

County

Postcode*

“denotes mandatory fields

GILLILEE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

SEN COP Stage

Cancel

I <Unknown> b

_Mo Special Educational need

Education, Health and Care Plan

*denotes ma
Maoved Out Of Area

Other La Ehcp

Referral Received

SEN Discontinued

fsEN Support I

Statemented

Under EHC Assessment
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Address: E—
Summary Estimates Actuals Adjustments Eligibility Checker
Either, complete the ‘Search for an Address’ section: I
Child Details | Parent / Carer Details Funding Details Documents Notes
‘/ Prlmary - House name Or number Child Details Search for an Address
Foraname* L 1 [rim L
v' Postcode — Post code as issued by the Royal Mail. — — ™ -
DOB* /—| Searcl
v' Click ‘Search’. This will auto-fill the address using the details entered. po oo s e 1 —
ende: Male J Female Address Line 1
Preferred Surname \:I Address Line 2
1A’ Ethnicity* Address Line 3
Or, manually enter the child’s address. i1 Cop Stager ey
fown L ]
County ]
Postcode® ]
Note: Do not click ‘Save’ at this point — all tabs must be complete before E—
the record can be saved.

Warwickshire 47
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4.2.4 Parent / Carer Details tab

Complete the required fields in the ‘Parent / Carer Details’ tab using the

information from the Parent/Carer/Guardian Declaration Form (PDF).

To check eligibility for the Working Parent Entitlement or 2Help Early Learning

for 2 year olds, Part 1b of the PDF must be completed by the parent.

Part 2 of the PDF must also be completed by the parent, indicating the

entitlement that a check is being made for, and claimed.

Part 1b - Parent / Carer Details - Parent / Carer to complete

This information will be used to check your eligibility code for the working parent entitlement, andlor eligibility for 2Help and EYPP

*Parent | Carer First Name: *Parent | Carer Last Name:
" .

*Parent /Carer Date of Birth: ln':'ummica‘Nu:h':'r“::ﬂ Jurn

S mm) Support Reference Number:

*Parent { Carer Email Address:

*Parent / Carer Mobile Tel Number:

Warwickshire
County Council

Part 2 - Accessing the Entitlements - Parent / Carer fo complete - please lick the relevant box

All entitlements start from the ferm after the child turns the relevant age. in line with the following DFE Term Dales:

Child turns relevant age: Entitlement begins:

1 lanuary to 31 March Summer Term [on or after 1 April)

1 April to 31 August Autumnn Term {on or after 1 September)

1 Saptamber ta 31 December Spring Term {on or after 1 January)

2Help (Early Learning for 2 Year Olds):

2Help 15 hours Funded Entitlement TERM: Autumn| | Spring Summer —|

Entidermnent for children from the term after their second birchday, in line with DfE term dates above, for families receiving
additienal forms of support:

If parenceicarers live in England and are in receipt of certain benefits or credits

If a child is looked afrer by a local authority, has an EHC plan, gets Disability Living Allowance or has left care under an

adoption order, special guardianship order or a child arrangements order

If you do net have an EY Youcher Code. you can ask your provider to carry out an eligibility check by completing Part 1b. 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.

Mote: If your child is eligible for both the 2Help and working parent entidements, you must use the 2Help entitlement for children
receiving some addivional forms of support first.

Please complete the information below:

*EY Vioucher Code: *5tart Date: *For provider use:

Copy of confirmation letter msued by LA

[ w0

If you do not have an EY VYoucher Code, do you wish the provider to
carry out an eligibilicy check?

ves || ol

Universal:

| Universal 15 hours Funded Entitlement for 3 & 4 year olds TERM: Autumn | Spring | Summer ||
For all three and four-year-olds from the term after their third birthday in line with DFE term dates above.
NO ELIGIBILITY CODE is required.

Working Parent:
Warking Parent 30 hours Expanded Entitlement from term after & months - 2years* TERM:  Autumn L Spring [_.Summer -
|| Working Parent 30 hours Expanded Entitlement from term after 2 years® TERM:  Autumn | | Spring [_ Summer
Working Parent 15 hours Extended Entitlement for 3 & 4 year olds* TERM:  Autumn | 'Sprin\g [ Sumrmer

*Far the Warking Parent Entitlements from the term afrer the child tirns the relevant age. in line with DfE term daces above,
with a valid eligibility code issued by HMRC, the term befere they are due to access a funded place. The eligibilicy cede is to be
reconfirmed every 3 months. If you do not have a valid code for the term, you will be liable te pay for any additional hours
accessed where the provider is unable to claim funding using the eligibilicy code.

Please complete the information below and Part 1b:

*Eligibility Code {1 |-digit number starting with 50 *Date Eligibility Code checked raovider {dd/
gty g H igibilicy P 1
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Parent / Carer Details:

v

v

Forename.
Surname.

DOB - This can be entered either by typing the date in the format
DD/MM/YYYY, or by selecting the date from the calendar. This is
required where an ECE check for 2Help Early Learning for 2 year
olds and/or EYPP is performed.

Email.
Contact Number.

NI or NASS Number — Tick the appropriate box and enter the
number. This is required where an ECE check for 2Help Early
Learning for 2 year olds and/or EYPP is performed.

Tick the appropriate box(es) to give consent to Eligibility Checking
for EYPP and/or Working Family Eligibility, and/or 2Help Early
Learning for 2 year olds, as detailed on the Parent/Carer/Guardian
Declaration Form (PDF).

Note: Do not click ‘Save’ at this point — all tabs must be complete before
the record can be saved.

For information on claiming EYPP please refer to section 4.3 Making a claim for
Early Years Pupil Premium (EYPP).

Warwickshire
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Child Details Parent / Carer Details Funding Details Documents MNotes

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,

Contact Number Contact Number

Parent / Carer Details Partner Details

Forename Forename

Surmame E Surname
.

ll

O nior O NASS Number O nior [ NASS Number

Tick to give consent to Eligibility O evep Tick to give consent to Eligibility O evep

Checking for L warking Family Eligibility Checking for L) working Family Eligibility
U 2 Help (Additional Support) [ 2 Help (Additional Support)

Consent for Eligibility Checking:

EYPP: The Surname, DOB and NI or NASS Number will also be required for this data to be used for an Eligibility Check.
'Working Family: The Surname and NI Number will also be required for this data to be used for an Eligibility Check.

2 Help (Additional Support): The Surname, DOB and NI Number will also be required for this data to be used for an Eligibility Check.
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4.2.5 Funding Details tab
2 year olds

Child Details_|_Parent / Carer Details || Funding Details H Documents || Notes

Funding Details
Start Date*
End Date*

Weeks Attended in Term*

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

Funded Hours per Week
Eligible for Funded Hours x

Click to check eligibility for 2 Help (2- ~ e
year-old receiving additional Check Eligibility

support) funding

Expanded Funded Hours per Week
Eligible for Expanded Hours x

Attendance Days

Attends Monday* O ves O No
Attends Tuesday* O ves O No
Attends Wednesday* O Yes O No
Attends Thursday* O Yes O Ne
Attends Friday* O ves O No
Attends Saturday* O ves O No
Attends Sunday* O Yes O Ne

Non-Funded Hours per Week

4} An Eligibility Check for 2 Help (2-year-old receiving additional support)
funding should be carried out if claiming Funded Hours, If the Eligibility
check returns as not being eligible hours can still be entered, but may be
rejected by the LA,

Census Information

Funded Entitlement Weeks \:I

Eligibility Code

Click to check eligibility for Workin .
Family funding R 9 Check Eligibility Code

Total Funded Hours per Week

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

4 38 Weeks must be entered in this box.

Number of Weeks: 14.00

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

Expanded Weekly Hours: 30.00
Expanded Termly Hours: 420.00
Expanded Yearly Hours: 1140.00

Warwickshire
County Council
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Funding Details

1. Click ‘Default Term Dates’ — This will populate the ‘Start Date’ and ‘End
Date’ fields with the funding term dates.

Note: These are the funding term dates and not school term dates. These
dates refer to the weeks that are funded in the term.

2. Alternatively, where a child starts later in the term (before Headcount),
or is due to leave before the end of term (after Headcount), these dates
can be manually entered.

3. Weeks Attended in Term - These are the standard funded weeks (see
below), regardless of how many weeks there are in the school term.

Note: The standard term dates should only be changed for providers who
are open for less than 38 weeks, e.g. Independent schools, or where a
child starts later in the term or is due to leave before the end of term.
The standard number of weeks in each term are:

e Autumn term - 14 weeks
eSpring term — 11 weeks
eSummer term — 13 weeks

The maximum number of funded weeks in the term can also be found in the red
box (pictured).

4. Present during Census - This box will automatically be ticked for new
children added but MUST be ticked for all children attending during
Headcount week each term.

5. Attends Two Days or More — this box must be ticked where a child’s
regular booked pattern of attendance is two or more days. If this box is
not ticked, the system will not allow a claim to be made for more than 10
hours per week as this is the maximum number of hours that can be
claimed in one day.

For information on claiming DAF please refer to section 4.4 Making a
claim for Disability Access Fund (DAF).

Warwickshire
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Child Details Parent / Carer Details Funding Details Documents Mates

Funding Details

Start Date* |

End Date* |

e Default Term Dates

Weeks Attended in Term* ——'|

Present during Census ——’
Attends Two Days or More —’ [l

Mominated for DAF* ) ves ) Mo

Maximum Values Allowed:
Mumber of Weeks: 14.00

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

Expanded Weekly Hours: 30.00
Expanded Termly Hours: 420.00
Expanded Yearly Hours: 1140.00
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Expanded or Funded Hours per Week

Part 3a of the Parent/Carer/Guardian Declaration Form ‘Claim Details’ must be
completed with the regular, booked pattern of attendance and hours to be
claimed.

The Eligibility code details should have been checked using the Eligibility
Checker tab to establish its eligibility for funding (please refer to section
2.1. Eligibility Checker tab) before the funded place is offered.

Splitting funding between two or more settings

If a child splits their funding between two or more settings, the parent must also
complete the details of the other setting(s) in Part 3a, in the ‘Setting Name’
column, and nominate how the funded hours are to be spilit.

The split of hours must show which provider is to claim the 2Help Early
Learning for 2 year olds (Funded) or Expanded hours for 2 year olds or a
mix of both.

Settings cannot claim more than the maximum entitlement limit for each
funding entitlement option. Where a child splits their funding between
settings, and two (or more) settings make a claim for the same entitlement
hours, 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.

Stretch funding

If the provider offers a stretch model of funding, the stretched hours must be
converted back into term time (the equivalent of 38 weeks) to be entered
onto the portal, as per Column C in Part 3a of the PDF.

Example: 10 hours x 51 weeks stretch = 510 hours per year. Divide by 38 weeks
= 13.42 term time equivalent, to be entered onto the provider portal.

Warwickshire
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Part 3a - parent / carer to complete with provider

AUTUMN TERM:

ALL settings and hours attended must be shown below and must not exceed the equivalent of term time only funding

entitlements across all providers, as detailed in the Funded Entitlements section.

Setting Mame | Entitlement Type Funded hours used per day A B c
?L‘;‘tu:!hs:;u"': x Total number| pumberof | Frovider use
e of hours per weeks funding | only: Hours
{mnax in one N tded to the
day) claimed per _
Provider
year/per term
= Portal
(A x B8 =C or
AxBI4=Cif
Tue | Wed| Thur m:ﬂ,f veerh)
Setting | 2Help or 3 & 4 yr old
Mame: Universal {15 hours Funded)
Waorking Parent (30 hours
Expandedi|5 howrs Extended)
Serting 2 2Help or 3 & 4 yr ald
Marne: Universal {15 hours Funded)
Working Parent (30 hours
Expandedi|5 howrs Extended)
Serting 3 Help or 3 & 4 yrold
Mame: Universal {15 howrs Funded)
‘Working Parent {30 houwrs
Expanded/I5 howrs Extended)
Total Daily
Funded Hours:
52



4.2.6 Adding the hours to be claimed — 2 year olds

There are two funding entitlement types for 2 year olds in the Access Synergy
FIS Provider Portal, 2Help Early Learning for 2 year olds (Funded) and the
Working Parent Entitlement (Expanded).

Where children are eligible for both entitlements, 2Help Early Learning for 2
year olds hours MUST be used before the Working Parent Entitlement
hours, up to the maximum of 30 hours in total.

Warwickshire
County Council

Funding QUANSETES

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details | Documents

MNotes

Funding Details

Start Date®

End Date*

Default Term Dates

Weeks Attended in Term*

Present during Census

OB [

Attends Two Days or More
Nominated for DAF* ) ves O No

Funded Hours per Week 4—

Eligible for Funded Hours

support) funding

Hours*

Click to check eligibility for 2 Help (2- ~ . ep e
year-old receiving additional Check Eligibility

Expanded Funded Hours per Week +—

Eligible for Expanded Hours x

Eligibility Code |

Click to check eligibility for Workin e ey e
Family funding S g Check Eligibility Code

Expanded Hours* |

Total Funded Hours per Week

Total Funded:
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4.2.6a 2Help Early Learning for 2 year olds (Funded Hours)

Families of 2-year-olds receiving additional support can make an application
through Warwickshire County Council for 2Help Early Learning for 2 year
olds funding (or alternative Local Authority equivalent). Further information
can be found, and applications can be made in the ‘2Help early learning for
children aged 2’ section of the Warwickshire website: Childcare costs —
Warwickshire County Council

If the application is successful, the parent/carer will be issued with a
Confirmation of Eligibility letter (usually via email). This letter contains:

e Confirmation of their eligibility.
¢ An EY Voucher code (6 digits — combination of letters and/or numbers).
e The date from which funding can be claimed.

Note: The setting MUST see a copy of the letter before offering a funded

place. A claim MUST NOT be entered if you have not seen confirmation
of eligibility for the 2Help Early Learning for 2 year olds funding.

Warwickshire
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EY Voucher Code issued by Warwickshire County Council

Where a confirmation letter confirming eligibility for 2Help Early Learning for 2
year olds has been issued and seen by the provider, and the child has been
added using the ‘Enter EY Voucher’ option, the system will match the EY
Voucher code entered to the parent application and the child will show as
eligible for funded (2Help Early Learning for 2 year olds) hours, and a green
tick will be displayed.

Enter the number of hours (up to a maximum of 15) to be claimed into the ‘Hours’
box in the ‘Funded Hours per Week’ section. This will prepopulate the Total
Funded Hours per Week box.

Note: If ONLY 2Help Early Learning for 2 year olds hours are to be claimed,
enter 0 into the ‘Expanded Hours’ box in the ‘Expanded Funded Hours
per Week’ section.

Funded Hours per Week I
Eligible for Funded Hours V

Child Eligible

I—

Click to check eligibility for 2-year-
old receiving 2 Help (additional
suppaort) funding

Hours*

Alternatively, the Provider Portal now allows for providers to check the eligibility
for 2Help Early Learning for 2 year olds funding for all children aged 2, where
parents have provided the required details in Part 1b and Part 2 of the
Parent/Carer/Guardian Declaration Form (PDF), including those who have
had funding agreed by a Local Authority other than Warwickshire.

Please refer to section 4.2.6b Completing an ECE check on the Provider Portal
for 2Help Early Learning for 2 year olds, for guidance on how to complete

this.
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Funding confirmed by another Local Authority

Where confirmation of eligibility for 2Help Early Learning for 2 year olds has
been issued by another Local Authority, the system will not automatically
recognise the child as eligible for 2Help Early Learning for 2 year olds, and
a red cross will be displayed.

Enter the number of hours (up to a maximum of 15) to be claimed into the ‘Hours’
box in the ‘Funded Hours per Week’ section and upload a copy of the
confirmation using the Documents tab and Notes tab. Please refer to
sections 4.5 and 4.6. This will prepopulate the Total Funded Hours per Week
box.

Note: This is the ONLY circumstance where a claim for 2Help Early
Learning for 2 year olds (funded) hours should be entered without
either an EY Voucher code from Warwickshire or an ECE check.

Note: If ONLY 2Help Early Learning for 2 year olds hours are to be claimed,
enter 0 into the ‘Expanded Hours’ box in the ‘Expanded Funded Hours
per Week’ section.

Warwickshire
County Council

Funded Hours per Week I

Eligible for Funded Hours

Click to check eligibility for 2 Help (2-

year-old receiving additional
) .

b 4

Check Eligibility

Hours*
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4.2.6b Completing an ECE check on the Provider Portal for 2Help
Early Learning for 2 year olds

The provider portal now allows providers to check eligibility for 2Help Early
Learning for 2 year olds via an ECE check. Where parents have completed
Part 1b and have given consent for providers to check eligibility for 2Help
Early Learning for 2 year olds in Part 2, click ‘Check Eligibility’ in the ‘Funded
Hours per Week’ section.

Where the result returned is ‘not eligible’, a yellow banner will be displayed.
This means that the child is not eligible for 2Help Early Learning for 2 year
olds (funded) hours and 0 must be entered into the ‘Hours’ box in the
‘Funded Hours per Week’ section.

Funding

Summary Estimates Actuals Adjustments Eligibility Checker

'.\4/- The 2 Help (Additional Support) Check has come back as not eligible, Funded Hours can still be entered, but may be rejected by the LA

Where the check returns a positive result, a green tick will be displayed, as
well as a banner. This means that the child is eligible for 2Help Early
Learning for 2 year olds funding and up to 15 hours per week can be
entered into the ‘Hours’ box in the ‘Funded Hours per Week’ section. This
will prepopulate the Total Funded Hours per Week box.

cunan [T

Summary Estimates Actuals Adjustments Eligibility Checker

Q? The 2 Help (Additional Support) Check has come back as found and eligibility for Funded Hours has been obtained.

If the child has also been issued with a valid Working Parent Entitlement
eligibility code, and hours (up to a maximum of 15 — 30 in total) are to be
claimed under this entitlement as well, please follow the guidance in the
following section.

Note: If ONLY 2Help Early Learning for 2 year olds hours are to be claimed,
ter 0 into the ‘Expanded Hours’ box in the ‘Expanded Funded Hours
Week’ section.

Warwickshire
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Funded Hours per Week

Eligible for Funded Hours

Click to check eligibility for 2 Help (2- _ .
year-old receiving additional Check Eligibility

support) funding

Hours*

Funded Hours per Week
Eligible for Funded Hours

Click to check eligibility for 2 Help (2- _ .
year-old receiving additional Check Eligibility

support) funding
—> | |

Hours*

Funded Hours per Week I
Eligible for Funded Hours

Click to check eligibility for 2-year-
old receiving 2 Help (additional
support) funding

Hours*

v
Child Eligible

Note: Where a child is eligible for 2Help Early Learning for 2 year olds
funding AND the Working Parent Entitlement, the 2Help Early Learning
for 2 year olds funded hours MUST be used first, up to a maximum of
15 hours for each entitlement.



4.2.6¢ 2 year old Working Parent Entitlement (Expanded Hours)

Where a child has a valid 11 digit Working Parent Entitlement eligibility code,
enter this into the ‘Eligibility Code’ box in the ‘Expanded Funded Hours per
Week’ section, and click ‘Check Eligibility Code’.

This will perform an ECE check and confirm whether the details entered match
with those held by the HMRC, and whether the code is valid for use this term.

Note: The Funding Details tab is not linked to the Eligibility Checker tab,
therefore this check within the Funding Details tab must be completed.

If the code is valid for use in the current term, a green banner will display a green
tick, and the message ‘The Eligibility Code has been found and eligibility for
working family hours has been obtained’ at the top of the page.

Enter the number of Expanded hours (up to a maximum of 30 in total) per week
to be claimed in ‘Expanded Hours’. This will prepopulate the Total Funded
Hours per Week box.

If a red error message occurs:
v" Read the error message displayed.

v" Use the Eligibility Checker to check that the code is within the valid
date ranges for the term.

v' Check that the details entered into the Child Details and Parent/Carer
Details tabs are correct and confirm with the parent that the details
on the Parent/Carer/Guardian Declaration Form (PDF) are correct.

Warwickshire
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Expanded Funded Hours per Week

Eligible for Expanded Hours x

| Check Eligibility Code \

| Eligibility Code

Click to check eligibility for Working
Family funding

Expanded Hours*

FTLGILEE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Q//) The Eligibility Code has been found and eligibility for working family hours has been obtained.

Expanded Funded Hours per Week
Eligible for Expanded Hours x

Eligibility Code | |

Check Eligibility Code

Click to check eligibility for Working
Family funding

I Expanded Hours*

I

Note: If ONLY Working Parent Entitlement (Expanded) hours are to be
claimed, enter 0 into the ‘Hours’ box in the ‘Funded Hours per Week’
section.
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Attendance days

Enter the child’s attending days by selecting ‘Yes’ or ‘No’ for each day of the
week. A value must be entered for each day.

Non-Funded Hours per Week

Enter the number of non-funded hours per week that the child attends. A value
must be entered into this box.

If no hours outside of the funded hours are attended, 0 must be entered.

Census Information

The Census Information must be completed for the number of weeks the child
is being funded for per year. The equivalent of term time only funding is 38
weeks per year.

As funding is claimed on a term time basis in Warwickshire, the value entered
into the Census Information box MUST be 38, even if the funding model
offered by the provider is a stretch model or the child starts later in the
academic year.

This information is required for all types of funding that are being claimed.

Warwickshire
County Council

Attendance Days
Attends Monday

Attends Tuesday
Attends Wednesday
Attends Thursday
Attends Friday
Attends Saturday

Attends Sunday

O ves O
O ves O
) wes ()
O yes O
O yes O
O yes O

O ves O

Mo
Mo
Mo
Mo
Mo
Mo
Mo

Non-Funded Hours per Week
Mon-Funded Hours*

Census Information

Expanded Entitlement Weeks

38 Weeks must be entered in this box.

Census Information

Funded Entitlement Weeks |

Expanded Entitlement Weeks |

38 Weeks must be entered in this box.

Census Information

Funded Entitlement Weeks |

Extended Entitlement Weeks |

38 Weeks must be entered in this box.
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4.3 Making a claim for Early Years Pupil Premium
(EYPP)

1. Part 1b ‘Parent/ Carer Details’ and Part 2 ‘Early Years Pupil Premium
(EYPPY)’ of the Parent/Carer/Guardian Declaration Form (PDF) must be
completed and signed by the parent in order to check eligibility and
make a claim for Early Years Pupil Premium. This provides consent for
the parent’s details to be used to check their eligibility using the
Government Eligibility Checking Engine (ECE).

Note: For EYPP, the Surname, DOB, and NI or NASS number are all
required.

Part 1b - Parent / Carer Details - Parent / Carer to complete

This mformation will be wsed to check your eipbility code for the warking parent entiternent, ondlar efgiblity for ZHell and EYPP

#Parent / Carer First Mame: #Parent | Carer Last Mame:
le :
P Car D RS
[T [fupport Reference Mumber:

*Parent | Carer Email Address:

Early Years Pupil Premium (EYPP)

Early Years Pupil Premium (EYPF) is paid to childcare providers to provide extra support for your child. EYPP can be used to
improve teaching and learning facilices and rescurces to impact positively on your child's progress and development.
Ticking yes to any of the questions and completing Part 1b may enable your chosen provider to receive the EYPP.
Children with EYPFP will have higher priority when applying for a school place where a school is oversubscribed. For

more detils visic: www.warwickshire gov.uk/childcarecosts.

Q1: Are you in receipt of Universal Credits?

ves[ | mof ]

Q2: Is your child currently looked after by a local authorityf/have they ever been looked after by a local authority in England
or Wales?

YES | | NO

If you have ticked Yes and your child is looked after outside of Warwickshire, please provide a copy of the relevant order
to your early years provider. EYPP is automatically added for children looked after by Warwickshire.

03: Are you an asylum seeker receiving support under Part Six of the Immigration and Asylum Act 19997
ves | | mol ]

*Parent { Carer Mobile Tel Number:

Warwickshire
County Council
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In the Parent / Carer Details tab within the child’s record, complete the
parent’s Surname, DOB and NI or NASS Number.

Ensure that the ‘Tick to give consent to Eligiblity Checking for: EYPP’
box has been ticked.

Funding JE{lijil«l My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details | Parent / Carer Details H Funding Details || Documents || MNotes |

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.

Note: Do not click ‘Save’ at this point — all tabs must be complete before
the record can be saved.

Warwickshire
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Parent / Carer Details

Contact Number

[D Nior [ NASS Number

Tick to give consent to Eligibility
Checking for

—

e T ramily Eligibility
2 Help (Additional Support)

Partner Details

Contact Number
O nior O nass Number

Tick to give consent to Eligibility
Checking for

YPP: The Surname, DOB and NI or NASS Number will also be required for this data to be used for an Eligibility Check.

Working Family: The Surname and NI Number will also be required for this data to be used for an Eligibility Check.

Forename | Forename l:
Sumame Surname :

O evep
] Working Family Eligibility
[J 2 Help (Additional Support)

2 Help (Additional Support): The Surname, DOB and NI or NASS Number will also be required for this data to be used for an Eligibility Check.

Save Cancel

*denctes mandatory fields

60



Checks made for Early Years Pupil Premium (EYPP):

EYPP will be added to a child’s claim if the parent meets the eligibility criteria,
shown in Part 2 ‘Early Years Pupil Premium (EYPP)’ of the
Parent/Carer/Guardian Declaration Form (PDF). This will be checked by
the Early Years Funding Team using the Government’s Eligibility Checking
Engine (ECE), after the Headcount has been submitted.

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 as expected, this means
that the result of the ECE check was ‘Not Found’ or ‘No Trace-Not Found-
Check Data. Please confirm with the parent that their details are correct.

If the parent believes that they meet the eligibility criteria as detailed in Part 2
‘Early Years Pupil Premium (EYPP) of the Parent/Carer/Guardian
Declaration Form (PDF), additional supporting information to confirm this will
need to be sent to the Early Years Funding Team.

Please refer to section 4.5 Documents tab for further information on how to
upload supporting information to the child’s record.

Warwickshire
County Council

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 ECE
check, unless the parent also meets the economic eligibility criteria.

The Early Years Funding Team will need to see evidence of the child’s Adoption
Birth Certificate, Special Guardianship or Child Arrangement Orders. This
should be uploaded to the child’s record during the Headcount period
using the Documents tab, please refer to section 4.5. Documents tab.

When the Early Years Funding Team is satisfied with the supporting information,
the child’s EYPP eligibility will be added to their record.

EYPP will automatically be added for Warwickshire’s Children Looked After
(CLA). For CLA from other authorities, please upload supporting information
using the Documents tab (please refer to section 4.5. Documents tab).
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4.4 Making a claim for Disability Access Fund (DAF)

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

Children do not have to take up the full 570 or 1140 hours of early education to
receive full DAF payment.

1. Part 2 ‘Disability Access Fund (DAF) of the Parent/Carer/Guardian
Declaration Form (PDF) must be completed by the parent and nominate the
setting who is to receive the one-off yearly DAF payment, if the child attends
more than one setting.

2. In the ‘Funding Details’ tab within the child’s record the ‘Nominated for
DAF’ must only be ticked as ‘Yes’ where the relevant section of the PDF
has been completed, and the parent can give a copy of the DLA
(Disability Living Allowance) award letter to the setting.

Note: The DLA award letter will need to be sent to the funding office using
the Documents tab, please refer to section 4.5. Documents tab.
Payment for DAF will not be confirmed unless the Early Years Funding
Team sees this letter.

Warwickshire
County Council

Disability Access Fund (DAF)

The Disabilicy Access Fund (DAF) is used to help providers to make reasonable adjusements in their sectings, either to support an
individual child, or for the benefic of all children atvending the setting.

Iz your child entided to the Disabilicy Living Allowance? 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 splicting their funded Early Education entidement across two or more providers, please nominate the setting
where the local authority should pay DAF . If yowr child is in receipt of the 2Help Entitlement due to being in receipt of DLA, DAF
will be paid aucomatically to the provider your child amends.

#Mame of Provider

Chiild Details Parent / Carer Details Funding Details Daocumenits MNotes

Funding Details
Start Date® | |
End Date* | |

Default Term Dates

Weeks Attended in Term* | |

Present during Census

ttends Two Dave or Mors []
| Mominated for DAF* ) wes () Mo
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4.5 Documents tab

The Documents tab should be used to upload documents to a child’s record
where supporting information is required for the claim.

This facility is available only during the time when the Actuals tab (Headcount
period) or Adjustments tab are open for submissions.

The document will need to be added to a secure file on the provider’s device in
order to upload the file to the Documents tab.

Examples of when a provider may need to provide supporting information
include:

Disability Access Fund (DAF) — Where ‘Yes’ has been ticked for DAF,
a copy of the Disability Living Allowance (DLA) award letter must be
uploaded.

Early Years Pupil Premium (EYPP) — Where EYPP is being claimed
for an Adopted child or a child with Special Guardianship Order or
Child Arrangement Order. Copies of the Adoption Birth Certificate or
relevant Court Orders will need to be uploaded to the child’s record
to support the application.

2 year olds — Where equivalent 2Help Early Learning for 2 year olds
funding has been confirmed by a Local Authority other than
Warwickshire, confirmation of the child’s eligibility must be uploaded
as proof of eligibility if there has not been a confirmation of eligibility
via the ECE check.

Note: No other documents or information must be uploaded using the
Documents tab unless specifically requested. Only the documents
listed above must be sent as supporting information for the purpose of
verifying the child’s funding claim for DAF, EYPP or 2Help Early
Learning for 2 year olds funding.

Warwickshire
County Council
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How to upload a document Funding

Summary Estimates Actuals Adjustments Eligibility Checker

1. Click ‘Upload a file’.
Child Details Parent / Carer Details Funding Details Documents Nates
2. Select the appropriate document from files on your device. e ente which support et

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.

Upload a
File Name (i3

Description®

No Documents Uploaded

“Genates mandatory fields
Save Cancel

Funding JLYEETH

Summary Estimates Actuals Adjustments Eligibility Checker

3. Enter a description of the file. E.g., ‘DLA award letter for (Child initials).

Child Details Parent / Carer Details Funding Details Documents Notes
H 3 ’
4- CIICk Save . Supporting Documents
Please upload any documents which support this term.
. . ] Please enter a Description ta clarify what the file contains.
Note: Where a document has been uploaded to a child’s record, a Allowed fle types are Al fl types permittes
Files may not be larger than 999 MB.

Description® File Name

paperclip symbol @ will be present in the final column of the Actuals UPI:':“
list. 4+
\:| DLA award letter.docx

*denotes mandatary fields
Save

5. If the uploaded document needs to be deleted, click ‘Delete’ and the file
will be removed from the record. Delete

6. Add a note to the Notes tab to highlight to the Early Years Funding Team
that a document has been uploaded. Please refer to section 4.6 Notes

tab.

Warwickshire
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4.6 Notes tab

Note: The Notes tab should only be used for the following reasons:

e To advise the funding office that supporting documentation has been
added to the Documents tab for EYPP, DAF, or 2Help Early Learning for
2 year olds funding.

e When advised by the funding office to add a note for a specific reason.

¢ To notify the funding office of a child who should be attending the setting
for funded hours; but are not attending due to unauthorised absence or
has left unexpectedly.

Messages left in the Notes tab will not be read until after the Actual Headcount
submisssion deadline, so this should not be used to leave a message
regarding the Actual Headcount claim.

All communications other than those listed above should be made via the
dedicated email inboxes for ealy years funding:

eyfunding@warwickshire.gov.uk or childminderfunding@warwickshire.gov.uk Funding

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Document ts MNotes

Add a new note Notes History

DLA award letter attached,

1. Type the note in the ‘Add a new note:’ field. EYP supporting information atiached. <

Child left setting without notice.

2. Click ‘Save’.

*denotes mandatary fields
Save

Warwickshire

County Council 65
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4.7 Children present on the Actuals list (carried
forward)

Where children have been carried forward from the previous term’s Headcount,
a list of eligible children will be displayed in the Actuals list.

Note: Children remaining in the same age range will be carried forward

with the number of funded hours from the previous term’s Actual - .
Headcount included. Hours added as an adjustment will not be

included. . Funded Hours Extended Hours g e -
Status Child e B e e

> (17-Jun-2022) 210.00 0.00 £1360.80 DF

Note: Children moving from one age range to another will be carried
forward to the next age range, however they will NOT have funded

0.00 0.00 £0.00

x (10-Nov-2022)

hours included and the claim will automatically be 0 hours.

Please CHECK the details carefully and amend as necessary for the
current term.

Children carried forward in the Grace Period

The details of the Working Parent Eligibility code are carried forward to the
following term with the date details from the audit check at the end of the
previous term. This will mean that some of the children will be showing as
being in the Grace Period, displayed as a yellow warning triangle if the Sttuc e funiegtiows frendedttows Rl (G ity S
audit check was before a parent re-confirmed the code. A new eligibility - o
check will need to be performed within the child’s record. Please refer to ) N
section 4.7.4 Updating Eligibility Code details. " s

(13-Jan-2023) : : ey Grace Period: 31-Dec
2025

210.00 0.00 £1360.80 DF

|

x
o
g
2
=
g
]

Note: Where a child’s Working Parent Entitlement eligiblity code was in the
Grace Period, which expired at the end of the previous term, funded

21-Feb-2024 - 15-Jun-

. 2100 0 £12180 2028

(22-Dec-2021) 210 : £ Grace Period: 31-Dec-
2026

=]
2
=]
8
8

hours to be claimed will NOT be carried forward, and the claim will
automatically be 0 hours.

Note: Childminders Actuals list is NOT carried forward from the Summer
Term to the Autumn Term. ALL children will need to be re-added as
new children in the Autumn Term.

Warwickshire 66
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Where children have been carried forward from the previous term, a list of
eligible children will be displayed in the Actuals list.

A black cross X will be present next to the child’s name. This indicates that the
record has not been amended in any way, and the details remain the same
as in the previous term’s Headcount.

Note: Where children have been carried forward from one age range to the
next, the weekly hours to be claimed will not have carried forward and
will automatically be 0 hours.

Where hours have been carried forward from the previous term, the hours are
based on the Actual Headcount. If there have been any adjustments made
after Headcount in the previous term, the adjusted hours will not be
included in the carry forward.

Providers MUST check the Actuals list of children carried forward to ensure that
the correct children are present, and that the funded hours on the claim
are correct.

Where a child has left your setting, they will need to be deleted from your Actuals
list. Please refer to 4.7.2 How to delete a child from the Actuals list.

Providers MUST check the details of each child’s record each term to ensure
that they are correct. Early Years are required to hold up to date and
accurate information for children as we share the database with other Local
Authority services, and to ensure the accuracy of the claim. Any changes,
for example change of address or incorrect spelling of a child’s name, must
be updated as part of the Actual Headcount process, or notified to the
funding office by email as soon as possible.

Warwickshire
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grace
Add Child | Send Claim

Status Child
x (29-Apr-2022)
x L
(25-Feb-2023)
x (13-Jan-2023)
x (22-Dec-2021)

Funded Hours
(inc Adj)

Extended Hours
(inc Ad))

210.00

0.00

0.00

210.00

Total Funding
Amount for Term
Ginc Adj)

Child

Weightings  Eiibility Status

0.00 £1360.80 DF

04-Apr-2025 - 22-Jun-
2023

Grace Period: 31-Dec-
2025

5-2024 - 15-Jun-

d: 31-Dec-

Add Child Send Claim

Status Child

B
!
>

EL

(17-Jun-2022)

Extended Hours
(inc Adj)

0.00

Total Funding
Amount for Term
(inc Adj)

Child Weightings ~ Eligibility Status

£1360.80 DF

(10-Nov-2022)

0.00

£0.00
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4.7.1 How to edit a child in the Actuals list

1. Click on the child’s name in the Actuals list.

2. This will open the child’s record at the summary, showing the details
carried forward from the previous term.

Warwickshire
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Child
(0 - M-
Summary |_Child Details ||_Parent / Carer Details || Funding Details || Documents || Notes
Term End Date 15-Der-2026 runding
'erm End Date -Dec-
No of weeks attended 14.00 Funded Hours Per Week 0.00
Nominated for DAF No Funded Hours for Term 0.00
Eligibility Start Date 29-Oct-2024 ) .
Eligibility End Date 11-Nov-2026 Funding Amount @ Provider Rate £0.00
Grace Period End Date 31-Mar-2027 Child Weightings £0.00
Eligibility last checked 17-Jul-2026 16:02:04
p Provider Total Rate £8.60 Funding Amount £0.00
Totals
Funded Hours Per Week 0.00
Funded Hours for Term 0.00
Total Funding (excl. Adj) £0.00
Total ameunt from Adjustments £835.20
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £835.20
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Check the details in each tab in turn, making amendments where

necessary:

When satisfied that the details are correct, or have been amended, click

Child Details.

Parent/Carer Details.

Funding Details.
Documents.

Notes.

‘Save’.

Warwickshire
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Summary | Child Details Parent / Carer Details

Funding Details Documents Motes

+ 4

+ 44
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4.7.2 How to delete a child from the Actuals list

Where a child has left the setting in the previous term after the Actual Headcount

submissions, their details will be carried forward. The child MUST be deleted
entirely from the Actuals list, DO NOT change the hours to 0.

Note: Deletion of a child should only be completed where the child is not

claiming any hours in the current funding term. If a child leaves part
way through the term after Headcount, DO NOT delete them, as this will
remove all hours for the term. Where a child leaves part way through
the term, please use the Adjustments process to reduce the claim if
necessary. Please refer to section 6.1 Adjustments tab.

How to delete a child:

1. In the Actuals tab, click the ‘X’ next to the child’s name.

2. Check the name in the message corresponds to the child you wish to
delete.

3. Confirm deletion by clicking ‘Yes'.

4. The Status message in the Actuals list will now read ‘Awaiting LA
Deletion’.

5. When the request has been processed by the Early Years Funding
Team, the child will no longer be present on the Actuals list.

Warwickshire
County Council

LTI T-B Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

(@) Tosupport the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
= This is performed using My Details > Census.

Submit Actual: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 CHANGE

1. In grace period

Status Child

Total Funding
Amount for Term
Ginc Adj)

x 4 (29-Apr-2022) 210.00 0.00 £1260.80 DF

0.00 0.00 £0.00

Funded Hours Extended Hours
(inc Adj) {inc Adj)

Child

Weightings  EVlgibility Status

(25-Feb-2023)

Request Delete

Are you sure you want to request the deletion of child:_from this headcount record?
Delete requests are automatically submitted but can be cancelled.

—> 313

Funded Hours Extended Hours  Jot2I Funding Child

Status Child e i) ine Ady .er':cw:dnjtj forTerm G htings  Eiibility Status
@ ) |Awaiting LA Deletion (29-;\,;?12) 000 0.00 £142.80 DF
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4.7.3 Eligibility Codes in their Grace Period

Where a Working Parent Eligibility Code has been funded in the previous term
and the child’s details have been carried forward, if the validity end date of
the code has passed and the code has fallen into the Grace Period, this will
be indicated by a yellow warning triangle.

The yellow warning triangle will be present at the top of the page when the
Actuals List is selected, as well as by the child’s name, which is to alert the
setting to codes with expired validity end dates and show when the grace
period is due to end, as shown in the ‘Eligiblity Status’ column.

This should be used as a prompt to remind the parent to reconfirm their eligibility
via their Government Gateway account, to ensure that the code remains
valid and will be eligible for funding at the start of the following term.

Details of the code can also be found in the Summary tab within the individual
child’s record. If the code is in the Grace period, the warning triangle will be
present with the message ‘Child is in grace period’.

Note: The Eligiblity Code dates are updated in the provder portal:

¢ When the funding office audit Eligibility Codes. This takes place
3 times each term; in the first week, around half term and
towards the end of term.

e When the provider portal is open for submissions, and the
provider performs an eligiblity check within the child record.

When the provider portal is closed for submissions, the details in the child record
are ‘frozen’ at that point. To check the most up to date details of the code,
perform a check using the Eligiblilty Checker.

Note: Performing an eligiblity check using the Eligiblity Checker tab will
NOT update the details held within the child’s record.
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Funded Hours

Extended Hours Total Funding

Status Child 2 = Amount for Term Eligibility Status
(inc Adj) (inc Adj) (inc Ad)
b4 m 210.00 0.00 £1360.80 DF
(25-Feb-2023)
_ 04-Apr-2025 - 22-Jun-
2025
x (13-Jan-2023) 0.00 a0 100 Grace Period: 31-Dec-
5
L T
D( (22-Dec2021) 21000 000 £1218.00 1Dec
26
Summary | _Child Details | Parent / Carer Detal Funding Details ments || N
1, Child is in grace period Funding
— Funded Hours Per Week 15.00
Term Start Date 01-Sep-2026 Funded Hours for Term 210.00
Term End Date 18-Dec-202
No of weeks attended 14.00
Nominated for DAF No Funding Amount @ Provider Rate £1218.00
Child Weightings £0.00
Eligibility Start Date 21-Feb-2024
Eligibility End Date 15-Jun-2026
Grace Period End Date 31-Dec-2026 Funding Amount £1218.00
Eligibility last checked 20-Feb-2026 13:57:24
Totals
¥ Provider Total Rate £5.80 Funded Hours Per Week 15.00
Funded Hours for Term 210.00
Total Funding (excl. Adj) £1218.00
Total amount from Adjustments £0.00
Total zmount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £1218.00
denotes mandatory fields
Save Cancel



4.7.4 Updating Eligibility Code details

When the provider portal is closed for submissions, the details of the child record
are ‘frozen’ at this point. This includes the dates of the Eligibility Code. The
code end date and Grace Period end date are NOT automatically updated

1. In grace period

Add Child

when the parent reconfirms with the HMRC as the two systems are not Starus g ke e Amouviorten QG gy s
linked. Due to this, the child record may show that the code has entered the x I 210m oc0 £135080 0F
Grace Period, despite the parent having reconfirmed. N - . . -

25-Feb-2023)
04-Apr-2025 - 22-Jun-
2025

Details of the code are updated when the funding office audits the Eligibility x S— o0 0 2000 ws
Codes, which takes place 3 times each term. Alternatively, providers can o

1 H H H H — 210.00 0.00 £1218.00 SS—ZF;b—ZGM e
update the code details when the provider portal is open for submissions (22-Dec-2021) Grce Peios 31D
during the Actual Headcount, and Adjustment period.

HOW to update Eliqibilitv Code dates Summary Child Details Parent / Carer Details Funding Details *m!—\lotes
1. When the portal is open for submissions during the Actual Headcount or e e -
. . T . . . ate Attends Monday’ O ves O No
Adjustment period, open the child’s record by clicking on their name. End Date" Attends Tuesday* O ves O no
o D : ‘ i Defaut Torm Dates NN S
2. Select the ‘Funding Details’ tab, then click the blue ‘Check Eligibility Weeks Attended in Term* Attends Friday* O ves O o
Code’ button. This will check the code and update the record with the Present during Census O i:f":’:‘““f;" ‘:E':ES o
1 Attends Two Days or Mare ends Sunda O Yes O No
most up to date details. e e
Stretching Entitlement O
3. A green banner will be present top of the page with the message ‘The Funded Hours per Week Non-Funded Hours per Wesk
Eligibility Code has been found and eligibility for working family hours Hours® Non-Funded Hours
haS been Obta|ned’ Extended Funded Hours per Week Census Information
Eligible for Extended Hours x Funded Entitlement Weeks
ST o — I
X . Click to check eligibility for Working o e are
LR Sufficiency My Details Family unding e
Extended Hours* .
Summary Estimates Actuals Adjustments Eligibility Checker o Maximum Values Allowed:
Total Funded Hours per Week MNumber of Weeks: 14.00
& Total Funded: Funded Weekly Hours: 15.00
% ) The Eligibility Code has been found and eligibility for working family hours has been obtained. Tl sy L
unagex ‘early Hours: .

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

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

“denotes mandatary fields
Save Cancel
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4. Click ‘Save’. This will save the updated details to the child’s record, and
the yellow warning triangle . will no longer be present next to the
child’s name. —

5. As the record has been amended with the updated code details, the
Status message will now read ‘Unsubmitted claim’.

6. Click ‘Send Claim’ to push the updated record through to the funding
office.

Note: Where an update to the Eligibility Code has been performed during
the ADJUSTMENT period and no additional Adjustments are included,
please also leave a note in the ‘Notes’ tab to advise that the update to
the code is the reason for the Adjustment. Please refer to section 4.6
Notes tab.
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(]
S L LW |

Save

© O Unsubmitted Claim

21-Feb-2024 - 15-5ep-
2026

(22-Dec-2021) 21000 000 121800 Grace Period: 31-De
20
& In grace period
Add Child | Send Claim | R mesmmm—m
Total Funding ]
Status Child IR Extended Hours g0 nt for Term  Chil Higibility Status
(inc Adj) (inc Adj) . Weightings
Ginc Adj)
X m 21000 0.00 £1360.80 DF
(25-Feb-2023)
04-Apr-2025 - 22-lun-
x I 000 0.00 0.0 2023
(13-Jan-2023) ! ! ! Grace Period: 31-Dec-
205
21-Feb-2024 - 15-5ep-
nsubmitted Clai ] P 12 2026
© " Unsubmitted Claim Cr D 20 210.00 0.00 £1212.00

Grace Period: 31-Dec-
2026
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4.8 Sending the claim

Following a change in the way the Census Information is collected, each term
all providers (including schools) MUST complete the ‘My Details’ tab before
the Actual Headcount can be submitted.

If the ‘Send Claim’ button is clicked before the ‘My Details’ tab has been
completed with Census Information, the blue information message (pictured)
will change to a red warning message (pictured). The claim will not be
submitted.

Please refer to section 7.1 My Details tab - Census Information for further
information on how to complete the Census.

Before a claim has been submitted the status of the saved claim will show as
follows:

New child and existing child record that has been edited:

When a new child record has been saved, or an existing record has been
amended and saved, the status of the child will show in the Actuals tab list
of children as ‘Unsubmitted Claim’. A red circle with an exclamation mark will
be displayed.

Where more children are to be added, or existing children are to be checked or
amended, or children deleted, please complete this before sending the claim
as below.
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FILEILLE My Details

Summary Estimates Actuals Adjustments Eligibility Checker

(@) Tosupport the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
= This is performed using My Details > Census.

Funding LY EENH

Summary Estimates Actuals Adjustments Eligibility Checker

'@' To support the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
This is performed using My Details > Census.

21-Feb-2024 - 15-Sep-
@ * Unsubmiticd Cleim e 21000 0.00 £1212.00 Grace Perodt 31-Dec-

2026
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Sending the claim:

This step pushes the claim through to the Eary Years Funding Team, if this
step is missed, the claim will not be imported to the Local Authority
database and will not be processed.

When satisfied that the Actual Headcount claim is complete and no further PY—
amendments are required, or children to be added: Jp— 4_
i ‘ im’ Status Child Funded Hours BrendedHours o RWOND - Child Hiigibility Status
1. Click ‘Send Claim’. G G A ] Woightings Bty
b4 m 210,00 0.00 £1360.80 DF
x - 0.00 0.00 £0.00
(25-Feb-2023)
04-Apr-2025 - 22-Jun-
x m Lo Lo O ézgc} Period: 31-Dec-
21-Feb-2024 - 15-5ep-
@ ) Unsubmitted Claim m 21000 0.00 £1218.00 gzg% Ceriot 1-Dec-

2. A green tick banner showing the ‘Submission Successful’ message will
be displayed. This is confirmation that the claim for this age range has Funding YN
been submitted. This must be completed for each separate age range.

Summary Estimates Actuals Adjustments Eligibility Checker

Q? Submission Successful

3. The Status message next to the child’s name will change to ‘Awaiting LA B
Download’. 0 *) Awaiting LA Download
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4. When the claim has been accepted by the Early Years Funding Team,
the child record in the Actuals list will have no Status message, and an
‘X’ will be displayed by their name.

Note: Changes can be made to the Actual Headcount claim (adding new
children or amending existing records) until the submission deadline.
If any changes are made, the claim will need to be sent again. Please
remember to click ‘Send Claim’.

Note: If no children have been added, or none of the existing children in
the Actuals list edited, the ‘Send Claim’ button will be greyed out and
will not be available.

Warwickshire
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[ATLGIREN Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker
Submit Actual: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 cHANGE

1. In grace period

Total Funding ;
" Funded Hours Extended Hours Child R
Status Child (inc Adi) (inc Adj) Amount for Term  yylio o Hligibility Status
(inc Adj)
(ZQ-A;:*H) 210.00 0.00 £1360.80 DF
x - 0.00 0.00 £0.00
(25-Feb-2023)
04-Apr-2025 - 22-Jun-
x | | 000 000 £000 2025
(13-Jan-2023) ) ) ) Grace Period: 31-Dec-
2023
21-Feb-2024 - 15-Sep-
x ¢ I 1000 000 100 2025
(22-Dec-2021) . . - . Grace Period: 31-Dec-

2026

Submit Actual: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 cHANGE

L Ingrace period
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4.9 Unsubmitted claims

If the claim has not been submitted, it will not be processed by the Early
Years Funding Team, and funding will not be paid.

Where a claim is unsubmitted, a red circle with an exclamation mark will be
displayed next to the unsubmitted age range when selecting the year and
term.

A red circle with an exclamation mark will also be displayed next to the child’s
name in the Actuals tab.

A notification will also be present in the Home tab.

If the submission deadline for the Actual Headcount has passed, and a claim
remains unsubmitted, when the Adjustment tab opens for submissions the
child(ren) that were unsubmitted will need to be deleted from the Actuals list
and added as a new entry using the Adjustment process.

Please refer to section 6.8 Unsubmitted Actual Headcount claims.
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Summary Estimates Actuals Adjustments Eligibility Checker
Actuals Head Count Records for 2026/2027 - Autumn Term

2026/2027 &~
«d Autumn Term

Submission Period:
14-Jul-2026 to D9-Oct-2026

2025/2026
2024/2025
2023/2024
2022/2023
2021/2022
202072021

Office use only

Ready To

Process Processed

Funding Type
# 2 Year Olds
© # 384YearOlds3

& 9 Months - 2 Years Old

AL IR Sufficiency My Details

- 2026
@ ") Unsubmitted Claim m 21000 000 £121800 Grace Period: 31-Aug-
2026

08-Jan-2026 - 22-Mar-

IHome Forms Funding My Details

Spring Term 2026
Funding Information for Estimate, Headcount , Census and Adjustment Returns

Spring Term funding is for 11 weeks between:
2nd January 2026 - 27th March 2026

The termly dates and deadlines are found on the Termly Information Letter emailed on 1st December 2025 and on the Early Years Website.

Child Eligibility Dates:
9 months - 2 years: Children born between 1st September 2024 and 31st March 2025

2 Year Qlds: Children bomn between 1st January 2023 and 31st December 2023
3 & 4 year olds: Children born between 1st January 2021 and 31st December 2022
Eligibility Code Dates for the 30 hours working parent entitlements - from 9+ months to 4 years old:

Code Start date: on or before 31st December 2025
Code End date: on or after 2nd January 2026

Estimate Hours Submission Dates:
15th December 2025 - 8th January 2026 (midday)

Headcount Day - 15th January 2026
Census Period 12th January 2026 - 16th January 2026

Notifications

These records have been edited but not yet claimed.
@ There are unsubmitted child funding records for Provider | A AR
B 2025/2026 Spring Term - 2 Year Olds (1 unsubmitted, 0 rejected)

& 2025/2026 Spring Term - 3 8 4 Year Olds 3 (1 unsubmitted, O rejected)

77



4.10 Checking the claim after the Actual Headcount

It is especially important that any errors or required 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.

It is the responsibility of the provider to ensure the accuracy of the Actual
Headcount claim following submission.

Checking the claim after the Actual headcount submission:
_ EINLILGEE Coficiznoy My Details
1. Log onto the Provider Portal. Summary Estimates Actuals #fetmeme=Ciigibility Checker
2. Select ‘Funding'. Actuals Head Count Records for 2026/2027 - Autumn Term
3. Select ‘Actuals’. R .
4. Select the appropriate year and term. ;’bAthf‘m:T:_ — Famdding Type
141012025 10 D0 Der 2026
# 2 Year Olds
. . . . 2025/2026
Note: A green arrow symbol 4 will be visible if the term is open for sz . # 3 &4 Year Olds3
submission. If the deadline for submissions has passed, a red ‘no @ Summer Term
Submizsion Period: # 9 Months - 2 Years Old
entry’ (7] will be visible. 13-Apr-2026 to 12-lun-2026
@ Spring Term
5. Check the Actuals list for each age range, ensuring that is it complete, Submission Period:
the hours being claimed are correct, and that it has been submitted.

If the term is open for submissions and changes are required, please
make the changes and resubmit the claim.

If the term is closed (deadline for submission has passed) changes
cannot be made to the Actuals list. Changes can be made when the
Adjustment tab opens for submissions. Please refer to section 6.1
Adjustment tab.

Warwickshire
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6. Check the Child Weightings column in the Actuals list for EYPP. 0752025 - 00Dec-

x (19-Sep-2021) 21000 000 £145959 EYPP Period: 31-Mar-

Grace
2026

If the setting has made a claim for Early Years Pupil Premium (EYPP)
this will show in the weightings column if the child is eligible. If EYPP
has not been added as expected, please contact the Early Years
Funding Team on eyfunding@warwickshire.gov.uk or
childminderfunding@warwickshire.gov.uk.

Deprivation Factor (DF) will also show in the weightings column. This is

automatically added where a child’s postcode falls within the 30% most _ s erdton | ToalFoning [ "

deprived areas as identified by the IDACI scale. e o i L Gnchap o [ Welahngs - [EROy St
b4 W 210.00 0.00 £1360.804 DF
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5.1 Child Summary tab

Within each child’s funding record the Summary tab shows a breakdown of the
hours claimed, and funding received for the individual child.

Where weightings (EYPP and/or DF) have been added, a black triangle will be
present next to ‘Child Weightings’, which when clicked will drop down to
show the individual weightings that have been added.

Where Adjustments have been added and accepted, they will be included in the
‘Total amount from Adjustments’ line.

Where a claim for DAF has been made, the payment for DAF will show as an
Adjustment.

If the claim has not been accepted because proof of DLA award has not been
uploaded via the Documents tab (please refer to section 4.5 Documents tab),
or where an Adjustment claim has been submitted but not yet accepted, the
amount will show in the ‘Total amount from Pending Adjustments’ line.

Warwickshire
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Summary Child Details Parent / Carer Details

Term Start Date

Funding Details Documents Notes

01-Sep-2026

Funding

Term End Date 18-Dec-2026
No of weeks attended 14.00 Funded Hours Per Week 15.00
Nominated for DAF No Funded Hours for Term 210.00
Eligibility Start Date
Eligibility End Date Funding Amount @ Provider Rate £1218.00
Grace Period End Date ——> w Child Weightings £142.80
Eligibility last checked 14-May-2026 16:00:38 Deprivation Factor (£0.68) £142.80
» Provider Total Rate £5.80
Funding Amount £1360.80
Totals
Funded Hours Per Week 15.00
Funded Hours for Term 210.00
Total Funding (excl. Adj) £1360.80
Total amount from Adjustments £0.00
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £1360.80
Summary | Child Details || Parent/ Carer Details | Funding Details || Documents || Pending Adjustment | Motes
Term Start Date 01-Sep-2026 Funding
Term End Date 18-Dec-2026 .
No of weeks attended 14.00 Funded Hours Per Week ‘15‘00
Nominated for DAF Vs Funded Hours for Term 21000
Eligibility Start Date 29-Jan-2024
Eligibility End Date 11-Nov-2026 Funding Amount @ Provider Rate £1218.00
Grace Period End Date 31-Mar-2027 » Child Weightings £142.80
Eligibility last checked 17-Jul-2026 12:35:17
» Provider Total Rate £5.80 Funding Amount £1360.80
Totals
Funded Hours Per Week 15.00
Funded Hours for Term 21000
Total Funding (excl. Adj) £1360.80
Total amount from Adjustments £975.00
Total ameunt from Pending Adjustments £1360.80
Total Funding For Term (inc Adj) £3696.60




5.2 Summary tab
The Summary tab shows the Provider’s financial information about the funding
they are due to receive, or have already received, for the Early Years
Funding Entitlements.
The Summary tab in each age range will show the information for that age range.

The Summary tab is split into Estimate (left) and Actuals (right).

5.2.1 Indicative Funding Information

Indicative Funding Information for the forthcoming year can be taken from the
previous year’s funding, from each term’s Summary tab.

It is therefore important that the setting is aware of and understands these
figures to help forecast their funding.

Note: Make a diary note to view the Summary tab on a termly basis

(preferably 2 weeks after the Actual Headcount deadline date) to check
the funding due to be paid to the setting and how it is broken down.

To access the Summary tab:
1. Select ‘Funding’.
2. Select ‘Summary’.

3. (To change the age range you wish to view, select ‘Change’.)

Warwickshire
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Funding EFritwtertengl Y \WEEI eI

Summary E‘ bageduatemdeppuabncnts  Eligibility Checker

Summary: 2026/2027 Autumn Term - 9 Months - 2 Years Old cHaNGE -‘—
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5.2.2 Understanding the Summary tab: Estimates
1. Term Length (Weeks): Number of funded weeks in the term. LLELER Sufficiency My Details
Summary Estimates Actuals Adjustments Eligibility Checker
2. Provider Rate applied: Hourly rate for this age range.
3. Hours per week: Total number of hours per week an Estimate claim has Summary: 2026/2027 Autumn Term - 9 Months - 2 Years Old ¢
been made for.
4. Term Funding Amount: Term Length x Provider Rate x Hours Per Week
= Estimated amount of funding for the term. Estimates
5. Interim %: Percentage of the Term Funding Amount that will be paid at Term Length (Weeks) 14.00
interim. p Provider Rate applied £10.06
6. Interim Amount Payable: How much will be paid in total at interim. 70% Estimate Funding
of Term Funding Amount. Hours Per Week 200,00
7. Total Interim Amount Paid to Date: Amount that has been paid at interim THT Fu'_-'dmg Amount BD?SE'T
up to this point in the term. Interim % r0.00%
Interim Amount Payable £21481.60
Note: Childminders and settings opting for monthly payments only. When
interim payments have been made, a black triangle will be displayed, which
when clicked, will show the date and amount of the payments that have been Total Interim Amount Paid to Date £0.00
made so far. (before Adj)
8. Interim Amount Payable Balance: How much is still to be paid at interim.
Interim A t Payable Bal £21481.60
Note: The following two rows are applicable to Childminders and settings erm Amotint Feyale Batance
opting for monthly payments only:
9. Number of Payments Due: How many payments the interim will be split
into this term, and how many payments are still to be made. In this
example, 3 payments out of the 3 payments due are still to be made. Mumber of Payments Due 3/3
Mext Payment Amount Due (before Adj) £7160.53
10. Next Payment Amount Due: Amount that will be paid at the next interim
payment.
Warwickshire Fully Processed Mo
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5.2.3 Understanding the Summary tab: Actuals

1. Term Length (Weeks) Term Time: Number of funded weeks in the term.
2. Provider Rate applied to child funding: Hourly rate for this age range.
3. Each funding type then shows:

a. Funded Hours for Term: Total number of hours claimed for at the
Actual Headcount for this funding type.

b. Funding Amount @ Provider Rate: Funded Hours x Provider Rate =
Amount paid for this funding type based on the hours claimed.

c. Child Weightings Total: Additional weightings added to this funding
type. (When the arrow is clicked, the drop down will display the number
of children, and the type of weighting applied).

d. Funding amount: Total amount of funding for this funding type.

Note: Headings refer to the funding type. This example, 3 & 4 year old
funding: ‘Funding’ (Universal) and ‘Extended Funding’ (Working Parent
Entitlement). 2 year old funding headings: ‘Funding’ (2Help Early
Learning for 2 year olds) and ‘Expanded Funding’ (Working Parent
Entitlement). 9 months - 2 years heading: ‘Expanded Funding’
(Working Parent Entitlement).

4. Totals: Sum of the funding types above.

5. Term Funding Amount: Total amount of funding (hours and weightings
for all funding types in this age range) for the term.

6. Interim Amount Paid: Amount already paid to the provider at interim (see
previous page).

7. Term Funding Balance: Term Funding Amount — Interim Amount Paid =
Balance due at Actual payment.

Warwickshire
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8. Adjustments Paid with Final Payment: Amount of adjustments that have
bee added to/deducted from the Actual payment.

Note: Adjustments paid after the Actual payment will not show on the
Summary tab as this refers to payments made with the Actual payment
only.

9. Actual Amount Paid: The amount paid to the provider at Actual (final)

payment.
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
Actuals
Term Length (Weeks) Term Time 14.00
Term Length (Weeks) Stretched 17.00
p Provider Rate applied to child funding £5.80
Funding
Funded Hours for Term 544836
Funding Amount @ Provider Rate £31606.29
w Child Weightings Total £1105.30
3 children with Deprivation Factor (£0.68) £380.80
3 children with Early Years Pupil Premium (£1.15) £724.50
Funding Amount £32711.59
Extended Funding
Funded Hours for Term 0.00
Funding Amount @ Provider Rate £0.00
Extended Funding Amount £0.00
Totals
Funded Hours for Term 544936
Funding Amount @ Provider Rate £31606.29
Child Weightings £1105.30
Term Funding Amount £32711.59
Interim Amount Paid (before Adj) £0.00
Term Funding Amount Balance £32711.59
Adjustments Paid with Final Payment £1360.80
Actual Amount Paid (Inc. Adj) £34072.39
Processed Yes
Processed Date 17-Jul-2026




Part 6:

Adjustments
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6.1 Adjustments tab

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

Corrections to your Headcount:
e Children who should have been deleted from your Actual Headcount.
e Children missed off the Actual Headcount claim.
e To amend incorrect hours entered onto the Actual Headcount claim.
Specified categories where adjustments can be made after the Headcount:
¢ A house move into the area for the child or parent.

o If the child’s primary carer changes, resulting in the need to change
setting.

o Where a sibling moves school, and the child needs to move to attend
adjacent/nearby nursery provision.

o 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.

Warwickshire
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Please refer to Section 2.3.8 page 23 onwards, of the Requirements of Early
Years Entitlements Funding 2026 for details of the adjustment criteria
available on page 2 of the website: Early Education Funding Entitlements —
Education and Early Years providers

Note: Where a child has moved settings within Warwickshire before or
after Headcount, funding for the term will be paid to the setting the
child attended during Headcount week.

There is no obligation for this setting to transfer funded hours to the
previous/receiving setting, however where this is agreed between
providers the process MUST be undertaken via the Synergy system
Adjustments tab.

Providers should make arrangements between themselves to add

corresponding adjustments to the Adjustments tab on the Provider
Portal for the proportion of funding to be transferred.
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6.1.1 How to access the Adjustments tab

Providers are notified of the opening date of the Adjustments tab in the Termly
Information Letter.

1. Select ‘Funding’.
2. Select ‘Adjustments’.
3. Select the appropriate year and term.

4. Select the age range you wish to enter an adjustment claim for.

Adjustments can only be entered during the Adjustment period, and when the
pen symbol is showing next to the age range.

If a tick is showing in the ‘Ready to Process’ column, and a book symbol is left
of the ‘Funding Type’ you will not be able to enter an adjustment. Please wait
until the pen symbol is showing as above.

Warwickshire
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Summary Estimates Actuals Adjustments {fkisuhacker

Adjustments Head Count Records for 2026/2027 - Autumn Term

GILEILER _ uiiicicicy My Details

# 3 8 4Year Olds 3

2026/2027 a Actuals (Office use only)
A tutun T, i Ready To =] Editable
Submission Period: 2=
17-Jul-2026 to 04-Dec-2026
2 Year Olds v
20252026
@ Summer Term 3 8 4 Year Olds 3 v
Submission Period: 9 Months - 2 Years Old v
15-Jun-2026 to 03-Jul-2026
Actuals (Office use only)
Funding Type Ready To Pracessed Editable
# 2 Year Olds
# 384 Year Olds 3
& 9 Months - 2 Years Old
Actuals (Office use only)
Funding Type peady To Processed Editable
# 2 Year Olds

v

v
I & 9 Months - 2 Years Old v I
L ——————
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If the Adjustment tab is not open for submissions, a red ‘no entry’ symbol will be
visible by the term. If an age range is selected, within the age range, a blue
information banner will be present, and no children will be listed.

v

AL Tl Sufficiency My Details

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, click on the Add Child box below
and complete the details in every tab, then click on Save. When all adjustments have been added, click on the Send Claim box, if successful a "green tick’ confirmation will
be displayed. Information on how to enter a claim is found in the Access Synergy FIS Provider Portal Guidance on the website: https://schools.warwickshire.gov.uk/early-
years-childcare-providers/early-education-funding-entitiements

Adjustments can be entered until the deadline date as advised in the Termly
Information Letter.

Adjustment payments will be made separately as an Adjustment payment at the
end of term.

Note: Childminders and settings opting for monthly payments only —
where the Adjustment deadline falls before the processing of the
Actual payment in the final month of term, Adjustments will be paid
with the Actual payment.

Note: If the Actual payments are required to be processed prior to the
Adjustment tab opening, the Actual payment will show as ‘Paid’ in the
Summary. This may not correspond to the Final Payment date notified
in the Termly Information Letter and the date funds will arrive in your
bank account, due to the timescales of processing the payments in
WCC'’s financial system.

Warwickshire
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AL LT W Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

Select Year and Term

9

2026/2027
& Autumn Term

Submission Period:
09-Mow-2026 to 04-Dec-2026
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6.2 How to adjust a claim made at Actual Headcount

The Adjustment process can be used to amend incorrect hours added to the
Actual Headcount claim, or where there has been an increase or decrease
in the child’s attending hours after the Headcount period.

1.

2.

3.

In the Adjustments tab, click on the child’s name.
This will open the child’s record to the ‘Pending Adjustments’ tab.
BEFORE entering any details into the Pending Adjustments tab, please

check the Funding Details tab, to confirm the details of the claim at
Actual Headcount are as expected.

Note: Both the ‘Weeks Attended in Term’ and the
‘Expanded/Funded/Extended Funded Hours per Week’ fields will not
be editable in the Funding Details tab.

4.

When the details have been confirmed in the Funding Details tab, select
the ‘Pending Adjustments’ tab and follow the guidance as below.

Warwickshire
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Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

Status Child

Funded Hours Total F

{inc Adj)

Expanded Hours

(inc Adj) A

—) IR 000 000 0.00 000

(08-Jan-2024)

otal Funding
Amount for Term
(in

Eligibility Status

05-Nov-2024 - 21-

Aug-2026




6.3 Pending Adjustments tab

The Adjustment process is to allow providers to make changes to the claim - '
already made at Actual Headcount. The additional hours, or hours to be Home Forms il =
reduced must be entered into the ‘Pending Adjustments’ tab. Summary Estmates Actuals Adjustments <femmereseers

name
Summary Child Details Parent / Carer Details Funding Details Cocuments Pending Adjustrment ‘F

6.3.1 How to calculate the number of hours to enter

e Adjustments are claimed as the total number of hours and NOT weekly
hours. Calculate the number of weeks to be claimed — e.g., child started
at Sett|ng on 091 1 26 There are 6 funded Weeks remalnlng |n term [@:J 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 Multiply this by the number of hours per week to be claimed — e.g., 15
hours per week.

e Total number of hours to be claimed: 6 weeks x 15 hours = 90.

Note: The Adjustment process is for CHANGES to the Actual Headcount.
Where hours are to be added to, or removed from an existing Actual
Headcount claim, the hours to be entered into the Pending Adjustment
tab are the change in hours, NOT the new termly total.

Warwickshire

County Council 90



Example:

An increase in hours after Headcount — Autumn Term.

e Child’s claim at Actual Headcount was 10 hours per week 2Help Early
Learning for 2 year olds.

e From 09.11.26 child increased to 15 hours per week due to parent working
increased hours.

e 6 weeks funding remaining from 09.11.26 to end of term.

e 6 weeks x 5 hours = 30 hours more to be added as an Adjustment.

Example:

A decrease in hours after Headcount — Autumn Term.

e Child’s claim at Actual Headcount was 30 hours per week Working Parent
Entitlement for 2 year olds.

o Child left the setting for another Warwickshire setting due to moving house
on 16.10.26. Settings have agreed to enter corresponding Adjustments.

e 7 weeks funding remaining.

e 7 weeks x 30 hours = 210 hours less to be added as an Adjustment.

Warwickshire
County Council

Note: Funding for the term is paid to the setting the child attends at

Headcount, based on the booked pattern of attendance during
Headcount week. Where a child reduces their regular booked pattern
of attendance or leaves the setting after Headcount, there is no
requirement to reduce the claim unless the child is moving to another
setting within Warwickshire and both settings have agreed to enter
corresponding adjustment claims.

Where a child moves settings after Headcount and the new setting enters

an adjustment claim for funded hours, if the setting the child attended
during Headcount does not enter a corresponding adjustment to
reduce their claim, the new setting’s claim will be rejected.
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Note: Please ensure that the correct funding type is being adjusted.

9 months — 2 years old

o Expanded Pending Adjustment — Working Parent Entitlement.

2 year olds
¢ Pending Adjustment (Left column) — 2Help Early Learning for 2 year olds.

o Expanded Pending Adjustment (Right column) — Working Parent
Entitlement.

Note: There may be some cases where a child is eligible for both 2Help
Early Learning for 2 year olds and the Working Parent Entitlement. In
these circumstances, 2Help Early Learning for 2 year olds hours

should be used first. Please ensure the correct funding type is being
adjusted.

3 & 4 year olds

¢ Pending Adjustment (Left column) — Unversal Entitlement.

e Extended Pending Adjustment (Right column) — Working Parent
Entitlement.

Note: Where a child splits their entitlement between two settings, the type
of funding should be claimed as shown in the completed
Parent/Carer/Guardian Declaration Form (PDF).

Warwickshire
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Summary y |[ Child Details || parent / Carer Details || Funding Detais

Documents || pending Adjustment | Notes

select Less Hours

@) Enter the total number of hours to be adjusted (weskly 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

IExpander! Pending Adjustment I
JUmDer of Hours T v [

Reason (500 characters)

Maximum Values Allowed:

Expanded Termly Hours: 210.00
Expanded Yearly Hours: 1140.00

“denotes mandatory fields
Save Cancel

Summary || Child Details_|[_Parent / Carer Details_|[_Funding Details

Documents | Pending Adjustment | Notes

select Less Hours

@) Enter the total number of hours o 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

| Pending Adjustment | —

[Expanded Pending Adjustment | a—

Reason (500 characters)

Number of Hours v I | Number of Hours | v [

Reason (500 characters)

Maximum Values Allowed:

Funded Termly Hours: 210.00
Funded Yearly Hours: 570.00

“denotes mandatory fields
Save Cancel

Maximum Values Allowed:

Expanded Termly Hours: 420.00
Expanded Vearly Hours: 1140.00

Summary y || cnild Details || Parent,/ Carer Details || Funding Detaiis

Documents | Pending Adjustment | Notes

select Less Hours

(@) 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/deduet = 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

I Pending Adjustment I 44—

Extended Pending Adjustment | m—

Reason (500 characters)

Number of Hours v I | Number of Hours T v [

Reason (500 characters)

4

Maximum Values Allowed:

Funded Termly Hours: 210.00
Funded Yearly Hours: 570.00

“denotes mandatory fields
Save | Cancel

4
Maximum Values Allowed:

Extended Termly Hours: 210.00
Extended Yearly Hours: 570.00
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6.3.2 Completing the Pending Adjustments tab

Ensure the details are being added to the correct funding type.

1.

Number of Hours — Select ‘More’ from the drop down options to add more
hours to the claim. Select ‘Less’ from the drop down options to reduce
the claim. For a new child this will always be ‘more’.

Type the total (not weekly) number of hours to be added/removed into
the adjacent box.

Enter a reason into the ‘Reason’ box. This must be fully completed.
Please refer to section 2.3.8 page 23, of the Requirements of Early Years
Entittements Funding 2026 for details of the accepted adjustment
criteria.

Enter the calculation for the Adjustment: (Number of hours per week) x
(Number of funded weeks remaining in term) = (Total number of hours
to be adjusted).

Note: If no reason has been entered, the record will not be able to be saved
and the following message wil be displayed:

The following errors need to be fixed before the record can be saved:
Reason must be entered, as some details have been entered (Pending Adjustment Tab)

*denctes mandatory fields
Save Cancel

Note: If the reason entered is not compliant with the permitted Adjustment
as listed in Section 2.3.8 page 23 of the Requirements of Early Years
Entitlements Funding 2026, the adjustment claim may be rejected.
Please refer to section 6.7 Rejected Adjustment claims.

Warwickshire
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Expanded Pending Adjpes *
Number of Hours

Reason (500 characters)

hMore Hours

Less Hours

Maximum Values Allowed:

Expanded Termly Hours: 420.00
Expanded Yearly Hours: 1140.00

Expanded Pending Adjustment

Rezcon (500 characters)

Child started after Headcount on 09.11.26

15 hours per week

6 funded wesks left in term 4

6x15=80

Maximum Values Allowed:

Expanded Termly Hours: 420.00
Expanded Yearly Hours: 1140.00
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Examples of accepted reasons entered into the Reason box:

v Child missed off Actual Headcount. Attending 14 weeks, 15 hours
per week.

15 hours x 14 weeks = 210 hours.

v Child started after Headcount on 09.11.26. 15 hours per week, 6
funded weeks left in term.

6 weeks x 15 hours = 90 hours.

v Child left setting 09.10.26 due to moving house. 30 hours per week,
8 funded weeks left in term.

8 weeks x 30 hours = -240 hours.

Warwickshire
County Council

Examples of claims that may be rejected:
% Added another session.
Rejected due the permitted reason not being added, or a calculation for

the hours (i.e., additional 5 hours per week due to a parent’s change of
work schedule from 30.11.26. 3 weeks to the end of term. 3 x 5 = 15).

x Started after headcount.

Rejected due to no start date specified and no calculation for the hours.

x  New starter from 16.11.26, eligible for 30 hours. Claiming 300 hours.
Rejected due to over claim. Funded weeks remaining in term from

16.11.26 — end of term 18.12.26 = 5 weeks. Maximum hours available to
be claimed = 150.
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6.4 Adding a NEW child to Adjustments

Select the age range you wish to make an adjustment for.

The Adjustments page will display the same information as the Actuals, i.e., the
list of children present on the claim.

Note: Please enter Adjustment claims as soon as possible when the
Adjustment tab opens, to allow time for processing, and in the event
the claim is rejected. Please refer to section 6.7 Rejected Adjustment
claims.

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, or where a child has moved settings in
Warwickshire and the previous setting has agreed to enter a corresponding
adjustment:

1. Select ‘Add Child’ (or ‘Enter EY Voucher where the child has been
issued with confirmation of 2Help Early Learning for 2 year olds funding
by Warwickshire County Council).

2. Complete each tab using the same process for adding a new child to the
Actual Headcount.

Warwickshire
County Council

ELEILEE Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

)

To change hours, dlick 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 the details in every tab, then click on Save. When all adjustments have been added, click on the Send Claim box. if successful a ‘green tick' confirmation will
be displayed. Information on how to enter a claim is found in the Access Synergy FIS Provider Portal Guidance on the website: hitps://schools.warwickshire.gov.ul/early-
years-childcare-provi ly-education-funding-entitl

Submit Adjustments: 2026/2027 Autumn Term - @ Months - 2 Years Old cHANGE

Add Child

LG LW Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

O
v To change hours, lick 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 the details in every tab, then click on Save. When all adjustments have been added, click on the Send Claim box, if successful a 'green tick' confirmation will
be displayed. Information on how to enter a claim is found in the Access Synergy FIS Provider Portal Guidance on the website: https://schools.warwickshire.gov.uk/early-
years-childcare-providers/early-education-funding-entitiements

Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

Add Child

LGN Sufficiency My Details

Summary Estimates Actusls Adjustments Eligibility Checker

1
A To change hours, dlick 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 the details in every tab, then click on Save. When all adjustments have been added, click on the Send Claim box, if successful a 'green tick' confirmation will
be displayed. Information on how to enter a claim is found in the Access Synergy FIS Provider Portal Guidance on the website: https://schools.warwickshire.gov.ul/early-
years-childcare-provi y ion-funding-entiti

Submit Adjustments: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 CHANGE

Add Child
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Child Details tab:

Complete the required fields in the ‘Child Details’ tab.

v

v

Forename — Child’s Legal First Name.

Middle Name — Child’s Legal Middle Name (if applicable).

Note: The child’s name must be accurate and as shown on their birth
certificate, as Early Years share the database with other Local
Authority services.

v

v

Surname — Child’s Legal Last Name.

DOB - Child’s date of birth. This can be entered either by typing the
date in the format DD/MM/YYYY, or by selecting the date from the
calendar.

Proof of DOB - If this has not been pre-populated, tick to confirm that
proof of the child’s date of birth has been verified by the setting.

Gender — Child’s Sex.
Preferred Surname - If different from the child’s legal last name.
Ethnicity — Select child’s ethnicity from the drop down box as detailed
on the Parent/Carer/Guardian Declaration Form. Please do not
leave this response as ‘Information Not Yet Obtained’.
SEN COP Stage — Select one of the following three options:

¢ No Special Educational Need.

e Education Health and Care Plan.

e SEN Support.

Warwickshire
County Council

Parent/Carer Details tab:

Complete the required fields in the ‘Parent/Carer Details’ tab.

v

v

Forename.
Surname.

DOB - This can be entered either by typing the date in the format
DD/MM/YYYY, or by selecting the date from the calendar. This is
required where an ECE check for 2Help Early Learning for 2 year
olds and/or EYPP is performed.

Email.

Contact Number.

NI or NASS Number — Tick the appropriate box and enter the
number. This is required where an ECE check for 2Help Early
Learning for 2 year olds and/or EYPP is performed.

Tick the appropriate box(es) to give consent to Eligibility Checking
for EYPP and/or Working Family Eligibility, and/or 2Help Early

Learning for 2 year olds as detailed on the Parent/Carer/Guardian
Declaration Form (PDF).
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6.4.1 Funding Details tab

Only the following fields will be editable:
v/ Start Date and End Date - either by clicking on the blue ‘Default Term
Dates if making a claim for the whole term, or by manually entering the
child’s attending dates.

Note: This field will only be editable when adding a NEW child as an
adjustment.

v' Attends Two Days or More — where applicable.
v" Nominated for DAF — tick ‘Yes’ or ‘No’ as applicable.

Note: The DLA award letter must also be uploaded using the Documents
tab.

v 2 year olds — Where parents have provided their Surname, DOB, and NI
number, a check for 2Help Early Learning for 2 year olds should be
made.

v" Eligiblity Code — Enter the 11 digit Working Parent Entitlement eligiblity
code where applicable, and click the blue ‘Check Eligibility Code’ button
to perform an ECE check.

v Attendance Days — Select ‘Yes’ or ‘No’ to indicate the child’s attending
days.

v" Census Information — Enter 38 weeks.
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Child Details Parent / Carer Details Funding Details Documents Pending Adjustment

Netes

Funding Details

Sart Dt I

Default Term Dates

=< I

Weeks Attended in Term*

Present during Census
Attends Two Days or More O
Nominated for DAF* O ves O No

Expanded Funded Hours per Week
Eligible for Expanded Hours x

Eligibility Code

Click to check eligibility for Working
Family funding

Expanded Hours*

Wb 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

Attendance Days
Attends Monday*
Attends Tuesday*
Attends Wednesday*
Attends Thursday*
Attends Friday*
Attends Saturday*
Attends Sunday*

Non-Funded Hours per Week
Non-Funded Hours*

Census Information
Expanded Entitlement Weeks

.} 38 Weeks must be entered in

Maximum Values Allowed:
Number of Weeks: 11.00
Expanded Weekly Hours: 10.00

Expanded Termly Hours: 110.00
Expanded Yearly Hours: 380.00

Yes (J No
Yes (U No

.

this box.

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

Notes

Funding Details

Default Term Dates

. N |

Weeks Attended in Term* I>X1
Present during Census

Attends Two Days or More =]

Nominated for DAF* O ves O no

Funded Hours per Week

Eligible for Funded Hours *

Click to check eligibility for 2 Help (2- _ _—
year-old receiving additional Check Eligibility

support) funding

Expanded Funded Hours per Week
Eligible for Expanded Hours 2

Attendance Days
Attends Monday*
Attends Tuesday*
Attends Wednesday*
Attends Thursday*
Attends Friday*
Attends Saturday*
Attends Sunday*

Non-Funded Hours per Week
Non-Funded Hours*

O ves O No
O ves O no
O ves O No
O ves O No
O ves O No
O ves O No
O ves O No

(s An Eligibility Check for 2 Help (}ye@aru Teceiving additional support)

funding should be carried out if claiming Funded Hours. If the Eligibility
check returns as not being eligible hours can still be enterad, but may be

rejected by the LA,

Census Information
Funded Entitlement Weeks
Weeks

Eligibility Code

Click to check eligibility for Working
Family funding

Check Eligibility Code

Expanded Hours*

Total Funded Hours per Week
Total Funded:

hours as per what has been agreed with the child's parent/carer

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

)
L ]

(b 38 Weeks must be entered in this box.

Maximum Values Allowed:
Number of Weeks: 11.00

Funded Weekly Hours: 10.00
Funded Termly Hours: 110.00
Funded Yearly Hours: 380.00

Expanded Weekly Hours: 10.00
Expandad Termly Hours: 110.00
Expanded Yearly Hours: 380.00
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Note: As the Actual Headcount submission period has closed, not all of
the boxes in the Funding Details tab will be editable. Text will NOT be
able to be entered into:

x  Weeks Attended in Term,
x Expanded/Funded/Extended Funded Hours per Week, and

%X  Non-Funded Hours.

These details must be entered into the Pending Adjustments tab, please
refer to section 6.3 Pending Adjustments tab as above.

Documents tab:

Please refer to section 4.5. Documents tab.

Notes tab:

Please refer to section 4.6. Notes tab.

Warwickshire
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Child Details Parent / Carer Details Funding Details Documents Pending Adjustment

Funding Details

Default Term Dates
Weeks Attended in Term* IE“ _
Present during Census
Attends Two Days or More O
Nominated for DAF* O ves O No

Funded Hours per Week

Extended Funded Hours per Week
Eligible for Extended Hours x

Notes

Attendance Days
Attends Monday*
Attends Tuesday™*
Attends Wednesday*
Attends Thursday*
Attends Friday*
Attends Saturday*
Attends Sunday*

Non-Funded Hours per Week
Non-Funded Hours*

Census Information
Funded Entitlement Weeks

]

Eligibility Code

Check Eligibility Code

>

Click to check eligibility for Working
Family funding

Extended Hours*

Total Funded Hours per Week
Total Funded:

]

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

T E—

38 Weeks must be entered in this box.

Maximum Values Allowed:
Number of Weeks: 11.00

Funded Weekly Hours: 10.00
Funded Termly Hours: 110.00
Funded Yearly Hours: 380.00

Extended Weekly Hours: 10.00
Extended Termly Hours: 110.00
Extended Yearly Hours: 380.00




6.5 Updating an existing funding record for DAF
and/or EYPP

6.5.1 Adjustment for Disability Access Fund (DAF)

Where a claim for DAF was not made during the Actual Headcount period, or if
the Disability Living Allowance (DLA) award letter was given to the provider
after the Actual Headcount had closed, a claim for DAF can be made using
the Adjustment process.

1.

2.

10.

Within the ‘Adjustments’ tab, click on the child’s name.

This will open the child’s record at the ‘Pending Adjustments’ tab. Unless
there are also changes to be made to the child’s funded hours for the
term, no action is required in this tab.

Select the ‘Funding Details’ tab.

Tick ‘Yes’ for Nominated for DAF.

Select the ‘Documents’ tab.

Upload a copy of the DLA award letter to the child’s record, please refer
to section 4.5. Documents tab.

Select the ‘Notes’ tab.

Add a note to inform the funding office the DLA award letter has been
attached, please refer to section 4.6. Notes tab.

Click ‘Save’, then ‘Send Claim’.
Once the DAF claim has been accepted by the funding office, the DAF

funding amount will show in the Total Funding Amount for Term (inc. Adj)
column in the Adjustments tab.

Warwickshire
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Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

. Pending Total Funding
Status Child peading  Expanded E.““‘L‘f’.)“““" (E."P"::.‘;" Hours i mount for Term  Eligibility Status
ljHours  pdjHours ~ {nCAd) —bal! (inc Adj)
05-Nov-2024 - 21-
—p N s000 May-2026
(08-Jan-2024) @y L0 000 0.0 0.0 Grace Period: 31-
Aug-2026
Summary Child Details Parent / Carer Details Funding Detalls Documents Pending
Funding Details
Start Date* [01-5ep-2026 |
End Date* 18-Dec-2026
Default Term Dates
Weeks Attended in Term* 14.00
Present during Census [}
Attends Two Days or More M
Nominated for DAF* el ves O No
Stretching Entitlement
Summary || Child Details_|_Parent / Carer Details || Funding Details | Documents ‘ugv-p——— Notes
Supporting Documents
Please uplaad any documents which suppart 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.
— | E
il
Description* File Name file
DLA award letter.docx
DLA award letter e
Summary_| Child Details || Parent  Carer Details || Funding Detaiis [ Documents || Pending Adjustment | Motes 4__
Add a new note Notes History
Child eligible for DAF. DLA award letter altachad] q-— i
Histo s
o
. Pending Total Funding
: Pending Funded Hours Expanded Hours B
Status Child X Expanded oot Xpance Amount for Term | Eligibility Status
Adj Hours Adj Hou (inc Adj) (inc Adj) (inc Ad))
05-Now-2024 - 21-
May-2026
02-1an-2024) 000 a0 @D o £875.00| Grace Period: 31- 99
Aug-2026




6.5.2 Adjustment for Early Years Pupil Premium (EYPP)

Where a claim for EYPP was not added during the Actual Headcount period, a Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

claim can for EYPP can be made using the Adjustment process.

1. Within the ‘Adjustments tab’, click on the child’s name. - - i, SR, e Gt SRS gy s

05-Nov-2024 - 21-

2. This will open the child’s record at the ‘Pending Adjustments’ tab. Unless —> - w o a0 009 oo My
there are also changes to be made to the child’s funded hours for the b
term, no action is required in this tab.

Summary | Child Details | Parent/ Carer Details |_Funding Details || Documents || Pending Adjustment || Notes

3. Select the ‘Parent/Carer Details’ tab.

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.

4. Complete the required fields. hekthe corras meant boes o clecied o5 pr he yage of e hetple | O 2 S tis EnEuEs you receve the adons! funding Plesse o ensure
sl | Parent / Carer Details Partner Details
5. Where supporting information e.g. Adoption Birth Certificate is required, Forename —| o —
select the ‘Documents’ tab. Upload a copy of the supporting evidence to boe I | - ]
the child’s record (please refer to section 4.5. Documents tab). . % S %
O Nior [ NASS Number ] O Ntor (J NASS Number :

3 ’ . S M e
Tick to give consent to Eligibility H EYPP ‘_ Tick to give consent to Eligibility ) evee
6' SeleCt the NOteS tab' Check\rﬂg for = working Family Eligibility Checking for H Working Family Eligibility
) 2Help L 2Help

7. Add a note to inform the funding office the Adjustment is for EYPP,

please refer to section 4.6. Notes tab. Consent for Hlgibilty Ghecking:
__> EYPP: The Surname, DOB and NI or NASS Number will also be required for this data to be used for an Eligibility Check.
. ‘ ) ¢ . y Working Family: The Surname and NI Number will also be required for this data to be used for an Eligibility Check.
8. Click ‘Save’, then ‘Send Claim’.

2Help : The Surname, DOB and NI Number will also be required for this data to be used for an Eligibility Check.

9. Once the EYPP claim has been accepted by the funding office, EYPP
will NOT show in the weightings column, but will instead show in the
Adjustments tab.

Summary || Child Details || Parent / Carer Details | Funding Details || Documents || Pending Adjustment | Notes ‘—
Add a new note Notes History

10. Where EYPP was not added as expected at Actual Headcount, please ChIG eigibiefor PP FarentCre detallsupdated |
check the parent’s details and ensure that the details are correct, and
supporting evidence has been uploaded if required.
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6.6 Saving and submitting the Adjustment claim

This step pushes the claim through to the Early Years Funding Team, if
this step is missed, the claim will not be imported to the Local Authority

database and will not be processed.

Note: Please check the submitted Adjustment claims before the deadline
to verify that the claim has been accepted.

1. When satisfied that the details of the Adjustment claim are correct, or
have been amended, click ‘Save’. . " rotn :Jn.:&ﬂ T fr‘”‘z”'x:%"‘d%"“ —
. . ‘ . f 05-Now-2024 - 21-
2. This will return the screen to the ‘Adjustments’ tab. — wo oo 000 000 coop Mer2is
Aug-2026
29-Oct-2024 - 11-
3. Where a new child has been added, the Status message will read ‘New, M w0 e o0 %000 5 (b a1

Unsubmitted Child’.

Or,
Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

4. Where an existing child’s record has been amended, the Status message

ill read ‘Unsubmitted Claim’.
wiit read Lnsubmitied Liaim Add child | tricr o voudie ) Send Claim

5. Click ‘Send Claim’.

6. A green banner including a green tick, and ‘Submission Successful o o I
message will be displayed. This is confirmation that the Adjustment claim WLLLNEILR Funding
for this age range has been submitted.

Sufficiency My Details
Summary Estimates Actuals Adjustments Eligibility Checker

@7 submission Successful — |

v

To che I lick the child* highlighted in bl d enter the detail: the Pending Adjustments tab. To add hild, click on the Add Child box bel
7. The status message will change to ‘New, Awaiting LA Download’ (new e B g U s PO e o s bl 0 R B T S A pn e O R
. ‘ e 3 T . be displayed. Information on how to enter a claim is found in the Access Synergy FIS Provider Portal Guidance on the website: https:/schools.warwickshire.gov.uk/early-
child) or ‘Awaiting LA Download’ (existing child). years ehlacoe providers/srly education fonding enti

Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds CHANGE

8. The number of hours (if applicable) will be displayed in the

Pending/Pending Expanded/Pending Extended Adj Hours column.
Status child AT E‘,‘:’..'::':%:'; el E:'I"E’IA':':;‘)“;!’IT%E"“ S
@ ﬁ 0.00 90.00 0.00 90.00 £835.20 %E%gg::;r
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9. When the funding office has accepted the Adjustment claim, the Status
column will be blank.

10. Not Paid - A new status bar will be displayed which when clicked, will
drop down to provide details of the Adjustments that have been

accepted.

11. Paid as Adjustments — When an Adjustment has been paid, a new status
bar will be displayed which when clicked, will drop down to provide
details of the amount that has been paid, and the date the payment was
processed.

Note: Adjustments will show in the Summary tab in the individual child
record. Please refer to section 5.1 Child Summary tab.

Warwickshire
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Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds cHANGE
w Not Paid - Total: £1810.20
Noof Ovemide  TotalChild  Total Amount
Type Date Added  Child Name DateofBirth N Rateper  Welghting @ Provider Amount Reason
ours
Hour Amount Rate
Started after headcount
Child 17-ul-2026 16-Feb-2024 9000 £61.20 £77400 £835.20 0911:26, 6 funded weeks
remaiting in term, 15 hours per
wesk. 6315 = 90
Child 17-Jul-2026 D8-lan-2024 £g7s00 SYstem genersted adjustment
or [DAF.
Add Child Enter EY Voucher
’ Pending Total Funding
Pending Funded Hours Expanded Hours o
Status ; Expanded ~ unded pands Amount for Term  Eligibility Status
AdjHours  [PR0ded  finc Ad) {inc Adj) e A
05-Now-2024 - 21-
May-2026
08-Jan-2024) 000 000 000 000 97500 Grace Period: 31-
Aug-2026
29-0ct-2024 - 11-
5056
_ _ 0.00 000 000 90.00 £835.20 E;':E-gﬁ‘fm, a0
{16-Feb-2024) Mar-2027
Submit Adjustments: 2026/2027 Autumn Term - 2 Year Olds cHANGE
w Paid as Adjustments - Total: £1810.20, Paid Date: 17-Jul-2026
No.of Overide  TotalChild  Total Amount
Type Date Added  Child Name Dateof Birth [ Rateper  Weighting  @Provider ~Amount Reason
ours
Hour Amount Rate
Started after headcount
cid w202 || 16-Feb-2024 9000 6120 £77400 £835.20 0911266 funded wecks
remaining in term, 15 hours per
week. 6x15 =90
- - - 5 0 System generated adjustment
chiid 17-u-2026 [N 08-Jan-2024 £07500 PN
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6.7 Rejected Adjustment claims

If an adjustment claim cannot be accepted by the funding office, the adjustment
claim will be rejected. The most common reasons for rejection include:

e No reason entered into the Reason box.

o It does not meet the permitted reason criteria (please refer to page
86).

e The adjustment exceeds the maximum hours available for the term
due to another claim for the child being present.

e The claim has not been calculated correctly.

Where a claim has been rejected, the funding office will email the setting to
advise this, and the reason for the claim being rejected.

If an Adjustment claim has been rejected, a notification will be visible on the
Home tab Notifications
) These records have been edited but not yet claimed.
@ There are rejected child funding records for Prov der:_
§ 2026/2027 Autumn Term - 2 Year Olds (0 unsubmitted, 1 rejected)

. . ‘ H H H 07-Jan-2025 - 07-

In the Adjustments tab, the Status will read ‘Claim Rejected’. ol s — N . o n ST
Dec-2026
Warwickshire 103
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How to view the reason for the rejection of the claim summary ‘!.‘UEEP!'Hrem / Carer Details | Funding Details | Documents | Pendil

1. In the ‘Adjustments’ tab, open the child’s record by clicking their name.
Term Start Date 01-5ep-2026
2. Select the ‘Summary’ tab. EngExgez:?ﬂended ETO%EH&G
Nominated for DAF No
3. The reason will be listed in the red ‘Claim Rejected’ box.
Eligibility Start Date 07-Jan-2025
4. If possible, the rejected Adjustment will need to be corrected, then click Cigibilty nd Date OrOc-2026
‘ ) ‘ ., . . . . race Period End Date 31-Dec-2026
Save’ and ‘Send Claim’ to submit the amended Adjustment claim again. EBgibility last checked 17-Jul-2026 16:26:25
Note: Please check the submitted Adjustment claims before the deadline g grritharFoberi-Re s
to verify that the claim has been accepted.
Claim Rejected

Insufficient evidence to authorise claim.

Please resubmit including the follwing information:

Start date for the adjustment purposes, number of funded hours per
week number of funded weeks remaining in the term.

5. If the rejected Adjustment claim is not amended and resubmitted, a red [ rome rorms [T
. : . . .. oy . Home Forms @ITLGILLE Sufficiency My Details
circle with an exclamation mark will be visible next to the child’s name in ey B b Lmras T
the ACtuaIS IISt View Actuals: 2026/2027 Autumn Term - 2 Year Olds CHANGE
Child (Fi“m“d;“f’p”““'s ﬁ".&’“n“&’ﬁ" o E;:;::;E;t;ffr’?erm Child Weightings Bligibility Status
: - - : ___ i i —— Groce Peiod 31-hug 2025
6. Where appropriate, please amend the Adjustment claim and resubmit, o . s bl
ensuring that the ‘Send Claim’ button is clicked to push the claim through — : : — il i)
tO the fUnding Ofﬁce. O o) 000 21000 £1806.00 Grace Period: 31-Dec-2026
Warwickshire 104
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6.8 Unsubmitted Actual Headcount claims

An unsubmitted claim occurs when a children record is added, or an existing
record is updated on the provider portal at the Actual Headcount and saved,
but the ‘Send Claim’ button was not clicked before the deadline for Actual
headcount submissions.

This means the claim was not submitted to the funding office for processing, and
the funding has not been paid.

If a claim is unsubmitted, a notification will be visible on the Home tab.

A red exclamation mark will also be displayed next to the age range within the
Actuals and/or Adjustments tabs.

A warning symbol (red circle with an exclamation mark) will be present next to
the child’s name with an unsubmitted claim in the Actuals tab.

As the Adjustment list is the same as the Actuals list, the warning symbol will
also be present next to the child’s name on the Adjustments list.

Note: Adjustment claims are amendments to the Actual Headcount claim,
unsubmitted Actual Headcount claims CANNOT be submitted via the
Adjustments tab, as they have not been included in the Actual
Headcount submission.

The amendments to the Actual claim that were not submitted will need to
be undone, and where appropriate, an Adjustment claim submitted.
Please see below.

Warwickshire
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Notifications

These records have been edited but not yet claimed.
—_— —

@ There are unsubmitted child funding records for Pr:v'cer:_

% 2026/2027 Autumn Term - 3 & 4 Vear Olds 3 (1 unsubmitted, 0 rejected)

Adjustments Head Count Records for 2026/2027 - Autumn Term

2026/2027 & Actuals (Office use only)
A Autumn Term 5 Ready To .
Funding Ty Processed Editabl
Submission Period: B Process o= <
17-Jul-2026 to 04-Dec-2026
# 2 Year Olds v
2025/2026
202472025 QO # 3&4YearOlds3 I v
2023/2024 B 9 Months - 2 Years Old
2002/2023
View Actuals: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 CHANGE
& In grace period
Total Funding
Child (Fi‘ﬂ‘fjp"““" (Ff:‘;:"dj‘?,d Hours Amount forTerm  Child Weightings Eligibility Status
inc Adj)
F . 29-Jan-2024 - 11-Nov-2026
o 9-Apr 2022) 210.00 210.00 379530 DREYPP Grace Periog: 31-Mar-2027
Submit Adjustments: 2026/2027 Autumn Term - 3 & 4 Year Olds 3 cHANGE
» Not Paid - Total: £975.00
Add Child Send Claim
) Pending Total Funding
Status Child Pending  Extended fi‘:";‘f‘;’.}*'“““ (Ei’r“‘:‘g:?)d Hours  anountforferm  Eligibility Status
i Adj Hours , , (inc Adj)
29-Jan-2024 - 11-
| © ) Unsubmitted Actuals C\a\m+- 000 000 21000 £70530 Nov 206
20-Apr-2022) race menoa: 1=
¢ Mar-2027
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Unsubmitted Actual Headcount claim — New child

Where a new child was added to the Actual Headcount but not submitted, the
child must be deleted from the list in the Adjustments tab.

1.

In the Adjustments list, click the circular back arrow next to the child’s
name.

A ‘Confirm Undo’ box will be displayed.
Click ‘Yes'. This will delete the child record.

The child will need to be re-added as a new Adjustment claim, please
refer to section 6.4 Adding a NEW child to Adjustments.

Unsubmitted Actual Headcount claim — Existing child

Where an existing record was amended but not submitted, the unsubmitted edits
must be undone before the record can be saved.

1.

In the Adjustments list, click the circular back arrow next to the child’s
name.

A ‘Confirm Undo’ box will be displayed.

Click ‘Yes’. This will undo the unsubmitted changes that were made at
Actual Headcount.

Check the details of the Actual Headcount claim following deletion of
the unsubmitted edits.

If required, submit an Adjustment claim, please refer to section 6.2 How
to adjust a claim made at Actual Headcount.

Warwickshire
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Status

JrWnitted Actuals Claim

Confirm Undo

Are you sure you want to undeo your pending changes for child:_

_> Yes No

Status

ernitted Actuals Claim

Confirm Undo

Are you sure you want to undo your pending changes for child:_

_> Yes No
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7.1 My Details tab - Census Information

The Census is a statutory requirement for the Local Authority, and it must be
returned to the DfE by the deadline they set. For further information, please
refer to the Requirements of Early Years Entitlements Funding 2026 which
can be found on page 2 of the website: Early Education Funding
Entitlements — Education and Early Years providers

Following an upgrade to the Synergy Provider Portal, from the Spring Term 2026
Census Information that was previously completed using the Early Years
Census Form on the Forms tab has now been integrated into the Provider
Portal and is accessed via the ‘My Details’ tab.

Note: Providers (including schools) will NOT be able to submit their
Actual Headcount claim until the Census has been completed. If the
‘My Details’ tab has not been completed and saved, the system will
flag a message as shown.

The My Details tab will only need to be completed once during the Headcount
period, it will not flag if subsequent changes are made. Therefore, you will
need to make sure that the details remain up to date.

Note: The Census information in the ‘My Details’ tab will also need to be
completed by school settings that are reporting on the Schools
Census, due to the requirement for completion prior to the Headcount
submission.

7.1.1 How to access the Early Years Census in ‘My Details’

1. Log into the provider portal, please refer to section 1.1 How to log in.

2. Select ‘My Details’, then select the appropriate year and term. If the term is
open for submissions, a green arrow will be present. The submission dates
for this task will be noted beneath this.

3 is will open the Census for completion.

Warwickshire
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ETLL LGN Sufficiency My Details

Summary Estimates Actuals Adjustments Eligibility Checker

S !
g To change hours, dlick 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 the details in every tab, then click on Save. When all adjustments have been added, click on the Send Claim box. if successful a ‘green tick' confirmation will
be displayed. Information on how to enter a dlaim is found in the Access Synergy FIS Provider Portal Guidance on the website: https://schools.warwickshire.gov.ul/early-
years-childcare-providers/early-education-funding-entitlements

Submit Adjustments: 2026/2027 Autumn Term - 9 Months - 2 Years Old cHANGE

Funding e

Summary Estimates Actuals Adjustments Eligibility Checker

&) Tosupport the LA in their statutory duty to return the Early Years Census, you must enter and save your Census related details before being able to submit this claim.
This is performed using My Details > Census.

ome rome g suacoo R

Census Costs

To support the LA in their statutory duty to return the Early Years Census, please complete the following values.
This information will be collected on a termly basis and will anly be used to inform the LA and not be made directly available to families.
Clicking Save will immediately update your details.

Select Year and Term

2026/2027

A Autumn Term  f—

Submiszion Period
14-Jul-2026 10 31-Dec-2025
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7.2 How to complete the Census

7.2.1 Child Statistics

The information requesting in this section refers to ALL children that attend the
setting, this includes funded and non-funded children.

Providers will need to calculate the age of the children as at the end of the
previous term. This is the DfE term rather than the school term. For example,
a child who has their first birthday in January, would be counted under the
‘Number of under 1 year olds’ in the Spring Term Census as they were under
the age of 1 on 315t December.

Enter the total number of children for each age range.
The total number of children for each age range should be equal to, or (where

there are also non-funded children at the setting) more than the number of
children entered onto the Actual Headcount that term.

7.2.2 Establishment Characteristics

Select a ‘Yes’ or ‘No’ response according to the individual setting’'s
characteristics.

Enter the number of weeks per year that the setting is open for.

Warwickshire
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Child Statistics

Number of under 1 year olds*
Mumber of 1 year olds™
Mumber of 2 year olds™
Number of 3 year olds™

Number of 4 year olds™

JUODL

Establishment Characteristics

Work in partnership with a maintained school?*

Mumber of weeks per year that the early years setting is open (1.0-52.0)*

-

) N

o
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7.2.3 Staff Information

The ‘Staff Information’ section refers to the number of staff working within the
setting. Childminders are considered staff in their setting for the purposes of
the Census.

The first row should be completed with the total number of staff working in
the setting. This includes qualified and unqualified staff.

Rows 2 — 9 should be completed with the highest level of qualification that each
staff member holds. If a staff member holds more than one qualification,
ONLY the highest level should be counted.

The total of rows 2 — 9 should be the same, or less than the value entered into
the first row.
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Staff Information

Total staff at provider who work with children aged under 5 (at least 1)
Mumber of staff with a full and relevant early years level 2 qualification

Mumber of staff with a full and relevant early years level 3 qualification and not in a
managerial role

Mumber of staff with a full and relevant early years level 3 qualification and in a
managerial role

MNumber of staff with qualified teacher status
Mumber of staff with early years professional status
Mumber of staff with early years teacher status

MNumber of staff without a full and relevant early years qualification (excluding
volunteers)

Mumber of staff with a level 3 early years special educational needs coordinator
qualification or SENCO national profession qualification (NPC)

ot o
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7.2.4 Saving the Census

Child Statistics
Once the Census has been fully completed, click ‘Save’. Number of under 1 year olds"
Number of 1 year olds™
MNumber of 2 year olds®

Number of 3 year olds™

= ] ] = =
o =] =] [=] o

Number of 4 year olds®

Establishment Characteristics

Work in par hip with a maintained school?™

=
o

w| O
i
@®

Number of weeks per year that the early years setting is open (1.0-52.0)*

Staff Information

Total staff at provider who work with children aged under 5 (at least 1)
Number of staff with a full and relevant early years level 2 qualification

MNumber of staff with a full and relevant early years level 3 qualification and not in a
managerial role

Number of staff with a full and relevant early years level 3 qualification and in a
managerial role

Number of staff with qualified teacher status
Number of staff with early years professional status
Number of staff with early years teacher status

Number of staff without a full and relevant early years qualification (excluding
volunteers)

Ja000enon

Number of staff with a level 3 early years spedial educational needs coordinator
qualification or SENCO national profession qualification (NPQ)

Last Save Date (not submitted)

A green banner with the message ‘Saved Census for (Academic Year and
Term)’ will appear at the top of the page. Home Forms Funding Sufficiency ARG

Following successful submission of the Census, providers will then be able to Census Costs
submit the Actual Headcount as normal.

Q/? Saved Census for 2026/2027 - Autumn Term
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7.3 My Details tab — Costs

7.3.1 Statutory context

The Warwickshire County Council’s Provider Agreement, section 2.79, requires
that:

e Providers publish their admissions criteria (where applicable) and
any fees charged for:

o Consumables
o Additional hours
o Additional services

¢ Information must be clear, up to date and easily accessible to
parents so that they can:

o Understand which entitlement hours are available free of
charge

o Make an informed choice of provider

« Where providers do not have a website, these costs must be made
available via the Local Authority Family Information Service (FIS).

7.3.2 Who must complete the Costs section

This information is required for providers who care for 10 or more children at
any one time. Providers with less than 10 children at any one time can also
complete the details; but it is not mandatory.

Providers must record details of any chargeable extras, where applicable,
uding:

Warwickshire
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Additional private paid for hours charge
Food charge - meals and snacks

Non-food consumables charges (for example, nappies, wipes
and sun cream)

Activities Charges such as:
o Trips
o Forest school sessions

o Optional lessons (for example, foreign language sessions)
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7.3.3 Entering Costs on the Provider Portal

1. Log into the provider portal, please refer to section 1.1 How to log in.
2. Select ‘My Details’.
3. Select ‘Costs’.

4. Select the age range that the costs apply to, the selected range will be
highlighted. Costs must be entered separately for each age range offered.

5. Select ‘Add Row’. The options pictured will be displayed.

6. Using the dropdown arrow in the ‘Cost Type’ field, select the appropriate cost
category:

e Activities charges
e Additional private paid hours
e Food charges

¢ Non-food consumables charges
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—— v o....

Census Costs

Costs for Age range 1 - 2 year olds

Age range 1 - 2 year olds df——

Effective Date®
Age Range 2-3 year olds e

Cost Type* Unit Type* Unit Price® Notes

Age range 3-4 year olds

Age range 9 months - 1 year

p———— . o..... I

Census Costs
Costs for Age range 1 - 2 year olds

Age range 1 - 2 year olds

* = * 2 * it Price*
Age Range 2- year lds Cost Type' Effective Date’ Unit Type' Unit Price’ Notes
Age range 3-4 year olds - Select - v dd/mmsyyyy O - Select - v £ Optional notes (max 200
Age range 4-5 year olds
Age range 9 months - 1 year
- i DJ
Cost Type Effective

-- Select -- dd/mm vy

Activities charges

Additional private paid hours
Food charges

Mon-food consumables charges
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7. Enter the ‘Effective Date’, the date on which the charge became effective.
This can be entered either by typing the date in the format DD/MM/YYYY or

use the calendar icon to select the correct date.

8. Select the ‘Unit Type’. Choose the appropriate Unit Type from the dropdown
list:

e Ad-hoc
e Per Hour

e Per Session

9. Enter the ‘Unit Price’, the price charge per unit, in line with the selected Unit
Type.

10. Add ‘Notes’ (optional). Use the Notes field to provide additional information,
for example:

e What the charge includes
o Whether the service is optional

e Any relevant conditions or explanations

Warwickshire
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Effective Date®

28/04,/2026 (m]

Unit Type*

Per Session

I

-- Select --
Ad-Hoc

Per Hour

Per Session

Unit Price*
£ 5.00
Cost Type* Effective Date* Unit Type* Unit Price® MNotes
Activities charges ¥ 28,/04,/2026 (m] Per Session v £ 5.00 Forest School
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11. Add additional cost types. Click ‘Add Row’ to record additional charges.
Repeat until all applicable costs for the selected age range have been
entered. Example as pictured.

12. Save your information by clicking ‘Save’. A green confirmation tick will
confirm that the information has been saved and exported to the local
authority.

13. Repeat the above steps for each age range that the setting offers childcare
for.

Note: Important reminder - Providers must not charge for funded
entitlement hours themselves.

Any charges recorded in the Costs section must relate only to optional or
additional services that are outside of the funded entitlement.
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Cost Type* Effective Date* Unit Type* Unit Price* Notes
Activities charges v 28/04/2026 (m] Per Session v £ 5.00 Forest School m
Additional private ¥ 28/04/2026 O Per Hour v £ 700 Additional hours after 3 | [
Food charges -a + 28/04/2026 (] Per Session v £ 7.00 Per meal m
Non-food consumr v 28/04/2026 (w] Per Session v £ 3.00 Nappies, wipeés and sun m
Activities charges ¥ 28/04/2026 13 Ad-Hoc v £ 100 Seasonal celebration =

-
e Costs
@7 Costs saved successfully.
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