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1. Introduction

The Provider Portal has been designed to offer a secure and convenient way to share
information with Lancashire County Council. This document includes step-by-step
instructions to help you access the Provider Portal, submit your childcare service
details to the Family Information Service and submit Early Education Funding (EEF)
claims for all eligible children aged 9 months to school age.

Please read this document before submitting any information, as this will help you
understand the process of logging into the Provider Portal, updating your records and
submitting your headcount and supplementary claims correctly.

For assistance with any issues accessing or using the Provider Portal please contact
us by email on fee234@lancashire.gov.uk quoting your name, the setting/child
minder name, the Ofsted Registration number, and brief details of what the issue is,
and we will respond.

2. Early Education Funding (EEF) general rules

e

» You cannot claim more than 15 Extended hours per week/570 hours per year.

» No session can be longer than 10 hours per day.

% There is no minimum session length (subject to the requirements of registration on

the Ofsted Early Years Register).

No session can be delivered before 6.00am or after 8.00pm.

Children can only claim EEF across a maximum of two sites in a single day

Government funding is intended to cover the cost to deliver 15 or 30 hours a week

of EEF high quality, flexible childcare places. It is not intended to cover the cost of

meals, consumables, additional hours, or additional services.

% You can charge for meals and snacks as part of the EEF entitlement place and
charge for consumables such as nappies or sun cream and for services such as
trips and musical tuition. Parents should therefore expect to pay for these, although
these charges cannot be a condition of accessing a place. Where Parents are
unable or unwilling to pay for meals and consumables, you are responsible for
setting your own policy on how to respond, with options including waiving or
reducing the cost of meals and snacks or allowing Parents to supply their own
meals. You should be particularly mindful of the impact of additional charges on
the most disadvantaged Parents.

% You cannot charge Parents “top-up” fees (the difference between your usual fee
and the funding you receive from the Local Authority to deliver EEF places) or
require Parents to pay a registration fee as a condition of taking up their child’s
EEF place.

% You must ensure you show the funded hours at a £0 charge on the Parent's invoice
before any charges for additional hours/services are made.

“ You must retain evidence of the child's Date of Birth, for example, a copy of the
birth certificate or passport.

% You must have a signed Parental Agreement in place for the term(s) you are
claiming EEF.

% You must have attendance records that reflect the actual hours of attendance that

you are claiming for.
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% Headcount/census date is always a Thursday. As some child attendance patterns
do not include a Thursday, we have extended this to headcount/census week,
being the Monday to Sunday including the headcount/census date. Therefore, any
child present or planned present the week of headcount/census day should be
included in your headcount claim. Also ensure that the Present During Census box
is ticked.

% If a 9 month-2-year-old child is eligible for the expanded hours they must have

received a Working Families valid Eligibility Code. You cannot claim funding until

you have checked the validity of the code as you will be required to enter the code
via the Provider Portal when you make the claim. You cannot include any 2-year-
old children in your claim without a valid code.

If a 2-year-old is eligible for the funded/expanded hours they must have received

a LCC Golden Ticket Letter containing their unique EY voucher code or a Working

Families valid Eligibility Code. You must obtain a copy of the letter/valid eligibility

code before you offer a 2-year-old funded place. You cannot claim funding until

you have seen a copy of the letter/checked the validity of the code as you will be
required to enter the code via the Provider Portal when you make the claim. You
cannot include any 2-year-old children in your claim without a valid code.

% If a 2-year-old child is eligible for the 'funded' 15 hours before the start of the current
term but delays their start date to part way through a term, then you can only claim
pro rata for the remainder of the term.

% If a 9 month — 2 year old child or 2-year-old child only becomes eligible for the
working families 'expanded' hours part way through the current term, you can only
claim for the child from the start of the following term.

% If a 3 or 4-year-old is eligible for the 'funded' 15 hours before the start of the current
term but delays their start date to part way through a term, then you can only claim
pro rata for the remainder of the term.

% If a 3 or 4-year-old child only becomes eligible for the working families 'extended'
15 hours part way through the current term, you can only claim for the child from
the start of the following term.

X/
°e

EEF term dates

EEF term dates do not match school term dates and are the same dates each year.

Term Term dates
Autumn 1 September — 31 December
Spring 1 January — 31 March
Summer 1 April — 31 August

Maximum weeks/hours allowed per term/year

The maximum number of weeks/hours each child can claim in a term/year is detailed
below: Important note: If a child claims their full 15/30 hours per week you will not be
able to claim funding for every week in the term, as there are more calendar weeks in
a term than there are funded weeks. The number of weeks in the term is defaulted to
the termly maximum i.e. 14, 11 or 13, therefore, you must update the number of hours
to ensure you do not claim more hours than the termly maximum allowed. However,
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you can choose to 'stretch' the funding and claim less hours per week over more than
38 weeks of the year.

Maximum ST
. Extended Total maximum
Maximum funded hours .
/IExpanded hours per term if
funded (2YO Golden . .
Term . Hours per term  eligible for Funded
weeks per Ticket & 3&4 Worki dE ded
term YO Universal ( oriing S A
Families /Expanded hours
Hours .
Entitlement)
Autumn 14 210 210 420
Spring 11 165 165 330
Summer 13 195 195 390

Stretching the entitlement

It is possible to stretch the EEF funding over the academic year by claiming less than
the maximum 15 Funded or the 15 Extended/Expanded hours per week. If this is the
case, please note:

X/
L X4

X/
L X4

If the total 'stretched' hours for the academic year are still equal to the maximum
number of funded hours allowed in the term/year, it is easier for you to enter this on
your headcount claim as the standard number of weeks and hours for that term, for
example, if a parent claims the full 570 funded hours and 570 extended hours over
51 weeks of the year, which equates to 22.35 hours actual attendance per week,
claim the standard hours in each term, for example, in the Spring term you would
claim 11 weeks and 15 funded hours and the same for the extended hours. This will
avoid any rounding issues.

If the total 'stretched hours' for the academic year are less than the full entitlement,
you need to divide the total hours the child is attending in the academic year by 38
(i.e. as the Provider Portal does not allow you to claim for more than 38 weeks in an
academic year. For example: if a child attends 10hrs a week over 52 weeks of the
year, you will claim 13.68 hrs in each termly headcount (i.e. child attends 10hrs per
week over 52 weeks = 520 hrs in total, divided by 38 weeks = 13.68hrs per week in
the termly headcount claim).

Hours can only be stretched over an academic year (1 September to the following
31 August), if a child starts part way through the academic year or only qualifies to
claim the entitlement part way through the academic year they will only be able to
claim pro-rata using the funding still available for the remainder of the academic
year. i.e. if a child starts on the 1 January or only becomes eligible to claim the
funding from 1 January, they will only be able to claim for Spring = 165 hours and
Summer 195 hours. And the same if a child only starts 1 April or only becomes
eligible to claim the funding from the 1 April, they will only be able to claim the
funding for the summer term = 195 hours.

Banking the entitlement

Where a parent is taking less than their annual entitlement it is possible to bank the
EEF funding. If this is the case, please note:
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¢ You cannot assume that the parent will want to bank hours, so these must be agreed
with the parent, at the outset, which term the parent would like to use their banked
hours.

« Where a parent is unsure if they will need to bank any hours to be used later, you
may decide to claim the additional hours as and when needed on an ad hoc basis
via the supplementary process rather than having to repay the funding.

¢ For all banked hours used you must also keep a record of the actual dates that these
have been taken, for audit purposes.

+ If at the end of the academic year the parent has not used all the hours that have
been banked, you must notify the local authority so that these can be re-paid.

3. Additional Funding

Early Years Pupil Premium (EYPP)

The purpose of EYPP is to improve the educational outcomes of socio-economically
disadvantaged children who are eligible for the early years entitlements in an early
years setting.

EYPP eligibility

Eligibility for EYPP is based on the following criteria:

¢ Income Support

% Income-based Jobseeker’s Allowance

¢ Income-related Employment and Support Allowance

¢+ Support under part six of the Immigration and Asylum Act 1999

% The guaranteed element of State Pension Credit

¢ Universal Credit - your household income must be less than £7,400 a year after tax,
not including any benefits you get.

Children may also get EYPP if they are currently being looked after by a local authority
in England or Wales or have left care in England or Wales through:

¢ Adoption

%+ Special guardianship order
+¢ A child arrangements order

Claiming EYPP

Early Years Pupil Premium (EYPP) is available for all eligible children aged 9 months
and over who are accessing 15 hours of Early Education Funding. It is the responsibility
of Early Years providers to identify children from low-income families who may qualify.
Providers must obtain parental/carer consent to share information with the Local
Authority by ensuring a signed Parental Agreement is in place.

At the beginning of each term, children who were eligible for EYPP in the previous term
and have been carried forward will continue to have the EYPP indicator shown in the
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online Provider Portal. For newly attending children, the Local Authority will carry out
EYPP eligibility checks based on the submissions made via the Provider Portal by the
specified deadlines.

All required information for EYPP eligibility checks must be entered under the
parent/carer tab when submitting a headcount claim. EYPP payments will not be
issued if any of the necessary details are missing, as eligibility is automatically
assessed alongside the termly headcount payment.

The parent/carer information submitted via the Provider Portal is uploaded by the Local
Authority to the national Eligibility Checking Service (ECS). If any details are incorrect,
we will be unable to determine eligibility. Additionally, if the consent box is not ticked,
the parent/carer information will not be included in the ECS upload. This may result in
settings missing out on EYPP funding, even if the child is otherwise eligible.

EYPP for Child Looked After (CLA) / Adoption / Special Guardianship Order
SGO

The Local Authority will check its records for any children looked after (CLA) within
Lancashire and mark them accordingly. However, if you believe a child is CLA and you
have not received EYPP funding after the headcount payment, please send a secure
email to fee234@lancashire.gov.uk. Include the child’s name, address, date of birth,
and the Social Worker’s name and contact details so we can validate the claim.

For CLA children who are under the jurisdiction of another Local Authority, written
confirmation from the owning Authority is required to verify the child’s CLA status. This
confirmation must be emailed to fee234@lancashire.gov.uk before the headcount
closure date. If confirmation is not received by this deadline, EYPP funding will not be
issued for that term.

For children who are adopted or under a Special Guardianship Order (SGO), evidence
of eligibility such as a copy of the adoption order or SGO must be emailed to
fee234@lancashire.gov.uk before the headcount closure date. Failure to provide this
documentation on time will delay payment processing, as we will be unable to validate
the claim.

Identifying EYPP eligible children & EYPP payments

Once EYPP checks have been completed, the Provider Portal will be updated
accordingly. You can identify which children are eligible for EYPP in two places:

% On the ‘Actuals’ tab, under the Child Weighting column.
+« On the child’s Summary tab, where EYPP eligibility will also be displayed.
“ EYPP funding will be included in your Headcount or Supplementary Claim payment.

— |
Summary Estimates Actuals Adustments Ehgiblity Checker
Submit Actual: 2022/23 Summer - Fee 3 & 4 Year Old Funding c~anGE

Total Funding
Status Child Amoun:

2 for Term  Chilid Weeightings Eligibitity Status

Universal Hours Extended Hours
A (inc Ad)

Ginc G AdD
> Ot e 2620 195.00
x
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Name: DOB:
Summary || Child Detaiis || Parent / Carer Detaiis | Funding Details || Notes
Term Start Date 08-Jan-2024 Funding
Term End Date 28-Mar-2024 CundBd KOS PErWeek 13.68
No of weeks attended 11.000 P'm“”‘ : ““I_’ 4 gryee :O‘:
Nominated for DAF No Funded Hours for Term 150.48
» Provider Total Rate £5.110
Funding Amount @ Provider Rate £768.95
w Child Weightings £99.32
Early Years Pupil Premium (£0.660) £99.32
Funding Amount £868.27
Totals
Funded Hours Per Week 13.68
Funded Hours for Term 150.48
Total Funding (excl. Adj) £868.27
Total an t from Adjustments £0.00
Total amount from Pending Adjustments
Total Funding For Term (inc Adj) £868.27
Use of EYPP funding

Early years settings should ensure EYPP funding is used to improve educational
outcomes for disadvantaged children by spending on activities, staff training and
resources that specifically impact educational outcomes for disadvantaged
children. They should plan EYPP spending based on consideration of well-evidenced
approaches such as professional development for staff, which may benefit all children
while providing the greatest benefit to disadvantaged children.

Disability Access Funding (DAF)

The DAF was introduced to support disabled children’s access to the entitlements for
3 and 4-year-olds. From 2024 to 2025, DAF eligibility was extended to eligible 2-year-
olds and children 9 months old to 2 years, accessing the entitiements.

DAF eligibility

DAF is available for children aged 9 months and over who receive Disability Living
Allowance (DLA) and are accessing a funded Early Education childcare place. Please
note: Four-year-old children in primary school reception classes are not eligible for
DAF.

Claiming DAF

Parents must nominate the provider they wish the payment to be made to and
providers must apply by sending a copy of the child’s most recent Disability Living
Allowance (DLA) award letter and completed Parental Agreement via email to
fee234@lancashire.gov.uk

Once your application has been processed, you will receive a letter confirming the
outcome. If the child is confirmed as eligible, you must select ‘Yes’ in the Nominated
for DAF box on the Funding Details tab when submitting your claim.

Important: Please do not nominate a child for DAF on your claim unless you have
received written confirmation from us. If a child is incorrectly nominated without
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confirmation, we must manually update the record, which is time-consuming and may
delay your final balancing payment

Payment of DAF

DAF is a one-off annual lump sum payment and is non-transferable. If a child moves
to a different provider, the new setting will not receive DAF if it has already been paid
within the last 12 months.

Use of DAF funding

DAF funds can be used, for example, to support providers in making reasonable
adjustments to their settings and/or helping with building capacity, be that for the child
in question or for the benefit of all children attending the setting. Settings may want to
use DAF funding to pay for staff training to help meet children’s specific needs,
resources and adjustments to support the individual child’s needs.

Inclusion Funding

The Inclusion Fund provides support to early years settings to address the needs of
individual children who have emerging and identified special educational needs and
disabilities (SEND) and promote inclusion. All providers in Lancashire who are
registered to offer early education funded places can apply for additional funding
through the Inclusion Fund.

4. Using the Provider Portal for the first time

When accessing the Provider Portal for the first time, users will be prompted to change
their password, set up their authentication questions and multi-factor authenticator.
These measures help safeguard the information you enter, similar to security features
used by online banking services.

Resetting your password

¢ Log in using the username and password provided.
% After clicking 'Sign In', you'll be prompted to enter and confirm a new password.
++ Once completed, click the 'Change Password' button to save your new password.

Reset password

New Password *

Confirm Password *

Change Password

Passwords are case sensitive; however, usernames are not. The more complex the
better, as the Provider Portal contains sensitive child data.
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+» Must contain at least one alphabetical character.
+ Must contain a number.

¢ Must contain an uppercase character.

¢+ Cannot be the same as your username.

¢+ Cannot be any of your last 10 passwords

Setting up your authentication questions

¢ Click on your user initials in the top right-hand side and click on Account

Management.

& Account Management

® Sign Out

¢ Click on the 'Authentication Questions' tab and for each authentication question.

#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.

* What is the setting manager's surname? (Provider)
* What is your favourite colour? (Provider)

Old Answer:
New Answer:

Canfirm New Answer:

Save

+¢ Click on What is the setting manager's surname.

+ In the old answer box type the word answer

+ Type your new answer in the new answer box.

% Confirm your new answer in the confirm new answer box.
¢ Click save.

Please note:

¢ You will not be able to type your new answer until you have highlighted the
authentication question you wish to amend.

¢ Your new answers need to be at least 4 letters or more.

¢ If there is still an * against any question, this means that the authentication question
has not yet been set.

10
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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.

* What is the setting manager's surname? (Provider)
* What is your favourite colour? (Provider)

Old Answer:
New Answer:

Confirm New Answer:

Save

Once you have saved your new answer you should get a message to confirm the new
answer has been saved successfully. Repeat the above steps for the second question
which is 'What is your favourite colour?'

Once you've answered all the authentication questions, click on the 'Modules' link at
the top left of the screen, then select 'Childcare / Service Provider' to return to the
Provider Portal home screen.

A Modules ~
Acc Synergy Home hons
¥ Childcare / Service Provider . q
Pl ) tication

If an asterisk is displayed in front of an authentication

What is the setting manager's surname? (Provider)
What is your favourite colour? (Provider)

If you ever need to update your authentication questions in the future, you’ll be asked
to provide the answers you originally set up when first accessing the portal.

Enrolling in two-factor authentication

Two-factor Authentication has been enabled within the Provider Portal. We highly
recommend the use of this new feature to provide an extra layer of security for your
data.

An authenticator app, which supports time-based one-time passwords (TOTP), is
required to be downloaded to your smartphone or tablet to enable you to prove your
identity and permit access to the system. We recommend the use of Microsoft
Authenticator for this purpose.

Having signed into your portal account successfully, click on the Account Details button

on the top right of the page. It will look like a blue circle with initials from your username
displayed, then click on Account Management

11
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& Account Management

® Sign Out

% Click the '"Manage 2FA button', located in the centre of your screen. If the Manage 2FA
button is not available on your account, please contact the team.

@A Modules ~ e
Account Security Authentication Questions
Security
Password Last Updated: 15/10/2025 Change Password
Two-Factor Authentication (2FA) m

% Click Enable 2FA.

#A Modules ~ e

Account Security Authentication Questions

Two-Factor Authentication (2FA)

You can manage your two-factor authentication (2FA) using this screen.

You currently have 2FA switched off

If you would like to learn more about 2FA, please click the help button below, otherwise, click "Enable 2FA" to enrol.

Help ~ Enable 2FA

¢ Enter your password and click 'Next.'

A Modules ~ °

Account Security Authentication Questions

Two-Factor Authentication (2FA)

Enter your password

:
:
.
9

| |

12
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++ Using the Authenticator app, add a new account (select other account), scan the QR
code shown on your Provider Portal screen and a six-digit code will be displayed. If it is
not possible to scan the QR code click Reveal Secret.

14:37

i Add
= Authenticator account

Personal account

Work or school account

Other (Google, Facebook, etc.)
o=
Ready to add your m

first account? 318 575¢(

+» On the Provider Portal Click next
@A Modules ~ °

Account Security Authentication Questions

Two-Factor Authentication (2FA)

You can set up two-factor authentication (2FA) for your account using the below QR code:
m Steps:
A 1. Open your chosen 2FA app
2. Add a new account
3. Scan the QR code to add the account
4. You will see that the account has been added with a rotating code.
5. Click "Next"

If you can't scan the QR code, please click Reveal Secret below. This will display the secret that you can enter into your 2FA app

¢+ Enter the six digit 2FA code and click confirm.

A Modules ~ o

Account Security Authentication Questions

Two-Factor Authentication (2FA)

In order to complete the setup of your 2FA, you need to confirm the code displayed in the app.
The code refreshes every 30 seconds so you do not need to remember it.

Confirm your 2FA Code

)

[ Cancel ] Back }
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+¢ Click 'Finish'

A Modules ~ e

Account Security Authentication Questions

Two-Factor Authentication (2FA)

You have now configured your two-factor authentication and will be prompted for the code when signing in.

You will now be taken back to the Security page which confirms your Two-Factor
Authentication (2FA) is ON. If you wish to turn off the two-factor authenticator, click
'manage 2FA' and request to turn off.

ount Security Authentication Questions

Security
Password Last Updated: 18/07/2024 Change Password
Two-Factor Authentication (2FA) u Manage 2FA

5. Provider Portal Accounts

Ofsted will notify us of when a registration becomes active, and we will issue you log
in details for the provider portal. If you would like to register your childcare setting for
Early Education Funding, please contact us at fee234@lancashire.gov.uk.

If you require an additional user account, the authorised signatory of your funding
agreement must log into the Provider Portal and complete the ‘Access to Provider
Portal — Additional Users Form’. Once submitted, the request will be reviewed and
authorised. Please note: Each user must have a unique email address. Users with
access to Forms and Funding will be able to submit headcount and supplementary
claims and update provider details and bank details.

Accessing the Provider Portal

The Provider Portal can be found here. We recommend that you save the link as a
favourite on your internet browser.

Logging in to the Provider Portal

¢ Type in your Username and click on the next button
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Sign In
Sign in or create an account with us.

Enter your username

Next
Create Account

¢ Type in your password and click on the sign in button.

Sign in
Enter your password
Change User |[Zelfelelf=EV g ] m

!

+¢ If you have signed up for two-factor authentication you will need to get your code and
enter in the box and click, verify

Sign In
Enter your two-factor authentication code

¢ If you have multiple accounts when you first log in you will need to click on the drop
down box to select which organisation you wish to review. Click 'Proceed

++ To move between your organisations you will need to click the blue circle in the top right-
hand side and sign out. You will need to log back in to select a different organisation.

Please select an Organisation below

As you are linked to multiple Organisations you will need to select one in order to proceed.

Select Organisation: [--Please select-- v | [oSs

Forgotten your password

If you forget your password, please email fee234@lancashire.gov.uk to request a
reset. Important: Please note: Do not use the 'Forgot Password' button or request
token, as this feature is no longer active.
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The Early Education Funding (EEF) Team will send you a temporary, one-time-use
password. When you log in using this temporary password, you'll be prompted to
create a new one.

¢ Enter and confirm your new password then click on the change password button.

Reset password

New Password *

Confirm Password *

Change Password

Passwords are case sensitive; however, usernames are not. The more complex the
better, as the Provider Portal contains sensitive child data.

+»+ Must contain at least one alphabetical character.
¢ Must contain a number.

¢ Must contain an uppercase character.

+«+ Cannot be the same as your username.

¢+ Cannot be any of your last 10 passwords.

Changing your password

+¢ Click on your user initials at the top right-hand corner of the screen and click on
account management.

& Account Management

® Sign Out

++ Click the account security tab and click on the change password button.

Account Security Authentication Questions

Security

Password Last Updated: 74/03/2018 Change Password

*» Enter your current password then click on the next button
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#A Modules ~

Account Security Authentication Questions

Change Password

Enter your current password

) (o

+« Enter your new password and confirm your new password and click on the change
password button.

Passwords are case sensitive; however, usernames are not. The more complex the
better, as the Provider Portal contains sensitive child data.

¢ Must contain at least one alphabetical character.
¢ Must contain a number.

¢ Must contain an uppercase character.

¢+ Cannot be the same as your username.

+« Cannot be any of your last 10 passwords.

A Modules

Account Security Authentication Questions

Change Password
New Password *

Confirm Password *

se confirm your password

Pleas ore
Cancel Change Password

You will see a message saying ' your password has now been reset, and you will be
prompted for it when you next sign in. The next time you access the Provider Portal,
ensure that you use your new Password that you have just created. To return to the
home screen click on the 'Modules' link at the top left-hand side of the screen and then
click on 'Childcare / Service Provider'

Logging out of the Provider Portal

You can log out at any time to securely end your Provider Portal session. Any changed
or added child records will be saved regardless of whether they have been submitted.

+ Click on your user initials in the top right-hand corner and click sign out.

& Account Management

® Sign Out
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You will then get a message to say you have been successfully signed out of Synergy.
For security reasons, please close the browser window.

Signed out

You have been successfully signed out of Synergy.

For security reasons, please close this browser window.

Sign back in

6. Navigating around the Provider Portal

Once you have logged into the provider portal if you have a user account for multiple
registrations you will first be asked to select an organisation from the drop down menu.
If prompted, please select the organisation and click on proceed. To switch between
your registrations you will need to click on the blue circle and sign out then log back
into your portal and select a different registration.

Please select an Organisation below

A5 you are linked to multiple Organisations you will need to select one in order to proceed.

Select Organisation: |--P|ease select-- v ‘

To navigate the Provider Portal, use the headings located on the toolbar. Each time
you log in, you’ll be taken directly to the home page, where you can access the section,
you need. The toolbar includes three tabs: Home, Forms, and Funding. Please note: If
you cannot see the Forms or Funding tabs, contact us at fee234@lancashire.gov.uk
SO we can update your account access.

Organisation: Test Day Nursery
Provider:  Test Day Nursery (Test Provider Type)

IHome Forms Funding

Home tab

The Home tab displays important messages related to the Provider Portal and funding.
If there are any notifications about your headcount claims such as unsubmitted claims,
they will also appear here. Please resolve any warning notifications promptly, as failing
to do so may result in missed funding opportunities

IHome Forms Funding

Notifications
These records have been edited but not yet claimed.

o There are unsubmitted child funding records for Provider: Test Day Nursery - Xtest Provider Type
% 2021/22 Autumn - Fee 3 &4 Year Old Funding {1 unsubmitted)
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Forms tab

The Forms tab contains all the relevant forms related to the Early Education Funding
and updating your provider details with the Local Authority. For further information on
what forms are in this section and how to complete them please see the forms library
section of this guidance

Organisation: Test Day Nursery
Provider:  Test Day Nursery (Test Provider Type)

Forms

Fill In Forms View Forms

Fill In Forms

Please select a form below to update your details:
* Access to Provider Portal Additional Users Form
* Are we advertising your service correctly
* Change of Bank Details Request Form
* Change to types of funded places offered
® Early Years Census
* New EEF Registration Form

* Update Your Details

Funding tab

The Funding tab is where you'll verify the working family eligibility codes, complete
your estimates, headcount, and supplementary claims. When you click on the Funding
tab, you'll be asked to enter specific characters from your security answers. These
answers were set up when you first logged into the Provider Portal. If you need your
security answers reset, please contact the Early Education Funding (EEF) Team.

+ Enter the relevant characters and click on submit.

Home Forms Funding

Security question

For increased security, you are being prompted to enter the answer to one of the Authentication Questions.
What is the setting manager's surname?

Character 2 3 5

s When viewing the information in each of these tabs you will need to select the
relevant year and team from the menu on the left-hand side.

19



Early Years Provider Portal — A guide for childcare settings

Organisation: Test Day Nursery
Provider: Test Day Nursery (Test Provider Type)

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker
Select Year and Term

2025/26
Autumn

2024/25
2023/24
2022/23
2021722

% In the Summary tab — This is where you can view the term length, i.e. number of
funded weeks and your provider rate along with the funded and extended/expanded
hours for the term, worked out as a monetary value, any child weighting, for
example, EYPP and if the claim has been processed and the date the claim was
processed. You will also be able to see payments made for estimates and actuals.

+ In the Estimates tab — This is where you submit your Estimate hours that you expect
to claim in the new term. Please note you will only be able to submit estimates via
this tab when the provider portal is open for estimates. All providers will be sent an
email to let them know when the Provider Portal is open for estimates.

* In the Actuals tab — This is where you can view, complete, and submit the
Headcount Claim. Please note you will only be able to complete and submit your
claims via this tab when the provider portal is open for headcount submissions. We
email providers each term to inform them of the headcount arrangements and
deadline dates.

* In the Adjustments tab — This is where you can enter and view supplementary
claims and any other adjustments that have been made, e.g. overclaims. Please
note we can only open the provider portal for supplementary claims once all
headcount claims have been processed. You will not be able to make any
supplementary claims until the provider portal has been opened by us. We email
providers each term to inform them of the supplementary claims process and
deadlines.

% In Eligibility Checker tab — This is where you need to Validate the Working Families
eligibility codes for children who are in receipt of the extended/expanded hours. You
must validate all Working Families eligibility codes to ensure they are valid for the
term you wish to claim funding for.

X3

X3

7. Working Family codes

Parents/carers can apply for a Working Families eligibility code from when their child
is 23 weeks old. However, children can only start accessing the extended/expanded
hours from the term after the child reaches the eligible age. For parents/carers who
are starting or returning to work, the date they can begin accessing their funded
childcare hours will depend on the date they return/start work.
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Where a parent/carer is issued with their eligibility code after the beginning of term
their child became age eligible, they will not be able to take up the extended/expanded
hours until the start of the next term. You must therefore check that the Working
Families eligibility code 'Validity Start' date is before the start of the term in which you
are to claim extended/expanded hours for.

The table below shows when children can access a place from and when their code
must be issued by.

Child reaches relevant age of They can access Code must be issued
eligibility between a place from by
1 January — 31 March 1 April 31 March
1 April — 31 August 1 September 31 August
1 September — 31 December 1 January 31 December

To apply, parents or carers must set up a childcare account with HMRC. If their
application is successful, they will be issued an 11-digit eligibility code. This code must
be provided to you so that you can validate it and claim funding for the child’s place.

To continue accessing funded childcare for working parents, it is the parent or carer’'s
responsibility to renew their eligibility code on time. This involves logging into their
childcare account during the renewal period to confirm that their details are accurate
and up to date. HMRC will inform parents of their renewal date when they first apply or
renew their code, and if contact details have been provided they will also send
reminders. To support this process, we carry out grace period audits twice each term
to identify children who have entered their grace period and may require their code to
be renewed.

If a parent or carer does not re-confirm their details by the code’s end date, the code
will enter into a grace period. During this time, we are unable to fund the extended/
expanded hours unless the child is eligible under the grace period rules.

Important Note Regarding Grace Periods

“» Where a parent falls into the grace period, the extended/expanded funding can be
claimed up until the grace period end date, providing the parent was accessing the
extended/expanded hours at your setting in the previous term.

« Where a parent was not accessing the extended/expanded hours at your setting in
the previous term, and the child is in their grace period, you will be unable to claim
for the extended/expanded hours i.e. The code end date is before the start of the
term you want to claim for, but the grace period end date is after the start of the term
you want to claim for.

 Parents cannot change settings once they have fallen into the grace period, but their
code will still be valid until the end of the grace period with the setting that claimed
the extended/expanded hours in the previous term.
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2-Year-0Old working family codes

Where the parents have fallen into the grace period and the family are no longer eligible
for the Working Families entitlements, they may qualify for a funded 2-year-old place
under the families' receiving additional support criteria (i.e. LCC Golden Ticket EY
Voucher code). You should therefore encourage parents to apply via Funded childcare
for 2 year olds - Lancashire County Council to see if they are eligible, and if so obtain
a Golden Ticket code.

Validating Working Family codes

If you are claiming the extended or expanded hours for any children, you must validate
their 11-digit eligibility code each time the parent applies or renews it. This ensures the
child remains eligible for funded hours. If you are not claiming extended or expanded
hours, there is no requirement to validate the eligibility code.

¢ In the Funding tab, click on Eligibility Checker and the click on the blue Eligibility
Check button

Organisation: Test Day Nursery
Provider | Test Day Nursery (Test Provider Type) v

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Eligibility Checker

Use this area to check the eligibility of the code that working families have provided to you to enable their child to access their funded hours.

Please click the Eligibility Checker button below and provide the details as required

to claim funding for.
you wish to claim funding for.

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

Eligibility Checker

+ To validate an eligibility code, you must complete all fields marked with an * and
then click submit. The mandatory details required are:

+ Eligibility code

+ Child date of birth

« Parent/carer NI number

¢+ Consent for eligibility check

Eligibility Checker

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

Eligibility Code* }

Child Date of Birth™

Parent/Carer Forename

Parent/Carer Sumame

Parent/Carer NI Number”

Consent must be given for this O Eligibility Check

Partner Forename

Partner Sumame

Partner NI Number

*denotes mandatory fields
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Once you enter the eligibility code into the system, a message box will appear
confirming whether the code is valid for the extended or expanded hours. Please note
Previously, a green tick indicated that a child met the eligibility criteria for funding.
However, this was found to be misleading for providers, as it did not make clear
whether a child was in their grace period. To address this, the result now appears
as yellow instead of green. This change is intended to draw attention to the need for
providers to check the code dates carefully. While the yellow result still confirms that
eligibility criteria have been met, it also serves as a prompt to verify that the code is
valid for the term in which it is being used. It remains essential that providers check the
code dates to ensure they are valid for the relevant term.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

\4/' The details provided have been found: 3

Eligibility Code: 50144178893

Code Start Date: 27-Nov-2024 1
Code End Date: 10-Dec-2025

Grace Period End Date: 31-Mar-2026

For a code to be valid you must ensure that:

It is the term after the child has reached the relevant age of eligibility.

« The Voucher Start Date is before the first day of the term you wish to claim funding
for.

« The Voucher End Date is on or after the first day of the term you wish to claim
funding for

If the code has been found but is not valid in the term you are applying for you will see
the following message. This usually means the code was either applied for or renewed
too late, missing the termly deadlines

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

@I The Eligibility Code has been found, but does not cover the standard term start date (01-Apr-2024) therefore working family hours cannot be claimed this term. You may
only claim for funded hours.

If you receive an eligibility code that returns a result of not eligible, please check that
all the details have been input correctly, for example, the parent's details you have
input relate to the parent who requested the voucher code via the Childcare Choices
website and that the name is spelt correctly, the child's date of birth is correct, and the
eligibility code is correct.

~nin |

Summary Estimates Actuals Adjustments Eligibility Checker

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

Grace period audits

Each term the Local Authority will undertake 2 audits of the Working Family eligibility
codes to identify any children who may have fallen into their grace period. All providers
will be emailed once the audits have been completed and they will be required to log
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into the provider portal to check to see if they have any children who have fallen into
their grace period.

« To view the results of the audit, go to funding, actuals and select the funding type
for the current termi.e. 3 & 4 Year Old Funding / 2 Year Old Funding / 9 month — 2
year old funding.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker
View Actuals: 2023/24 Spring - Fee 3 & 4 Year Old Funding

L In grace period

+ To see which children have fallen into the grace period look through the list of your
children on the headcount and you will see the yellow warning triangle against each
child that is now in the grace period. Further details are included in the Eligibility
Status column

Funding _
Summary Estimates Actuals Adjustments Eligibility Checker

View Actuals: 2023/24 Summer - Fee 3 & 4 Year Old Funding cHanGE

i, In grace period

Total Funding
Child (Fi‘l'_"c"fjﬂ“"“" ﬁ':fgﬂ;" ROl amo:dn; forTerm  Child Weightings Eligibility Status

¢ You can also view the validity dates of the code by clicking on the child's record and
going into their summary tab.

Name: DOB:

Summary Child Details Parent / Carer Details Funding Details

A Child is in grace period

Term Start Date 01-Apr-2024
Term End Date 31-Aug-2024
No of weeks attended 13.000
Nominated for DAF No

Eligibility Start Date 06-Jun-2023
Eligibility End Date 16-Mar-2024
Grace Period End Date 31-Aug-2024
Eligibility last checked 12-Feb-2024 13:3
» Provider Total Rate £5.460

Where a child has fallen into their grace period you must notify the parents and explain
that as they have now fallen into the grace period, their funding for the
extended/expanded hours will cease on the grace period end date, unless the code is
renewed. Parents will need to log back on to their Gateway Account to renew their
code. If the code is not renewed in time, the child may miss out on the
extended/expanded hours.
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If parents believe they are still eligible, or if their circumstances change before the end
of the noted grace period, please advise them to log back onto their Gateway Account
to re-confirm their information. You will also need to agree how long you are prepared
to hold the place open for the next term (in case the parent becomes eligible again) or
whether the parent wishes to pay for the additional hours over and above their
universal entitlement.

For parents to take up a place in the next term, they need to have a valid code issued
before the end of the previous term. Deadlines to apply/renew the Working Family
codes are as follows:

+» 31 August
+ 31 March
+ 31 December

8. Estimates

Each term we will invite all providers to submit a revised estimate for the next term's
interim payment. When submitting your estimates you need to enter the total number
of hours you are claiming for the term for each of the different funding types (i.e. 9
month — 2yo, 2-year-olds and 3&4 year-olds). Please note: Once the Provider Portal is
closed for estimate submissions, we are unable to amend your hours. The updated
estimates will only show in your portal once we have imported all submissions.

Submitting your estimates

+ Click on Funding and then the Estimates tab and select the relevant academic year,
term, and funding type.

¢ Click on each of the relevant funding types to add your estimated hours

++ The submission dates will be shown and if estimates are open, you will see a green
icon and the Funding Type will have a pencil icon next to it. If there is a red 'no entry'
icon, this means estimates are closed and can only be viewed.

runaing [

Summary Estimates Actuals Adjustments Eligibility Checker

Estimates Head Count Records for 2024/25 - Autumn

2024/25
4 Autumin

Submission Period:
04-Jul-2024 to 21-Aug-2024

»

Funding Type

# Fee 2 Year Old Funding
2023724

@ Summer # Fee 3 & 4 Year Old Funding

Submizzion Period: # Fee 9 Month - 2yo Funding

08-Mar-2024 to 13-Mar-2024
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¢ Enter or update the number of hours and click 'Send Claim'. You will then see a
green banner with a tick saying, 'submission successful'.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Q //) Submission Successful

Submit Estimate: 2023/24 Summer - Fee 3 & 4 Year Old Funding cHANGE

Estimate Number of Funded Hours for this Term | 990 |
Please enter a number, then 'Send Claim’

Send Claim

Amending your estimates

If you need to amend your estimates after submitting them, providing the Provider
Portal is still open for estimate submissions you will be able to adjust your estimate
and resubmit the details to us.

Missed estimates

If you do not submit any estimates by the specified deadline, you will not receive an
interim payment.

9. Headcount Claims

You will not be able to submit a headcount claim until the Provider Portal is open. All
registered EEF providers will be notified via email from fee234@lancashire.gov.uk
once the Provider Portal is open for submissions. Please ensure you read this email
as it contains essential information about which children you can claim for and
submission deadlines. Before making a claim please check:

v The child is eligible for a funded place.

v" You have seen proof of the child's date of birth (this must be kept on file)

v A signed parental agreement is in place - If you do not have a signed Parental
Agreement in place, you do not have consent from the parent to make a claim,
therefore, you are unable to make a claim for that child.

v" You have a copy of the 2-year-old Golden Ticket Lancashire letter containing
the child's EY Voucher code (2-year old eligible children only)

v" You have validated the Working Family eligibility code, and their code is valid
for the term i.e. code start date is before the start of term (all eligible children).

Completing your headcount claims

+ Click on the 'Funding' tab on the main menu to enter the Funding section of the
Provider Portal.
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+ Select the correct characters in answer to your security question and then click the
submit button

Home Forms Funding

Security question

or increased security, you are being prompted to enter the answer to one of the Authentication Questions
What is your favourite colour?

Character 1 2

+ Click on the 'Actuals' tab on the 2nd toolbar.

+ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you. Please Note - if you cannot see the
funding tabs please contact us on fee234@lancashire.gov.uk
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Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2024/25 - Autumn

2024725
o Autumn

Submiszion Period:
04-Jul-2024 to 11-Oct-2024

Funding Type

# Fee 2 Year Old Funding
2023/24

2022423 # Fee 3 & 4 Year Old Funding

2021/22 # Fee 9 Month - 2yo Funding
2020721

2019/20

The actuals submission dates will be shown and if the Headcount is open, you will see
a green icon and the Funding Type will have a pencil icon next to it. If there is a red 'no
entry' icon, this means the Headcount is closed and can only be viewed.

+¢ Click on the funding type you wish to complete your headcount for. You will then be
shown a pre-populated list of children that have been carried forward from the
previous term headcount who are age eligible for the current term. Please note: if
you claimed for a new child in the previous term via the supplementary process after
we carried forward the term, the child's record will not have been carried forward
and therefore you will need to add them to your list of children.

From this screen you will be able to manage your headcount claim as you will need to:
+¢ 'Add' new child records to your headcount submission.
+ 'Edit' actual attendance hours and weeks for your existing child records.

% 'Delete' any child records that are no longer required i.e. where the child has left
your setting.
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Each time you 'Edit', 'Add' or 'Delete' the details of a child record it will be saved in the
Provider Portal and you will be able to revisit and make further changes at any time
before the end of the current headcount submission period.

+« To switch to the 'actuals' for another funding type i.e. from 9 Month — 2 year funding
to 2 year funding or 3&4 year old funding, please click on 'CHANGE' as highlighted

below. This will take you back to the list of Provider Headcount Records, where you
can select the relevant year, term and age range.

runding [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2yo Funding CHANGE

Add a new 9 month — 2 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed before
submission, as failure may result in a delay in your claim being processed. You must
work through and complete each tab before you move onto the next tab. If you do not
complete all the * fields, you will not be able to move onto another tab.

Reminder: Please validate all Working Family Eligibility Codes to ensure they are
valid for the term you are making a claim for.

+ Click on the "Funding" tab, then select "Actuals."

++ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you. Please Note - if you cannot see the
funding tabs, please contact us on fee234@lancashire.gov.uk

+ Click on the 9 Month — 2 Year Old Funding
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Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2024/25 - Autumn

2024125 -
R Funding Type
Submizsion Period:
04-Jul-2024 to 11-Oct-2024
# Fee 2 Year Old Funding
2023724
@ Summer # Fee 3 & 4 Year Old Funding
Submizzion Feriad: # Fee 9 Month - 2yo Funding

21-Mar-2024 to 27-Mar-2024
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+ Click on the Add Child button

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2yo Funding CHANGE

% Once you have clicked on the Add Child button you will be taken to the Child Details
tab

.|

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details |_Parent / Carer Details | Funding Details | Notes

Child Details Search for an Address

C— =™ —

oooooo f DOB O Address

Gender* 0 male O Female Address Line 14 7

preferred Sumame I: Address Line 2 \:I

Ethnicity* Address Line 3 \:|
Poscod: I

“denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

¢ Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's
birth certificate. When claiming funding you must use the child's legal surname, if
the child has a preferred surname, you can enter it in the preferred surname box.

¢ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

« Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

+« 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

s SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E—Education Health and Care Plan (EHCP)- pupil has EHCP when a formal
assessment has been made. A document is in place that sets out the child’s
needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as part
of the school’s usual curriculum. The class teacher and special educational
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needs co- Ordinator (SENCQ) may receive advice or support from outside
specialists. The pupil does not have an EHCP.
o N—No SEN/EHCP in place

+ Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the
confirm button.

Search for an Address

Primary | |
Postcode* DR1 8X)

[Chr\st Church Precinct, Bow Lane, Preston, PR1 8X)J "]

Address
Address Line 1*

Christ Church Precinct

Address Line 2

Bow Lane
Locality
P

Town reston

Address Line 3 |

County
Postcode* PR18XJ

Cancel Enter Manually

If the address cannot be found the following error message will appear at the bottom of the
page.

N rhae =ra ¥ A P
No matches were found. P

as rch criteria ly

0

mamls o + - =t - - =
check your se nd try agaln Or enter accress manu

m
o
o
o

You will need to check the address and once the correct address has been confirmed
try again or enter the address manually. When entering the address manually you will
need to enter address line 1 (name/number of house) and the postcode and click on
the confirm button

% Once you have completed the child details tab, click on the Parent/Carer tab.

runcio [

Summary Estimates Actuals Adjustments Eligibility Checker

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

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

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

Parent / Carer Details Partner Details
Forename Forename :

Tick to give consent to Eligibility O ever Tick to give consent to Eligibility O evep
Checking for (J Working Family Eligibility Checking for O Working Family Eligibility

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.

“denotes mandatory fields
Save Cancel
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On the Parent/Carer tab complete as detailed below

+» Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant the Working Families entitlement

« Enter the NI/NASS* number of the parent/carer who is the claimant the Working
Families entitlement.

¢ Tick consent for EYPP and Working Family Eligibility. Consent for these checks is
included in our Parental Agreement, which is why having a signed agreement in
place for every child you're claiming entitlements for is so important. If you don’t tick
the consent box or enter the incorrect details, you will not be able to claim the
Working Family entitlement and may miss out on EYPP.

You can include their partners' details if you wish. Parent details for the main benefit
holder should be entered into boxes on the left-hand side. If you need to swap the
parent/carer details over click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers,
1 letter. NASS Number means National Asylum Support Service number which is in
the format of: 9 numbers.

% Once you have completed the Parent/Carer tab, click on the Funding Details tab

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details | Parent/ Carer Details Funding Details | Notes

Funding Details Attendance Days
End Date* \:I Attends Tuesday O Yes O No
Attends Wednesda: @] @]
Default Term Dates g ) Yes 0 No
Attends Thursday O Yes O No
T E— .
Attends Friday O Yes O No
Present during Census m Attends Saturday O ves O No
Attends Two Days or More i Attends Sunday O ves O No
Nominated for DAF* O Yes O No
Non-Funded Hours per Week
Non-Funded Hours —
Expanded Funded Hours per Week Census Information
Eligible for Expanded Hours x Expanded Entitlement Weeks
N Records the Number of Weeks the Child is expected to stretch their
Eligibility Code \:I Expanded hours across the Child's eligibility year, in line with the parental
; b : declaration form.
Click to check eligibility for Working T
Family funding Check Eligibility Code

Maximum Values Allowed:
Number of Weeks: 14.000

Expanded Weekly Hours: 10.00
Expanded Termly Hours: 140.00
Expanded Yearly Hours: 520.00

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

On the Funding Details tab complete as detailed below
Funding Details

+ Start and End Date - If your term dates match the EEF term dates, as noted in these
Guidance Notes, then click on the 'Default Term Dates' button as the dates will then be
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populated with the standard EEF term dates. However, if they differ, you will need to
input the dates using the calendar that appears when you click in the Start Date or
End Date box. Please note: if you are claiming the notice period for a child who is
leaving your setting / claiming for a child that has started part way the term you must
ensure that the 'Term Start Date' and "Term End Date' are amended to reflect the
actual period for which you are claiming.

s Weeks Attended in Term — Enter the number of weeks you are claiming for. The
maximum number of weeks for each term are 14 weeks in autumn, 11 weeks in spring
and 13 weeks in summer. Please note: If you are claiming the notice period for a
child who is leaving your setting / claiming for a child that has started part way the
term you must ensure that you amend the number of weeks

% Present During Census — Tick this box for all children that you are making a claim
for, that are booked in or planned present during the headcount week.

% Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Expanded Funded Hours per Week

% The Eligible for Expanded Hours field will show a red cross. This indicates that an
eligibility check has not yet been carried out to check if the child is eligible

+ Eligibility code — Enter the child's 11 digit eligibility code

¢ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results.

«+ Expanded Hours - If eligible enter the number of expanded hours per week. The
maximum number of hours that can be claimed under the Working Families'
entitlement is 30 hours per week.

This message indicates that the child is eligible for the expanded hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
expanded hours.

r.nain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’'s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the expanded hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.
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rncin |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
the code was either applied for or renewed too late, missing the termly deadline. When
a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

+« It is the term after the child has reached the relevant age of eligibility.

% The Voucher Start Date is before the first day of the term you wish to claim funding
for.

% The Voucher End Date is on or after the first day of the term you wish to claim
funding for.

runcins |

Summary Estimates Actuals Adjustments Eligibility Checker

|@-I The Higibility Code has been found, but does not cover the standard term start date (01-5ep-2024) therefore working family hours cannot be claimed this term.

Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance pattern.

Non-Funded Hours per Week

+ Input any additional hours that the parent is paying for. Enter zero if there are no
hours being paid for.

Census Information

« The expanded entittlement weeks field records the number of weeks the child is
expected to take their funded hours across the year, in line with the Parental
Agreement. However as we do not use the stretched funding functionality in
Synergy, and providers manage this outside of the system, all providers should
enter 38 weeks in this field for the funding types they are claiming i.e.
universal/expanded/extended

Maximum Values Allowed

¢ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not allow
you to claim for more than 10 hours per week

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section
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eyl Funding _

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child A DOB: 31-Mar-2020

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

Add a new note Notes History

Once all tabs have been completed, click the ‘Save’ button located at the bottom left
of the screen. If there are any errors preventing the record from being saved, a
notification will appear, and the specific errors will be listed in red at the bottom of the
screen. Review and correct each error listed. Once all issues have been resolved, you
will be able to successfully save the record.

@ Save Record Failed Due To The Errors Listed Below

The following errors need to be
Address Line T e entered
Term End Date n ered
Non-Funded Hours must be entered (Fur

*denotes mandatory fields
Save Cancel

Once the record has been successfully saved, you will be returned to the Actuals List.
The child’s status will now appear as New, Unsubmitted Child. Please double-check
that the funded hours displayed are correct, as these are the hours that will be
submitted to us. If the funded hours are incorrect, you will need to go back into the
child’s record, make the necessary edits, and save the record again.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

before the record can be saved
Mata T2k

Jetails Tab)
1ding Details Tab)

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2 Year Old Funding CcHANGE

- Expanded Hours U R - S o
Status Child (inc Adj) Amount for Term Child Weightings Eligibility Status
(inc Adj)
- : Mouse, Mickey 31-Aug-2024 - 08-Dec-2024
0 ¥)  New, Unsubmitted Child (02-0ct-2023) 210,00 £1997.10 Grace Period: 17-Mar-2025
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Repeat this process for each child you wish to claim funding for who are present or
planned to be present during the headcount week.

+ Once you have finished adding or editing all records for 9-month to 2-year-olds, 2-
year-olds, and 3 & 4-year-olds click the ‘Send Claim’ button.

¢ You will see a ‘Submission Successful’ banner, and the child’s status will update to
New, Awaiting LA Download, indicating that the claim has been received by us for
processing.

+¢ If there are any queries regarding your submission, we will contact you directly.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Q //) Submission Successful

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2 Year Old Funding cHANGE

Status Child

Total Funding

Expanded Hours /) iy forTerm  Child Weightings Eligibility Status
(inc Adj) {inc Adj)

Mouse, Mickey
(02-Oct-2023)

31-Aug-2024 - 08-Dec-2024

21400 E0Z10 Grace Period: 17-Mar-2025

o lp] Mew, Awaiting LA Download

Add a new 2 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed before
submission, as failure may result in a delay in your claim being processed. You must
work through and complete each tab before you move onto the next tab. If you do not
complete all the * fields, you will not be able to move onto another tab.

2 Year Old Children may be entitled for the following entitlements the term after their
2" birthday.

15 hours for Families' receiving additional support (FRAS) i.e. Golden Ticket —
Children eligible under FRAS will receive a ‘Golden Ticket’ from Lancashire County
Council, which includes an EY voucher code. You must obtain a copy of the official
letter confirming the child’s EY voucher code before offering a funded place. Please
do not accept the voucher code alone.

+ 30 hours for eligible working families - Children who meet this eligibility criterion will
be issued an 11-digit code by Childcare Choices (HMRC).
It is essential to verify all codes via the eligibility checker in the Provider Portal when
parents apply/renew them, ensuring the validity of the codes for the relevant term.
Each term has specific deadlines by which parents must apply /renew their codes.
If these deadlines are missed, families may lose access to the 30 hours funded
childcare entitlement.

% Where a child qualifies for both the FRAS entitlement and the working families'
entitlement, the maximum number of hours per week that can be claimed is 30. The
first 15 hours per week must be claimed under the FRAS entitlement i.e. funded
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hours. Any remaining hours must be claimed under the working families' entitlement
i.e. expanded hours.

To ensure the child receives the correct funding allocation from the Local Authority, it's
important to claim against the appropriate funding type. If you’re experiencing issues
when claiming with a Working Families code, please do not submit the hours under the
funded hours, as this will cause delays in processing your claim. Please make sure all
codes are validated before the start of term to confirm they are valid for use during that
term. If you have any queries, contact us with the 11-digit code, the child’s date of birth,
and the parent’s National Insurance number.

Reminder: You must have a copy of the 2-year-old Lancashire letter containing
the child's EY Voucher code before making a claim. Also please validate all
Working Family Eligibility Codes to ensure they are valid for the term you are
making a claim for.

+¢ Click on the "Funding" tab, then select "Actuals."

+ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you. Please Note - if you cannot see the
funding tabs, please contact us on fee234@lancashire.gov.uk

+¢ Click on the 2 Year Old Funding

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2024/25 - Autumn

2024/25 .
<4 Autumn

Submission Period:
04-Jul-2024 to 11-Oct-2024

2023/24

Funding Type
# Fee 2 Year Old Funding
@ Summer # Fee 3 & 4 Year Old Funding
Sulmizzion Period: # Fee 9 Month - 2yo Funding

21-Mar-2024 to 27-Mar-2024

Add a 2 year old child eligible under families receiving additional support
(FRAS) i.e. Golden Ticket

Reminder: You must have a copy of the 2-year-old Lancashire letter containing
the child's EY Voucher code before making a claim

% Click on the 'Enter EY Voucher' button

Organisation: Test Day Nursery
Provider;  Test Day Nursery (Test Provider Type)

rurciv [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim
Add Child Enter EY Voucher | Send Claim
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« Enter the EY voucher code (found on the golden ticket letter), along with the child's
date of birth and surname, then click 'Submit'.

EY Claim

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

Child Date of Birth™

Child Surname™ |

*denctes mandatory fields

Submit Cancel

Please note: If the details you enter do not match those submitted by the parents on
their application, you will receive an error message. If this is the case, please contact
us so we can advise you further. If you enter the code incorrectly multiple times, there
will be a delay before you can try again.

EY Claim

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

Voucher Code* |TL8226 |
Child Date of Birth™ [20/05/2023 |
Child Surname* |TI8226 |

*denotes mandatory fields

Submit Cancel

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

[{4/-‘ Too many invalid EY Claim attempts. There will be a delay before being able to Enter EY Vouchers again.

After submitting the EY voucher code, a record for the child will automatically appear
on the summary screen.

FTOVIGER | IESL LAY NUISETY (IESUFTOVIUET TypE) v
Funding _
Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023

Summary |_Child Details || _Parent / Carer Details || Funding Details | Motes

Term Start Date 01-Sep-2025 Funding

Term End Date 31-Dec-2025

No of weeks attended Funded Hours Per Week

Nominated for DAF Funded Hours for Term 0.00

» Provider Total Rate £7.460
Funding Amount @ Provider Rate £0.00
Child Weightings £0.00
Funding Amount £0.00
Totals
Funded Hours Per Week 0.00
Funded Hours for Term 0.00
Total Funding (excl. Adj) £0.00
Total amount from Adjustments £0.00
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £0.00

37



Early Years Provider Portal — A guide for childcare settings

+»» Click on the 'Child Details' tab

Organisation: Test Day Nursery

Provider:
rancin
Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023

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

Child Details

Middle Name ] Address

Surname* Address Line 1%

DOB* Address Line 2

Proof of DOB (m] Address Line 3

Gender* Male O Female Locality

Preferred Surname T Town

Ethnicity” county

SEN COP Stage™ N No Special Educational Nee v Postcode™

“denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

% Verify that the child's name, date of birth, gender, and address are correct. When
claiming funding you must use the child's legal surname, if the child has a preferred
surname, you can enter it in the preferred surname box. To update the child's
address click the 'Update Address' button and enter the child's home post code
and click on the 'search' button. Select the correct address from the drop down
menu and click 'confirm'. If the correct address is not shown in the drop down list,
click the 'Enter Manually' button and manually enter the correct address and click
‘confirm’

« Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

< Enter the 'Preferred Surname' - when claiming funding you must use the child's
legal surname, if the child has a preferred surname, you can enter it in this box.

¢ 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

s SEN COP Stage'. Please select the relevant code from the drop-down list based
on the following.

o E — Education Health and Care Plan (EHCP)- pupil has EHCP when a
formal assessment has been made. A document is in place that sets
out the child’s needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as
part of the school’'s usual curriculum. The class teacher and special
educational needs co- Ordinator (SENCO) may receive advice or
support from outside specialists. The pupil does not have an EHCP.

o N-—No SEN/EHCP in place

Once you have completed the child details tab, click on the Parent/Carer tab
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rncine

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023

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

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

Please ensure you input details for all records that have given their permission to do so, as this ensures you receive the additional funding. Please also ensure

that the correct consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details
el — 1
Contact Number T Contact Number T
Nior  [J NASS Number O Nior O NASS Number T
Tick to give consent to Eligibility EYPP Tick to give consent to Eligibility O evep
Checking for O Working Family Eligibility Checking for O Working Family Eligibility

O Additional Support O 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.

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

“denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

X/
L X4

Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant of the additional support i.e. parent/carer who
applied for the Golden Ticket.

Enter the NI/NASS* number of the parent/carer the additional support i.e.
parent/carer who applied for the Golden Ticket.

Tick consent for EYPP and Additional Support. Consent for this checks is included
in our Parental Agreement, which is why having a signed agreement in place for
every child you're claiming entitlements for is so important. If you don’t tick the
consent box or enter the incorrect details, you may miss out on EYPP funding. You
do not need to tick the consent box for Working Family Eligibility, as the child is
only eligible for the 15 funded hours under the FRAS entitlement.

You can include their partners' details if you wish. Parent details for the main
benefit holder should be entered into boxes on the left-hand side. If you need to
swap the parent/carer details over, click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6
numbers, 1 letter. NASS Number means National Asylum Support Service number
which is in the format of: 9 numbers.

Once you have completed the Parent/Carer tab, click on the Funding Details tab
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On the Funding Details tab complete as detailed below
runcins |

Summan ates Actuals Adjustments Eliginilny Checker

 Details, || Funding Detail

Funding Details

Start Date* 01-5ep-2025
End Date* 31-Dec-2025

Default Term Dates

‘Weeks Attended in Term*

Non-Funded Hours per Week

igible for Funded Hours
c 5 chid
Cid 2-year. Please e
oid receiving additional support Child Ehigible e
funding

Hours

Expanded Funded Hours per Week Census Information

Eligibie for Expanded Hours x Funded Entitlement Weeks
Expanded Entitlement Weeks

f Weeks the Child is expected to stretch their
ross the Child's ligit ear, in line with the

Check Eligibility Code
Expanded Hours®

Total Funded Hours per Week Maximum Values Allowed:
Total Funded: 0.0 MNumber of Weeks: 14.000
Funded Weekly Hours: 10.00

Funded Termly Hours: 140.00
Funded Yearly Hours: 520.00

ours: 10.00

e

Funding Details

+« Start and End Date - If your term dates match the EEF term dates, as noted in
these Guidance Notes, then click on the 'Default Term Dates' button as the dates
will then be populated with the standard EEF term dates. However, if they differ,
you will need to input the dates using the calendar that appears when you click in
the Start Date or End Date box. Please note: if you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that the 'Term Start Date' and "Term End Date' are
amended to reflect the actual period for which you are claiming.

“ Weeks Attended in Term — Enter the number of weeks you are claiming for. The
maximum number of weeks for each term are 14 weeks in autumn, 11 weeks in
spring and 13 weeks in summer. Please note: If you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that you amend the number of weeks.

¢ Present During Census — Tick this box for all children that you are making a claim
for, that are booked in or planned present during the headcount week.

+ Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will
not be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.
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Funded hours per Week

«+ A green tick should appear next to Eligible for Funded Hours as the parent/carer
has already applied and we have confirmed the child's eligibility by issuing a
'Golden Ticket' letter.

«+ The 'Check Eligibility' button should be greyed out and read 'Child Eligible'

« Enter the number of funded hours per week. The maximum number of hours that
can be claimed under the FRAS entitlement i.e. golden ticket is 15 hours per week.

Expanded Funded hours per Week

+ A red cross will be displayed to indicate the child is not eligible for the Working
Families entitlements.

¢ As there are no hours to be claimed under the expanded (i.e. Working Families)
funded hours, you can leave the eligibility code field blank. However, you must
enter 0 in the expanded hours field.

Total Funded Hours per Week
¢ This field will be automatically filled based on the number of hours you are claiming.
Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance
pattern.

Non-Funded Hours per Week

< Input any additional hours that the parent is paying for. Enter zero if there are no
hours being paid for.

Census Information

% The funded entitlement weeks field records the number of weeks the child is
expected to take their funded hours across the year, in line with the Parental
Agreement. However as we do not use the stretched funding functionality in
Synergy, and providers manage this outside of the system, all providers should
enter 38 weeks in this field for the funding types they are claiming i.e.
universal/expanded/extended

Maximum Values Allowed

¢ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not
allow you to claim for more than 10 hours per week.
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Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section.

runcin

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details ‘ Notes

Add a new note Notes History

*denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the 'Save' button on the bottom left. If you
have any errors when trying to save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

@; Save Record Failed Due To The Errors Listed Below

Term End Date must be enty
Non-Funded Hours must be e

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the actuals
list. The child status will now show as New, Unsubmitted Child. Please double check
the funded hours listed are correct as this is what will be submitted to us. If the funded

hours are not correct, please go back into the child's record to edit and save the child's
record.

Organisation: Test Day Nursery
Provider: ‘ Test Day Nursery (Test Provider Type) v ‘

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

Total Funding
Status Child I Expanded Hours  ppountforTerm  Child Weightings Eligibility Status
(inc Adj) (inc Adj) (inc Adj)

© O New, Unsubmitied Child e 21000 0.00 £1566.60
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Repeat this process for each child you wish to claim funding for who are present or
planned to be present during the headcount week.

+ Once you have finished adding or editing all records for 9-month to 2-year-olds, 2-
year-olds, and 3 & 4-year-olds click the ‘Send Claim’ button.

“ You will see a ‘Submission Successful’ banner, and the child’s status will update
to New, Awaiting LA Download, indicating that the claim has been received by us
for processing.

+¢ If there are any queries regarding your submission, we will contact you directly.

.

Summary Estimates Actuals Adjustments Eligibility Checker

Q? Submission Successful

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2 Year Old Funding cHANGE

Expanded Hours Total Funding

Status Child {inc Ad Amount for Term Child Weightings Eligibility Status
el (inc Adj)
o » Mouse, Mickey 31-Aug-2024 - 08-Dec-2024
o ¥)  New, Awaiting LA Download {02-Oct-2023) 210.00 £1997.10 Grace Period: 17-Mar-2025

Add a 2 year old child eligible under working families'

Reminder: You must have a valid Working Family eligibility code before making
a claim.

+ Click on the 'Add Child' button

Organisation: Test Day Nursery
Provider:  Test Day Nursery (Test Provider Type)

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

¢+ Once you have clicked on the Add Child button you will be taken to the Child Details
tab
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runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Notes

Child Details Search for an Address

Forename* I: * Primary

Middle Name ] Postcode*

Proof of DOB (m] Address

Gender* Male D Female Address Line 1* O

Preferred Surname I: Address Line 2 :

Eticy s e ——
couny —

*denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

¢ Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's birth
certificate. When claiming funding you must use the child's legal surname, if the
child has a preferred surname, you can enter it in the preferred surname box.

+¢+ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence that
you have seen on file, for example the child's birth certificate or passport.

¢ Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

+¢ 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

+ 'SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E — Education Health and Care Plan (EHCP)- pupil has EHCP when a
formal assessment has been made. A document is in place that sets
out the child’s needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as
part of the school’'s usual curriculum. The class teacher and special
educational needs co- Ordinator (SENCO) may receive advice or
support from outside specialists. The pupil does not have an EHCP.

o N —No SEN/EHCP in place

+» Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the confirm
button.

+¢ If the address cannot be found the following error message will appear at the bottom
of the page.

A

* You will need to check the address and once the correct address has been
confirmed try again or enter the address manually. When entering the address
manually you will need to enter address line 1 (hame/number of house) and the
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postcode and click on the confirm button

Search for an Address

Primary |

Postcode* PR1 8XJ

[Chrisl Church Precinct, Bow Lane, Preston, PR1 8X)J V]
Address

Address Line 1* |Chr|st Church Precinct

Address Line 2 |3c-'a-\; Lane

Address Line 2 |

Locality |
Town | Preston
County |
Postcode* PR1 8XJ

Cancel Enter Manually Confirm

++ Once you have completed the child details tab, click on the Parent/Carer tab.

r.ncin |

Summary Estimates Actuals Adjustments Eligibility Checker

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

Entering Parent/Carer details enables us to check whether the child is eligible for Early Years Pupil Premium (EYPP) funding, and whether the child is eligible for
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 alse ensure
that the correct consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details

Nior [ NASS Number NN123456A O Ntor [ NASS Number \:|

Tick to give consent to Eligibility EYPP Tick to give consent to Eligibility [ evep

Checking for Working Family Eligibility Checking for O working Family Eligibility
Additional Support [J 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.

\Additional Support: The Surname, DOB and NI Number will also be required for this data to be used for an Eligibility Check.

N *denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

«» Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant of the Working Families entitlement

« Enter the NI/NASS* number of the parent/carer who is the claimant the Working
Families entitlement.

% Tick consent for EYPP, Working Family Eligibility and Additional Support. Consent
for these checks is included in our Parental Agreement, which is why having a
signed agreement in place for every child you're claiming entitlements for is so
important. If you don’t tick the consent box or enter the incorrect details, you will
not be able to claim the Working Family entitlement and may miss out on EYPP.
By ticking the Additional Support box you will be able to check whether the child
also qualifies for the 2-year-old entittlement under the families receiving additional
support criteria. We ask providers to tick this consent box so we can carry out the
eligibility check. In line with the Department for Education (DfE) guidance, if a child
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is eligible for both the Working Families entitlement and the entitlement for families
receiving additional support, the Local Authority must fund the first 15 hours under
the additional support entittlement. This ensures that if the child later becomes
ineligible for the Working Families entitlement, they can continue to receive 15
hours per week under the additional support entitlement

You can include their partners' details if you wish. Parent details for the main benefit
holder should be entered into boxes on the left-hand side. If you need to swap the
parent/carer details over, click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers,
1 letter. NASS Number means National Asylum Support Service number which is in
the format of: 9 numbers.

++ Once you have completed the Parent/Carer tab, click on the Funding Details tab

-l |

Summary Estimates Actuals Adjustments Eligibility Checker

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

Funding Details Attendance Days
Start Date” l:l Attends Monday O Yes O No
£nd Date" | tendsTucsdy O Yer O e
Default Term Dates Attends Wednesday O Yes O No

Attends Thursda C 9
Wees Atended nTerm ] ’ Do

Attends Friday 7 Yes O Na
Present during Census [m] Attends Saturday O ez O No
Attends Two Days or More [m] Attends Sunday Yes O No
Nominated for DAF® O Yes O No
Funded Hours per Week Non-Funded Hours per Week
Eligible for Funded Hours x Non-Funded Hours*

. An Eligibility Check for 2-year-old receiving additional support funding
C:i_j[kt[’ check Ed“c?'!]'l'ty‘ for 2-year- Check Eligibility should be carried out if claiming Funded Hours, If the Eligibility check
old receiving additional support ’ returns as not being eligible hours can still be entered, but may be rejected
funding by
y the LA.
Hours —
Expanded Funded Hours per Week Census Information
Eligible for Expanded Hours ® Funded Entitlement Weeks /1
Igibiliy Codz L 1 Records the Number of Weeks the Child is expected to stretch their

Click ta check eligibility for Working o Funded/Expanded hours across the Child's eligibility year, in line with the
Family funding Check Eligibility Code parental declaration form.
Expanded Hours —
Total Funded Hours per Week Maximum Values Allowed:
Total Funded: /1 Number of Weeks: 14.000

Funded Weekly Hours: 10.00

Funded Termly Hours: 140.00

Funded Yearly Hours: 520.00

Expanded Weekly Hours: 10.00

Expanded Termly Hours: 140.00

Expanded Yearly Hours: 520.00

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

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

_ “denotes mandatory fields
Save Cancel

On the Funding Details tab complete as detailed below

Funding Details

+« Start and End Date - If your term dates match the EEF term dates, as noted in
these Guidance Notes, then click on the 'Default Term Dates' button as the dates
will then be populated with the standard EEF term dates. However, if they differ,
you will need to input the dates using the calendar that appears when you click in
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the Start Date or End Date box. Please note: if you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that the 'Term Start Date' and 'Term End Date' are
amended to reflect the actual period for which you are claiming.

s Weeks Attended in Term — Enter the number of weeks you are claiming for. The
maximum number of weeks for each term are 14 weeks in autumn, 11 weeks in
spring and 13 weeks in summer. Please note: If you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that you amend the number of weeks.

¢ Present During Census — Tick this box for all children that you are making a claim
for, that are booked in or planned present during the headcount week.

+« Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Funded hours per Week

¢ A red cross will show next to Eligible for Funded Hours.

% Click the 'Check Eligibility' button to check if the child is eligible for the 2 year old
FRAS entitlement. Please note — The system will only do an eligibility check if you
have completed the parent/carer tab and consented to the additional funding
check.

« If the child is eligible under the FRAS entitlement, you will see the following
message.

“ You must claim the first 15 hours under the FRAS entitlement i.e. funded hours
and any remaining hours under the working families' entitlement i.e. expanded
hours. The maximum number of hours that can be claimed under the FRAS
entitlement i.e. golden ticket is 15 hours per week.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

< //) The Additional Support Check has come back as found and eligibility for Funded Hours has been obtained.

¢ If the child is not eligible under the FRAS entitlement you will see the following
message

+ In the funded hours box enter 0. If the child is not eligible for the funded hours and
hours are entered into this field your claim will be rejected, and you will be required
to resubmit the claim under the working families' entittement (expanded hours). As
the child is only eligible for the Working Families entitlement all hours must be
claimed under the Expanded hours.

runcin

Summary Estimates Actuals Adjustments Eligibility Checker

\"!’/- The Additional Support Check has come back as not eligible, Funded Hours can still be entered, but may be rejected by the LA.
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Expanded Funded Hours per Week

« The Eligible for Expanded Hours field will show a red cross. This indicates that an
eligibility check has not yet been carried out to check if the child is eligible

+ Eligibility code — Enter the child's 11 digit eligibility code

++ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results

¢ If eligible under the working families' entitlement enter the number of expanded
hours per week. The maximum number of hours that can be claimed under the
Working Families' entitlement is 30 hours per week.

Please note:

If the child is eligible for both the FRAS entitlement and the working families
entitlement you must claim the first 15 hours against the funded hours and any
remaining hours against the expanded hours.

If the child is only eligible for the working families' entittlement all hours must be
claimed against the expanded hours. Please do not enter any hours in the funded
hours box if the child is not eligible as your claim will be rejected.

This message indicates that the child is eligible for the expanded hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
expanded hours.

runaino |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the expanded hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.

~nain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
the code was either applied for or renewed too late, missing the termly deadline. When
a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

« It is the term after the child has reached the relevant age of eligibility.
¢ The Voucher Start Date is before the first day of the term you wish to claim funding
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for.
% The Voucher End Date is on or after the first day of the term you wish to claim

funding for.

Summary Estimates Actuals Adjustments Eligibility Checker

@I The Eligibility Code has been found, but does not cover the standard term start date (01-5ep-2024) therefore working family hours cannot be claimed this term.

Please note: Where a child is starting a new working families' placement but is in their
grace period or the family are no longer eligible for the Working Families entitlements,
if they also qualify for a funded 2-year-old place under FRAS entitlement (i.e. LCC
Golden Ticket), they can still receive 15 hours per week under the funded hours

Total Funded Hours per Week

¢ This field will be automatically filled based on the number of hours you are claiming.
Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance
pattern.

Non-Funded Hours per Week

+ Input any additional hours that the parent is paying for. Enter zero if there are no
hours being paid for

Census Information

% The funded entitlement weeks field records the number of weeks the child is
expected to take their funded hours across the year, in line with the Parental
Agreement. However as we do not use the stretched funding functionality in
Synergy, and providers manage this outside of the system, all providers should
enter 38 weeks in this field for the funding types they are claiming i.e.
universal/expanded/extended

Maximum Values Allowed

« The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not
allow you to claim for more than 10 hours per week.

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section.
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runcin [

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Notes

Add a new note Notes History

*denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the 'Save' button on the bottom left. If you
have any errors when trying to save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

g Save Record Failed Due To The Errors Listed Below

before the record can be saved
= .

ng Letaiis |

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the actuals
list. The child status will now show as New, Unsubmitted Child. Please double check
the funded hours listed are correct as this is what will be submitted to us. If the funded
hours are not correct, please go back into the child's record to edit and save the child's
record.

Add Child Enter EY Voucher Send Claim

Total Funding
Status Child F““‘L'f’.)ﬂ"“” f:"pa::.‘)’d Hours  Amountforerm  Child Weightings  Eligibility Status
inc Adj inc Adj (inc Adj)
. ' Child, Test 31-Aug-2025 - 08-Dec-2025
© O New Unsubmitted Child (03-Mar-2023) 0D 0D 000 Grace Period: 17-Mar-2026

Repeat this process for each child you wish to claim funding for who are present or
planned to be present during the headcount week

++ Once you have finished adding or editing all records for 9-month to 2-year-olds, 2-
year-olds, and 3 & 4-year-olds click the ‘Send Claim’ button.

+» You will see a ‘Submission Successful’ banner, and the child’s status will update
to New, Awaiting LA Download, indicating that the claim has been received by us
for processing.

+ If there are any queries regarding your submission, we will contact you directly.
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runaivg [

Summary Estimates Actuals Adjustments Eligibility Checker

Q;) Submission Successful

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2 Year Old Funding cHaNGE

Total Funding
Status Child Expanded Hours ) e forTerm  Child Welghtings Eligibility Status
chd) (inc Adj)
» » Mouse, Mickey 31-Aug-2024 - 08-Dec-2024
© M New Awaiting LA Download 21000 £1097.10 e

(02-0ct-2023)

Add a new 3&4 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed before
submission, as failure may result in a delay in your claim being processed. You must
work through and complete each tab before you move onto the next tab. If you do not
complete all the * fields, you will not be able to move onto another tab.

Reminder: Please validate all Working Family Eligibility Codes to ensure they are
valid for the term you are making a claim for.

« Click on the Add Child button

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2022/23 Summer - Fee 3 & 4 Year Old Funding CHANGE

% Once you have clicked on the Add Child button you will be taken to the Child Details
tab

r.ncin |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details MNotes

Child Details Search for an Address

Forename* 1 ] Primary [ |

Middle Name [ | Postcode*

Surname* [ |

DOB* | |

Proof of DOB O Address

Gender* [ male O remale Address Line 1* | ‘

preferred Surname | | Address Line 2 | ‘

Ethnicity® | <unknowns v| Address Line 3 [ |

SEN COP Stage® | <Unknown> vl Locality [ |
Town | ‘
County [ |
Postcode* [ |

“denotes mandatory fields
Save Cancel
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On the Child Details tab complete as detailed below

+«» Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's
birth certificate. When claiming funding you must use the child's legal surname, if
the child has a preferred surname, you can enter it in the preferred surname box.

+« Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

« Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

« 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

« 'SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E — Education Health and Care Plan (EHCP)- pupil has EHCP when a
formal assessment has been made. A document is in place that sets
out the child’s needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as
part of the school’'s usual curriculum. The class teacher and special
educational needs co- Ordinator (SENCO) may receive advice or
support from outside specialists. The pupil does not have an EHCP.

o N —No SEN/EHCP in place

¢ Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the
confirm button.

+¢ If the address cannot be found the following error message will appear at the bottom
of the page.

Al Y TSR g P R RBSTTPE D ) SRS TORae s ”
INO matches were C;"C’ Fiease CnecK your searcn critena ang try ac
. e

Qi

o R e na
aln Or €nier acoress manu

“ You will need to check the address and once the correct address has been
confirmed try again or enter the address manually. When entering the address
manually you will need to enter address line 1 (hame/number of house) and the
postcode and click on the confirm button

Search for an Address

Primary | |
Postcode* PR1 8XJ

[Christ Church Precinct, Bow Lane, Preston, PR1 8X)J V]

Address
Address Line 1*

Address Line 2

Address Line 3

Town

|
|
|
Locality |
|
|

County

Postcode*

PR1 8XJ
Cancel Enter Manually
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++ Once you have completed the child details tab, click on the Parent/Carer tab.

runcins

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Notes

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

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

Parent / Carer Details Partner Details

Forename 1 | Forename :
Surname | ‘ Surname :
DOB | | poe r 1
Email | | Email . ]
Contact Number [ | Contact Number :
O Nior [0 NASS Number [ | O Nior [ NASS Number .
Tick to give consent to Eligibility O eypp Tick to give consent to Eligibility J evep

Checking for ) Working Family Eligibility Checking for O Working Family Eligibility

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.

*denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

«» Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant of any additional government support /
Working Families entitlement (if applicable)

s Enter the NI/NASS* number of the parent/carer who is the claimant of any
additional government support/ the Working Families entitlement. (if applicable)
¢ Tick consent for EYPP and Working Family Eligibility. Consent for these checks is
included in our Parental Agreement, which is why having a signed agreement in
place for every child you're claiming entitlements for is so important. If you don’t
tick the consent box or enter the incorrect details, you will not be able to claim the

Working Family entittement and may miss out on EYPP.

You can include their partners' details if you wish. Parent details for the main benefit holder
should be entered into boxes on the left-hand side. If you need to swap the parent/carer
details over, click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers, 1

letter. NASS Number means National Asylum Support Service number which is in the
format of: 9 numbers.

% Once you have completed the Parent/Carer tab, click on the Funding Details tab
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s |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details MNotes.

Funding Details Attendance Days
Start Date” I Attends Mandzy O e O No
End Date” — Y Y O ves O Mo
Default Term Dates Attends Wednesday O ¥es O Mo
Attends Thursda, @] C
Wesks AtndedinTerm | ’ e
Attends Friday ) Yes O No
Present during Census D Attends Saturday O Yes O No
Attends Two Days or More [m] Attends Sunday O e O No
Nominated for DAF* O Yes O No
Funded Hours per Week Non-Funded Hours per Week
Extended Funded Hours per Week Census Information
Eligible for Extended Hours x Funded Entitlement Weeks l:l
Eliaibility Cod Extended Entitlement Weeks l:l
igibility Code l:l Records the Number of Weeks the Child is expected to stretch their

Click to check eligibility for Working R Funded/Extended hours across the Child's eligibility year, in line with the
Family funding Check Eligibility Code parental declaration form.

Extended Hours I —

Maximum Values Allowed:
Total Funded Hours per Week Mumber of Weeks: 14.000
Total Funded: I:l Funded Weekly Hours: 10.00

Funded Termly Hours: 140.00
Funded Yearly Hours: 520.00

Extended Weekly Hours: 10.00
Extended Termly Hours: 140.00
Extended Yearly Hours: 520.00

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

B *denotes mandatory fields
Save Cancel

On the Funding Details tab complete as detailed below

Funding Details

++ Start and End Date - If your term dates match the EEF term dates, as noted in these
Guidance Notes, then click on the 'Default Term Dates' button as the dates will then
be populated with the standard EEF term dates. However, if they differ, you will need
to input the dates using the calendar that appears when you click in the Start Date or
End Date box. Please note: if you are claiming the notice period for a child who is
leaving your setting / claiming for a child that has started part way the term you must
ensure that the "Term Start Date' and 'Term End Date' are amended to reflect the actual
period for which you are claiming.

s Weeks Attended in Term — Enter the number of weeks you are claiming for. The
maximum number of weeks for each term are 14 weeks in autumn, 11 weeks in
spring and 13 weeks in summer. Please note: If you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that you amend the number of weeks.

¢ Present During Census — Tick this box for all children that you are making a claim
for, that are booked in or planned present during the headcount week.

+ Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will
not be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
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application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Funded Hours per week

+ All children from the term after their 3rd birthday are entitled to 15 hours of funded
childcare per week.

¢ Enter the number of funded hours per week. The maximum number of hours that
can be claimed under the funded hours is 15

¢ If you are not claiming any funded hours please enter 0

Extended Funded Hours per Week

Please note: If the eligibility code is already displayed and there is a tick in the eligible
for Extended Hours box, you do not need to click the blue Check Eligibility Code.

% The Eligible for Extended Hours field will show a red cross. This indicates that an
eligibility check has not yet been carried out to check if the child is eligible

+ Eligibility code — Enter the child's 11 digit eligibility code

¢+ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results

+ If eligible enter the number of extended hours per week. The maximum number of
hours that can be claimed under the Extended hours is 30 hours per week. For a
child who is accessing 30 hours of funded childcare you will need to enter 15
funded hours and 15 extended hours.

« If the child is not eligible for extended hours please enter 0.

This message indicates that the child is eligible for the extended hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
extended hours.

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’'s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the extended hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.

~ncin |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
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the code was either applied for or renewed too late, missing the termly deadline. When
a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

*e

% It is the term after the child has reached the relevant age of eligibility.

% The Voucher Start Date is before the first day of the term you wish to claim funding
for.

% The Voucher End Date is on or after the first day of the term you wish to claim
funding for.

runcin [

Summary Estimates Actuals Adjustments Eligibility Checker

*0

|@-I The Eligibility Code has been found, but does not cover the standard term start date (01-Sep-2024) therefore working family hours cannot be claimed this term.

Total Funded Hours per Week

¢ This field will be automatically filled based on the number of hours you are claiming.

Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance
pattern.

Non-Funded Hours per Week

< Input any additional hours that the parent is paying for. Enter zero if there are no
hours being paid for.

Census Information.

% The expanded entitlement weeks field records the number of weeks the child is
expected to take their funded hours across the year, in line with the Parental
Agreement. However as we do not use the stretched funding functionality in
Synergy, and providers manage this outside of the system, all providers should
enter 38 weeks in this field for the funding types they are claiming i.e.
universal/expanded/extended

Maximum Values Allowed

¢ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not
allow you to claim for more than 10 hours per week.
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Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section.

N .. [

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child A DOB: 31-Mar-2020

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

Add a new note Notes History

Once all tabs have been completed, click the ‘Save’ button located at the bottom left
of the screen. If there are any errors preventing the record from being saved, a
notification will appear, and the specific errors will be listed in red at the bottom of the
screen. Review and correct each error listed. Once all issues have been resolved, you
will be able to successfully save the record.

@; Save Record Failed Due To The Errors Listed Below

The following errors need to be fixed before the record can be saved
Addir Child T:

Line 1 must be entered (Child C s Tab)
Term End Date must be entered (Funding )
Non-Funded Hours must be entered (Funding Details Tab)

*denotes mandatory fields
Save Cancel

Once the record has been successfully saved, you will be returned to the Actuals List.
The child’s status will now appear as New, Unsubmitted Child. Please double-check
that the funded hours displayed are correct, as these are the hours that will be
submitted to us. If the funded hours are incorrect, you will need to go back into the

child’s record, make the necessary edits, and save the record again.

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/24 Summer - Fee 3 & 4 Year Old Funding cHanGE

Add Child Send Claim

Total Funding
Status Child E‘;’;‘m,”“““ e Az;‘;’ Hours  AmountforTerm  Child Weightings  Eligibility Status
(inc Adj)
© O New Unsubmitted Child Mouse, Mickey 19500 000 £105495

(11-Aug-2020)

Add Child Send Claim

Repeat this process for each child you wish to claim funding for who are present or
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planned to be present during the headcount week.

++ Once you have finished adding or editing all records for 9-month to 2-year-olds, 2-
year-olds, and 3 & 4-year-olds click the ‘Send Claim’ button.

+» You will see a ‘Submission Successful’ banner, and the child’s status will update
to New, Awaiting LA Download, indicating that the claim has been received by us
for processing.

+¢ If there are any queries regarding your submission, we will contact you directly

runcin

Summary Estimates Actuals Adjustments Eligibility Checker

@7 Submission Successful

Submit Actual: 2025/26 Autumn - Fee 3 & 4 Year Old Funding CHANGE

Add Child Send Claim

. Funded Hours Extended Hours
Status Child {inc Ad)) (ine Adj)

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

Child2, Test

0 ) New, Awaiting LA Download (11-Dac-2021)

Once you have completed your headcount claim for children aged 9 months to 2
years, 2-year-olds, and 3 & 4-year-olds, please ensure you carefully review the list of
actuals before submitting. This list reflects the data that will be sent to us, so it’s
important that all information is accurate. If you need to make any changes after
submitting your claim, and the Provider Portal is still open for headcount submissions,
you can edit the relevant record. Once the changes are made, you must click Send
Claim again to ensure the updated information is received. Please note that if you
miss the submission deadline, we will not be able to reopen the Provider Portal. It is
therefore essential that all claims are submitted within the specified deadlines.

210.00 0.00 £1197.00

Add a headcount claim for an existing child

Your headcount form for the new term will be pre-populated with details of children
submitted in the previous term who remain age eligible. However, the funded hours
will need updating before you submit your claim. Any existing children that are already
eligible for EYPP should have EYP displayed in the weighting column. Please note
that if you claimed for a new child in the previous term via the supplementary process
after the term was carried forward, their record will not appear in the new term’s form.
In this case, you will need to manually add the child to your list.

“ You must edit each existing record to either update the claim for the new term or
delete the record if it is no longer applicable.

¢+ From your list of pre- populated children click on the child's name whose record
you wish to edit
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runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2022/23 Summer - Fee 3 & 4 Year Old Funding CHANGE

Status

Total Funding
Funded Hours Extended Hours 2 T P
Child (inc Ad) (inc Ad) e'r:oum forTerm  Child Weightings Eligibility Status
X Mouse, Mickey 165.00 000 £105495

(11-Aug-2020)

When you open a child’s record, it will display their summary screen. If the child is
eligible for extended or expanded hours, the validity start and end dates of their code
will be shown here. This helps confirm whether the code is valid for the current term.
The Summary tab will also indicate whether your setting is nominated for the Disability
Access Fund (DAF) payment, provided the child is eligible

rorciv |

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Test Child2 DOB: 11-Dec-2021

summary |_Child Details || Parent / Carer Details_|[ Funding Details || Notes

Term Start Date 01-Sep-2025 Funding

Term End Date 31-Dec-2025

No of weeks attended 14.000 Funded Hours Per Week 0.00

Nominated for DAF No Funded Hours for Term 0.00

Eligibility Start Date 31-Aug-2023

Eligibility End Date 08-Dec-2025 Funding Amount @ Provider Rate £0.00

Grace Period End Date 17-Mar-2026 Child Weightings £0.00

Eligibility last checked 17-0ct-2025 14:17:37

P Provider Total Rate £5.700 Funding Amount £0.00
Totals
Funded Hours Per Week 0.00
Funded Hours for Term 0.00
Total Funding (excl. Adj) £0.00
Total amount from Adjustments £0.00
Total amount from Pending Adjustments £0.00
Total Funding For Term (inc Adj) £0.00

- “denctes mandatory fields
Save Cancel

o Click on the Child Details tab

Name: Test Child2 DOB: 11-Dec-2021

Summary | Child Detaills ‘ Parent / Carer Details Funding Details Notes

Child Details Update Address
Forename*

[Test |

Middle Name ‘ | Address

Surname*® ‘Chi\dz | Address Line 1* |30 Box 100 ‘
DOB* ‘ll—Dec-2021 | Address Line 2 | Raoyal Mail ‘
Proof of DOB O Address Line 3 [ Christian Road |
Gender* Male [J Female Locality | |
Preferred Surname ‘ | Town | Preston ‘
Ethnicity* [ MWEA Mixed White / Black 2+ | County | |
SEN COP Stage™ | £ Education health and care p v | Postcode™ [PR1 0D |

*denotes mandatory fields
Save Cancel
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On the Child Details tab complete as detailed below

% Verify that the child's name, date of birth, gender, and address are correct. When
claiming funding you must use the child's legal surname, if the child has a preferred
surname, you can enter it in the preferred surname box. Please note: if you are
amending the child's date of birth you will be required to submit a copy of the child's
birth certificate or passport to fee234@lancashire.gov.uk as evidence of the
change before the amendment will be accepted by LCC.

« To update the child's address click the 'Update Address' button and enter the
child's home post code and click on the 'search' button. Select the correct address
from the drop down menu and click 'confirm’. If the correct address is not shown in
the drop down list, click the 'Enter Manually' button and manually enter the correct
address and click 'confirm’

¢ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

«» Enter the 'Preferred Surname' - when claiming funding you must use the child's
legal surname, if the child has a preferred surname, you can enter it in this box.
¢ 'Ethnicity' - We are required by the Department for Education (DfE) to collect this

information. Please select the relevant ethnicity from the drop-down box.

% 'SEN COP Stage'. Please select the relevant code from the drop-down list based
on the following.

o E — Education Health and Care Plan (EHCP)- pupil has EHCP when a
formal assessment has been made. A document is in place that sets
out the child’s needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as
part of the school’'s usual curriculum. The class teacher and special
educational needs co- Ordinator (SENCO) may receive advice or
support from outside specialists. The pupil does not have an EHCP.

o N —No SEN/EHCP in place

< Once you have completed the child details tab, click on the Parent/Carer tab

2 Year old parent/carer tab

Child Details | Parent / Carer Details |_Funding Details | Notes

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

input details for all records that have given thei

Please ensure you a ven their permission to do s0, as this ensures you receive the additional funding. Please also ensure
that the correct consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details

DoB
Email
Contact Number

O nior O nass Number

I

Tick to gi

give c Evep
Checking for

al Tick to give conse [m]
Working Family Eligibility Checking for ]
[}

Additional Support
Consent for Eligibility Checking:

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

EYPP
Working Family Eligibility
dditi ort

onsent to Eligibility

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

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

N *denctes mandatory fields
Save Cancel
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9 month — 2 Year old and 3&4 Year Old parent/carer tab

Child Details | Parent/ Carer Details ||_Funding Details || Notes

ails enables us to check whether the child is eligible for Early Years Pupil Premium (EYPP) funding, and whether the child is eligible for

ure 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
consent boxes are selected as per the usage of the details.

lease ensure y
that the correct

Parent / Carer Details Partner Details

Forename I Forename —
Surname Sumname :
Contact Number : Contact Number :

Tick to give consent to Eligibility O evep Tick to give consent to Eligibility O evep
Checking for O working Family Eligibility Checking for (O wiorking Family Eligibility

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 Sumame and NI Number will also be required for this data to be used for an Eligibility Check.

~ *denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

¢+ Check if all details are correct and amend if necessary.

« Ensure the relevant consent boxes have been ticked to ensure you can check
eligibility for EYPP, Working Families and Additional Support (Golden ticket).
Consent for these checks is included in our Parental Agreement, which is why
having a signed agreement in place for every child you’re claiming entitiements for
is so important. If you don't tick the consent box or enter the incorrect details, you
will not be able to claim the Working Family/Additional Support (Golden Ticket)
entittement and may miss out on EYPP. Please note for the 9month to 2 Year Old
and 3&4 Funding you will only see the consent boxes for EYPP and Working
Families'. The 2 Year Funding will have consent boxes for EYPP, Working Families
and Additional Support. This enables providers to check to see if any children
eligible under the Working Families entittement are also eligible under the
Additional Support entitlement.

++ Once you have completed the Parent/Carer tab, click on the Funding Details tab
On the Funding Details tab complete as detailed below

Funding Details

+« Start and End Date - If your term dates match the EEF term dates, as noted in
these Guidance Notes, then click on the 'Default Term Dates' button as the dates
will then be populated with the standard EEF term dates. However, if they differ,
you will need to input the dates using the calendar that appears when you click in
the Start Date or End Date box. Please note: if you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that the 'Term Start Date' and "Term End Date' are
amended to reflect the actual period for which you are claiming.

% Weeks Attended in Term — Enter the number of weeks you are claiming for. The
maximum number of weeks for each term are 14 weeks in autumn, 11 weeks in
spring and 13 weeks in summer. Please note: If you are claiming the notice period
for a child who is leaving your setting / claiming for a child that has started part way
the term you must ensure that you amend the number of weeks.
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¢ Present During Census — Tick this box for all children that you are making a claim
for, that are booked in or planned present during the headcount week.

+« Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will
not be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Funded Hours per week (2 year old children and 3&4 year old children)

% For 2 year old children eligible under the FRAS entitlement (Golden Ticket) enter
the number of funded hours per week. The maximum number of hours that can be
claimed is 15.

¢+ All 3&4 year old children are entitled up to 15 hours of funded childcare from the
term after their 3™ birthday. Enter the number of funded hours per week. The
maximum number of hours that can be claimed is 15

+ If you are not claiming any funded hours please enter 0.

Expanded/Extended Hours per week (9 month up to 2 year old children,
2 year old children and 3&4 year old children)

¢ The Eligible for Expanded/Extended Hours will indicate if the child remains eligible
for the expanded/extended entitlement by displaying a green tick or a red cross.

+«» Enter the number of Expanded/Extended hours to be claimed. The maximum
number of extended/expanded hours is 30 hours per week.

+ If you are not claiming any hours please enter 0.

Please note:

If a 2 year old child is eligible for both the FRAS entitlement and the working families'
entitlement you must claim the first 15 hours against the funded hours and any
remaining hours against the expanded hours.

If a 2 year old child is only eligible for the working families' entitlement all hours must
be claimed against the expanded hours. Please do not enter any hours in the funded
hours box if the child is not eligible as your claim will be rejected.

Total Funded Hours per Week

+ This field will be automatically filled based on the number of hours you are claiming.

Attendance Days

+» Please complete the children's attendance details by selecting ‘Yes’ next to each
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day they attend. This ensures accurate recording of their weekly attendance
pattern.

Non-Funded Hours per Week

+« Input any additional hours that the parent is paying for. Enter zero if there are no
hours being paid for.

Census Information.

« The expanded entitlement weeks field records the number of weeks the child is
expected to take their funded hours across the year, in line with the Parental
Agreement. However as we do not use the stretched funding functionality in
Synergy, and providers manage this outside of the system, all providers should
enter 38 weeks in this field for the funding types they are claiming i.e.
universal/expanded/extended

Maximum Values Allowed

¢ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not
allow you to claim for more than 10 hours per week.

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to
the child's claim. Any previous notes will be shown on the right-hand side. Please
note that working family eligibility codes should not be entered into in this section.

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

Add a new note Notes History

Once all tabs have been completed, click the ‘Save’ button located at the bottom left
of the screen. If there are any errors preventing the record from being saved, a
notification will appear, and the specific errors will be listed in red at the bottom of the

@ Save Record Failed Due To The Errors Listed Below

hbefore the record can be saved

Term End Date must be
Non-Funded Hours r

*denotes mandatory fields
Save Cancel
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screen. Review and correct each error listed. Once all issues have been resolved,
you will be able to successfully save the record.

Once the record has been successfully saved, you will be returned to the Actuals List.
The child’s status will now appear as Unsubmitted Child. Please double-check that
the funded hours displayed are correct, as these are the hours that will be submitted
to us. If the funded hours are incorrect, you will need to go back into the child’s record,
make the necessary edits, and save the record again.

+ Repeat this process for each child you wish to claim funding for who are present
or planned to be present during the headcount week.

++ Once you have finished adding or editing all records for 9-month to 2-year-olds, 2-
year-olds, and 3 & 4-year-olds click the ‘Send Claim’ button.

“ You will see a ‘Submission Successful’ banner, and the child’s status will update
to Awaiting LA Download, indicating that the claim has been received by us for
processing.

+¢ If there are any queries regarding your submission, we will contact you directly

Delete a child's record

+* You must delete all children that no longer attend your setting.

¢ You will only be able to request to delete children when the provider portal is open
for headcount submissions.

¢ Click on the funding tab, then click on actuals and select year/term and funding
type you require.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Actuals Head Count Records for 2024/25 - Autumn

2024125

S Funding Type
Submission Period:
04-Jul-2024 to 11-Oct-2024

# Fee 2 Year Old Funding
2023724
2022/23 # Fee 3 & 4 Year Old Funding
2021722 # Fee 9 Month - 2yo Funding

2020/21

You will then be shown a pre-populated list of children that have been carried forward
from the previous term headcount, who are age eligible for the current term.

+ Click on the 'request delete' icon (shown in the column before the status column) to
remove.

Total Funding
Status Child (Fi‘r'.’c'ﬁ.)”“" (Ei"“':k“jj?)d”“" AmountforTerm | Child Weightings' | [Elgibility Status

(inc Adj)

Mouse, Mickey £105
X (11-Aug-2020) 195.00 0.00 £1054.95
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¢ To confirm the deletion request, click on the 'Yes' button.
+ Repeat this process for every child you wish to delete from your headcount claim.

Request Delete

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

e [

Once you have clicked 'Yes' you will be returned to the list of actuals and the child's
status will have changed to 'Awaiting LA Deletion'. Your request to remove the child's
record has been submitted to the Early Education Funding Team. The record will be
removed once the team has fully processed your claim.

Submit Actual: 2023/24 Summer - Fee 3 & 4 Year Old Funding CHANGE

Total Funding
Status Child e fended Houts  Amount for Term  Child Weightings Eligibility Status
J ’ (inc Adj)
© * Awaiting LA Deletion Mfﬁ;ﬁgﬂggg 000 000 £0.00

Undo a deletion request

If you accidentally request to remove a child from your headcount claim, you can undo
the request providing the portal is still open and we have not already removed the
child's record.

+¢ Click on the 'cancel delete' icon (shown in the column before the status column) to
cancel.

Submit Actual: 2023/24 Summer - Fee 3 & 4 Year Old Funding CHANGE

Funded Hours Extended Hours  10t21 Funding

Status Child (inc Adj) (inc Adj) m:i‘jt) forTerm  Child Weightings Eligibility Status

© M Awaiting LA Deletion x ?.fﬁg%lﬁg 9% 0% 2%

¢ To confirm the cancellation request, click on the 'Yes' button.

Cancel Delete

Are you sure you want 1o cancel the deletion of childt John, Doe from this headoount record?

You will then be returned to the list of children on your headcount, where you can see
that the status of the child is blank. You will then need to 'edit' the child record and
input the hours/weeks of attendance that you are claiming for.
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Submitting your headcount claims

Once you have completed your headcount claim, please double check the list of
actuals before sending your claim as this is what will be submitted to us. You are ready
to submit your headcount return once you have:

v Added new child records and attendance hours/weeks.
v Reviewed existing children and updated their hours of attendance/weeks.
v" Requested the removal of any child records which are not required.

Reminder: If you are claiming EYYP / DAF please ensure you have completed all the
required information where applicable so that we can process your additional
payments.

% To submit your claim click on the 'Send Claim' button, which is located on the
'‘Actuals’ page.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/24 Summer - Fee 3 & 4 Year Old Funding CHANGE

Funded Hours Extended Hours

Status Child (inc Adj) (inc Adj)

- . Mick:
© *) New Awaiting LA Download ”?—1559-26(20')3)' 195.00 0.00

Once you have clicked on the send claim button, if there are any children with zero
hours on your submission you will get a warning message. If you are not claiming for
these children then you will need to return to your headcount delete their record.

Zero Actual Hours Warning

IMPORTANT NCTE

There are children on this claim with zero hours that you will not be funded for,

Click Continue to send the claim, or Return to add the hours to these records

Once submitted you will get a message at the top of screen as below, this message
will only show at the top of the screen, therefore, if your list of children is long, you
may not see this and you will need to scroll to the top of the page.
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runaivg [

Summary Estimates Actuals Adjustments Eligibility Checker

| @7 Submission Successful |

Submit Actual: 2023/24 Summer - Fee 3 & 4 Year Old Funding cHANGE

Status Child

Total Funding

Funded Hours Extended Hours g - G & e
(inc Adj) (inc Adj) Ell;llu:‘ri}l]fur Term Child Weightings Eligibility Status

© " Mew Awaiting LA Downlozd :‘;"1“_“;:;_“;[‘]3‘3;5’ 195.00 000 £1054.95

Once you have submitted your claim, you can view the current headcount to ensure
that all children have hours showing where a claim is being made and their status has
updated to one of the following.

“ New, awaiting LA download (for new children)
% Awaiting LA download (children who have been edited)
+ Awaiting LA deletion (deleted children)

If the Status does not show any of the above and the child hours are zero, this means
that you have not submitted the record and you will need to go back into the record
and edit the hours/weeks and then click the 'Send Claim' button again. Once we have
processed your headcount claim the child status will be blank.

Please note the following:

+» We recommend that once you have submitted your headcount claim you take a
copy of your headcount claim, showing the 'submission successful' message along
with printing your actual headcount claim.

¢ You can submit your headcount claim at any point during the headcount
submission period. If you realise that you have missed a child off or made a
mistake on a child’s hours/weeks, missed EYPP information or if circumstances
change, you can simply re-edit the relevant child records as many times as
necessary and you must then click the 'Send Claim' button before the end of the
headcount submission period.

+» Errors or omissions in your headcount claim can result in delays in processing your
claims. Please ensure any queries are responded to in a timely manner.

+ If you miss the headcount submission deadline totally, you will be contacted by the
EEF Team to discuss. This will mean your balancing payment could be delayed.

Unsubmitted records

Once you have submitted your claim, please check for any children that have a status
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of unsubmitted claim

runcins |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2023/24 Autumn - Fee 2 Year Old Funding cHANGE

Add Child Enter EY Voucher

Total Funding
Status Child {i‘r"ﬂ““i’.)H““" Amount for Term  Child Weightings
s (inc Adj)
(1] ) Unsubmitted Claim — 210,00 £1491.00
(13-Feb-2021)

¢ If the provider portal is still open for headcount submissions the child status will
show as unsubmitted claim. If it was your intention to submit a claim for the child
you need to check your claim to ensure it is correct and then click on the send
claim button.

¢ If the provider portal has closed for headcount submissions you will see a red
exclamation mark, which when you scroll over with your mouse will display a
unsubmitted claim message. You will not have the option to send the claim to us,
and you will need to wait until the provider portal re-opens for supplementary
claims. As part of our headcount checks we do email those providers that have
unsubmitted records on their headcount. Further details on what to do next will be
included in the email.

¢+ Once the provider portal has reopened for supplementary claims, when you log in

to the provider portal your home screen will show a notification regarding the

unsubmitted claim. Click upon the term and funding type notification, you will then

be asked to enter your security questions.

Crganisation: Test Day Nursery

Provider | Test Day Mursery (Test Provider Type) v|

I LN Forms Funding

Notifications
These records have been edited but not yet claimed.

@ There are unsubmitted child funding records for Provider: Test Day Mursery - Xtest Provider Type

B 2023/24 Summer - Fee 2 Year Old Funding (1 unsubmitted, 0 rejected)

Once you have entered your security question, you will be taken to the unsubmitted
record. As you now must submit this claim via the supplementary process you need
to click on adjustments from the toolbar at the top of your screen. The status box
will show unsubmitted actuals claim. As per the blue message box 'where the status
indicates new unsubmitted actuals child or unsubmitted actuals claim' the edit must
be undone.
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¢ To undo the claim click on the undo icon.| »n

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

v
There are outstanding changes made in the Actuals, therefore some Children cannot have Adjustments entered.

Where the Status indicates ‘New, Unsubmitted Actuals Child’ or ‘Unsubmitted Actuals Claim’ the edit must be undone.

Where the Status indicates 'New, Awaiting LA Actuals Download' or "Awaiting LA Actuals Download' you may have to contact the authority to confirm.
Where the Status indicates ‘Actuals Claim Rejected’, please correct and Re-5end the Actuals Claim.

Submit Adjustments: 2023/24 Summer - Fee 2 Year Old Funding cHANGE

. Pending Total Funding
Status Child pending  Expand (F.“"‘f; e (E."P"A‘g"d R e W [EmpEaity ot
jHours  pdiHours  (incAdD el (inc Adj)
© O New Unsubmitied Actusls Child P{'gﬁ:r'\;agge 0.0 000 195,00 000 £1384.50

¢ A pop-up box will then appear and ask you to confirm if you want to undo the
pending changes for the child. Click yes to undo the changes and then you will
need to enter your claim again by following the instructions on submitting
supplementary claims. If you are experiencing any errors when attempting to do
this, please contact the EEF team for further help.

Confirm Delete

Are you sure you want to delete child: Mouse, Minnie from this headcount record?

oo

Taking a copy of your claims

We recommend you take a copy of your submitted claim once you have submitted i,
so you have a record of what was submitted to us. There are several ways to take a
copy of your claim.

+ Printing your claim — whilst on the screen you want to print press the Ctrl and P
keys on your keyboard at the same time and select your printing options.

Ctrl P

% Take a'snip' of your claim — For this you will need to use the windows snipping tool
App. To search for the snipping tool, press the windows button on your keyboard,
followed by the S key. Click on the Snipping Tool App to open.
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¢+ The 'Snipping Tool' box will open, click on 'New' from the taskbar and your screen
will go grey. Whilst holding the left mouse button down, drag the curser around the
area you want to copy, the area will have a red box around it. When you let go of
your mouse a snip of the area will appear and you can copy and paste this into a
word document.

¥ Snipping Tool - x
W New [l Mode ~ £ Delay ~ X L1 Options

Select the snip mode using the Mode button or click the New (73
button.

a Snipping Tool is moving... ~

Windows logo key « Shi
Try Snip & Sketch

% Take a 'Print Screen' of your claim — Click on the screen you want to take a print
screen off and press then Print Screen button on your keyboard. Open a word
document, right click on your mouse, and click paste.

=
Print

Screen

> Bplementary Claims

You will not be able to make a supplementary claim until the Provider Portal is open
for submissions. All registered EEF providers will receive an email from
fee234@lancashire.gov.uk to advise when the Provider Portal is open for
supplementary claims. Please ensure you read this email as it contains essential
information about the children you can claim for and what the submission deadlines
are.

Supplementary claims should only be made for:

+ Children who have started with you after the headcount week. (Providing a child
has not used all their entitlement at another setting in the term).

+ Children who have increased their hours of attendance since the headcount date.
You can only claim the additional hours from the date the hours of attendance
increased, for the remaining weeks in the term.

If you are updating details ensure you add details to the notes tab explaining what
the supplementary claim is being submitted for — do not submit a blank claim.

Before making a claim please check:

v" The child is age eligible for a funded place.

v" A signed parental agreement is in place - If you do not have a signed
Parental Agreement in place you do not have consent from the parent to
make a claim. Also, you must keep on record proof of the child's date of
birth e.g. copy of birth certificate/passport.

v" You have validated the Working Family eligibility code, and their code is
valid for the term i.e. code start date is before the start of term (Eligible 9
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month- 2 Years, 2-year-old children and 3&4 year old children).

v You have a copy of the 2-year-old golden ticket Lancashire letter
containing the child's EY voucher code (Eligible 2-year-old children only).

v The child has started with you; we cannot accept post-dated claims.

v If the child has been at attendance with another setting in the term and if
there are any hours remaining as we will be unable to fund any additional
hours if the maximum hours have been claimed.

Please note: if you are wanting to reduce the hours your setting has already claimed
for a child on the headcount claim, you should contact the EEF team to discuss how
to correct this.

Completing your supplementary claims

Supplementary claims are made via the Adjustments tab in the Provider Portal.

+¢ Click on the 'Funding' tab on the main menu to enter the Funding section of the
Provider Portal.

¢ Select the correct characters in answer to your security question and then click the
submit button

Home Forms Funding

Security question

For increased security, you are being prompted to enter the answer to one of the Authentication Questions.
‘What is your favourite colour?

Character 1 2

+ Click on the 'adjustments' tab on the 2nd toolbar.

++ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you. Please Note - if you cannot see the
funding tabs please contact us on fee234@lancashire.gov.uk

The adjustments submission dates will be shown and if the provider portal is open for
adjustments you will see a green icon and the Funding Type will have a pencil icon
next to it. If there is a red 'no entry' icon and you get the following message when you
click on the terms this means the provider portal is closed for adjustments.
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roncing [

Summary Estimates Actuals Adjustments Elgibity Checker

Actuals Head Count Records for 2024/25 - Autumn

2024425
-4 Autumn

Submission Period:
04-Jul-2024 to 11-Oct-2024

Funding Type

# Fee 2 Year Old Funding

2023724
2022723 # Fee3 & 4 Year Old Funding
el # Fee 9 Month - 2yo Funding
202021

Add a new 9 Month — 2 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed
before submission, as failure may result in a delay in your claim being processed.
You must work through and complete each tab before you move onto the next tab. If
you do not complete all the * fields, you will not be able to move onto another tab.

+ Click on the 'adjustments' tab on the 2nd toolbar.

¢ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you.

% Select the FEE 9 Month — 2yo funding type link.
+ Click on the 'add child’ button.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2024/25 Spring - Fee 9 Month - 2 Year Old Funding cHaNGE

Add Child Send Claim
Add Child Send Claim

¢+ Once you have clicked on the Add Child button you will be taken to the Child Details
tab

rurcio |

Summary Estimates Actuals Adjusiments Eligibility Checker

Child Details |_Parent / Carer Details || Funding Details | Notes

Child Details Search for an Address

it Name I I

Proof of DOB O Address

Gender* O Male D Female Address Line 1* ]

Preferred Surname \:I Address Line 2 :

Sen COP Stage Loctty 1
couny ]

“Genstes mandatory fields
Save Cancel
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On the Child Details tab complete as detailed below

+«» Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's
birth certificate. When claiming funding you must use the child's legal surname, if
the child has a preferred surname, you can enter it in the preferred surname box.

+« Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

« Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

« 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

« SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E—Education Health and Care Plan (EHCP)- pupil has EHCP when a formal
assessment has been made. A document is in place that sets out the child’s
needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as part
of the school’s usual curriculum. The class teacher and special educational
needs co- Ordinator (SENCQO) may receive advice or support from outside
specialists. The pupil does not have an EHCP.

o N—No SEN/EHCP in place

+«» Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the confirm
button.

Search for an Address

Primary | |
Postcode* PR1 8X)

[Chnst Church Precinct, Bow Lane, Preston, PR1 8X)J V]

Address
Address Line 1*

Address Line 2

Address Line 3

Town

|
|
|
Locality |
|
|

County

Postcode*

Cancel Enter Manually

If the address cannot be found the following error message will appear at the bottom of the
page.

N Baliaise saamenn K A Diaaca - — -
No matches were found. Please check your se

ol Fritara an
L ChilEfie

a1]

| o4 —~ =1 PR ~ e — -
d try again or enter address manually

o

You will need to check the address and once the correct address has been confirmed
try again or enter the address manually. When entering the address manually you will
need to enter address line 1 (name/number of house) and the postcode and click on
the confirm button
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Once you have completed the child details tab, click on the Parent/Carer 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.

Pleaze 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 comect consent boxes are selected as per the usage of the details.

Parent / Carer Details Partner Details

Forename | 1 Forename [ |
Surname Sumame | |
DOB DOB | |
Email Email | |
Contact Number Contact Number | |
O Nlor O NASS Number O Nior ) NASS Number | |
Tick to give consent to Eligibility : EYPP Tick to give consent to Eligibility l: EYPP

Checking for Waorking Family Eligibility Checking for O Working Family Eligibility

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.

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

_ “denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

«» Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant the Working Families entitlement

« Enter the NI/NASS* number of the parent/carer who is the claimant the Working
Families entitlement.

¢ Tick consent for EYPP and Working Family Eligibility. Consent for these checks is
included in our Parental Agreement, which is why having a signed agreement in
place for every child you're claiming entitlements for is so important. If you don’t tick
the consent box or enter the incorrect details, you will not be able to claim the
Working Family entitlement and may miss out on EYPP.

You can include their partners' details if you wish. Parent details for the main benefit
holder should be entered into boxes on the left-hand side. If you need to swap the
parent/carer details over click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers,
1 letter. NASS Number means National Asylum Support Service number which is in
the format of: 9 numbers.

% Once you have completed the Parent/Carer tab, click on the Funding Details tab
Please note: Some of the fields on this tab are greyed out and you cannot complete

them. Any hours you wish to claim via the supplementary process need to be entered
on the pending adjustments tab.
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Summary Estimates Actuals Adjustments Eligibiity Checker

| Child Details || Parent / Carer Details || Funding Details | _Pending Adjustment || Notes
Funding Details Attendance Days
Start Date* [ | Attends Monday O ves O No
End Date* ‘ | Attends Tuesday O Yes O No
Attends Wednesday O Yes O 1
Default Term Dates ¢ e G -
Attends Thursday QO Yes U No
i f R |
Weeks Attended in Term ‘U ‘ Attends Friday OO/l
Present during Census D Attends Saturday O ves O No
Attends Two Days or More O AllendsSunday U Yes U No
Nominated for DAF* O vYes ON
RS Non-Funded Hours per Week
Non-Funded Hours* ‘ 00 ‘
Expanded Funded Hours per Week Census Information
Expanded Hours* [0.00 | Expanded Entitlement Weeks [ |
Eligibility Code ‘ ‘ () Records the Number of Weeks the Child is expected to stretch their
Expanded hours across the Child’s eligibility year, in line with the parental
Check Eligibility Code declaration form

Eligible for Expanded Hours
Maximum Values Allowed:
INumber of Weeks: 11.000
Expanded Weekly Hours: 10.00
Expanded Termly Hours: 110.00
Expanded Yearly Hours: 520.00

{) if this child attends another
hours as per what has been agree

*denotes mandatory fields
Save Cancel

On the Funding Details tab complete as detailed below

as well as yours, be sure to enter the
th the child's parent/carer

Funding Details

++ Startand End Date - The start and end dates should reflect the number of weeks you
are claiming for on your supplementary claim.

+ Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+» Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Expanded Funded Hours per Week

+¢ Eligibility code — Enter the child's 11 digit eligibility code
¢ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results.

This message indicates that the child is eligible for the expanded hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
expanded hours.

rnain |

Summary Estimates Actuals Adjustments Eligibility Checker

@77  The Eligibility Code has been found and eligibility for working Family hours has been obtained.
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This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the expanded hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.

r.nain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
the code was either applied for or renewed too late, missing the termly deadline. When
a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

+« It is the term after the child has reached the relevant age of eligibility.

++ The Voucher Start Date is before the first day of the term you wish to claim funding
for.

% The Voucher End Date is on or after the first day of the term you wish to claim
funding for.

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

@-I The Eligibility Code has been found, but does not cover the standard term start date (01-5ep-2024) therefore working family hours cannot be claimed this term.

Attendance Days

+» Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance pattern.

Maximum Values Allowed

+ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not allow
you to claim for more than 10 hours per week

¢+ Once you have completed the Funding Details tab, click on the Pending Adjustments
tab
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Summary Estimates Actusls Adjustments Eligibility Checker

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

Child Details_||_Parent / Carer Details_|[_Funding Details || Pending Adjustment |_Notes

Expanded Pending Adjustment

Number of Hours [ ~| [ |

Reason (500 characters)

Maximum Values Allowed:

Expanded Termly Hours: 210.00
Expanded Yearly Hours: 570.00

“denotes mandatory fields
Save Cancel

On the Pending Adjustment tab complete as detailed below

¢ Number of Expanded hours - From the drop-down box select MORE hours. You
must not enter less hours as this would indicate you wish to reduce the number of
hours. Please note: if you are wanting to reduce the hours your setting has already
claimed for a child on the headcount claim, you should contact the EEF team to
discuss how to correct this.

% In the empty box next to number of hours enter the TOTAL number of Expanded
hours you are making a claim for not the number of hours per week.

% Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details_||_Parent/ Carer Details || Funding Details | Pending Adjustment | Notes

Add a new note Notes History

“denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the "Save' button on the bottom left. If you
have any errors when trying the save your record you will get a notification that the
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record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

@.‘ Save Record Failed Due To The Errors Listed Below

The 7

owing errors need to be fixed before the record can be saved
Ac Line 1 must be entered (Child D
Term End Date must be entered (F
Non-Funded Hours must be entered

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as New, Unsubmitted claim. Please
double check the funded hours listed are correct as this is what will be submitted to us.
If the funded hours are not correct, please go back into the child's record to edit and
save the child's record.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

D

etails Tab)

nding Details Tab)

Submit Adjustments: 2025/26 Autumn - 9m-2yo Funding Sept 25 CHANGE

Status Child

. Pending Total Funding
:’d'.“:"g Expanded E"W:;;" Hours  prountforTerm  Eligibility Status
UHours  pdjHours  (INcAd) (inc Adj)

- " Child 2, Test 31-Aug-2025 - 08-Dec-2025
o *)  New, Unsubmitted Child 0.00 150.00 150.00 £1531.50 Grace Period: 17-Mar-2026

(11-Dec-2023)
Add Child Send Claim

Repeat this process for every new child you wish to claim a supplementary for. Once
you have added/edited all your supplementary claims for each of the funding types
required, click the send claim button and you see a submission successful message at
the top of your screen. For any new children their status will change to New, Awaiting
LA Download. This means your claim has been submitted to us and is waiting for us to
process.

rancinc

Summary Estimates Actuals Adjustments Eligibility Checker

‘ L ) Submission Successful |

Submit Adjustments: 2025/26 Autumn - 9m-2yo Funding Sept 25 CHANGE

Add Child Send Claim

- Pending Total Funding
Status Child pending  Expanded (E"""im A":;’d Hours  AmountforTerm  Eligibility Status
) Adj Hours ! (inc Adj)

N Child2, Test 31-Aug-2025 - 08-Dec-2025
o *)  New, Awaiting LA Download (11-Dec-2023) 0.00 150.00 150.00 £1531.50 Grace Period: 17-Mar-2026

Add Child Send Claim

Add a new 2 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed
before submission, as failure may result in a delay in your claim being processed.
You must work through and complete each tab before you move onto the next tab. If

78



Early Years Provider Portal — A guide for childcare settings

you do not complete all the * fields, you will not be able to move onto another tab.

Reminder: You must have a copy of the 2-year-old Lancashire letter containing
the child's EY Voucher code before making a claim. Also please validate all
Working Family Eligibility Codes to ensure they are valid for the term you are
making a claim for.

+ Click on the 'adjustments' tab on the 2nd toolbar.

++ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you.

¢ Select the FEE 2 Year Old funding type link.

Add a 2 year old child eligible under families receiving additional support (i.e.
Golden Ticket)

Reminder: You must have a copy of the 2-year-old Lancashire letter containing
the child's EY Voucher code before making a claim

++ Click on the 'Enter EY Voucher' button

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher Send Claim

EY Claim

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

along with the child's

Voucher Code™

Child Date of Birth®

Child Surname* |

*denctes mandatory fields

Submit Cancel

Please note: If the details you enter do not match those submitted by the parents on
their application, you will receive an error message. If this is the case, please contact
us so we can advise you further. If you enter the code incorrectly multiple times, there
will be a delay before you can try again.

EY Claim

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

Voucher Code* |TL8226 |
Child Date of Birth* [20/05/2023 |
Child Surname* |TI8226 |

*denctes mandatory fields
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runains [

Summary Estimates Actuals Adjustments Eligibility Checker

\J/- Too many invalid EY Claim attempts. There will be a delay before being able to Enter EY Vouchers again.

+« After submitting the EY voucher code, a record for the child will automatically appear
on the Pending Adjustments screen.

Funding _
Summary Estimates Actuals Adjustments EHligibility Checker

Name: Child Test DOB: 17-Jul-2023

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

Pending Adjustment Expanded Pending Adj 1t
MNumber of Hours 150 MNumber of Hours | ~
Reason (500 characters) Reason (500 characters)
EEF start date 20 October 2025
Hours per week 15
weeks per term 10
4 P
Maximum Values Allowed: Maximum Values Allowed:
Funded Termly Hours: 140.00 Expanded Termly Hours: 140.00
Funded Yearly Hours: 520.00 Expanded Yearly Hours: 520.00

*denotes mandatory fields
Save Cancel

¢ Number of hours - From the drop-down box select more hours. You must not select
less hours as this indicates you wish to reduce the number of hours.

¢ Total number of hours — Enter the TOTAL number of hours you are claiming for the
term, not the number of hours per week.

% Reason — In this box you MUST confirm the following information for ALL claims. If
this information is missing, we will be unable to process your claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

The red box (Maximum Values Allowed) shows how many funded hours are available
in a term. This box will change depending on your claim. If children attend 2 days or
more, you must select attends 2 days or more on the funding details tab otherwise the
system will not allow you to claim for more than 10 hours per week.

On the Funding Details tab some of the fields are greyed out and you cannot complete
them as hours to be claimed have been entered on the pending adjustments tab.
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runcin |

Summary Estimates Actusls Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023

wmmary || Chiic Detaits | Parent ] Cares Details || Funding Details | Pending Adjustment || Notes
Funding Details Attendance Days
Start Date* 0-Oct-2025 Attends Monday ® ve: O Mo
End Date* 2-Dec-2025 Attends Tuesday ® ves O Mo
Artends Wednesday I .
Default Term Dates snas fean==esy ® ves O e
Attends Thursday O (8]
Weels Attended in Term* / o Tes Lo
Attends Friday O Yez O Mo
Present during Census Attends Saturday O Yez O Mo
Attends Tewo Days or More Artends Sunday O Yes O Mo
Nominated for DAF* Y Yes @ No
Funded Hours per Week Non-Funded Hours per Week
Eligible for Funded Hours v Non-Funded Hours*
Click heck eligibility for 2. Child is eligible for 2-year-old receiving additional support funding.
Click to chedk eligibility for 2-year- . - e in line wi = ieclarati
old receiving additional support Child Ellglhk! Please enter Funded Hours in line with the parental declaration form.
funding
Hours™

Expanded Funded Hours per Week
Eligible for Expanded Hours

Census Information

Funded Enilement Wesks [

Weeks

X
L

Eligibility Code — -
Records the Mumber of Weeks the Child is expected to stretch their
Click to check eligibility for Working ’ R . Funded/Expanded hours across the Child's eligibility year. in line with the
Family funding Check Eligibility Code parental declaration form.

Expanded Hous®

Total Funded Hours per Week Maximum Values Allowed:

Total Funded: Number of Wesks: 14.000
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

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

*denates mandatory fields
Save Cancel

Funding Details

++ Startand End Date - The start and end dates should reflect the number of weeks you
are claiming for on your supplementary claim.

+ Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Attendance Days

+» Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance pattern.

Maximum Values Allowed
% The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select

attends 2 days or more on the funding details tab otherwise the system will not allow
you to claim for more than 10 hours per week
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Once you have completed the Funding Details tab, click on the Parent/Carer tab

rncine

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023
Summary_||_Child Details || Parent / Carer Details ||_Funding Details ||_Notes

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

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

Parent / Carer Details Partner Details
e C 1
Contact Nrber ] comactrume 1
Nor O NASS Number Do O wsshumber [
Tick to give consent to Eligibility EYPP Tick to give consent to Eligibility O Ever
Checking for O Working Family Eligibility Checking for O Working Family Eligibility

O Additional Support O 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.

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

“denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below

+» Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant of the additional support i.e. parent/carer who
applied for the Golden Ticket.

«» Enter the NI/NASS* number of the parent/carer the additional support i.e.

parent/carer who applied for the Golden Ticket.

Tick consent for EYPP and Additional Support. Consent for this checks is included

in our Parental Agreement, which is why having a signed agreement in place for

every child you're claiming entitlements for is so important. If you don’t tick the

consent box or enter the incorrect details, you may miss out on EYPP funding. You

do not need to tick the consent box for Working Family Eligibility, as the child is

only eligible for the 15 funded hours under the Additional Support criteria.

X/
o

You can include their partners' details if you wish. Parent details for the main
benefit holder should be entered into boxes on the left-hand side. If you need to
swap the parent/carer details over, click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6
numbers, 1 letter. NASS Number means National Asylum Support Service number
which is in the format of: 9 numbers.

++ Once you have completed the Parent/Carer tab, click on the Child Details tab
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Organisation: Test Day Nursery
Provider: | Test Day Nursery (Test Provider Type v

Funding _
Summary Estimates Actuals Adjustments Eligibility Checker

Name: Child Test DOB: 17-Jul-2023

Summary | Child Details Parent / Carer Details Funding Details Notes

Child Details

Middle Name : Address

Surname* Address Line 1% Lancashire County Council
DOB* Address Line 2

Proof of DOB =] Address Line 3

Gender® Male ) Female Locality ]
Preferred Surname e Town
Eoic couny —
SEN COP Stage* N No Special Educational Nee v Postcode”

*denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

+ Verify that the child's name, date of birth, gender, and address are correct. When
claiming funding you must use the child's legal surname, if the child has a preferred
surname, you can enter it in the preferred surname box. To update the child's
address click the 'Update Address' button and enter the child's home post code
and click on the 'search' button. Select the correct address from the drop down
menu and click 'confirm'. If the correct address is not shown in the drop down list,
click the 'Enter Manually' button and manually enter the correct address and click
‘confirm’

¢ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

« Enter the 'Preferred Surname' - when claiming funding you must use the child's
legal surname, if the child has a preferred surname, you can enter it in this box.
¢ 'Ethnicity' - We are required by the Department for Education (DfE) to collect this

information. Please select the relevant ethnicity from the drop-down box.

% SEN COP Stage'. Please select the relevant code from the drop-down list based
on the following.

o E — Education Health and Care Plan (EHCP)- pupil has EHCP when a
formal assessment has been made. A document is in place that sets
out the child’s needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as
part of the school’'s usual curriculum. The class teacher and special
educational needs co- Ordinator (SENCO) may receive advice or
support from outside specialists. The pupil does not have an EHCP.

o N —No SEN/EHCP in place

Once you have completed the Child details tab if you have any notes to make for your
claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section
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runcinc |

Summary Estimates Actuzls Adjustments Eligibility Checker

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

Add a new note Notes History

~denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the 'Save' button on the bottom left. If you
have any errors when trying the save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the
screen. Once you have fixed the errors listed you will be able to save the record.

@, Save Record Failed Due To The Errors Listed Below

need to be fi he record can be saved

ntered (C
nust be entered (Fund
s must be entered

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as New, Unsubmitted claim. Please
double check the funded hours listed are correct as this is what will be submitted to us.
If the funded hours are not correct, please go back into the child's record to edit and

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - Fee 2 Year Old Funding CHANGE

Add Child Enter EY Voucher Send Claim

Status Child FETY Pa?...f"’ffé"ld Ee e Expanded Hours 1ot Funding Elig
Adj Hours Adj Hours (inc Adj) (inc Adj) (inc Adj)
@ O New Unsubmitted Child %i,lf'ji ;gs;) 15000 0.00 150.00 0.00 £111900

Add Child Enter EY Voucher Send Claim

Repeat this process for every new child you wish to claim a supplementary for. Once
you have added/edited all your supplementary claims for each of the funding types
required, click the send claim button and you see a submission successful message at
the top of your screen. For any new children their status will change to New, Awaiting
LA Download. This means your claim has been submitted to us and is waiting for us to
process.
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runcing

Summary Estimates Actuals Adjustments Eligibility Checker

‘ @77 Submission Successful

Submit Adjustments: 2025/26 Autumn - Fee 2 Year Old Funding CHANGE

Add Child Enter EY Voucher | Send Claim

) Pending Total Funding
Status Child :‘A’J.“::g“ Expanded fi‘:‘:‘n)”"‘"s fm‘;‘;ﬁ" Hours  AmountforTerm B
Adj Hours (inc Adj)
© ™ New Awaiting LA Download e 15000 0.00 15000 000 £1119.00

Add a 2 year old child eligible under working families'

Reminder: Please validate all Working Family Eligibility Codes to ensure they
are valid for the term you are making a claim for.

++ Click on the Add Child button

runding [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - Fee 2 Year Old Funding

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

% Once you have clicked on the Add Child button you will be taken to the Child
Details tab

runcin |

Summary Estimates Actuals Adjusiments Eligibility Checker

Child Details Parent / Carer Details Funding Details Notes

Child Details Search for an Address

Middle Name \:I Postcode* \:I
sumane: i

Proof of DOB O Address

Gender* O male D female Address Line 1* 1
Preferred Surname \:I Address Line 2 \:I
sen cop stage: Loty —

“denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

¢ Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's
birth certificate. When claiming funding you must use the child's legal surname, if
the child has a preferred surname, you can enter it in the preferred surname box.

¢ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.
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« Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

« 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

« SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E—Education Health and Care Plan (EHCP)- pupil has EHCP when a formal
assessment has been made. A document is in place that sets out the child’s
needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as part
of the school’s usual curriculum. The class teacher and special educational
needs co- Ordinator (SENCQO) may receive advice or support from outside
specialists. The pupil does not have an EHCP.

o N—No SEN/EHCP in place

+«» Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the confirm
button.

Search for an Address

Primary | |

Postcode* PR1 8X)

[Chnsl Church Precinct, Bow Lane, Preston, PR1 8X)J V]

Address
Address Line 1*

Address Line 2

Address Line 3

Locality

Town

County

Postcode*

Cancel Enter Manually

If the address cannot be found the following error message will appear at the bottom of the
page.

(N VPR R ana & A Dlaaca ansls -
No matches were found. Please check your se

o

rch criteria and try again or enter address manually
You will need to check the address and once the correct address has been confirmed
try again or enter the address manually. When entering the address manually you will

need to enter address line 1 (name/number of house) and the postcode and click on
the confirm button

++ Once you have completed the Child Details tab, click on the Parent/Carer tab
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Funcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details | Parent/ Carer Details |_Funding Details | Pending Adjustment || Notes

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

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

Parent / Carer Details Partner Details

Nior  [J NASS Number NN123456A O Nior (J NASS Number I:

Tick to give consent to Eligibility EYPP Tick to give consent to Eligibility O evpp

Checking for Working Family Eligibility Checking for O Working Family Eligibility
Additional Support ) 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 alsc be required for this data to be used for an Eligibility Check.

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

“denotes mandatary fields
Save Cancel

On the Parent/Carer tab complete as detailed below

« Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant of the Working Families entitlement

< Enter the NI/NASS* number of the parent/carer who is the claimant the Working
Families entitlement.

% Tick consent for EYPP, Working Family Eligibility and Additional Support. Consent
for these checks is included in our Parental Agreement, which is why having a
signed agreement in place for every child you're claiming entitlements for is so
important. If you don’t tick the consent box or enter the incorrect details, you will
not be able to claim the Working Family entitlement and may miss out on EYPP.
By ticking the Additional Support box you will be able to check whether the child
also qualifies for the 2-year-old entittlement under the families receiving additional
support criteria. We ask providers to tick this consent box so we can carry out the
eligibility check. In line with the Department for Education (DfE) guidance, if a child
is eligible for both the Working Families entitlement and the entitiement for families
receiving additional support, the Local Authority must fund the first 15 hours under
the additional support entittement. This ensures that if the child later becomes
ineligible for the Working Families entitlement, they can continue to receive 15
hours per week under the additional support entitlement

You can include their partners' details if you wish. Parent details for the main benefit
holder should be entered into boxes on the left-hand side. If you need to swap the
parent/carer details over, click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers,

1 letter. NASS Number means National Asylum Support Service number which is in
the format of: 9 numbers.

% Once you have completed the Parent/Carer tab, click on the Funding Details tab
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On the Funding Details tab some of the fields are greyed out and you cannot
complete them as hours to be claimed are entered on the pending adjustments tab

runcin [

Summary Estimates Actusls Adjustments Eligitility Checker

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

il Detaits || Parent / Cares Detais || Funcing Details |_Pending Adjustment || Notes
Funding Details Attendance Days
End Date™ 22-Dec-2025 ® ves O Mo
< Wednesday ® ves C
Default Term Dates Amends Wednesday ® ez Lo
Antends Thursday ® ves O Mo

® ez O Mo

Present during Census Attends Saturday O ves O No

Wesks Atended n Term
Attends Friday

Atends Two Days or More Attends Sunday O Yes O Mo

Nominated for DAF* O Yes ® No

Funded Hours per Week Non-Funded Hours per Week

Eligible for Funded Hours v Non-Funded Hours®
— e e e e

old recsiving additional suppert Check Higibility = g parental declaration form.

Expanded Funded Hours per Week
Eligible for Expandad Hours

Census Information

e

[‘i

Eligibil E
igibility Code 73108258939 Records the
Click v ity for Working _ ) Funded/Expan:
Family fundi Check Eligibility Code parental declar:
Expandes Hours
Total Funded Hours per Week Maximum Values Allowed:
Total Funded: |:| Mumber of Weeks: 14,000

Funded Weel
Funds

kly Hours: 10.4
rs: 140.00
Funded Yearly Hours: 520.00

Expanded Weekly Hours: 10.00
Expanded Termly Hours: 140,00
Expandsd Yearly Hours: 520.00

it this child attends another serting as well as yours, b sure 1o enter the
hours 35 per what has been agreed with the child's parent/carer

~ *genates mandazary fields
Cancel

Funding Details

+ Startand End Date - The start and end dates should reflect the number of weeks you
are claiming for on your supplementary claim.

+ Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Funded hours per Week

+«+ A red cross will show next to Eligible for Funded Hours.

+ Click the 'Check Eligibility' button to check if the child is eligible for the 2 year old
additional support entittement. Please note — The system will only do an eligibility
check if you have completed the parent/carer tab and consented to the additional
funding check.

“ If the child is eligible under the FRAS entitlement, you will see the following
message

+ If eligible you must claim the first 15 hours of your supplementary claim against the
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funded hours and any remaining hours against the expanded hours. The maximum
number of hours that can be claimed under the FRAS entitlement i.e. golden ticket
is 15 hours per week.

~nin [

Summary Estimates Actuals Adjustments Eligibility Checker

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

+* If the child is not eligible under the FRAS entitlement you will see the following
message.

« As the child is not eligible all hours you must claim all the hours of your
supplementary claim under the working families entitlement (expended hours)

« If the child is not eligible for the funded hours and the supplementary claim is
claimed under the funded hours your claim will be rejected, and you will be required
to resubmit the claim under the working families' entitlement (expanded hours).

runcin

Summary Estimates Actuals Adjustments Eligibility Checker

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

Expanded Funded Hours per Week

+» Eligibility code — Enter the child's 11 digit eligibility code
¢+ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results.

This message indicates that the child is eligible for the expanded hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
expanded hours.

rnain |

Summary Estimates Actuals Adjustments Eligibility Checker

@77  The Eligibility Code has been found and eligibility for working Family hours has been obtained.

This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’'s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the expanded hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.

r.nain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
the code was either applied for or renewed too late, missing the termly deadline. When
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a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

+« It is the term after the child has reached the relevant age of eligibility.

% The Voucher Start Date is before the first day of the term you wish to claim funding
for.

% The Voucher End Date is on or after the first day of the term you wish to claim
funding for.

runcins |

Summary Estimates Actuals Adjustments Eligibility Checker

@I The Higibility Code has been found, but does not cover the standard term start date (01-Sep-2024) therefore working family hours cannot be claimed this term.

Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance pattern.

Maximum Values Allowed

¢ The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not allow
you to claim for more than 10 hours per week

¢+ Once you have completed the Funding Details tab, click on the Pending Adjustments
tab

Please note: If the 2 year old child is eligible for both the Families Receiving Additional
Support and the Working Families entitlements then the first 15 hours should be
recorded under the ‘Pending Adjustment’ section. Any additional hours beyond the
initial 15 should be claimed under the ‘Expanded Pending Adjustment’ section.

runciv [

Surmmary Estimates Actuals Adjustments Eligibility Checker

& ) The Eligikility Code has been found and eligibility for working family hours has been obtained.

Child Details || _Parent / Carer Details Funding Details J Pending Adjustment ‘ Notes

Pending Adjustment Expanded Pending Adjustment
Number of Hours [More Hours v | [150 | Number of Hours
Reason (500 characters) Reason (500 characters)
EEF Start Date - 13 October 2025 EEF Start Date - 13 October 2025
Hours per week - 15 Hours per week - 5
Weeks per term - 10 Weeks per term - 10
A A
Maximum Values Allowed: Maximum Values Allowed:
Funded Termly Hours: 210.00 Expanded Termly Hours: 420.00
Funded Yearly Hours: 570.00 Expanded Yearly Hours: 1140.00

i *denates mandatory fields
Save Cancel
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On the Pending Adjustments tab complete the Pending Adjustment/Expanded Pending
Adjustment sections as detailed below

+«* Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.

+ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

% Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Pending Adjustment Notes

Add a new note Notes History

*denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the "Save' button on the bottom left. If you
have any errors when trying the save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

@ Save Record Failed Due To The Errors Listed Below

owing 5 . :
Term MU it etails Tab)
*denotes mandatory fields
Save Cancel
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Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as New, Unsubmitted claim. Please
double check the funded hours listed are correct as this is what will be submitted to us.

If the funded hours are not correct, please go back into the child's record to edit and
save the child's record.

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

a Pending " Total Funding
. Pending Funded Hours Hours NP,
Status Child = Expanded : z . = A for Term Eligibility Status
Adj Hours Adj Hours (inc Adj) (inc Adj) (inc Adj)
Child, Test2 31-Aug-2025 - 08-Dec-
© " New, Unsubmitted Child (05-May- 150.00 50.00 150.00 50.00 £1492.00 2025

2023) Grace Period: 17-Mar-2026

Repeat this process for every new child you wish to claim a supplementary for. Once
you have added/edited all your supplementary claims for each of the funding types
required, click the send claim button and you see a submission successful message at
the top of your screen. For any new children their status will change to New, Awaiting

LA Download. This means your claim has been submitted to us and is waiting for us to
process.

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

| < ) Submission Successful |

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

- Pending Total Funding
. Pending Funded Hours Expanded Hours = e
Status Child - Expanded h S E E Amount for Term Eligibility Status
Adj Hours Adj Hours (inc Adj) (inc Adj) {inc Adj)
Child, Test2 31-Aug-2025 - 08-Dec-
¥) New, Awaiting LA Download {05-May- 150.00 50.00 150.00 50.00 £1492.00 2025
g Y
2023) Grace Period: 17-Mar-2026
@ " Awaiting LA Download Test, Child 150.00 0.00 150.00 0.00 £1119.00

(17-Jul-2023)

Add a new 3&4 year old child

Please ensure that all mandatory fields, which are marked by a *, are completed
before submission, as failure may result in a delay in your claim being processed.
You must work through and complete each tab before you move onto the next tab. If
you do not complete all the * fields, you will not be able to move onto another tab.

Reminder: Please validate all Working Family Eligibility Codes to ensure they
are valid for the term you are making a claim for.

++ Click on the Add Child button
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runcing [N

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Actual: 2024/25 Autumn - Fee 9 Month - 2yo Funding cHANGE

% Once you have clicked on the Add Child button you will be taken to the Child Details
tab

.|

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details |_Parent / Carer Details | Funding Details | Notes

Child Details Search for an Address

— —

Proof of DOB O Address

Gender* [ ale [ Female Address Line 1* \:I

preferred Sumame I: Address Line 2 \:I

Ethnicity* Address Line 3 \:I
Pt ]

“denotes mandatory fields
Save Cancel

On the Child Details tab complete as detailed below

¢ Enter the 'Child's Name'/Date of Birth/Gender — Complete these as per the child's
birth certificate. When claiming funding you must use the child's legal surname, if
the child has a preferred surname, you can enter it in the preferred surname box.

¢ Tick 'Proof of DOB' - you are required to keep a copy of the date of birth evidence
that you have seen on file, for example the child's birth certificate or passport.

« Enter the 'Preferred Surname' - when claiming funding you must use the child's legal
surname, if the child has a preferred surname, you can enter it in this box.

+« 'Ethnicity' - We are required by the Department for Education (DfE) to collect this
information. Please select the relevant ethnicity from the drop-down box.

s SEN COP Stage'. Please select the relevant code from the drop-down list based on
the following.

o E—Education Health and Care Plan (EHCP)- pupil has EHCP when a formal
assessment has been made. A document is in place that sets out the child’s
needs and the extra help they should receive.

o K- SEN support - Extra or different help is given from that provided, as part
of the school’s usual curriculum. The class teacher and special educational
needs co- Ordinator (SENCQO) may receive advice or support from outside
specialists. The pupil does not have an EHCP.
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o N—No SEN/EHCP in place

+ Enter the 'Child's Address' - enter the child's home postcode and click on the search
button, then from the drop-down box select the correct address and click on the
confirm button.

Search for an Address

Primary | |
Postcode* DR1 8X)

[Chr\st Church Precinct, Bow Lane, Preston, PR1 8X)J "]

Address
Address Line 1*

Address Line 2

Address Line 3

Locality

Town

County
Postcode* PR18XJ

Cancel Enter Manually

If the address cannot be found the following error message will appear at the bottom of the
page.
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You will need to check the address and once the correct address has been confirmed
try again or enter the address manually. When entering the address manually you will
need to enter address line 1 (name/number of house) and the postcode and click on
the confirm button

+ you have completed the child details tab, click on the Parent/Carer tab.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

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

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

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

Parent / Carer Details Partner Details
Forename Forename :

Tick to give consent to Eligibility O evep Tick to give consent to Eligibility O eypp
Checking for [ working Family Eligibility Checking for O Working Family Eligibility

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.

“denotes mandatory fields
Save Cancel

On the Parent/Carer tab complete as detailed below
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« Enter the forename, surname, date of birth, email address and contact number of
the parent/carer who is the claimant the Working Families entitlement

« Enter the NI/NASS* number of the parent/carer who is the claimant the Working
Families entitlement.

¢ Tick consent for EYPP and Working Family Eligibility. Consent for these checks is
included in our Parental Agreement, which is why having a signed agreement in
place for every child you're claiming entitlements for is so important. If you don’t tick
the consent box or enter the incorrect details, you will not be able to claim the
Working Family entitlement and may miss out on EYPP.

You can include their partners' details if you wish. Parent details for the main benefit
holder should be entered into boxes on the left-hand side. If you need to swap the
parent/carer details over click on the switch button.

* NI means National Insurance Number which is in the format of: 2 letters, 6 numbers,
1 letter. NASS Number means National Asylum Support Service number which is in
the format of: 9 numbers.

% Once you have completed the Parent/Carer tab, click on the Funding Details tab

Please note: Some of the fields on this tab are greyed out and you cannot complete
them. Any hours you wish to claim via the supplementary process need to be entered
on the pending adjustments tab.

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Child Details Parent / Carer Details Funding Details Notes

Funding Details Attendance Days
Start Date* | | Attends Monday O vYes O No
End Date* Attends Tuesday O Yes O No

Attends Wednesda O O
Default Term Dates Y e N
Attends Thursday O Yes O No

o
Weeks Attended in Term* |—|
‘eeks Attended in Term Attends Friday
[

O Yes O No

Present during Census Attends Saturday O Yes O No
Attends Two Days or Mare Attends Sunday O Yes O No
Nominated for DAF* O Yes O No

Non-Funded Hours per Week

Non-Funded Hours* | |
Expanded Funded Hours per Week Census Information
Eligible for Expanded Hours x Expanded Entitlement Weeks | |
Eligibility Code | | Records the Number of Weeks the Child is expected to stretch their

Expanded hours across the Child's eligibility year, in line with the parental

: P : declaration form.
Click to check eligibility for Workin
Family funding Ed ? Check Eligibility Code

Expanded Hours* | |

Maximum Values Allowed:
Number of Weeks: 14.000

Expanded Weekly Hours: 10.00
Expanded Termly Hours: 140.00
Expanded Yearly Hours: 520.00

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
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On the Funding Details tab complete as detailed below

Funding Details

+ Start and End Date - The start and end dates should reflect the number of weeks
you are claiming for on your supplementary claim.

« Attends Two Days or More — You only need to tick this box if the child attends 2
days or more. If they attend for less than 2 days, then leave this blank. Please note
that if this box is not ticked when the child attends for two days or more, you will not
be allowed to input more than 10 funded hours per week

+ Nominated for DAF — If you have already applied for DAF funding and received a
confirmation letter from the Local Authority stating that the child is eligible, please
select “Yes.” If the child is not eligible, or you haven’t yet submitted a DAF
application, please select “No.”. Please note: If you tick “Yes” without having made
a DAF application, it may delay the processing of your headcount claim.

Extended Funded Hours per Week (Only if you are claiming for extended

hours)

+¢ Eligibility code — Enter the child's 11 digit eligibility code
++ Check eligibility code — click on the blue button 'check eligibility code'. The system
will then perform an eligibility check and display the results.

This message indicates that the child is eligible for the extended hours and that the
eligibility code is valid for the current term. You can proceed to submit a claim for the
extended hours.

r.nain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that some of the information recorded may be incorrect.
Please verify the child’s date of birth, eligibility code, and the parent/carer’s National
Insurance number with them. If all details are correct both on your end and with HMRC,
it may mean the parent/carer is no longer eligible for the extended hours. You should
check the validity dates of the eligibility code to confirm whether it is still active. If there
are any concerns, the parent/carer should contact Childcare Choices (HMRC) directly
for further clarification.

rnain |

Summary Estimates Actuals Adjustments Eligibility Checker

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

This message indicates that while the child is eligible for the working families'
entitlement, the code is not valid for the term you intend to use it. This usually means
the code was either applied for or renewed too late, missing the termly deadline. When
a parent/carer applies for or renews a code, you should always validate it using the
eligibility checker in the Provider Portal to confirm it is valid for the intended term. For
a code to be valid, you must ensure that:

“ It is the term after the child has reached the relevant age of eligibility.
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+ The Voucher Start Date is before the first day of the term you wish to claim funding
for.

« The Voucher End Date is on or after the first day of the term you wish to claim
funding for.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

@I The Higibility Code has been found, but does not cover the standard term start date (01-5ep-2024) therefore working family hours cannot be daimed this term.

Attendance Days

+ Please complete the children's attendance details by selecting ‘Yes’ next to each
day they attend. This ensures accurate recording of their weekly attendance pattern.

Maximum Values Allowed

« The red box shows how many funded hours are available in a term. This box will
change depending on your claim. If children attend 2 days or more, you must select
attends 2 days or more on the funding details tab otherwise the system will not allow
you to claim for more than 10 hours per week

++ Once you have completed the Funding Details tab, click on the Pending Adjustments
tab

r.ncio |

Summary Estimates Actuals Adjustments Higibility Checker

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

Pending Adjustment Extended Pending Adjustment
Number of Hours | v‘ | Number of Hours l:l
Reason (500 characters) Reason (300 characters)

g i
Maximum Values Allowed: Maximum Values Allowed:
Funded Termly Hours: 130.00 Extended Termly Hours: 130.00
Funded Yearly Hours: 520.00 Extended Yearly Hours: 520.00

*denotes mandatory fields
Save Cancel

On the Pending Adjustment tab complete as detailed below

¢ Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.
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+ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

+ Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

Once you have completed the Funding Details tab if you have any notes to make for
your claim, click on the Notes tab. This is where you can type any notes relating to the
child's claim. Any previous notes will be shown on the right-hand side. Please note that
working family eligibility codes should not be entered into in this section

|

summary Estimates Actuals Adjustments Eligibility Checker

Child Details_||_Parent/ Carer Details || Funding Details_| Pending Adjustment_| Notes

Add a new note Notes History

“denotes mandatory fields
Save Cancel

Once you have completed all tabs, click on the 'Save' button on the bottom left. If you
have any errors when trying the save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

@ Save Record Failed Due To The Errors Listed Below

ord can be saved

Non-Funded Hours be F etails Tab)

*denotes mandatory fields
eV Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as New, Unsubmitted claim. Please
double check the funded hours listed are correct as this is what will be submitted to us.
If the funded hours are not correct, please go back into the child's record to edit and
save the child's record.

runcin |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - Fee 3 & 4 Year Old Funding CHANGE

Add Child Send Claim

" Pending Total Funding
Status Child :‘a’.‘ﬂ"g Extended F“"%e:.;"“““ f."“;‘;‘?;’ Hours  pmountforferm  Hiigibility Status
JHOUrs  adjHours  \INCAC inc Ad) (inc Adj)
Childs, Test 31-Aug-2025 - 08-Dec-
© ™ New, Unsubmitted Child (11-May- 0.00 140.00 0.00 140.00 £798.00 2025
2022) Grace Period: 17-Mar-2026

98



Early Years Provider Portal — A guide for childcare settings

Repeat this process for every new child you wish to claim a supplementary for. Once
you have added/edited all your supplementary claims for each of the funding types
required, click the send claim button and you see a submission successful message at
the top of your screen. For any new children their status will change to New, Awaiting
LA Download. This means your claim has been submitted to us and is waiting for us to
process.

runcin

Summary Estimates Actuals Adjustments Eligibility Checker

‘ 9 ) Submission Successful |

Submit Adjustments: 2025/26 Autumn - Fee 3 & 4 Year Old Funding cHANGE

Add Child Send Claim

- Pending Total Funding
Status Child Pending . Extended :i';c"ﬁ.)”"”“ ;"“‘:::e," Hours o ountforTerm  Eligibility Status
J Adj Hours e U (inc Adj)
Childs, Test 31-Aug-2025 - 08-Dec-
o *) New, Awaiting LA Download (11-May- 0.00 140.00 0.00 140.00 £798.00 2025
2022) Grace Period: 17-Mar-2026

Add a supplementary claim for an existing child

+ Click on the 'Funding' tab on the main menu to enter the Funding section of the
Provider Portal.

+ Select the correct characters in answer to your security question and then click the
submit button

Home Forms Funding

Security question

For increased security, yeu are being promped ta enter the answer to one of the Authentication Questions
What is your favourite colour?
Character 1 2

+ Click on the 'adjustments' tab on the 2nd toolbar.

++ Select the academic year, then the term you are submitting your claim for and then
you will see the funding types available to you. Please Note - if you cannot see the
funding tabs please contact us on fee234@lancashire.gov.uk

The adjustments submission dates will be shown and if the provider portal is open for
adjustments you will see a green icon and the Funding Type will have a pencil icon
next to it. If there is a red 'no entry' icon and you get the following message when you
click on the terms this means the provider portal is closed for adjustments.

]

Summary Estimates Actuals Adjustments Ehgibity Checkers

Actuals Head Count Records for 2024/25 - Autumn

2024425
A Autumn

Submission Period:
04-Jul-2024 to 11-Oct-2024

Funding Type

# Fee 2 Year Old Funding

2023724
2022/23 # Fee 3 & 4 Year Old Funding
Ll # Fee 9 Month - 2yo Funding
202021
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++ Click funding type you want to make a supplementary claim for.

s From the list of children, click on the child's name you wish to make a
supplementary for. You will then be taken to the pending adjustments tab

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2022/23 Summer - Fee 2 Year Old Funding CHANGE

Add Child Enter EY Voucher | Send Claim

Status Child

M Baby
x (12-Jul-2020)

9 month — 2-year-old existing child

. |

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Harry Potter DOB: 13-Jun-2021

Summary_||_Child Details_||_Parent/ Carer Details_||_Funding Detaiis | Pending Adjustment | Notes

Expanded Pending Adjustment
Number of Hours [More Hours v 135
Reason (500 characters)

\E'g\f. Start Date - 03/07/2024
Hours per week - 135
‘Weeks per term - @

Maximum Values Allowed:

Expanded Termly Hours: 195.00
Expanded Yearly Hours: 570.00

“denotes mandatory fields
Save Cancel

On the Pending Adjustment tab complete as detailed below

¢ Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.

¢ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

% Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

«» On the Child Details tab, Parent/Carer Details tab check all details are correct and

amend if necessary. If you have any notes to add to the supplementary claim, these
can be added on the notes tab.
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Please note:

+ If you are amending the child's date of birth you will be required to submit a copy of
the child's birth certificate or passport to fee234@lancashire.gov.uk as evidence of
the change before the amendment will be accepted by LCC

% On the Parent/Carer tab if you don’t tick the consent box or enter the incorrect
details, you will not be able to claim the Working Family/Additional Support (Golden
Ticket) entittement and may miss out on EYPP.

Once you have completed all tabs, click on the 'Save' button on the bottom left. If
you have any errors when trying the save your record you will get a notification that
the record cannot be saved, and the errors will be listed in red at the bottom of the
screen. Once you have fixed the errors listed you will be able to save the record.

@ Save Record Failed Due To The Errors Listed Below

iing errors need to be fi
1 must be entered

e i g
*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as Unsubmitted Claim and the
number of hours you are claiming will be shown in the Pending Expanded Adj Hours
column. Please double check the funded hours listed are correct as this is what will
be submitted to us. If the funded hours are not correct, please go back into the child's
record to edit and save the child's record.

&

Summary Estimates Actuals Adjustments Eligibility Checker

ecord can be saved:

Submit Adjustments: 2025/26 Autumn - 9m-2yo Funding Sept 25 CHANGE

Total Funding

Pending Expanded Hours

Status Child : xpanded ; : Amount for Term Eligibility Status
SdllEons Adj Hours i) (inc Adj)
0o " Unsubmitted Child Childl2 o=t 0.00 140.00 140.00 £1420.40 J1-Aug-2025 - 08-Dec-2025

(11-Dec-2023) Grace Period: 17-Mar-2026

+ Repeat this process for every child you wish to claim a supplementary for.

Once you submit the claim you will receive a Submission Successful message at
the top of the screen and the Send Claim button will no longer be available until you
click Add Child button again.

runcins [

Summary Estimates Actuals Adjustments Eligibility Checker

‘ % / Submission Successful

Submit Adjustments: 2025/26 Autumn - 9m-2yo Funding Sept 25 CHANGE

Add Child Send Claim

Status Child

Pending
Expanded
Adj Hours

Total Funding
Amount for Term  Eligibility Status
(inc Adj)

Pending
Adj Hours

Expanded Hours
(inc Adj)

P Child 2, Test 31-Aug-2025 - 08-Dec-2025
o 9] Awaiting LA Download (11-Dec-2023) 0.00 140.00 140.00 £142940 < o Period: 17-Mar-2026
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Existing 2 year old child eligible under families receiving additional
support (i.e. Golden Ticket)

s

Summary Estimates Actusls Adjustments Eigibility Checker

Name: Harry Potter DOB: 13-Jun-2021

Summary | Child Details | Parent / Carer Details || Funding Defails | Pending Adjustment || Notes

Pending Adjustment

Number of Hours [ More Hours v 135.00
Reason (500 characters)

. EEF start date - 03/07/2024

. Hours per week - 135
= Weeks perterm - 9

Maximum Values Allowed:

Funded Termly Hours: 195.00
Funded Yearly Hours: 570.00

“denotes mandatory fields
Save Cancel

On the Pending Adjustment tab complete as detailed below

¢ Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.

+ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

% Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

+» On the Child Details tab, Parent/Carer Details tab check all details are correct and
amend if necessary. If you have any notes to add to the supplementary claim, these
can be added on the notes tab.

Please note:

% If you are amending the child's date of birth you will be required to submit a copy of
the child's birth certificate or passport to fee234@lancashire.gov.uk as evidence of
the change before the amendment will be accepted by LCC

+ On the Parent/Carer tab if you don’t tick the consent box or enter the incorrect
details, you will not be able to claim the Working Family/Additional Support (Golden
Ticket) entitlement and may miss out on EYPP.
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Once you have completed all tabs, click on the 'Save' button on the bottom left. If
you have any errors when trying the save your record you will get a notification that
the record cannot be saved, and the errors will be listed in red at the bottom of the
screen. Once you have fixed the errors listed you will be able to save the record.

@ Save Record Failed Due To The Errors Listed Below

e the record can be saved:

g Detal
t be entered (Funding

lon-F ed ar s Tab)
*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as Unsubmitted Claim and the
number of hours you are claiming will be shown in the Pending Adj Hours column.
Please double check the funded hours listed are correct as this is what will be
submitted to us. If the funded hours are not correct, please go back into the child's
record to edit and save the child's record.

rncin |

Summary Estimates Actuals Adjustments Eligibility Checker

tered (Fundi

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

Total Funding

c Pending Funded Hours Expanded Hours - e
Status Child f Expanded 5 = = = Amount for Term Eligibility Status
Adj Hours Adj Hours (inc Adj) (inc Adj) (inc Adj)
Child, Test2 31-Aug-2025 - 08-Dec-
o f) Unsubmitted Child (05-May- 150.00 0.00 150.00 0.00 £1119.00 2025
2023) Grace Period: 17-Mar-2

¢ Repeat this process for every child you wish to claim a supplementary for.

Once you submit the claim you will receive a Submission Successful message at the
top of the screen and the Send Claim button will no longer be available until you click

Add Child button again.

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

< ) Submission Successful

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

. Pending Total Funding
Status Child Pencing Expanded (F.““"::.}“""" f.""’::.?d Hours  Amount for Term
JHOUrS  pdiHours  'NCAC Pi3EL] (inc Adj)
Child, Test2
onn Awaiting LA Download (05-May- 150.00 0.00 150.00 0.00 £1119.00

2023)
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Existing 2 year old child eligible under working families'

Please note: If the 2 year old child is eligible for both the Families Receiving Additional
Support and the Working Families entitlements then the first 15 hours should be
claimed under the ‘Pending Adjustment’ section. Any additional hours beyond the initial
15 should be claimed under the ‘Expanded Pending Adjustment’ section.

runciv |

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Test2 Child DOB: 05-May-2023

Summar) y Child Details Parent / Carer Details. Funding Details ‘ Pending Adjustment Notes

Pending Adjustment Expanded Pending Adjustment
Number of Hours More Hours v Ih 50.00 I Number of Hours 50.00
Reason (500 characters) Reason (500 characters)
EEF Start Date - 13 October 2025 EEF Start Date - 13 October 2025
Hours per week - 15 Hours per week - 5
Weeks per term - 10 Weeks per term - 10
4 4
Maximum Values Allowed: Maximum Values Allowed:
Funded Termly Hours: 210.00 Expanded Termly Hours: 420.00
Funded Yearly Hours: 570.00 Expanded Yearly Hours: 1140.00

On the Pending Adjustment tab complete as detailed below

+«* Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.

¢ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

++ Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

+» On the Child Details tab, Parent/Carer Details tab check all details are correct and
amend if necessary. If you have any notes to add to the supplementary claim, these
can be added on the notes tab.

Please note:

% If you are amending the child's date of birth you will be required to submit a copy of
the child's birth certificate or passport to fee234@lancashire.gov.uk as evidence of
the change before the amendment will be accepted by LCC
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+« On the Parent/Carer tab if you don'’t tick the consent box or enter the incorrect
details, you will not be able to claim the Working Family/Additional Support (Golden
Ticket) entittement and may miss out on EYPP.

Once you have completed all tabs, click on the 'Save' button on the bottom left. If
you have any errors when trying the save your record you will get a notification that
the record cannot be saved, and the errors will be listed in red at the bottom of the
screen. Once you have fixed the errors listed you will be able to save the record.

@ Save Record Failed Due To The Errors Listed Below

The following errors need to be fixed before the record can be saved:

Address Line 1 must be entered (Child
Term End Date must be entered (Funding )
Non-Funded Hours must be entered (Funding Details Tab)

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as Unsubmitted Claim and the
number of hours you are claiming will be shown in the Pending Expanded Adj Hours
column. Please double check the funded hours listed are correct as this is what will
be submitted to us. If the funded hours are not correct, please go back into the child's
record to edit and save the child's record.

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher Send Claim

Pending Total Funding

Pending Funded Hours Expanded Hours N
Status Child L Expanded - - = Amount for Term Eligibility Status
Adj Hours Adj Hours (inc Adj) (inc Adj) (inc Adj)
Child, Test2 31-Aug-2025 - 08-Dec-
Unsubmitted Child (05-May- 150.00 20.00 150.00 20.00 £1268.20 2025
Y
2023) Grace Period: 17-Mar-2026

¢ Repeat this process for every child you wish to claim a supplementary for.

Once you submit the claim you will receive a Submission Successful message at the
top of the screen and the Send Claim button will no longer be available until you click
Add Child button again.

o |

Summary Estimates Actuals Adjustments Eligibility Checker

<« / Submission Successful

Submit Adjustments: 2025/26 Autumn - 2yo Funding Sept 25 CHANGE

Add Child Enter EY Voucher | Send Claim

Pending Total Funding

Funded Hours Expanded Hours

- Pending
Stat Child L ded 5 2 5 = Amount for T
us . Adj Hours :’;’;al-:‘ours (inc Adj) (inc Adj) (im:u}: dj) or ferm
Child, Test2
o ) New, Awaiting LA Download (05-May- 150.00 20.00 150.00 20.00 £1268.2(

2023)
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3 & 4-Year-0Old existing child

Summary Estimates Actuals Adjustments Eligibility Checker

Name: Mickey Mouse DOB: 11-Aug-2020

Summary Child Details Parent / Carer Details Funding Details | Pending Adjustment ‘ Notes

Pending Adjustment Extended Pending Adjustment
Number of Hours - ‘ | Number of Hours \:I
Reason (500 characters) Reason (500 characters)

A A
Maximum Values Allowed: Maximum Values Allowed:
Funded Termly Hours: 195.00 Extended Termly Hours: 195.00
Funded Yearly Hours: 570.00 Extended Yearly Hours: 570.00

“denotes mandatory fields
Save Cancel

On the Pending Adjustment tab complete as detailed below

+«* Number of hours - From the drop-down box select MORE hours. You must not enter
less hours as this would indicate you wish to reduce the number of hours. Please
note: if you are wanting to reduce the hours your setting has already claimed for a
child on the headcount claim, you should contact the EEF team to discuss how to
correct this.

¢ In the empty box next to number of hours enter the TOTAL number of hours you
are making a claim for not the number of hours per week.

¢+ Reason - In this box you MUST confirm the following information for ALL claims. If
this information is missing we will reject the claim.

o EEF start date — enter the date child started
o Hours per week — enter the number of hours per week you are claiming
o Weeks per term — enter the number of weeks per term you are claiming

«» On the Child Details tab, Parent/Carer Details tab check all details are correct and
amend if necessary. If you have any notes to add to the supplementary claim, these
can be added on the notes tab.

Please note:

¢ If you are amending the child's date of birth you will be required to submit a copy of
the child's birth certificate or passport to fee234@lancashire.gov.uk as evidence of
the change before the amendment will be accepted by LCC

% On the Parent/Carer tab if you don’t tick the consent box or enter the incorrect
details, you will not be able to claim the Working Family/Additional Support (Golden
Ticket) entittement and may miss out on EYPP.
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Once you have completed all tabs, click on the 'Save' button on the bottom left. If
you have any errors when trying the save your record you will get a notification that the
record cannot be saved, and the errors will be listed in red at the bottom of the screen.
Once you have fixed the errors listed you will be able to save the record.

@‘ Save Record Failed Due To The Errors Listed Below

The following errors need to be fixed before the record can be saved

*denotes mandatory fields
Save Cancel

Once you have successfully saved the record, you will be taken back to the
adjustments list. The child status will now show as Unsubmitted Claim and the
number of hours you are claiming will be shown in the Pending Adj/Pending Extended
Adj Hours column. Please double check the funded hours listed are correct as this is
what will be submitted to us. If the funded hours are not correct, please go back into
the child's record to edit and save the child's record.

runcing |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - Fee 3 & 4 Year Old Funding CHANGE

- Pending Total Funding
Status Child :z’.":"“g Extended r.““‘f‘j’.)"b“" f.m::.e)d Hours 4 ountfor Term  Eligibility Status
| Fours Adj Hours inc Ad) inc Ad (inc Adj)
Childs, Test 31-Aug-2025 - 08-De
0 f) Unsubmitted Child (11-May- 10,00 140.00 10,00 140.00 £355.00 2023
2022) Grace Period: 17-Mar

¢ Repeat this process for every child you wish to claim a supplementary for.

Once you submit the claim you will receive a Submission Successful message at the
top of the screen and the Send Claim button will no longer be available until you click
Add Child button again

rancing [

Summary Estimates Actuals Adjustments Eligibility Checker

® ) Submission Successful

Submit Adjustments: 2025/26 Autumn - Fee 3 & 4 Year Old Funding CHANGE

- Pending Total Funding
Status Child fending  Extended ;::‘ﬂ,”“"’ E’;‘ﬂ:“f Hours  piountfor Term  Eligibility Status
d Adj Hours J J (inc Adj)
Childs, Test 31-Aug-2025 - 08-Dec-
0 f) Awaiting LA Download (11-May- 10.00 140.00 10.00 140,00 £855.00 2025
2022) Grace Period: 17-Mar-2026

Submitting your supplementary claims

Once you have completed your supplementary claims, please double check the list
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of adjustments before sending your claim as this is what will be submitted to us. You
are ready to submit your supplementary return once you have:

v" Added new child records and attendance hours/weeks for children who have
started after the headcount date

v" Reviewed existing children and updated their hours of attendance/weeks for
any children who have increased their hours since the headcount date.

Reminder: If you are claiming EYYP / DAF please ensure you have completed all the
required information where applicable so that we can process your additional
payments.

% To submit your claim click on the 'Send Claim' button, which is located on the
'‘Adjustments’ page.

runcin [

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2025/26 Autumn - Fee 3 & 4 Year Old Funding CHANGE

Add Child Send Claim

" Pending Total Funding
Status Child :f’“‘:mrs Extended f;::ﬁ.,”"“" :’:“:R‘:)" Hours  pmountforTerm  Eligibility Status
v Adj Hours U U (inc Adj)
Childs, Test 31-Aug-2025 - 08-Dec-
© " New, Unsubmitted Child (11-May- 000 140.00 0.00 140.00 £798.00 2025
2022) Grace Period: 17-Mar-2026

Once submitted you will get a message at the top of screen as below, this message
will only show at the top of the screen, therefore, if your list of children is long, you
may not see this and you will need to scroll to the top of the page.

runcino |

Summary Estimates Actuals Adjustments Eligibility Checker

~ )) Submission Successful

Submit Adjustments: 2025/26 Autumn - Fee 3 8 4 Year Old Funding cHANGE

Pending Pending Funded Hours E ded Hours '[otal Funding

Status Child = Extended 5 5 = = for Term Eligibility Status
Adj Hours Adj Hours (inc Adj) (inc Adj) (inc Adj)
Childs, Test 31-Aug-2025 - 08-Dec-
o ¥) New, Awaiting LA Download (11-May- 0.00 140.00 0.00 140.00 £798.00 2025
2022) Grace Period: 17-Mar-2026

Once you have submitted your claim, you can view the current adjustments to ensure
that all children have hours showing where a claim is being made and their status has
updated to one of the following.

% New, awaiting LA download (for new children)
% Awaiting LA download (children who have been edited)
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If the Status does not show any of the above and the child hours are zero, this means
that you have not submitted the record and you will need to go back into the record
and edit the hours/weeks and then click the 'Send Claim' button again. Once we have
processed your supplementary claim the child status will be blank.

Please note the following:

+ We recommend that once you have submitted your supplementary claim you take
a copy of your claim, showing the 'submission successful' message along with
printing your adjustments claim.

+** You can submit supplementary claims at any point during the supplementary claim
submission period. If you realise that you have missed a child off or made a
mistake on a child’s hours/weeks, missed EYPP information or if circumstances
change, you can simply re-edit the relevant child records as many times as
necessary and you must then click the 'Send Claim' button before the end of the
supplementary claims submission period.

¢ Errors or omissions in your supplementary claim can result in delays in processing
your claims. Please ensure any queries are responded to in a timely manner.

11. Payment information
All EEF payments are made in line with the deadlines set out in the Funding Agreement

Funding summary

Within the Provider Portal there is a Summary screen which allows you to see
information relating to payments made to you, for each term and for each funding type.
A summary of your claims will be available to view each term.

« Go to Funding, Summary, then select the year, term and funding type for which
you require the information.

runcing [

Summary Estimates Actuals Adjustments Eligibility Checker
Summary Head Count Records for 2025/26 - Autumn

2025/26

Autumn Funding Type
2024/25 2yo Funding Sept 25
2023724 i
2022/23 o 9m-2yo Funding Sept 25
2021722 Fee 3 & 4 Year Old Funding
2020721
2019/20
< This will open the Summary screen for that term and funding type.
p ry gtyp
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runcing [ R

Summary Estimates Actuals Adjustments Eligibility Checker

Summary: 2025/26 Autumn - Fee 3 8 4 Year Old Funding CHANGE

Rate x Hours may not equal Totals as rounding is applied per child.

The totals shown are the sum of the funding amounts per child.

Estimates Actuals
Term Length [Wesks) 14.000 Termn Length (Weeks) Term Time 14.000
Pp Provider Rate applied E£5.700 B Provider Rate applied to child funding £5.700
Estimate Funding Funding
Hours Per Term 0.00 Funded Hours for Term 0.00
Term Funding Amount £0.00 Fundimg Amount @ Provider Rate £0.00
nterim % 75.00%
Interim Amount Payable £0.00
Funding Amount £0.00
Total Interim Amount Paid to Date £0.00 Extended Funding
(before Adj) Funded Hours for Term 0.00
Funding Amount @ Provider Rate £0.00
Interim Amount Payable Balance £0.00
Extended Funding Amount £0.00
Totals
Funded Hours for Term 0.00
Mumber of Payments Due 373 Funding Amount @ Provider Rate £0.00
Mext Payment Amount Due (before Adj) £0.00 Child Weightings £0.00
Term Funding Amount £0.00
Interim Amaount Paid (before Adj) £0.00
Fully Processed Mo
Term Funding Amount Balance £0.00
Adjustments Paid with Final Payment £0.00
Actual Amount Paid (Inc. Adj) £0.00
Processed Mo

Processed Date

The information is displayed as follows:

Estimates

% Term Length (Weeks) - This refers to the number of funded weeks in the term
i.e. 11 weeks in spring, 13 weeks in summer and 14 weeks in autumn.

« Provider Rate applied — This is your hourly Provider rate for the EEF. If you click
on the little triangle next the provider rate applied it will show the base rate and any
other elements such as deprivation.

Estimates Funding

¢ Hours per term — This will show the estimated total hours for the term.

+ Term funding amount — This will show the estimated total funding amount due
for the term.

< Interim % - This will show the % of the interim payment received based on the
estimate submitted. Please refer to the Funding Agreement for details of the %
rates paid each term.

+ Interim amount payable / Total interim amount paid to date (before Adj) - This
will show the interim amount payable based on the estimated hours.

+ Interim amount payable balance - If there is any interim payable the amount will
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be shown.

** Number of payments due - this will show the number of interim payments due
each termi.e. 3 in autumn, 2 in spring and 4 in summer.

+ Next payment amount due (before Adj) — this will show the next interim payment
amount (before any adjustments)

+ Processed (Yes/No) and Processed date — This will show if we have processed
interim payments and the date payment was processed. Please note the date
shown is the date we have processed payments NOT the date funds will be in bank
account. Payments will be in bank accounts on the dates specified in the funding
agreement.

Please note: if any adjustments (i.e. money owed to the Council) have been processed
with your interim payments, you will need to go to the adjustments tab to find out more
information.

+ Go to Adjustments and if there are any adjustments paid with estimates, click on
'paid with estimates' to view the details.

. ...

Summary Estimates Actuals Adjustments Eligibility Checker
View Adjustments: 2022/23 Summer - Fee 3 & 4 Year Old Funding cHANGE
p Not Paid - Total: (£695.76)

w Paid with Estimates - Total: (£1569.12), Paid Date: 31-Mar-2023

No.of Override  Total Child Total Amount
Type  DateAdded  Child Name Date of Birth 3> ®!  Rate per Weighting @Provider  Amount Reason
jours
Hour Amount Rate

System carried
Provider 09-Mar-2023 (£1560.12) negative final value
from Spring 2022/23

Actuals

% Term length - This refers to the number of funded weeks in the term i.e. 11 weeks
in spring, 13 weeks in summer and 14 weeks in autumn.

« Provider rate — This is your hourly Provider rate for the EEF.

Funded/Universal Hours

« Funded hours for term — This will show the total number of funded/universal
claimed in the term.

+ Funding amount @ provider rate - Funded/Universal funding amount - This
will show the funding amount due based on the funded/universal hours claimed.

Extended/Expanded Funding (this will only be shown if applicable)

¢ Funded hours for Term — This will show the total number of extended/expanded
claimed in the term.

% Funding amount @ provider rate — Extended/Expanded funding amount —
This will show the funding amount due based on the extended hours claimed.

Totals

“ Funded hours for term — This will show the total funded hours claimed for the
term (Universal/Funded and extended/expanded, if applicable)

% Funding amount @ provider rate — This will show the total funding amount due
for the term based on the total hours claimed.

+ Child weightings — This will show any payments relating to Early Years Pupil
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Premium (EYPP) funding.

% Term funding amount — This will show the total funding amount due for the term
(including any EYPPP payments)

+ Interim amount paid (before Adj) — This will show any interim payments which
have been made.

+ Term funding amount balance — This will show the balance due for the term (term
funding amount less the interim payment)

+ Adjustments paid with final payment — This will show if any adjustments have been
paid with the final payment i.e. Disability Access Funding / money owed to the
council.

% Actual amount paid (inc Adj) — This will show the actual amount of funding paid
for the term.

+ Processed (Yes/No) and Processed date — This will show if we have processed
interim payments and the date payment was processed. Please note the date
shown is the date we have processed payments NOT the date. Payments will be in
bank accounts on the dates specified in the funding agreement

Please note: if any adjustments (i.e. money owed to the Council) have been processed
with your actuals payments, you will need to go to the adjustments tab to find out more
information.

+ Go to Adjustments and if there are any adjustments paid with actuals, click on 'paid
with actuals' to view the details.

rncing |

Summary Estimates Actuals Adjustments Eligibility Checker
View Adjustments: 2022/23 Summer - Fee 3 & 4 Year Old Funding CHANGE
w Paid with Actuals - Total: (£1690.00), Paid Date: 23-Jun-2023

No.of Override TotalChild  Jotal

el
Type DateAdded  Child Name Dateof Birth ;> ° Rateper  Weighting vai‘;’;‘r@ Amount  Reason
Hour Amount Rate

Provider 23-Jun-2023 (£1690.00)

Paid adjustments

+ To view adjustments that have been paid, you need to go to Funding > Adjustments
and the select the year, term and funding type you want to view the paid
adjustments for.

runcins |

Summary Estimates Actusls Adjustments Eligibiity Checker

Adjustments Head Count Records for 2022/23 - Summer

2022723 Actuals (Offic
 Summer Ready To
Selema1,0n Serncd o e Process
pa, SRS .
# Fee 2 Year Old Funding
Q@ Spr
O #  Fee 3 & 4 Year Old Funding
R S S 2 Fee9 Month - 2y0 Funding ind the date it was

112



Early Years Provider Portal — A guide for childcare settings

paid. Click on the down arrow next to 'paid' and it will list details of the adjustment.

runaing |

Summary Estimates Actuals Adjustments Eligibility Checker

Submit Adjustments: 2022/23 Spring - Fee 2 Year Old Funding CHANGE

w Paid as Adjustments - Total: £563.85, Paid Date: 15-Mar-2023

No.of Override Total Child Total Amount
Type Date Added Child Name Date of Birth H 7 Rate per Weighting @ Provider Amount Reason
OUTS  Hour Amount Rate

Funded start date 6.2.23 7
Child 13-Mar-2023 Brown P 2 _ 2020 105.00 £0.00 £563.85 £563.85 weeks x 15 hours per week

Total FEE Funded hours 105

12. Forms library

The following Forms are available for completion by accessing the 'Forms' tab at the
top of the page within the portal. After you have submitted the completed form, a
member the team will check your form and either approve it or give you a call if there
is a problem.

¢ Access to Provider Portal Additional Users Form
% Change of Bank Details Request Form

++ Change to types of funded places offered

+« Early Years Census

+ Funding Agreement Acceptance Form

+ New EEF Registration Form

« Update Your Details

Please note: The Early Years Census form and the Funding Agreement Acceptance
form will only be available for completion when we require providers to complete them.

++ Use the drop-down box at the top of the page and select the correct provider type
you require.

Organizstion:  Test Day Nursery
Provider Test After School Club (Test Provider Type) v

Test After School Club (Test Provider Type)

Test Day Nursery (Test Provider Type)

++ click on Forms > Fill in Forms > select the relevant form from the list and once
completed click on the submit form button.

% Once you have completed and submitted your form it will be authorised by a
member of the EEF team.

¢ There is no need to resend your form through again unless there are any changes.

113



Early Years Provider Portal — A guide for childcare settings

Additional Users

You are only required to complete this form if you need additional users accounts for
the Provider Portal

+» Additional users must have their own individual email address to set up an account
+« The form must be completed by an Authorised Signatory

+« All users with Provider Portal accounts will be able to make headcount or
supplementary funding claims and update all forms including the change of bank
details request form.

Access to Provider Portal — Additional User

Request
Childcare Provider Name: [Test After School Club ]
Ofsted Registration Number: EV522456

Click here to view the Local Authority Agreement for the Provision of Early Education Funding

This form must be completed by an Authorised Signatory, who is a person with the appropriate
authority for the Childcare Provider named above, to bind the Childcare Provider to the terms of this
Agreement. The County Council reserves the right to request evidence of this permission and the
Childcare Provider must provide this immediately on request.

Request for additional persons to be granted access to the Provider Portal
Mote: Please provide details of all people who require access to the online Provider Portal. These
people will be able to make headcount or supplementary funding claims and update all forms
including the change of bank details request form.

Full Name Email Address Post/Role

Authorised Signatory Details

| amn the Authorised Signatory (i.e. The person with authority to bind the Provider to the terms of this
Agreement). | have read and agree to abide by all aspects of the:-

1. The Local Authority Agreement for the Provision of Early Education & Childcare April 2024.
2. The Early Education and Childcare Statutory Guidance for Local Authorities April 2024.
3. Early Years Entilements: Operational Guidance for Local Authorities and Providers June 2018.

Full name of Authorised Signatory
completing this form:

Authorised Signatory Email Address:

Please enter today's date: &1
ddimmiyyyy
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Change of bank details

You are only required to compete this form if you change your bank details for where
the EEF payment is to be made. Please note if you use this form to change your bank
details this will change the banks details for all LCC payments.

% When requesting a change of bank details, you must allow 4 weeks for these
changes to be actioned. During this period please do not close your existing bank
account

+ The person completing the change request must be the same person who has
signed the Funding Agreement.

+« This form will be populated with your provider details and bank/payment details,
you will need to update the bank details and when entering your sort code, please
input without any spaces or hyphens. Ensure that you complete all the fields and
double check the details you have input as this will be where your LCC payments
will be made. Complete the contact / verification details and Authorised Signatory
sections as required. The person completing the change request must be the same
person who has signed the Funding Agreement. Choose the date of completion
from the calendar in the date box and once you are happy with the details
contained in the form click on Submit Form.

% Once we have updated your details on our system, a colleague from our
Procurement Information Management Team will contact you to verify the
changes. Please note your bank details will not be updated until you have verified
the details with our Procurement Information Management Team.

Change of Bank Details Form for Existing EEF
Providers

MoxtPage | Select page: [Cha

Provider Details

Frovier Heme:
Ofsted URN:
Payee Details
Fayee Name:

Py Adress

Town/City: Praste
County:

Pastende:

Bank and Payment Details

Email agdress for Remillance Advice (o be senl:

sart

Account number

Contact | Verification details

ot Telephone Humber:
Contact Email Address:

Autherised Signatery

An Al

Mol Page Select page: [Change of Bark Delails ReguesL W |

FIS Provider Portal - Part of the Synerzy FIS Suite
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Change to types of funded places offered

You are only required to complete this form if you wish to change what funding types
you are registered with us for i.e. if you don’t currently offer 2 year funding and want to
offer 2 year old funding

« The tick boxes will show what funded places are currently being offered at your
setting.
+** You will need to update this to reflect the funding types you wish to offer.

++ Once you have done this you will need to confirm you agree to the terms of the
Local Authority Agreement (a link to this is provided on the form) and provide your
full name in the Authorised Signatory box and choose the date of completion from
the calendar in the date box.

¢+ Once you are happy with the details contained in the form click on Submit Form

Change to types of funded places offered

[ WexiFage ] Select page: [Change to types of funded places 1w |

Childeare Provider Name: Test After School Club

OF 5TED Reference: EYSZ3455

Click here to view the Local Autharity Agreement for the Provision of Early Education Funding

An Authorised Signatory means such a person with the appropriste authorty or permission from the
Senace Provider to bind the Senvce Proviger fo the ferms of this Agreemenf. The Council resenes
the right to request evidence of this pemmission from fime fo time. and the Senvice Provider must
provde this immediately upon request

The tick boxes below show the types of funded places currently baing offered at your
setting. Please ensure that you have ticked/unticked the correct options to reflect the
funded places that you will now offer.

As an authorised signatory of the abowve Childcare Provider | confirm that:

| will provide Early Education Funded place(s) for children aged 3 months — 2 year old.

Mote: If the box for 8 -23 months funding is not ticked you will only be able to claim from the
term after a child's 2nd or 3rd birthday.

| will provide Early Education Funded place(s) for 2 year old children.
| will provide Expanded hours far 2 year old working families

Mote: If the box for 2 year old expanded hours is not ticked you will only be able to claim for
disadvantaged 2 year olds.

| will provide the Universal 13 hours Early Education Funded place{s) for 3 & 4 year old
children.

| will provide the Extended 13 Hours Early Education place(s) for eligible 3 & 4 year old
children.

Mote: if the box for 384 year old extended hours is not ticked you will only be able to claim
15 universal hours for 3&4 year olds.

| am the Authorised Signatory (Le. The person with authority to bind the Provider to the terms of
thiz Agreement). | have read and agres to sbide by all aspects of the:-

1. The Local Autharity Agresment for the Provision of Early Education & Childcare April 2024,
2. The Early Education and Childcare Statutory Guidance for Local Authorities April 2024.

3. Early Years Entitlements: Operational Guidance for Local Authoriies and Providers June
2018

| understand that | will receive funding, if efigible, under the Lancashire Funding Agreement and
that any failure on my behslf to uphold any cbligation placed upon me by the Funding
Agreement may result in a withdrawal of funding to deliver the Early Education Funded places
i my setting andfor recall of any monies already paid. | understand that the above named
setting may be subject to visits and'or audit monitoring by Lancashire County Council Officers
to &xaming any aspect of the defvery of the Earty Education Funding to ensure full compiance.

As outlined in the Funding Agreement | understand that the Local Authosity will maintain and keep
an up-to-date dirsctory of chidcare providers and make svailable relevant detals through the
Family Information Semvice to parents.

By submitting this acceptance form | am giving consent for my setting to be included in the public
directory of childcare providers.

| agree to all the terms of the above agreement

Full name of Authorised
Signatory completing this
form:

Please enter today's date:

ddimmfyyyy « 3

W will check the details you have entered and email you to let you know if we accept your
form, of if you have completed it incomecthy. 116

You cannot make a headcount or supplementary claim until your form has been accepted
as being correctly completed.



Early Years Provider Portal — A guide for childcare settings

Early years census

You are only required to complete this form once a year in the Spring term and we
will email you when you are required to do so.

% In the Spring Term we submit an Early Years Census to the Department for
Education (DfE).

+¢+ All providers who make a claim in the Spring Term MUST complete this form.

« It will only be available for a short period of time during the Spring Term and if it is
not completed we will be unable to pay your final spring headcount balancing
payment.

+* We will email all providers in the Spring Term and guidance notes for completing
this form will be included.

Early Years Census
| NextPage | Selectpage:[Early Years Census v][>>]
Early Years Census Guidance Notes

Early Years Census Return

The collection of data for the Early Years Census is a
statutory requirement on Early Years Providers and
local authorities through regulations under Section
99 of the Childcare Act 2006 and The Education
(Provision of Information About Young Children)
(England) Regulations 2009.

Please complete and submit the following census
retumn for your childcare setting, ensuring that the
information is accurate and up to date. All census
retumns together with a valid headcount daim must
be submitted no later than Sunday 19th January
2025. Where possible, the census form has been
pre-populated with data from the 2024 Early Years
Census. Please check each question and update the
data accordingly before submitting the census form.

PLEASE NOTE: FAILURE TO SUBMIT THIS
FORM WILL LEAD TO YOUR SPRING FUNDING
BEING DELAYED.

Day Care Type? Full Cv

Total Number of 9 month to 23 month
olds (Funded only)*

* Please note, it is only 9 month old to 23
month old children (ie dob between 1st
January 2023 to 31st March 2024) who you
are daiming funding for in the spring term.
Total Number of 2 Year Olds (Funded

and Non-Funded)?

Total Number of 3 Year Olds (Funded

and Non-Funded)?

Total Number of 4 Year Olds (Funded 3
and Non-Funded)?

Staff Details Please Note - Only the highest
level qualification for each member of staff is
to be recorded, double counting must not
occur

Total number of paid staff, working with 1
children under S years?

Total number of paid staff working with
children under 5 years with a full and a
relevant level 2 qualification?

Total number of paid staff with a full and

relevant early years, level 3 qualification '
and not in a managerial role, who work

with children aged under 5 years?

Total number of paid staff working with a

full and relevant early years level 3

qualfication and in a managerial role, 4
who work with children aged under 5

years?

Total number of paid staff with qualified

teacher status who work with children

aged under S years?

Total number of paid staff with early

years professional status who work with b
children aged under S years?

Total number of paid staff with early

years teacher status who work with !
children aged under 5 years?

Other Information
Y
Are you open, 24/7? :‘
No
Do you operate on the premises of a Yes
maintained school or have a partnership .
arrangement with a maintained school? No
Do you work in partnership with another Yes
PVI establishment to provide funded .
early education? No
How many weeks are you open each 1Y
year?
How many weeks in the current calendar
year are you open and funded by the »
Local Authority?
Thank you for completing this form, please
dick the Submit button to complete

[ Submit Form |

FIS Provider Portal - Part of the Synergy FIS Suite
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Funding Agreement acceptance

You are required to sign this Agreement when there is an update. We will email you
when you are required to sign the new Funding Agreement.

« The Funding Agreement for the Provision of Early Education Funding outlines the
terms and conditions of funding for all Private, Voluntary, and Independent (PVI)
providers that wish to offer the funded entitlements. All Ofsted registered providers
are required to accept the terms and conditions of the Funding Agreement if they
wish to offer Early Education Funding.

% The Agreement will automatically renew on the same terms and conditions on the
1 September each year unless notified otherwise. In the event of there being any
changes to the terms and conditions the Provider will be notified.

¢+ This form will only need completing when there has been an update to the terms
and conditions and it will only be available on the portal for a short period of time.

“ When completing the new agreement the Childcare Provider Name, Ofsted
Reference and the funding types the provider is registered for will be pre-populated.

+ Once you have read and are happy with the agreement you will need to confirm
you agree to the terms and provide your full name in the Authorised Signatory box
and choose the date of completion from the calendar in the date box.

Please note Authorised Signatory means such person with the appropriate authority or
permission from the Service Provider to bind the Service Provider to the terms of the
Agreement.

Early Education & Childcare Funding Agreement
Acceptance Form

Next Pago Solect page. [ Funding Agroam

ignatory of the above Childcare Prov

be able to claim from the

1d working famies

ked you will only be able to claim for

for 384 yoar old working families

Noto: i 384y ndod hours is not ticked you will only bo able to claim
15 universal hours

Ful
this form:

Authorised Signatory Emall Address:

Please enter today's date
ddmmlyyyy -0

Importas

Submit Form
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New EEF provider registration form

New Providers are required to complete this form when registering to offer Early

Education Funded places.

« The Childcare Provider Name, Provider Type and Ofsted Reference will be
prepopulated.

+“ You will need to tick what funding types you would like to register for, complete the
bank details and provide an email address that accounts payable will use to send
a remittance advice to.

+“* You will also need to confirm you agree to the terms and provide your full name in
the Authorised Signatory box, choose the date of completion from the calendar in
the date box and confirm your email address.

+ If you would like for us to create additional users for your online provider portal you
can complete the 'Additional Persons' section. Once complete click on the submit
button.

++ Once we have checked you are eligible to offer the funded places, we will complete
your registration.

Please note you will not be able to claim for any children until you have received our
confirmation email that you are now an EEF eligible provider.

Early Education & Childcare Funding Agreement
Acceptance Form

Next Page Select page: | Funding Agreement acceplance v | >>
Childcare Provider Name: Test After Schoo! Club
Ofsted Registration Number: Evs2a36

Click here to view the Local Authority Agreement for the Provision of Early Education Funding
This form must be completed by an Authorised Signatory, who is a person with the appropriate
authorlty for the Childcare Provider named above, 1o bind the Childcare Provider 10 the terms of this
Agreement The County Council reserves the right 10 request evidence of this permission and the
Childcare Provider must provide this immediately on request

Funded Places Information
Important Note
If the box is akready ticked, you are ¢ vmw registered to offer (mﬂmglnlh elevant lzge
group. If the box is blank you are not currently registered o offer funding 1o the releva

group. If you nl-r.k oflaave any o ank y s ars solecing not 1o o vied pl.m o the
relevant age grouf

As an authorised signatory of the above Childcare Provider | confirm that:

1 wish to be registered for 9 — 23 months old funding

Note: If the box for 9 -23 months funding is not ticked you will only be able to claim from the
term after a child’s 2nd or 3rd birthday.

1 wish to be registered for 2 year old funding
1will be offering the expanded hours for 2 year old working families

Note: If the box for 2 year old expanded hours is not ticked you will only be able to claim for
disadvantaged 2 year olds.

1 wish to be registered for 384 year old funding
1 will be offering the extended hours for 384 year old working families

Note: if the box for 384 year old extended hours is not ticked you will only be able to claim
15 universal hours for 344 year olds.

Declaration

1am the Authorised Signatory (ie. The person with authoriy to bind the Provider 1o the terms
of this Agreement). | have read and agree to abide by all aspects of the:

1. The Local Authority Agreement for the Provision of Early Education & Childcare

2. The Early Education and Childcare Statutory Guidance for Local Authorities

1 understand that | wil receive funding, ifeligible, under the Lancashire Funding Agreement and
that any failure on my behalf to uphold any obligation placed upon me by the Funding
Agreement may result in a withdrawal of funding to deliver the Early Education Funded places
in my setting and/or recall of any monies akeady paid. | understand that the above named

setting may be subject to visits and/or audit monitoring by Lancashire County Council Officers
10 examine any aspect of the delivery of the Early Education Funding to ensure full comphiance

As outlined in the Funding Agreement | understand that the Local Authority will maintain and keep
an up-to-date directory of childcare providers and make available relevant details through the
Family Information Service to parents

By submitting this acceptance form | am giving consent for my setting to be included in the public
directory of childcare providors

I confirm | am the authorised signatory for the above named childcare provider and agree
10 all the terms outlined in Lancashire County Council’s Funding Agreement for the
Provision of Early Education and Childcare.

Full name of Authorised Signatory completing
this form:

Authorised Signatory Email Address:
Please enter today's date:

ddimmiyyyy .0

Important Note:

WQ will check the detalls you have entered and emall you 1o let you know if we accept your
orif you have completed it incorractly

not submit any claims, and will not receive any payments until you have completed this
form and & has boen acceptod by Lancashire County Counch

Submit Form

FIS Provider Portal - Part of the Synergy FIS Suite
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Update your details

You are only required to complete this form if you change any details about your setting
such as email address, what hours you are open, your charges.

% We advertise your details online, over the telephone and in writing for free, with
the Family Information Service, therefore, it is imperative that we have the most up-
to-date information about your setting. Please note: All providers who are registered
to offer Early Education Funded places will be advertised on our website so that
families can search for relevant childcare and Early Education Funded places. You
may choose to use limited address details and only share part of your address.

% The update your details form is available for you to view what our database
contains about your setting and to request amendments. Your information is
available to the public via telephone, face-to-face and on the internet if you give
appropriate consent by using this form.

++ Consultation and regular feedback from parents suggests they would like you to
display as much information on your setting as possible to ensure they get a full
picture of the service you offer to enable them to make an informed choice about
their available childcare options.

The first page shows your settings address and contact details. Boxes in grey are
details given to us by Ofsted and can't be changed via the Provider Portal (please
contact Ofsted if they need updating).

Update Your Details

| NextPage Select page: | Update Your Details v ;

To ensure we have the most up to date information about your childcare provision,
please check the following information carefully, ensuring that any pre-populated
information is correct, make any amendments where necessary and complete any
new information as requested.

Where information below has a grey background, this means that you can only view the

information and not change it as this information is supplied by Ofsted. If you want to change
any of this information please contact Ofsted using the email address enquiries@ofsted.gov.uk

Provider Name Test After School Club
Provider Telephone Number (one number only)
Email Address (one email address only) wozmarchini@hotmail.co.uk

Mobile Number (one number only)

Address Line 1 7 Redsands Drive
Address Line 2

Address Line 3

Locality Fulwood

Town Praston
Postcode PR2 94K

Web Site

1f you have other types of childcare available within your setting such as a before and after school
club, holiday scheme or creche then please contact us directly on 0300 123 6712 or by email at
lancsfis@lancashire,gov.uk

| Next Page Select page: Updoio Your Details v|li>»|

| Submit Form

FIS Provider Portal - Part of the Synergy FIS Suite
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Update Your Details D!splaying your opening times
will help parents to see at first
S — glan_ce if you offer chlldcarg to
Please amend or add your opening times below: flt Wlth the tlmeS they requlre

Daily Opening Times, please use 24 hour clock format for your opening (e.g. 07:30) and closing

times (e.q. 18:00) Ca re .

|,P,’,e!i‘?,‘is,,PE9§,‘ | _ NextPage |  Select page Update Your Details v ?

Day Start Time End Time

Monday v 15:13) 18:00

— - = — We do understand that costs
Thursday > can vary for a variety of

Friday v 15:13] 18:00

——— reasons, however parents and

Lancashire Family information Service understands that costs may vary for a variety of reasons for H H H H
example by age, however parents and carers do like a guideline price to help them make an Ca re rS dO | Ike a g U|del|ne prlce

informed decision about the cost they might expect to pay when selecting the right childcare for

e o o T Koo s to help them make an
Please state an average price for the most appropriate cost options listed below: |nformed deCISIOn about the
RS cost they might expect to pay
Cost per Session £ 10 . .
! when selecting the right

ost per Day £ . . .
Cost pr Week £ childcare for their family. We
Costper Term £ strongly advise parents and
Specific cost detalls, e.g. by age range, Ca re rS to discuss and ag ree
Do You Offer Any Cost Reductions, E.G. For Siblings? ® Yes No individual requirements and

‘ costs with each childcare

Tell us how good your service is. This information is essential in helping to sell your services to . . .
parents. It can help make the difference between parents choosing your quality childcare provlder befo re ente rl ng | nto a

setting as opposed to another quality Lancashire childcare setting. .
childcare agreement.

If yes please state reductions details:

Please incdlude as many unique selling points that you offer within your service and
don't be shy, this is your chance to sell your childcare provision!!!

We have a very successful After School Club whare children are cared for by qualified staff offering a wide
range of fun activities, These include art and crafts, cooking, drama, muskc. indoor and outdoor play, use

SET st s, e i o St ot s e 0 i l The service description is the
feel happy to leave them while they work.

part with which you can sell
1F you would like sry further information regarding the After Bchaol Chub plessa contect the Bchool Office, V. th eun i q ue aspects Of yo ur

Schools Collection and Drop Off . ' |
1f you offer a drop off or collection service to local schools in your area please list below the schools Settl ngS, don t be Shy.

to which you would be willing to travel to:

o

For the latest timetable of activities taking place and for registration and booking forms, contact the
School Office,

[schoot |
W i ioom

Families with school aged
children can really benefit
from knowing which schools
you pick up or drop off from.

[ Previous Page | | NextPage | Select page:| Update Your Details MIES
["Submit Form
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Update Your Details Providing the ages of
[[Previous Page | Select page: | Update Your Details 3 E3 children (in months) you
What is the lowest age in months you will €0 care fOI' Wl" help parentS
provide care for? . . .
What is the highest age in months you will 144 to See If your Settlng IS a
PR suitable option for them.

Vacancy Information

Lancashire Family information Service understands that your childcare vacancies will vary on a daily
basis and that your Ofsted registration offers flexibility regarding child places in order to meet

parental demand and operate with minimum staffing costs. We understand that yOUF
How many vacancies do you have currenth . . .
(please u!e numbers anl)y, no words): i Chlldcare vacancies wi ”
Further information about vacancies, for example your vacancy may only be available in the .
afternoons or apply to specific age ranges such as 0 - 2 years etc. Vary da”y and that your
Ofsted registration offers
Facilities Offered flexibility regarding child
Please list the appropriate facilities that you offer as part of your service below:
Faciites Avaiable places to meet parental
e 7 demand and operate
Arts & Crafts Sessions V‘ With m i n i mu m Stafﬁng
| Ict Facllities Vi .
| Outdoor Playspace v | COStS HOWGVGF haV|ng
ol :} this information will help
oo parents to see at first
Consent to Publish Information to Families in Lancashire .
By checking the boxes below you consent that we can use your details to promote your service via: glance |f yOU have any
Not Avallable To Publc vacancies.
(] the internet ::I(eill\‘;v::w or over the In Writing
For childminders only Facilities can paint a good
Use full address details ® Use limited address details piCtu re Of What you have to
offer as a childcare
| Previous Page Select page: | Update Your Detalls V][> provider
| Submit Form ’

FIS Provider Portal - Part of the Synergy FIS Suite

To enable your details to be advertised as widely as possible to parents looking for
childcare please select all the options available to promote your service.

Childminders can select to use a limited address (this will display only town and

postcode as your address). Some Childminders prefer to select this as a safeguarding
measure.

Submitting your forms

Once you are happy with the details contained in the form click on Submit Form. You
will then get a pop-up message to confirm if you are sure you want to submit this form.
If you are happy with the details you have provided then click ok. You can cancel if
you wish to review/edit the information before sending.
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fisonline.lancashire.gov.uk says

Are you sure you want to submit this form? Clicking OK will close this
message and submit the form to the LA, Clicking Cancel will clase this

message and leave the form open.
“ Cancel |

Once submitted you will get a message to confirm the form has successfully been
submitted.

Forms

Fill In Forms View Forms

Q ) You have successfully submitted the form.

Fill In Forms

Status of your submitted forms

« To view the status of your forms click on Forms > View Forms. A list of Forms
that you have submitted will show and you will be able to see the status of each
form.

Forms

Fill In Forms View Forms

View Forms

Select a form below to view:
* Change to types of funded places offered (13/03/2025 12:38:58 - Authoriset
¢ Early Years Census (06/12/2024 11:26:43 - Authorised)
» Change of Bank Details Request Form (24/07/2024 12:14:17 - Authorised)
* Funding Agreement Acceptance Form (28/05/2024 16:54:12 - Denied)
* Funding Agreement Acceptance Form (23/05/2024 09:56:11 - Authorised)
¢ Funding Agreement Acceptance Form (22/05/2024 10:54:32 - Authorised)
* Update Your Details (13/05/2024 09:45:29 - Authorised)

13. System Requirements

To use the Provider Portal, you want to be using Microsoft Edge as you may find that
when you click the 'Edit' link on a child's record nothing happens, and you cannot enter
the details of each child. The solution to this is use a different browser such as Mozilla
Firefox, Google Chrome ™**,
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You may also encounter display issues when using a tablet or mobile phone to
complete your claims. Usually these can be resolved by scrolling across the browser
window to see if any pop- up boxes are preventing you continuing with your claim. If
you are struggling to view the portal on your mobile / tablet device please log out and
use a computer to complete your claim.

14. Contact us

Details regarding Early Education Funding is located on our webpages, where you will
find lots of useful information which may help with your enquiry.

+ For information, support and services for professionals, please visit Childcare and
early years settings - Lancashire County Council

+« For information, support and services for parents/carers, please see Early years,
childcare and family support - Lancashire County Council

+« For any queries relating to the Early Education Funding and claims please contact
the EEF team on 01772 533552 or email fee234@lancashire.gov.uk
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